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UNIT 1: GEMSTONE AND THE
BROWSER INTERFACE

INTRODUCTION

The GemStone Universal Portal is your technology answer to a cluttered desktop.
This organizational tool provides a gateway to all MS Govern Systems and third
party modules. You log in only once and you have access to all of your modules.

Note

You must use GemStone to access FMS 6.5, HRMS 6.4 or RMS 6.3.

GemStone includes the following features:

e System/Module Tabs

After only one login, you have single screen access to all of your MS Govern
Systems.

e Tasks

Add and summarize tasks.

e C(Calendar

View days with an event or task scheduled at a glance. Select the day to show a
detailed description.

e Announcements

Issue announcements to groups of users or all users.

e Featured Documents

Link, categorize, download, view and use any document.

e  QuickLinks

Add custom links to any web page.
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PROCESS: ACCESSING GEMSTONE AND
THE BROWSER INTERFACE

This section shows you how to access GemStone and use the Browser Interface.
You’ll also become familiar with navigation techniques, including keyboard shortcuts
that help speed data entry by giving you quick access to information.

The basic steps required to access GemStone and navigate through the Browser
Interface are summarized in the following table. These steps are described in greater
detail after the table.

Step

1. Access GemStone.

2. Navigate the Browser Interface.

3. Use toolbar icons.

4. Access workflows.

5. Navigate through MS Govern’s

screens.

6. Use the search feature.

7. Access user data.

8. Use the drill up/drill down feature.

9. Exit the System.
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ACCESS GEMSTONE

Your system administrator supplies the URL for GemStone. Add it to your favorites
ot create a shortcut on your desktop for quick and easy access.

Access GemStone through Microsoft Internet Explorer (IE). The GemStone Login
Screen displays.

Note

GemsStone requires IE version 5.5 or higher. MS Govern recommends IE
6.0 or higher.

= GemStone - Windows Internet Explorer. provided by Yahoo!

Home
z ¥ Welcome to the MSGovern Application Portal
Account Login
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felancy@harriscomy Gemstone Your single access point to all
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Figure 1: GemStone Login Screen
1. In the “Account Login” section, enter your email address as set up by your
system administrator.

2. Enter your password in the “Password” field.
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3. Click the Sign In button or press <KENTER>. The Home Screen displays.

Role:

Gemstone Your single access point to all f—rorms Admin_
MS Govern modules!
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GemStene requires Internet Experler 6.0 or higher and is best viewed with @ screen size setting of 1024
x 768

Figure 2: Home Screen

Select a System

Tabs for the following MS Govern Systems display: Financial Management (FMS),
Human Resources Management (HRMS) and Revenue Management (RMS). Your
system administrator determines the order in which these tabs display. To access a
MS Govern System, select the appropriate tab. See Figure 3 below.

The FMS, HRMS, and RMS tabs have drop-down menus. These menus give direct
access to specific ISPECs within the MS Govern System. GemStone is delivered

with a default set, or master set, of menu (ISPEC) options that consist of all ISPECs
you commonly use.
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When you log in to GemStone, your profile in the MS Govern FMS, HRMS and
RMS Systems is matched with the master set of menu items. If you do not have
access to a particular ISPEC in the master list, it won’t display in your drop-down
menu. So, while the master set of menu items may contain many selections, only the
ISPECs for which you are authorized actually display.

Note

If your organization does not use all three MS Govern Systems, only the
System(s) you use display as GemStone tabs.

You can customize GemStone by adding your own tabs. GemStone
Online Help explains how to add more tabs.

= GemStone - Windows Internet Explorer. provided by Yahoo!

73 Sign Out,

Home

Main Menu
Q General Ledger » Inquiries % Calendar Add @
Accounts Payable » Chart of Accounts < October 2008 >
Accounts Receivable
.
Cash Receipts » Batch Header 28 29 3 1 2 3 4

=3
Budget Preparation » Batch Details ‘ 5 [ 7 8 9 10 11
Grant Management » 12 13 14 15 16 1718
0 Purchasing » 19 20 21 22 23 2435
c Inventory » 2% 27 28 29 30 311
» Cre
« Man|_Bid Administration » S I S N S i

Fixed Assets »

Project & Work Order Mgmt » ¥ Calendar ItemsAdd @)

Fleet & Equipment Mgmt » Date

Name
Approvals » No records found

Report Control »

Security Administration ©2008: Management Solutions for Government; All rights reserved

User Defined Items »

Processing Control Records

Figure 3: System tabs in GemStone
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As you hover over a tab with your mouse, a drop-down menu for that System
displays. In Figure 3, we hovered over the FMS tab and then selected the General
Ledger module from the FMS drop-down menu. The General Ledger Main Menu

(GLMEN) displays.
Note

You can have more than one MS Govern System or module open at the
same time; simply select the appropriate tab to access.

Histary | GLHEN GENERAL LEDGER MENT
[D[e][R]

10:51:44:66 INPUT REQUEST 0.00
CITY/COUNTY of GEMS

General Ledger

Transactions Inquiries | Chart of Accts | Tables

Transactions

Batches

Journal Entries

Recurring Journal Entry Header

Recurring Journal Entry Detail
Budaet Adjustments
Budget Transfers

Next Year 's Budgets

&] 10:51:44:86  INPUT REQUEST 0,00

Other Options
Approvals
G/ Transaction Conversion

Main Menu

Mext Ecreen

[

"3 Local intranet

Figure 4: Go directly to an module’s main menu
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Tip
Also called a screen name, an ISPEC name is a five-character code the

System uses to refer to a screen. The ISPEC name is found by looking
at the five-letter code in the title bar at the top of the screen.

In the figure below, the ISPEC name is GLADI.

(!

You may navigate from screen to screen without returning to a menu by
entering the ISPEC name in the “Next Screen” field of any screen and
pressing <ENTER=>.

Current screen

Histoy | GLADI  BUDGET ADJ BY %@ ] 10:55:47:44 SUCCESSFUL%
IR X
SR Budget Adjustment/Transfer [4ext Sereen [GLNXT

A

Adj by Type Transfer | Transfer Apprvi | ! Transfer Ingquiry | 7 Inquiries
AccountType [1]  mMestaccount#  [002 00.100 Go to Next Year’s Budget
Defaults Descrlptl.on [ Date (0817705 Screen (GLNXT).

Transaction Type ]
Ezcel Copy Paste Delete Prink Save Restore
Account # Descripkion Adjustment Amount

Ml ~|ooi.o00100 CASH ADJ. 51.00

2 001.00.100.000.SRWGERT ADIUSTMENT 52.00

3 001.00.101 ADJISTMENT 53.00

4 001.00.110 ADJUSTMENT 54.00

5 001.00.115 ADJISTMENT 55.00

& 001.00.120 ADJUSTMENT 56,00

i & 001.00,120,000, SRWGERT 0.00

5] A 001.00.120,550,555555 0.00

9 & 001.00.121 0.00

10 A 001.00.122 0.00

11 ) 001.00.123 0.00

1z & 001.00.124 0.00

13 & 001.00.125 0.00

14 & 001.00.126 0,00

o
~
@I] 10:55:47:44  SUCCESSFUL ENTRY 0a00z1 0.00 "g Local intranet

Figure 5: Enter the ISPEC in the “Next Screen” field
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NAVIGATE THE BROWSER INTERFACE

MS Govern Systems have the same interface with the following features:

A standard navigation bar across the top.
Visually pleasing, non-distracting icon buttons.
Minimal color.

Keystroke shortcuts for all icon buttons.
Built-in workflows.

Integrated search capabilities.

Screen-specific MS Govern Online Help files.
Quick report initiation.

Streamlined report distribution with Enterprise Output Manager (EOM)
(formerly known as DEPCON).

Built-in calculator and calendar.
Convenient history list box.
Tabbed screens to increase ease of navigation.

Key information flows between screens.

For instructions on using MS Govern’s screens, continue with the processes included
in this manual.

Browser Interface Frame

The sections of the Browser Interface frame include:

IE Title bar — The standard Internet Explorer (IE) title bar displays the name of
the Web site you accessed; in this case, GemStone.

IE Toolbar — This displays IE’s standard menu (File, Tools, Help) and toolbar
(Back, Refresh, Print) options.

GemStone Tabs — Tabs display at the top of the screen. These tabs represent
the Systems to which you have access. You can also add your own customized
tabs.

Browser Interface (BI) toolbar —These icons provide navigation, reporting and
help options in the MS Govern System. The “Use Toolbar Icons” section below
describes each option.

&3 MSGovern
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e Application Frame — This frame contains the MS Govern application screen.

e IE Status bar — The status bar displays System messages such as SUCCESSFUL

ISPEC NAVIGATION, INPUT REQUEST or SUCCESSFUL ENTRY.

IE Titlebar
|Eam$tone tabs

Bl Toolbar

Application
Frame

»

gl [ Gomstane Windaws Internel Explorer provided by Yahoa!

[

v

Status bar

> REREBRAB«BO=an| ¢ 4

Histoey | LOGON FIHANCTAL APPL MEKD W
[ollo][/! TOWN OF MSGOVERN et Sereen
Financial Applications
Genersl Legaer Purchasing Approvals
Accounts Payable Inveniory Inquirkes
Accounts Receivable Bid Adminisiration Beport Control
Cash Hecepts Eied Assets Secunty Administration
Busget Praparation Project and Work User

Gram Management Tleet and Equipment Management Processing Control Records
Usger Preferences
Renew Password

Application Sign On

He. 7
m. Al Fights Reserved
amis Computer Syslems

Release
ght 2000, MS

W B[S Oul,,

&2 MSGoverni

V10537 24 VT REQUEST 000 |

oK

N Local inkraet

R10% -

Figure 6: Browser Interface frame
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Setting Your Browser for Best Visibility

If you have to scroll to see the maintenance bar or the OK button on a screen, you
may have to change your display settings to 1024 x 768.

For most users, MS Govern recommends that you maximize the Browser Interface
window. With the Browser Interface window maximized, you can view an entire
module screen without scrolling down to get to the maintenance bar or OK button.

USE TOOLBAR ICONS

The MS Govern Browser Interface toolbar contains easy-to-use icons to help you
navigate through the MS Govern System.

The top section of the toolbar is divided into four sub-sections. The icons are color-
coded and grouped by function, as shown in the figure below:

Navigational lcons R.07.LLIGTELE RN Activity lcons (Red) Resource lcons
(Yellow)

«>EBE < E

Historp |LOGIN  APPLICATION SIGH ON =]

Figure 7: Browser Interface toolbar

For easy identification, a pop-up bubble displays the icon name and keyboard
shortcut option as your mouse hovers over the icon.

The following tables display icons, keyboard shortcuts, icon names and descriptions
of their functions for each of the four groups of icons. Following the table, these
toolbar features are described in more detail.

Note

Instructions for combination keys display as follows: Press <ALT R>.
The plus (+) is implied and not written. To execute the command, hold
down the first key while you press the second key. For example, press
and hold down <ALT=> while you press R.

D
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Navigational Icons (blue)

Button Shortcut | Name Description
=) . Navigate back through the screens
Previous .
* <ALT P> you previously accessed, one at a
| Screen .
tme.
* <ALT X> Next Screen Nayiggte forward to the next screen
| active in history.
<ALT GM> Previous Navigate back to the last menu you
| - Menu accessed.
History The History drop-down list box
retains the names of the last 50
Hisiory | GLJLI  JOURNAL ENTRIES =l| screens you accessed.

History List Box

To return to a recently viewed screen, open the drop-down list box to select a screen.
When you exit the MS Govern module, the history list clears.

—+>EBRBBERE-

Histary |PUQHE PURCHASING INQUIRIES =D
|E||ﬁ| B i - A X E
PEGAE | REOUTSTTICN READ‘I FDE APPROVAL Click
PORME ~ REHARES ck the drop-down
DESCI  ITEM DESCRIPTIONS atrow to open the list box.
REQHN  REQUISITICON DETAIL Highlight the screen you
FEQHD REQUISITION HEADER want to access, then click
—__IPUMEN  PURCHASING MENU to display.
LDGOH FINANCIAL APPL MENU

Figure 8: The “History” list box

&3 MSGovern

GemStone & the Management Solutions for Government 1_1 1
Browser Interface




Reporting Icons (yellow)

Management Solutions for Government

Button Shortcut Name Description
N Report . .
% <ALTR> Initiation - R(l)ln_lrlepgir:lso1n';)e(§ictlvely through a
— Interactive pop-up & DOx-
Report Create and distribute reports using
= <ALT GI> Irn'];:c)iation B MS Govern’s latest enhancements.
= Onlin This replaces the old Report
¢ Initiation Screen (RPINT).
= <ALT GB> Print Preview | Choose different combinations to
L= display and filter report output.
% <ALT O> Report Output | View or redistribute reports you
|._ = Control (ROC) previously ran.
= <ALT GQV> | QuickView Query data contained in your MS
= Govern System.
= <ALT GQR> | QuickReport
=k Q Q P Create and run financial reports.
Create and run custom reports.
|CE\?\ <ALT GV> SkyView Note: If you do not have this
— module, this button may be gray
and will not function.
L\
o2 MSGovern
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Activity Icons (red)

GemStone & the
Browser Interface

Button Shortcut | Name Description
E <ALT GC> | Caleulator Perform calculations independently or
|._ — automatically place values in fields.
D <ALT GA> | Calendar Automatically place dates in the
L appropriate fields.
B <ALT GE> | Email Send an email without losing your
| : place on the module screen.
h <ALT G> Toolbox Access all Browser Interface
|._ . functions.
— Ne Open a new window to access more
<ALT W> Wit\lvdo than one screen within the same
L W System.
L\
o2 MSGovern
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Resource Icons (green)

Button Shortcut Name Description
= Access the MS Govern Online Help
m <ALT S> Screen Help | file for the module sereen you are
l—" currently viewing,.
= Access the MS Govern Online Help
Iijl‘ <ALT GH> | System Help | files for the Systezz you are currently
l— working in.
) Access a step-by-step guide through
m “ALT GT> ;Workﬂow au processes. The Workflow frame
| teps displays to the left of the module
screen.
= | Customer Access the Customer Corner section
| [ﬁ RS Corner of the MS Govern web site.

Status Line

Successful ISPEC Mavigation |

While processing transactions, the
System displays messages about
completed entries or errors on the
status line. The status line displays
on the upper right-hand side of the
Browser Interface toolbar, just
under the MS Govern logo. It
functions much like the Internet
Explorer status bar.

N
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QUICK TIPS

Magnifying Glass
e Anywhere that you see this feature in GemStone, it means that you may use it as a
tool to search for account names, account numbers, vendor numbers, etc.
e This icon can be found on several inquiry screens including GLSUM, GLINQ,
VNINQ, and PUINQ to name a few.
e Just double-click the icon and enter your search criteria.

Exhibit: GLINQ

e The magnifying glass appears in the account # field on this screen.

emStone - Microsoft Internet Explorer provided by Shelby County Central IT

Icome GENA BOONE! GEMS - Governm

ome FMS FMS Reporting FMS Test

o S [ Ere [

nent e-Management Solutions

Im&aB Qs g8 &3 MSGoverni

dstoy | GLTNG  CURRENT VEAR ACCT DET v 12201372 INPUT REQUEST 0.00 k)
Finance Workflow [DIeIR] Account Master nextscreen [
Account# [ | From Date [ |
Name
Excel Copy Pasts Delete Frint Save Restore
wcoounts Recervable =
3 Cash Receipts 1 = 0.00
1 Purchasing 2 0.00
1 Inventory 3 0.0 a
1 Bid Adrministration 4 0.00
1 Fired Assets 5 0.00
1 Budget Preparation 5 oo
1 Wark Order s

1 Flest Management

1 Security Administration 0.00
E 000
10 0.00
1 0.0
1= 0.00
13 0.00 3
< | 3

Select to see additional details

‘ Ing | First |Ear:k ‘ Hext | Last ‘ oK

a0:13; HPLIT B ed
74 start o~ & 7| Bzwo .o Mi cel F | ado - .. b s.. | @ Quly TraningM.. | EG2M



e Once you double-click the magnifying glass, the Account Search screen appears.

emStone - Microsoft Internet Explorer provided by Shelby County Central IT

lcome GENA BOONE! GEMS - Government e-Management Solutions

{2 Account Search - Microsoft Internet Explorer provided by Shelby County Central IT

distory | GLINQ CURRENT VEAR A p0:13:72 NPUT REQUEST 0.00

Account Search

Finance Workflow E

Name [

Number r
Abbreviated Account # l—

J General Ledger

' Grant Management Scamn e [411 Aocount Types v|

1 Accounts Payable Account Status

g ’é:::g‘;:g;e”ab‘e (search ) (Faeeo) (Bt ) _mep )
1 Purchasing

1 Inventory

1 Bid Administration

1 Fixed Assets

1 Budget Preparation

1 ‘work Order

1 Fleet Management

1 Security Administration

IE3

V7 start




e Enter the information you know or would like to search by.
e In this example, the user wanted to look up the account number for office supplies
for Fund 044.

e Office supplies was typed in the name field.

e 044% was type in the number field. 044 represents the fund. % serves as a wild
card feature since the rest of the account number was unknown.

e Click on search. All items fitting into the criteria entered are displayed.

ome FMS
= - N [T i
BB BT &3 MSGoverni
Aoy [ GLTNG  CURRENT VEAR ACCT DET v 12201372 NPUT REQUEST 0.00 £
Finance Workflow DO Account Master nextscreen [

1 General Ledaer
1 Girant Managemert Eieies o =5
1 Aooounts Paysbl e S ———
1 Aooounts Reseivebls Number ne4% =
1 Cash Rceipts
1 Purchasir\g Abbreviated Account #
— Account Type Bl Account Types v

Bid Adrmiristrat
g F\IxedAn:I:;sra en Account Status
1 Budget Preparation (Csearch ) (Faseacn ) (C Bt ) Her )
1 otk Order N ey
P e 044-600201-6052 OFFICE SUPELIES
) el A 044-B00301-6052 OFFICE SUPPLIES

2 Records Displayed
= - cd e E —
‘4 start B € 7| Bamosoit.. | 3 MerosoftExcel | §| AdobeRead... | /T * Magnifyina gl /2 .| ey anin. | OO 2 Morosaft .. - &)
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e Once you find the item you are looking for, you may select it and then click paste &
exit.

emStone - Microsoft Internet Explorer provided by Shelby County Central IT
lcome GENA BOONE! GEMS - Government e-Management Solutions Version 2.3 @ | &

FMS Reporting FMS Test
R RBREREE«BOmaD ol B e &2 MSGovernid

fistoy |GLING  CURRENT YEAR ACCT DET v 12:20:13:72 INPUT REQUEST 0.00

Finance Workflow [DIeIR] Account Master mextscreen [

! /2 Account Search - Microsoft Internet Explorer provided by Shelby County Central IT Blﬁ |Z‘

Account Search
1 General Ledger
1 Grant Management

1 Acoounts Paysbls pame -
1 Ascounts Rieceivable Number 0a4%
] Cash Receipts
j Purchasir\g Abbreviated Account #
1 Inventors Account Type &1 Account Types v
Bid Admistati
; F\IxadAn:::sra en Account Status
1 Budgst Preparation (gearch ) (PasteaEnt J(_ Bt ) Hem )

1 ‘wéork Order
1 Flest Managsment
1 Secuity Adminitration

Number Name

5] PLT
OFFICE SUPPLIES

2 Records Displayed

21

“« o
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e The item you selected will appear on your original inquiry screen.
e Once you hit enter or ok, the data for that item will be displayed on the inquiry
screen.

fistoy |GLING  CURRENT YEAR ACCT DET v 12:35:44:32 SUCCESSFUL ENTRY 000007 0.00
Finance Workflow [DIeIR] Account Master NextScreen [
Account Master | Budget by Year | Account Sum Status Current Year Dtl
Account# [044-800201-6052 | From Date[ | 2010-07 ACTUAL 4.813.744
b B Lafies Name OFFICE SUPFLIES 2011407 ACTUAL
1 Grant Managemert Excel Copy Paste Delete: Print Save Restore
7 Accounts Payable =
7 Accounts Receivable
7 Cash Recsipts Wl Olloriiario ap M7400 000000 40,48 UME W54 CARD SERWICES
7 Purchasing 08/30/10 4P M7400 000000 228,50 LIME WISA CARD SERWICES
7 Irventory 3 08/31/10 AP A1040 000000 BO03525 105,69 STAPLES ADYAMNTAGE
1 Bid Adrinistration 4 09/20/10 AP M7400 000000 326,70 UMB ¥ISA CARD SERVICES
7 Fired Assets 5 09(20/10 AP M7400 000000 15,69 UME YISA CARD SERYICES
1 Budget Prepaiation 5 09(21/10 AP AL040 000000 B03525 278,98 STAPLES ADYANTAGE
P ol Oy 09/21/10 4P AL040 000000 B003525 109,53 STAPLES ADVANTAGE
7 Fleet Management
09/29/10 AP A1040 000000 BOD3525 B8.26 STAPLES ADYANTAGE
1 Secuity Administration
09/29/10 AP A1040 000000 BO03525 273,77 STAPLES ADYANTAGE
10 09/29/10 AP A1040 000000 BO03525 31.46 STAPLES ADYANTAGE
11 09(30/10 JE  D00DOOO04447 9,10 RCLS FOOD PRODUCT/KITCHER
1z 10/21/10 AP M7400 000000 51,95 UME ¥I5A CARD SERVICES
13 11/15/10 AP A1040 000000 BO03525 377.41 STAPLES ADYANTAGE v
< >

Select to see additional details

‘ ing |Fm Back

Hext | Last‘ oK

Ix
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Exhibit 2: VNINQ

e The magnifying glass appears in the vendor # field on this screen.

/= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions Version 2.3 ® ‘
Home FMS FMS Reporting FMS Test

«>BBE

&2 MSGovern&

Histoy | YNINQ  INVOICE ACTIVITY v 14:13:25:87 INPUT REQUEST 0.00
Finance Workflow BIoIF Accounts Payable Inquiries Nextsereen [
RPN invoice Inquiry | Invoices by PO | Check Inquiry Check Runs
Bylvoice#| | orDueDate [ ] Credit Memo Only [~
Vendor # I:| Address # I:| Proc Vendor # I:|Name
) General Ledger Calendar Purchases Discounts Open Invoices r
7} Grant Management Open Payables Net Calculate Totals ™
[ Accounts Payable
) Accounts Receivable Excel Copy Paste Delete Print Save Restore
[ Cash Receipts [ Selex | o Amount +
) Purchasing | ] 0.00 0.00 0.00
73 Inveniow 0.0 0.0 000
) Bid Administration noo e .00 =
) Fixed Assets o0 pps om
[ Budget Preparation
) Work Drder 0.00 .00 o.00
[ Flee! Management 0.00 0.00 0.00
) Securly Administration 0.00 0.00 0.00
0.00 0.00 0.0
0.00 0.00 0.0
0.00 0.00 0.00
0.00 0.00 0.00 ~
5

14132587 INPUT REQUEST 0.00 o/ Trusted sites H100% -

‘4 start
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e  Once you double-click the magnifying glass, the Vendor Search screen appears.

%]

C GemStone - Microsoft Internet Explorer provided by Shelby County Central IT B@
Welcome GENA BOONE! GEMS - Government e-Management Solutions Version 2.3 @ | & | ERIIUI

Home FMS Reporting FMS Test
«+BBEREBERE«EHOImaO| 9 v &y &2 MSGovern&

Histoy | YNINQ  INVOICE ACTIVITY v| 14:13.25:87 INPUT REQUEST 0.00

Finance Workflow [BIIR Accounts Payable Inquiries ot Sereen [

= Yendor Search - Microsoft Internet Explorer provided by Shelby County Central IT

Vendor Search
) General Ledger
) Grant Managsment

) Accounts Payable Name [
[ Accounts Recsivable b |
[ Cash Receipts
) Purchasing Address Line [
) Invertoy city  —
) Bid Administration
) Fived Assets State |_
Budget Preparation
g ST Zip Code [ Taxid [
) Flest Management Vendor Status
{2 Secuity Administition Include One Time Vendors [~

( Search )(Easte & Ev.\l) ( Exit )( Help )

14:13:25:67  IMPUT REQUEST 0.00 = o Trusted sites | -




e Enter the information you know or would like to search by.

e In this example, the user wanted to look up the vendor number for Staples
Advantage.

e Staples% was typed in the name field.

e Click on search. All items fitting into the criteria entered are displayed.

/- GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BODNE!

Histoy | YNINQ  INVOICE ACTIVITY v

Finance Workflow

GEMS - Government e-Management Solutions

) General Ledger N taplc
Grant Management
[ Accounts Payable Number
) Accounts Recsivable i
) Cash Receipts sy o [
) Puchasing city
) Inventowy
) Bid Admirististion Stale, r
) Fised Assets Zip Code [ Taxld [
[} Budget Freparation -
) Work Drder Vendor Status
7] Flest Management Include One Time Vendors [
E ity Administrati
@ GG T EED ( Search )(Essls&E“\t:)( Exit )( Help )
NameiSort Name Number Address #
Vendor Address Taxld
STAPLES ADVANTAGE Al040 2 -~
39143 TREASURY CENTER =
CHICAGO IL 60694-3100 841248716
STAPLES, ANNIE B Xooo1 2613
889 FAHON AVE
MEMFHIS TH 38105
STAPLES, CLYDE ¥ Xoool 4937
752 E. GAGE AVE
MEMPHIS TN 38106
STAPLES,ERA J Xo001 1643 o

4 Records Displayed

&3 MSGoverni

14:13:25:87 INPUT REQUEST 0.00

 Trusted sites #100%




e Once you find the item you are looking for, you may select it and then click paste &
exit

/= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE!

Home FMS FMS Reporting FMS Test

«H>BEREREEBEE

GEMS - Government e-Management Solutions

DEab Qs Yy

Version 2.3 ®

&3 MSGoverni

Histoy | YNING  INVOICE ACTIVITY v

Finance Workflow

General Ledger Name

Grant Managsrent

Aconurts Payable Jimticy
Aconurts Receivabls A e

e

&)

&)

g Cash Recsipts

) Puchasing city
Inventory

g Bid Administration State
) Fired Assets

[} Budget Freparation

) Work Order

[ Flest Management

[ Secuity Administiation

Zip Code
Vendor Status

Name/Sort Name
Vendor Address

STAPLES ERA J

[ Taxid [

Include One Time Vendors [~

( Search )(Easle&Exn)( Exit )( Help )

Address #

Mumber
Taxld
A1040

841248716
Xooo1 2613

Xooo1 4937

X000l 1649

3

4 Records Displayed

14:13:25:87 INPUT REQUEST 0.00

FA00% -

o Trusted sites




e The item you selected will appear on your original inquiry screen.

e Once you hit enter or ok, the data for that item will be displayed on the inquiry
screen

{= GemStone - Microsoft Internet Explorer, provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions version 2.3 @ | | GEIEN
FMS Reporting FMS Test

«+BLLREEEE <

fmabD o sy &3 MSGoverni

Histoy | YNINQ  INVOICE ACTIVITY v| 14:21:43:99 SUCCESSFUL ENTRY 000003 0.00
i [DI[OIR] .
Finance Workflow el Accounts Payable Inquiries Nextsereen [
Vendor By Name | Vendor By Type [RAELILEEIIEN invoice Inquiry | Invoices by PO | Check Inquiry Check Runs
Bylwoice#] | OrDueDate [06~01-11 Credit Memo Only [~
Vendor # Address # proc Vendor#[ . |Mame  STAPLES ADVANTAGE
{0} General Ledger Calendar Purchases Discounts Open Invoices r
{7} Grant Management Open Payables Net Calculate Totals ™
) Accounts Payable
) Accounts Recsivable Excel Copy Paste Delste Frint Restore
) Cash Receipts ;
I Puichasing | 107428908 104,13 0.00 10413 P
2 Inventoy 107427013 75.96 0.00 75.96 P
(8 Bttt 107444711 44,31 0.00 4431 P B
) Fised Assets
: 107467409 290,80 0.00 290,80 P
[2) Budget Freparation
) Work Drder 107492491 633 0.00 633
) Flest Management 107561220 57.56 0.00 57.56 P
) Secuity Administration 107864787 62.20 0.00 62,20 P
108027334 301,30 0.00 301,30 P
108132485 150,55 0.00 150,55 P
108471633 53,56 0.00 53,56 P
108492212 57.76 0.00 57.76 P 2
==

14:21:4%:99  SUCCESSFUL ENTRY 000003 0.00 E f Trusted sites F100%
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%
Percent Sign

e The percent sign can be used as a wildcard feature when using the search tools
mentioned above.

e Use the percent sign in place of characters you are unsure about.

e In Exhibit 1 above, the user was unsure about the complete account number, but
knew the Fund number 044. Thus the user typed in 044% and all office supplies
account numbers for Fund 044 were returned.

e In Exhibit 2 above, the user was unsure about the complete name of the vendor
Staples Advantage, but knew that Staples was in the name. Thus the user typed in
Staples%, and all vendors beginning with Staples were returned.

Excel, Copy and Print Features

e The Excel, Copy, and Print Features can be found on many several inquiry screens
including GLSUM, GLINQ, VNINQ, and PUINQ to name a few.

Exhibit 1: Excel Feature

e The Excel feature allows you to send information directly from the inquiry screen
to an Excel workbook
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{= GemStone - Microsoft Internet Explorer, provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions

Home FMS FMS Reporting FMS Test

+«>BBERE

Histoy | YNINQ  INVOICE ACTIVITY v|

E)

Finance Workflow [Dl[o][R] Accounts Payable Inquiries

Vendor By Name | Vendor By Type [RAELILEEIIEN invoice Inquiry | Invoices by PO | Check Inquiry

Next Screen |:|

Check Runs

Version 2.3 @ | &

&2 MSGoverni

14:21:43:99 SUCCESSFUL ENTRY 000003 0.00

By Invoice #| | OrDueDate [06-01-11 | Credit Memo Only T~
Vendor# [A1040 ] Address # proc Vendor#[ . |Mame  STAPLES ADVANTAGE
{0} General Ledger Calendar Purchases Discounts Open Invoices r
{7} Grant Management Open Payables Net Calculate Totals ™
) Accounts Payable
) Accounts Recsivable Excel Copy Paste Delste Frint Restore
) Cash Receipts Select woice rac Amaunt + 3 tal +
I Puchasing 107426906 104,13 0.00 104,15 P
2 Inventoy 107427013 75.96 0.00 75.96 P
(8 Bttt 107444711 44,31 0.00 4431 P B
) Fised Assets
: 107467409 290,80 0.00 290,80 F
[2) Budget Freparation
) Work Drder 107492491 633 0.00 633
Flest Managsment 107561220 57.56 0.00 57.56 P
) Secuity Administration 107664757 62.20 0.00 62,20 P
108027334 301,30 0.00 301,30 P
108132485 150,55 0.00 150,55 P
108471633 53,56 0.00 53,56 P
108492212 57.76 0.00 57.76 P 2
==

14:21:43:99  SUCCESIFUL ENTRY 000003 0.00

‘4 start

o/ Trusted sites E100% -

e Click on the Excel tab in the screen you are viewing.

e You will be asked to name the file and choose the location you wish to save the file
e In this exhibit, the file was named Excel Example and saved to the Desktop
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C_GemSlune - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions
Home FMS Reporting FMS Test

++BEEEEEE«~EOIman Q¢ e &3 MSGoverni

History | YHINQ INVOICE ACTIVITY Vl 14:21:43:99 SUCCESSFUL ENTRY 000003 0.00

Finance Workflow [DIOI[R] extScreen [
J & &5 M- CreditMemo Only ™
- VANTAGE
) General Ledger . L Emotes statistical chedules Open Invoices r
) Grant Management ] 4 My Computer EsH]REVISED Old_Hew COA Mapping T, -
= Calculate Totals
I Accounts Payable My Recent ‘:gMy Network Places B statisticalsection-onefile-My COPY
) Accounts Fecaivable Documents &5 4621 template Restore
[ Cash Receipts [‘ = oz4-4622 Etrustes
() Purchasing Ho3e-4623 00 104.13 P
2 Inventoy Deskiop  EHaoz-c606 .00 75,9 P
) Bid Admiristration : @Juggrssﬁs o prpy —
) Fixed Assets Fjoar,
. - .00 290,80 P
[} Budget Freparation ,)
) Wtk Order My Documents D hczounting Files .00 633 F
BLAMK JE
(3 ey %c ¥ Blark Transfer Farm R 470308 0 58P
[ Security Administration B opy of Blank Transter Form Revision .00 62.20 P
gl [EDFinancial Statements = -
My Computer |2, FINAOPStatements ‘o oy
B udrial section HMumbersFY10
_ 00 5356 P
‘3 < > o 57.76 P &
My Network — File name [Excel Enample] = Save )
Flaces
Saveastyps |Excel WorkBook (") | Cancel

000003

o Trusted sites H100% -

e Once you have named the file and saved it, you can retrieve the Excel file.
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EJ Microsoft Excel - Excel Example

HER=R" RERE = R A =R BERECR T R 6|8 % o Gl R
iE] Fle Edt Vew Insert Fomat Tools Data  Window Help Typs aquestion forhelp = L @ X
jasa m cam|s ) 5o ] # 3 ga) v Reply with changes, . endReview.. il
Al A =~
A [ B | [d | [5] | E | F | G | H | 1 | il | K | L [ m ] ] [ =
1 V107426906 104.13 0.00 104,13 P 030311 | 0&jof11 | 080211 383,549 08/01j11 2 Boos: =
2 | 107427019 75.96 0.00 75.96 P 03j08i11 | osjoif11 | 08f02i11 383,543 08j01/11 2 BO0SE
| 3| "lo7444711 44.31 0.00 4431 P oajositt | osjoifin | osjozfii 363,549 06/D11L 2 BOOSE
| 4| "lor4s7409 200,80 0.00 29080 P oajtoit | oosoifn | osjozii 3e3,549] 060111 2 BOOSE
5 "lo74sz451 6.33 0.00 633 P osinn [ oosjoifn | osjozin 383,549 06/011L z BO0SE
6 | "l07s81220 57.56 0.00 57.56 P 0301711 | 0&o1f11 | 080211 383,549 08/01j11 2 EO043
I Nn7esa7a7 62.20 0.00 62.20 P 032311 | oejoif1l | osfozf1n 383,549 08/01j11 2 EBODSC
| 5 | Mos0z7334 301.30 0.00 301.30 P 041411 | osjoif1l | 0efo2f11 383,548 08j01j11 2 BODSE
| s | "loa132485 150.55 0.00 150.55p o4jz1i11 | osjoifin | osjozfii 383,548 06/01{1L 2 BO04:
|10 | "l0a471633 53.56 0.00 53.56|P ospat [ oosoifn | osjoz1i 3e3,549 060111 2 BOD4E
11 "lugaszz12 57.76 0.00 57.76 P osi411 | osjoifn | osjogf11 383,549 06/011L z BOME
1z | Mnss19644 321.74 0.00 321.74 P 051711 | oejoif1l | osfozf1n 383,549 08/01j11 2 EODGE
E Mneasassn 2.49 0.00 249 P 010511 | oejozf1l | ogfo3fn 383,607 0602411 2
| 14 | Mos3s4866 2.49 0,00 2,43 F o4jositl | osjozfil | 06f03f11 383,607 06j02/11 2
|15 | "lora3n7s0 40.24 0.00 40.24)p o4joriit [ osjoziin | osjo3ii 383,607 060211 2 BODGE
16 "loa320553 427.78 0.00 427.78 P osjo4i1t | osjozfin | osjo3ii 383,607 06/02(1L F BO0SE
17| "ns3sseea 58.04 0.00 58.04 P 0500611 | D&02f11 | 080311 383,607 0602i11 2
E Nnsassers 729.80 0.00 729.80 P 05/0611 | oejozf1l | osfo3f1n 383,607 0602411 2
| 19 | Mosazass 34.99 0.00 34,99 P os/11j11 | osjozfil | 0efo3f1l 383,607 06j02/11 2 BOOSE
| 20 | "lua4zarer 275.63 0.00 275.63 )P osinf | oosjoziin | osjo3ii 383,607 060211 2 BODG:
21 | "log+41105 576,32 0,00 576,32 P Toosin T oosioern | ooefosfin 383,607 06i02/11 2 BO0SE
22 "lus447enz 4.56 0.00 456 P osiiziil | osjozfil | 0sj0311 383,607 06/02/11 z BOOSE
| 2 | Mnzagz0es £54.60 0.00 €54.60 P 051411 | oejozf1l | 0sfo3f1L 383,607 0602411 2 EO041
z Nng4azi2s 18.34 0.00 18.34 /P 05/1411 | o6jozf1l | 08/03f1L 383,607 0602411 2
| 25 | Mos4sziz7 100,57 0.00 100.87 P 0s/14i11 | osjozf1l | 06f03f11 383,607 06j02/11 2
| 26 | "luasazeny 117.20 0.00 ur.zp ospeftl | osozfil | 0sjo31L 383,607 06/02(11 2 BODGE
2z "luss32738 15166 0.00 151.66 P ospsl | osjozfil | 0sjo31i 383,607 06/02(1L F BOD6E
|25 | "nss46316 10.50 0.00 10.50/P 0501311 | 0&02f11 | 080311 383,607 0602i11 2 EOO3E
E Mnssazs1s 82.62 0.00 82.62 P osfz1j11 | oejozf1l | oosfozfn 383,607 0602411 2 EO04E
| a0 | Moszssze7 -166.95 0.00 -166.95 P 04/2911 | Osjosf11 | 06/07/11 383,787 | 06/06/11 2
|31 | "loa3ss789 62,44 0.00 62.44 P osjoeftl | Oj0s{11 | 08j07/11 363,787 06/061L 2 BO061
| 32 | "loa3ssezn 0.7 0.00 .77 /P osjosf1l | 06j0s(11 | 0sjo71L 363,787 06/06{1L 2 BO061
33 "lug40z070 -3.36 0.00 3.36 P osioartt | osjosfin | 0sjoriL 383,767 06/06(1L F
[ | "nsagsze1 1,085.40 0.00 1,985.40 P 0501311 | 0&0s/11 | 080711 383,787 06/06i11 2 PO0ES
E Mnsasszan 212.00 0.00 212.00 P 05/13(11 | o&josf1l | 080711 383,787 06/06{11 2 PO0G;
| a6 | Moss1973z 53.67 0.00 53.67 P 05/17j11 | osjosf1l | 06[07/11 383,767 | 06j06/11 2 BODGE
| 37 | Muesezeea 1,494.30 0.00 1,494.30 P szttt | ojosfil | 0sjo7iL 383,787 06/06{1L 2 BO0E
| 55 | "luesoz085 £7.50 0.00 67.50/P o211t [ osjosfil | 0sjoriL 363,787 06/06{1L 2 BO0<
| 07916081 326.94 0.00 326.94 P o4jo7it [ sz | osjos1L 383,897 06/0711 2 BOD6E
a0 | Mnsnz7300 95,02 0.00 95,02 P 04/1411 | o&joFf11 | 0sfosf1L 383,897 06{07j11 2 EOD6E
1 Nns156060 164,59 0.00 164,89 P o4jzzi11 | o6joFf11 | 08fosf1L 383,897 06/07j11 2 BODGE
| 4z | Mos1s6788 46,60 0,00 46,60 P " oosjzzinn T oosjoriin | oefosfin 383,897 06j07)11 2
| 43 | "oszL1741 95,45 0,00 95.48 P T ooyzminn T oosioriin | oejosiin 383,697 08i07/11 2 BO0ES
| 44 | "0sz3z303 163.09 0,00 163.08 P " oajzsinn | oosioril | 0ejosi11 383,697 06i07/11 z BODEE o
W 4 » w)Sheetl/ - il L L L =

iDpaw- Lg | Autoshepes- N\ 1O A Al 2 [g] (& | - o - A -

e Now that the data is in Excel, you may use tools available in the program to make
the data suitable for your needs.

Exhibit 2: Copy Feature

e The copy feature allows you to select specific data from the inquiry screen you are
viewing and copy it to other programs such as Excel, Word, or Outlook.
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{2 GemStone - Microsoft Internet Explorer, provided by Shelby County Central IT

GEMS - Government e-Management Solutions Version 2.3 @ | & | ERLTiIS

Welcome GENA BOONE!

Home FMS FMS Reporting FMS Test

«>BERE

ImabD Qe &3 MSGoverni

Histary | VHING INVOICE ACTIVITY vl 14:21:43:99 SUCCESSFUL ENTRY 000003 0.00
Finance Workflow EIOF Accounts Payable Inquiries Nertscreen [
LR AU invoice Inquiry | Invoices by PO | Check Inguiry Check Runs
By Invoice #] | OrDueDate [06-01-11 ] Credit Memo Only [~
Vendor # Address # Proc Vendor#[. _ |Mame  STAPLES ADVANTAGE
If,] General Ledger Calendar Purchases Discounts Openlmoices [~
If,] Grant banagement Open Payables Net Calculate Totals ™
) Accounts Payabls .
@ Accounts Receivable Exiel H Copy Paste Delste Print Save Restore
Cash Receipts Select Invoice # Procurement Yendor|  Amount + Discount + |Invoice Total + |Payment Stisd
() Purchasing 1] 107426906 104,13 0.00 10413 P
g ‘E";e:;ﬂ“’_‘ ’ (2] 107427019 75.96 0.00 75.96 P
id Administration =
@ Fived fssets E 107444711 44.51 0.00 44351 F
@ Budgst Freparation 4 107467409 290.80 0.00 290,80 P
) Work Dider 5 107432491 633 0.00 633 P
] Fleet Management 6 107581220 57.56 0.00 57.56 P
@ Security Administration 107864787 62.20 0.00 B2.20 P
108027334 301.30 0.00 301.30 P
108132485 150.55 0.00 150.55 P
10 108471633 53.56 0.00 5356 P
1 108492212 5776 0.00 ST76 P "
< >

9 SUCCESIFUL ENTRY 000003

/ Trusted sies

14 start

Using your mouse, highlight the data you wish to copy.

Then click the copy tab.

Open the program/document that you wish to copy the data to.

In this example, the user chose to copy the data to an Outlook e-mail.
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Untitled Message

le Edt Wew [nsert Format Tools Table Window Help Type a question for help = | X
iidsend | I - B4 ¢ 8 | ¥ |5 2 Options... - | HTML -
1L To. | ‘
[l ce. . | ‘
Sibject: |
Sl | 4 (B[ TmeshewRoman < 12+ A <] B 7 U [[S]
L= = = = -
S [ T R PR 4 5 - By 7 [ N R n T R~
107426906 10413 0 10413 P 0310811 08111 0B/0211 383549 0601411 2 BO059E3 BO0S3E3
107427019 78596 0 789% P 0310811 08111 0B/0211 383549 0601411 2 BO059E3 BO0S3E3
107444711 4431 0 4431 P 0309711 0ea1/11 0B/0211 383543 06/01411 2 B005963 B005963

is start £ E ” @ ! £ +aining Manual G F

e Now the information that was being viewed in VNINQ can be e-mailed.

Exhibit 3: Print Feature
e The print feature allows you to print directly from the inquiry screen that you are
viewing.
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{2 GemStone - Microsoft Internet Explorer, provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions
FMS Reporting FMS Test

Version 2.3 @ | i |

e Select the print tab in the screen you are viewing.

N N D, . ()
++BEEEEEE«~EOIman Q¢ e &3 MSGoverni
Histoy [ VNING  INVOICE ACTIVITY v 14:21:43.:99 SUCCESSFUL ENTRY 000003 0.00
Finance Workflow el Accounts Payable Inquiries Nertscreen [
LR AU invoice Inquiry | Invoices by PO | Check Inguiry Check Runs
By Invoice #] | OrDueDate [06-01-11 ] Credit Memo Only [~
Vendor # Address # Proc Vendor#[. _ |Mame  STAPLES ADVANTAGE
If,] General Ledger Calendar Purchases Discounts Openlmoices [~
If,] Grant banagement Open Payables Net Calculate Totals ™
) Accounts Payabls ;
) Accounts Recsivable Esccel : Copy Paste Delete Print. Restore
) Cash Receipts ]
() Purchasing 1 107425905 104.13 0.00 104.13 P
2 Inventary 2 107427019 75.96 0.00 75.96 P
] E“:a:cg”s‘;:t's’a“n" 3 107444711 44.31 0.00 4431 F b |
g Budgst Freparation 4 107467409 290.80 0.00 290,80 P
) Woik Drder 5 107492491 6.33 0.00 633F
) Fleet Management 5 107581220 5756 0.00 57.56 P
@ Security Administration 107864787 62.20 0.00 B2.20 P
108027334 301.30 0.00 301.30 P
9 108132485 150.55 0.00 150.55 P
m 108471633 5356 P
11 108492212 57.76 P v
< 3
oK
141214399 SUCCESSFUL ENTRY 000003 0.00 o Trusted sites -
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{2 GemStone - Microsoft Internet Explorer, provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions

FMS Reporting

«-»>BEBE

FMS Test

Ea

ME&aD Qw7

&2 MSGoverni

14:21:43:99 SUCCESSFUL ENTRY 000003 0.00

Histoy [ VNING  INVOICE ACTIVITY v
Finance Workflow el Accounts Payable Inquiries Nertscreen [
LR AU invoice Inquiry | Invoices by PO | Check Inguiry Check Runs
By Invoice #] | OrDueDate [06-01-11 ] Credit Memo Only [~
Vendor # Address # Proc Vendor#[. _ |Mame  STAPLES ADVANTAGE
If,] General Ledger Calendar Purchases Discounts Openlmoices [~
If,] Grant banagement Open Payables Net Calculate Totals ™
[ Accounts Payabl
coounts Payable
) Accounts Recsivable Esccel Delete Print Restore
) Cash Receipts Print Direct
() Purchasing 107425905 Print Preview 13 0.00 104.13 P
2 ‘E";e:;u“'_ - 107427019 Print Dialog 6 0.00 75.96 P 3
g F\‘xad ,;"S‘S":tsm on 107444711 0.00 44.31 P
) Budget Praparation 107467409 LandScape 0.00 280,80 P
) Woik Drder 107492491 3 0.00 633F
) Fleet Management 107581220 — & 0.00 57.56 P
@ Security Administration 107864787 0 0.00 B2.20 P
108027334 301.30 0.00 301.30 P
108132485 150.55 150.55 P
108471633 sasel g0l 5356 P
108492212 5776 0.00 57.76 P

14:21:43:99  SUCCESIFUL ENTRY 000003 0.00

o Trusted sites FI00% -

e You are given the options to print directly, print preview, and to change the

orientation to portrait or landscape.
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USING E-FORMS

The e-Forms application makes it easy for users to quickly complete the
necessary form online to request a new account or add an existing account to a
Fund/Section.

Requesting a new account means that you are asking to setup a four-digit
account that does not currently exist in the chart of accounts.

Adding an existing account means that you are requesting an existing four-
digit account to be added to an existing Fund/Section.
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Exhibit 1: REQUESTING A NEW ACCOUNT

Step 1: Submitting Your Request

From the GemStone Home Screen, select e-Forms as your “Role”.

e Select the e-Forms tab.

- GemStone - Microsoft Internet Explorer provided by Shelby County Central IT
GEMS - Government e-Management Solutions

Welcome GENA BOONE!
e-Forms

¥ Welcome

GemStone

1 SEMICEY

¥ QuickLinks Add @
Your single access point to all

MS Govern modules!

¥ QuickTask o oo
+ Create & Assign a Task J./ gS
+ Manage Tasks J oo "
F \'ﬁ 5

gy

¥ Task Summary ()

GENERAL
LEDGER

COMMUNITY
MANAGEMENT
SYSTEM
FINANCIAL
MANAGEMENT
SYSTEM

&3 MSGovern

Management Solutions for Government

This is the new GEMS Application Portal. It is intended to be a common interface giving access to all GEMS applications.

GemStone requires Internet Exporler 6.0 or higher and is best viewed with a screen size setting of 1024 x 768

¥ Announcements

Va Upgrading Internet Explorer
#rxxxxx* Any upgrades to Internet Explorer will need to be co-ordinated with Shelby County's IT Department.
GEMS will not work properly unless changes are made when upgrading ***#***#

Category: | IENEG_— v

] Fom[ @

¥ Select a Role

Role:
eForms v

¥ Featured Documents Q

FMS6.8 Release Update - Service
Pack April 2011 (File)

Apr 2011 Service Pack FMS6.8 will be
ready to test on Friday, May 6, 2011

and will be loaded to production on

Thursday, May 19, 2011.

Add @

¥ Public Documents Q
Iv| Date Added

Name: ‘
Type: v To: "0
Document Type Category Featured
Vi FMS67 Release Update - File New Release
Service Pack Nov 2009 Information
e File General i
J/ Trusted sites ®100% ~




chart of accounts, select the form name ‘“New Account Number”.

{ GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

GENA BOON|

e-Forms

¥ Forms: Active o

Form Category:

Form Name* Category Description
To add an exisiting account number currently
ﬁ;ﬁ;ﬁgﬁ%:bar gzsﬁr?;s defined in the Chart of Accounts to a fund and g
section,
Approval Routing Change Purchasing To change current approval routing for requisitions
| Routing Chi hi h | routing f i
Chart of To Request a new account number nat currently
New Account lumber Accounts defined in the Chart of Accounts %
¥ Form Routing Status o
Category: v From:
Form Name:

q . i
Status: i

¥ Personal Assignment Tickler @
Packages:

Assignment Due Date Priority

No task assignments found

Status

©2008: Management Solutions for Government; All rights reserved

If you would like to request a new four-digit account number to be added to the

]
14 start

f Trusted sites




e Complete the required information (marked with an asterisk).
e Suggest an account title, and give a brief description of the intended use of the
account in the comment field.

= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

1. Today's Date *

L

2. NAME *
Instructions >>

Gl |

Last Name ‘

3. Position Title *
Instructions >>

4. What is your email address *

5. Phone Number *
Instructions >

L 1

6. Please select the type of account you are requesting.
Instructions >>

©1000-1999 Cash, AR or other money value account
() 2000-2999 debts owed or other payable accounts
© 4000-4999 Income related Accounts

C 6000-8999 Cost that has been consumed

7. Give a brief description of the account and its intended use in the Comments section below. *
Instructions >>

Suggested Account Title

Comments:

Done J/ Trusted sites # 100% -

&)L 11115aM

e Click “submit” to send your request to the Finance Department.



Step 2: Check the Form’s Routing Status

Once an e-Form has been submitted, you may check on the status of the request.

¢ Inthe Form Routing Status Section, select category “Chart of Accounts”.
e Select form name “New Account Number”.

e You may narrow your search by inputting dates in the “from” and “to” fields .

e Click on “Find”.
e Your submitted requests should be displayed.

e Status “Routing”-form is still being routed through the approval process
Status “Completed”-routing is complete and account is setup
Status “Cancelled”-form has been denied during the routing process

Welcome GENA BOONE! GEMS - Government e-Management Solutions Version 2.3 @ | | ERILTEM

e-Forms

¥ Forms: Active @
Form Category:

Form Name Category Description

To add an exisiting account number currently
Account Number Chart of a
Maintanance Aceounts S;gtrl\uer.‘j in the Chart of Accounts to a fund and (=N
Approval Routing Change Purchasing To change current approval routing for requisitions 2
New Account Number  Chart of To Request a new account number not currently

Accounts defined in the Chart of Accounts. 2

¥ Form Routing Status @)
Category: | Chart of Accounts ~ From:
Form Name: | New Account Number v To: | |

Status: v

Category  Form Name Submitted Key Response  Status Dot
EEEEE:EI:YL New Account Number 02/14/11 09:42:51 AM Completed Ee]
Chart of New Account Number 04/26/11 01:56:03 PM Completed @
EE:::E:{: New Account Number 05/13/11 09:49:29 AM Completed EE]
ﬁzfgflr?t; Mew Account Number 06/23/11 02:08:03 PM Completed &

= Personal Assignment Tickler

Packages:

Assignment Due Date Priority Status
No task assignments found

©2008: Management Solutions for Government; Al rights reserved

J Trusted sites 100%

Page & ) 611 At 3.8 15 col 1 10

© ©

3-5



Exhibit 2: REQUESTING TO ADD AN EXISTING ACCOUNT
TO AN EXISTING FUND/ORG

Step 1: Submitting Your Request

e From the GemStone Home Screen, select e-Forms as your “R
e Select the e-Forms tab.

(= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions

Version 2.3 ® | &

e-Forms

¥ QuickLinks Add Q¥ Welcome Y

¥ Calendar
June 2011 >
ENGIES
3 4

10
17

GemStone Your single access point to all
MS Govern modules!
¥ QuickTask 0 goan s
e

» Create & Assign a Task
+ Manage Tasks

¥ Task Summary ()

Role:
eForms v

GENERAL
LEDGER

¥ Featured Documents Q

FMS6.8 Release Update - Service
Pack April 2011 (File)
Apr 2011 Service Pack FMS6.8 will be
ready to test on Friday, May 6, 2011
FINANCIAL and will be loaded to production on
MANAGEMENT

SYSTEM Thursday, May 19, 2011.

COMMUNITY
MANAGEMENT
SYSTEM

3 MSGovern

Management Solutions for Government

This is the new GEMS Application Portal. It is intended to be a common interface giving access to all GEMS applications.

GemStone requires Internet Exporler 6.0 or higher and is best viewed with a screen size setting of 1024 x 768

¥ Announcements Add @

Va Upgrading Internet Explorer

#exxxxx* Any upgrades to Internet Explorer will need to be co-ordinated with Shelby County's IT Department.
GEMS will not work properly unless changes are made when upgrading ***#***#

¥ Public Documents o
Category: [NEEEEEG— Date Added
Type: Ij To: |@

Document Type Category Featured
Vi FMS67 Release Update - File New Release
Service Pack Nov 2009 Information
o VSGovern Semi-Annual File General b
Done:

J/ Trusted sites | 100% v

oft Out... | B3 Microsoft Excel



select the form name “Account Number Maintenance”.

{ GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

GENA BOON|

e-Forms

¥ Forms: Active o

Form Category:

Form Name* Category Description
To add an exisiting account number currently
ﬁ;ﬁ;ﬁgﬁ%:bar gzsﬁr?;s defined in the Chart of Accounts to a fund and g
section,
Approval Routing Change Purchasing To change current approval routing for requisitions
| Routing Chi hi h | routing f i
Chart of To Request a new account number nat currently
New Account lumber Accounts defined in the Chart of Accounts %
¥ Form Routing Status o
Category: v From:
Form Name:

q . i
Status: i

¥ Personal Assignment Tickler @
Packages:

Assignment Due Date Priority

No task assignments found

Status

©2008: Management Solutions for Government; All rights reserved

If you would like to add an existing account number to an existing Fund\Section

]
14 start

f Trusted sites




Complete the required information (marked with an asterisk).
The drop down feature will assist you in finding the account/fund/section.

Give a brief description of what the account will be used for in the comment field.
Submit

= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT rX
a

e-Forms |

1. Today's Date *

]

2. NAME *~
Instructions >>

|

Last Name |

3. Position Title *
Instructions >>

4. What is your email address *

5. Phone Number
Instructions >>

L 7]

6. Please select the action requested.

) Add an existing 4-digit account number to a fund and section number
O Delete or Inactivate an existing account number.

7. Please select from the drop-down the current 4 digit account number. *
Instructions: These are the account numbers that currently resides in the Chart of Accounts.

v

8. What is the related fund number? *
Instructions: Please enter the 3 digit fund number that will utilize this account number. Include any preceding zeros. Ex. 010, 032, 044.

\ o]

9. Please select the related section number from the drop-menu below. *
Instructions: This is the six-digit section number that will utilize this account number.

\ =

10. Are there any additional comments or concerns?

Done

7 start & E ” ~

o Trusted sites

You can check the routing status by following Step 2 on page 5.
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GLQME

General Ledger Inquiries Menu

Use this menu to make inquiries on your accounts and transactions in MS Govern’s
General Ledger, Grant Management and Budget Preparation modules.

(= GemStone - Microsofi Internet Explorer provided by Shelby County Central IT

Welcome GENA BOON
Home FMS FMS Reporting FMS Test

++EBRBEERE <

Histery | GLOME

it e-Management Scolutions

WAy &3 MSGoverni

12:17:40:19 INPUT REQUEST 0.00

MextScreen [ |

GENERAL LEDGER INQUIRY vl

[DI[e]R]

Finance Workflow SHELBY COUNTY

General Ledger

Inquiries Chart of Accts Tables

[ General Ledger

[ Grant Management
[ Accaunts Payable
[ Accounts Receivable

[ CashRecsipts
{7 Purchasing
21 Inventory
[ Bid Administration
[ Fixed Assets
[ Budagst Preparation
Wark Order
Fleet Management

Account Summary

Account Encumbrance Detail

Budget Adjustments
CY Account Detail

CY Account Detail by MonthiType

Totals by Account #

Totals by Account Control Digit

Account Segment Summary
Budaget Availability
Batch Inquiry

GIL Detail by Project

Grant/Project/ Subsidiary Hame Inquiry

GIL Detail by Subsidiary #

GIL Accounts by Account Hame

GIL Accounts by Account Segment

[ Secuiity Administration Online Budget Status Budaet Transfer Chapter X
Budget by Control Digit CY Non-Updated Requisitions Other Options
Prior Years Account Detail GIL Detail by Grant Main Menu

12:17:40:19  IMPUT REQUEST

s Start

'
o

Trusted sites oo v

4-1



GLINQ

Current Year Account Detail Screen

Use this screen to view the current year’s transactions for a particular account. This
screen also has a drill-down feature that allows some users to directly inquire on journal
entries that originate in the MS Govern General Ledger, Accounts Payable, Accounts
Receivable, and Cash Receipts modules.

{= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions Version 2.3 @ | B ‘ SignOut .
FMS FMS Reporting FMS Test

«-+EBREERE <«

& q ¢ &) &2 MSGoverni

Histary | GLING  CURRENT YEAR ACCT DET V| 12:25:02:87 SUCCESSFUL ENTRY 000003 0.00
Finance Workflow BIEIE] Account Master NextScreen [
Account Master | Budget by Year | Account Sum Status Current Year Dtl
Account# [010-202501-6052 | From Date | | 2010-07 ACTUAL 3,897 .66+
@ General Ledger Name OFFICE SUFPPLIES 2011-07 ACTUOAL

I - 1
@ Grant Management = e F,astpﬂ\cc'ﬂ\.lo Double click, &lt-6 or down-arrow to search | . Restore

@ I F'a_l,lal.nle Select [ Date ™ Reference # Amount
{7 Accounts Receivable
1 Cash Recsipts 1 07/26/10 &P A1040 000000 336,78 STAPLES ADVANTAGE
) Purchasing 2 08/0S/10 &P A1040 000000 BOO4053 80.52 STAPLES ADVANTAGE
) Invenkary 3 08/27/10 AP A1040 000000 BOO4053 267,91 STAPLES ADVANTAGE
[ Bid Admiristration 4 08/27/10 &P A1040 000000 BOO4053 73.08 STAPLES ADVANTAGE T
[ Fined Assets 5 09J09/10 AP A1040 000000 BO4053 139,96 STAPLES ADVANTAGE
7] Budget Freparation 3 09/14/10 AP A1040 000000 BO04053 341,99 STAPLES ADVANTAGE
) \;;’mt*NUI'dE' | 7 10/04/10 AP A1040 000000 BO04053 133,66 STAPLES ADVANTAGE
) st e B 10/04/10 AP A1040000000 BO04053 53.04 STAPLES ADYANTAGE
@ Secunty Adminigtration
g 10/13/10 AP A1040 000000 BOO4053 £2.50 STAPLES ADVANTAGE
10 10/13/10 AP A1040000000 -64.19 STAPLES ADVANTAGE
11 11/17/10 AP A1040 000000 BO04053 233,19 STAPLES ADVANTAGE
12 12/17/10 AP A1040 000000 BOO4053 243,72 STAPLES ADVANTAGE
13 01/20/11 &P A1040 000000 BO04053 24,90 STAPLES ADVANTAGE v
£ | >

Selectto see additional details

Back

Ing | First Next | Last | oK

12:25:02:87 SUCCESSFUL ENTRY 000003 0.00 J Trusted sites H100%

's start P2

€& 7 [ 8 rbox . ! raining Manual




GLSUM

Account Summary Screen

Use this screen to view summary account information for a particular account,
including accounting and budgeting entries, up to the “as of date” indicated.

/= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions

Home FMS FMS Reporting FMS Test
=== o — s

++EEBBREEEE-HONa@OD QL &

History | GLSUM  ACCOUNT SUMMARY v| 12.26:38:12 INPUT REQUEST 0.00

Finance Workflow [BIoR] Account Master Mext Screen
Account Sum Status Current Year Dt | Encumb Detail Inquiries

&3 MSGoverni

(7] General Ledger

() Crt Ml Account#  [010-202501-6052 | TypeS EXPENDITURE  AsofDate

[ Accounts Payable 4 Status & ACTIVE

) Accourts Recsivable ccount Name QFFICE SUPFLIES

[ CashRecsipts

@ Purchasing Accounting Entries Budget Entries

@ Inventary Current Balance 3,897 .55+ Original Budget 11,500.00+

[ Bid Administration MTD Debits 333.29+  Carry Over Encumbrance 0+

[ Fied ssets Credits 0-  Budget Adjustments 5.854.00-

[ Budget Preparation YTD Debils 4,048.98+  Revised Budget 5.646.00+

) \;‘I’:;‘S;:Z' . Credits 151.43-  Expended YTD 3,897 55+

g Security Ad?ninistrat\nn EUECIEERT B>
Available Balance 1,748 .45+

Ing | First | Back | Next | Last | oK

12:26:33:12  INPUT REQUEST 0.00 S Trusted sites H100%

14 start & 7@




GLADQ

Online Budget Status Screen

Use this screen to inquire on the budget status of revenue accounts and expenditure
accounts by control digit, including non-updated transactions. This screen does not
display asset, liability or equity accounts.

{= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions

Home FMS FMS Reporting

>R BBE

FMS Test

X Ymli=Ra g v &2 MSGoverni&

History | GLADO ~ ONLINE BUDGET STATUS v| 15:38:11:36 SUCCESSFUL ENTRY 000017 0.00
Finance Workflow DIOIR] Account Inquiries Next screen [
Account Sum | Encumb Detail Adjing Current Year Dt | Month/Type Dii Status
Account # [010-202501-6052 | Fy [2010-07] (covvmm)

AccountMame OFFICE SUFPLIES
) General Ledger

[ Grant Management Conlrol Digit  010-202501-60
{2 Accourts Payable -
) Accounts Receivable Upd;led Transactions
) CashRecepts SLEEYUELITE 22,223 00+
) Purchasing - FY Encumbrances 48,807 16+
[ Invertory +FY Liquidations 47,582 25+
[ Bid Administration - FY Actual 14.580.78+ FY Unexpended 6,417 31+
[ Fited Assets
7 Budget Preparation
g g::ﬁ;::;amw Non-updated Transactions # of Entries
@ Security Administration - Journal Entries 1,921.00+ 1
- Req Encumbrances
+Req Liguidations
- PO Encumbrances
- AP Encumbrances
- APIPO Invoices
+AP/PO Liguidations Available Budget 4,496 .31+

) o5 NI

‘s start

15:38:11:36  SUCCESSFLUL ENTRY

000017 0.00

A EE | B nbox

| @ gl doc

f Trusted sites

#100% -
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GLBDQ

Account Encumbrance Detail Screen

Use this screen to view encumbrance information and other account data for a
particular account.

/= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Sclutions Version 2.3 & | B ‘ M
FMS FMS Reporting FMS Test

++RBRERRE <

Imal Q& 78| &2 MSGoverni

History | GLEDQ ACCOUNT ENC DETAIL *’l & === Click to Redisplay Emors/Messages
Finance Workflow [IoR] Account Inquiries Next Screen
Encumb Detail Adjing Current Year Dt | Month/Type Dti Status Control Digit
Account # [ ] As of Date [06-29-11 | WM DD-VY
@ Gienaral Ledger Account Name

[ Grant Management Encumbered Balance

@ Accounts Payable
[ Accounts Receivable
[ CashRecsipts

{2 Purchasing

) Irventory

) Bid Administration
[ Fixed Assets

@ Budget Preparation
) Work Order

[ Flest Management
@ Security Administration

Excel Copy Paste Delete Print Save Restare

PO #/Req # ¥endor Name Open Encumbrance + [fad

<

Moopoooeooaoe

Select = Go to Summary

Back

Inq | First Next | Last | oK

ERROR 01 EMTER AW ACCOUNT # & J Trusted sites H100% v

‘s Start AFEBE ” | B



GLHSQ

Prior Years Account Detail Screen

Use this screen to view prior year transactions for a particular account. This screen also
has a drill-down feature that allows some users to directly inquire on journal entries
originating in the MS Govern General Ledger, Accounts Payable, Accounts Receivable
and Cash Receipts Modules.

{= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions Version 2.3 @ | B ‘
Home FMS FMS Reporting FMS Test
== b | . )
«>EBRE ERl=1=l YullzREA- ] &2 MSGoverni
Higtory | GLHS0  PRIOR YEAR ACCOUNT DET v| 14:10:48:24 SUCCESSFUL ENTRY 000007 0.00
Finance Workflow DGR Other Inquiries MextScreen [ |
LUSTLENDY Totals by Acct | Totals by Digit | Segment Sum Budget by Seg Batch Inquiry | Transfer Inquiry
Account# [010-202501-6052 | FromDate [06-30-10
AccountMName QFFICE SUPPLIES IN_DATE

) General Ledger
) Grant Management Excel Copy Paste Delete Print Save Restore
@ Accounts Payable Amount Description/VYendar Narne
7] Acoounts Receivable Bl O] oeiowio ap 0003 0000DDD 25,00 BEST RIBBER STAMP, INC,
[ Cash Receipts z 06{14/10 AP A1040 0000000 BO02957 57.61 STAPLES ADVANTAGE
[} Purchasing 5 06/17/10 AP AD3Z1 0000000 BO0000G 224,73 U, 5. INK AND TOMER, INC
2 Inventory 4 06(30/10 &P A1040 0000000 BOOZ9E7 76.42 STAPLES ADWANTAGE L
[ Bid Administration =
{1 Firzd Assets 06{30/10 AP A1040 0000000 BO02967 245,25 STAPLES ADYANTAGE
) Budget Preparation [ 06{30/10 AP A1040 0000000 BOD2967 10,78 STAPLES ADVANTAGE
) Work Order 4 0.00
) Fleet Management 8 0.00
@ Secunty Administration a 0.00

10 0.00

11 0.00

12 0.00

13 0.00

14 0.00

non s
< >
Ingq | First | Back | MNext | Last | oK
14:10:48:24  SUCCESSFUL ENTRY 000007 0.00 & ' Trusted sites H100% v

'4 start B E 7| @ irhox TraringM... | f L
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GLASQ

Account Segment Summary

Use this screen to view the summary account information for a range of accounts
including accounting and budgeting entries, up to the "as of date" indicated within a
fund.

/= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome AUDREY TIPTON! GEMS - Government e-Management Solutions
FMS Reporting FMS Test System Admin

>R LBBBREEvEHOB@O 9 & & 4 ¢2 MSGoverni

History | GLASOQ ACCOUNT SEGHEHT SUMMARY ~ | 15:20:44:92 SUCCESSFUL ENTRY 000026 0.00

[D][O][R] Other Inquiries Next Screen [

Account History | Totals by Acct Totals by Digit Segment Sum Budget by Seg Batch Inquiry Transfer Inquiry

As of Date |08-31-10

Beginning Account# [010-200101-5510

Ending Account # [610—zoo101-5592 ]
Accounting Entries Budget Entries

Current Balance 18.991 .92+ Original Budget 135,905 52+
MTD Debits 10,156 . 86+ Budget Adjustments 3.817 . 00—
Credits Revised Budget 132.088 52+
YTD Debits 18,991 .92+ Expended YTD 18,991 92+

Credits Encumbered
Awailable Balance 113.0%96 60+

Y s

" Trusted sites H100% v

15:20:44:92  SUCCESSFUL EMTRY 000026 0.00

s start ° G e
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ARQME

Accounts Receivable Inquiry

Use this menu to access Accounts Receivable inquiry screens.

/= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions Version 2.3 & | B ‘ M
FMS Reporting FMS Test
NENE L — » [\
++EBREREE<~EBORGC Q& ¥4 &3 MSGoverni
History | ARQME  ACCTS RECY INQUIRY v 1413:37-16 INPUT REQUEST 0.00
Finance Workflow [BI[6][R] SHELBY COUNTY Nextsereen [
Accounts Receivable
[ General Ledger “ Tables
[ Grant Management
@ Accounts Payable
[ Accounts Receivable
[ CashRecsipts
[ Purchasing Inguiries Other Options
) Irventory
) Bid Administration Customer Activity Cash Receipts Inquiry
[ Fixed Assets
@ Budget Preparation Receivables I Customer General Ls er Ingui
[} Work Order Batch Inquiry Main Menu
[ Flest Management
{71 Securiy Administration Open Invoices
Customer Name
Credit Memo
Refundable Deposits
oK
T e
14:13:27:16  IMPUT REQUEST 0.00 = gf Trusted sites H100% v

i4 start AFEBE ” | B




CNAMQ

Customers by Name Screen

Use this screen to view customers by either the account name or the “Name Sort” field
as specified on the Customers Screen (CUST). You can also select a specific customer
and go directly to another screen for detailed information.

/= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GENA BOONE! GEMS - Government e-Management Solutions Version 2.3 @ | e ‘ M
FMS Reporting FMS Test
TG s — > )
++EBREREE<~EBORGC Q& ¥4 &3 MSGoverni
History | CHAMG ~ CUSTOMERS BY NAME v| 14:17:48:64 INPUT REQUEST 0.00
i rif [BJol[R] i i I——
Finance Workflow ozl Account Receivable Inquiries NextScreen
Activity Receivable Aging, Batch Inquiry | Open Invoices Cust Search
By Customer Mame [~ OrName Sort W
. et Name |LEGAL GEWETICS INC ]

() Fenere Ledow Customer #
[ Grant Management
@ Accounts Payable Excel Copy Paste Delete Print Save Restore
@ Accounts Receivable - Marme
[ Cash Receipts AGRICENTER INTERMATIONAL 03
i r““:ht""s'”g AKIN EQUINE YETERINARY SERVICES 3
(o9 Ity ARKANSAS CRIVE YICTIMS REPARATION (o]
) Bid Administration
) Fired Assets ATTORNEY GEMERAL 5 B
) Budget Preparation BIG CREEK AMIMAL HOSPITAL (o]
[ Work Order BOWLING ANIMAL CLINIC 5
[ Fleet Management BRALY INSPECTION SERYICES o5
{71 Securiy Administration CHESTER COUNTY JUVENILE COURT Q5

CITY COURT CLERK/TRAFFIC VIOLATION [o]

CITY COURT JUDGE o5

CITY COURT PROSECUTORS [o5]

CITY OF ARLINGTON o5

CITY OF BARTLETT [o5]

CITY OF COLLIERVILLE o5 @

[o]
CEW oo
14:17:49:64  INPUT REQUEST 0.00 & J Trusted sites H100% v

i4 start AFEBE ” | B




ARINQ

Customer Activity Screen

Use this screen to inquire on invoice and payment activity information for a specific
customer. Only invoices already processed by the AR Invoice Edit Report(AR Edit)

display on this screen.

(= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT
Welcome GENA BOONE!
FMS Reporting

GEMS - Government e-Management Solutions

FMS Test

[
Version 2.3 @ | e ‘ M

s Start

FEE ” Bnr

I T T T D = . "‘
++EBREREE<~EBORGC Q& ¥4 &3 MSGoverni
History | ARING  CUSTOMER ACTIVITY ~| 14:19:56:03 INPUT REQUEST 0.00
; BEE . .
Finance Workflow pijoj[k Account Receivable Inquiries Nexsereen [
Activity Receivable Aging, Batch Inquiry | Open Invoices Cust Search CR Inquiries
Customer # Display Open Invoices Only W
CustomerMame LEGAL GENETICS INC
i) Gl ot Next Invoice # Balance 100.00+
[ Grant Management
@ Accounts Payable Excel Copy Paste Delste Prink Save Restore
[ Accounts Receivable Invoice # | LineRef# Open Amount Description - AR Ty SC -~
[ Cash Receipts 1 S 0 Defisf11 100.00 HEALTH DEPARTMENT
g ‘F'urchtaslng 5 i a 0,00
nventory =
) Bid Administration — o o 0.00
[ Fixed Assets i 0 0 QY -
@ Budget Preparation S 0 0 0.00
) Work Order 6 ] ] 0,00
[ Flest Management 7 i} i} 0.00
@ Security Administration B a a 0.00
9 0 0 0.00
10 a a 0.00
11 o o 0.00
12 0 0 0.00
13 a a 0.00
- . e .
[ox]
OFEUTON CTRL-SHIFT-O
Y e
14:19:56:03 IMPUT REQUEST 0,00 = f Trusted sites -

(i

Training M...

f @ gl do
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ARAGE

Receivables Aging by Customer Screen

Use this screen to view a customer’s aged accounts receivable as of (on or before) the
due date you enter. This screen lists the specified customer with amounts due shown in
current, 31-60, 61-90, 91-120 and over 120-day columns. Totals for each column are
included.

/= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT ‘

Welcome GENA BOONE! GEMS - Government e-Management Solutions version 2.3 @ | g ‘ m
Home FMS FMS Reporting FMS Test

«+ERBEBE E<EImab Q¢ I o2 MSGoverni
History | ARAGE AR AGING BY CUSTOMER v 14:42:29-54 INPUT REQUEST 0.00

D BIe] . . |
Finance Workflow B[oIR] Account Receivable Inquiries Mei Screen ]
MEXTSCREEM
[EERUEEREY  Batch ingquiry | Openlnvoices | CustSearch | CRinquiries

Customer # ssof  [oerza11

Mame LEGAL GENETICS INC
[ General Ledger Mextlnvoice® [ 0] Balance 100.00 +
{7 Grant Management
{7 Accourts Payable
[ Accounts Receivable

Excel Copy Paste Delete Print. Save Restore

[ CashReceipts

@ Purchasing Invoice # . Invoice Tokal Current 31 - 60 Days 61 - 90 Days S
F Inventory [ z4ozoi16/11 100.00 100.00 0.00 0.00 0.00 0.00
[ Bid Admiristration 2 ] 0.00 0.00 0.00 0.00 0.00 0,00
[ Fined Assets 0 0.00 0.00 0.00 0.00 0.00 0.00 —
[ Budget Preparation 4 ] 0.00 0.00 0.00 0.00 0,00 0,00
[} Work Order 5 a .00 0.00 .00 .00 0.00 0.00
() e el 3 ] 0.00 0.00 0.00 0.00 0.00 0.00
@ Security Administration =
7 a 0.00 0.00 0.00 0.00 0.00 0.00
8 ] 0.00 0.00 0.00 0.00 0.00 0.00
9 o 0.00 0.00 0.00 0.00 0.00 0.00
10 ] 0.00 0.00 0.00 0.00 0.00 0.00
11 o 0.00 0.00 0.00 0.00 0.00 0.00
12 o 0.00 0.00 0.00 0.00 0.00 0.00 W
< | s

| ci:o LGS

14:42:29:84  INPUT REQUEST 0.00 E ' Trusted sites E 0% -

‘4 start
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CRQME

Cash Receipts Inquiry Menu

Use this menu to access Cash Receipts inquiry screens.

(= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT
Welcome GENA BOONE!

GEMS - Government e-Management Solutions

Version 2.3 @ | e ‘
FMS FMS Reporting FMS Test
== e s oD
+H+EBRERREE - M&aE Qg d Y| &3 MSGoverni
History | CRUME ~ CASH RECEIPTS INQUIRY ~| 14:43:52:20 INPUT REQUEST 0.00
Finance Workflow [BI[6][R] SHELBY COUNTY MextSereen [
Cash Receipts Inquiries
Transactions i Tables
() General Ledger CRInquiries
[ Grant Management
@ Accounts Payable
[ Accounts Receivable
[ CashRecsipts
g Purchasing Inquiries QOther Options
Inventory
@ Bid Administration Receipts by Received From Accounts Receivable Inguiry
[ Fixed Assets
) Budget Preparation Open Invoices General Ledger Inqui
g wfork Drder Receipts by Operator and Date Main Menu
Fleet Management
@ Security Administration Batch Inqui
Customer Search
Refundable Deposits
oK
Y oo
14:43:52:20 IMPUT REQUEST 0.00 = 4’ Trusted sites H100% v
s Start & i ; ! @ 0
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CRINQ

Receipts by Payer

Use this screen to inquire on receipts. This screen’s inquiry is based on the entry in the
“Received From” field on the Receipts Screen (CRMNT).

{= GemStone - Microsoft Internet Explorer provided by Shelby County Central IT
Welcome GENA BOONE! GEMS - Government e-Management Solutions
Home FMS FMS Reporting FMS Test

- EBBE EfS

X Ymli=Ra g v &2 MSGoverni&

Higtoy | CRINQ  RECEIPTS BY PAVER v| 14:47°34:89 SUCCESSFUL ENTRY 000015 0.00
Finance Workflow DIOIR] Cash Receipt Inquiries Next Screen [
Rept by Payer Open Invoices | Rept by Operator |  Batch Inquiry Cust Search AR Inquiries
Hext Received From | | MNextReceipt# [ 0

@ General Ladger Excel Copy Paste Delete Print Restore
[ Grant Management From 3 e . Total +
[ Accounts Payable 1 WOOTEN MECHANICAL,LLC 6648 08/26/10 544,00
[ Asoounts Receivable z WORKFORCE DEVELOPMENT 4039 03/29/10 2,867.61
[) Cash Receipts 3 \WORKFORCE DEVELOPMENT 4759 051210 13,573.07
g m::ﬁ:‘g 4 WORKFORCE DEVELOPMENT 1ET0 Dsf20iL 11,187.86
[ Bid Achmistatian 5 WREG CHANMEL 3 5862 08[30[10 10.00[
1 Fhed Assets & WREG CHANMEL 3 5863 07/15/10 10.00
[ Budget Preparation WRIGHT CONSTR,BE&C CONSTR,ENSOR, D&E CONST 10080 04/06/11 200,00
7] Wark Order i WRIGHT, DIMARTING, LLOVD, CLAY RUNNING FREE 1505 10/09/03 225.00
[F) Flest Managsment g WTN DRIG TASK FORCE 2555 12/16/09 8.90
[Z) Security Administration 10 WTN DRUG TASK FORCE 2981 01/20/10 33.00

11 YARDI SYSTEMS 7226 10/01/10 1,500.00

12 YARDWORKS 3|6 07/27/09 500,00

13 YARDWORKS 853 08/27)09 500,00

14 YARDWORKS 1894 11/03j09 500,00

15 YARDWORKS 2215 11/24/09 500,00

16 YARDWORKS 4561 04/29/10 500,00+

=]

14:47:34:89 SUCCESSFLUL ENTRY 000015 0.00 | (’ Trusted sites "“ 100% -

4-13



&s MSGovern

Management Solutions for Government

ACCOUNTS PAYABLE INQUIRIES



o
©2

MSGovern

APQME
Accounts Payables Inquiry

This menu lists the available inquiry screens within the Accounts Payable module.

2 http:Hgems.shelby.elink - GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GAIL MODRE!
FMS Reporting

*»mllll

History | APQME

GEMS - Government e-Management Solutions Yersion 2.3 @

Home

TE&@O 0 @8 ¢3 MSGovernt

AP IHQUIRIES Vl 16:55:40:73 INPUT REQUEST 0.00
BIEE Test SHELBY COUNTY MetSereen ||
Accounts
Payable

AP Inquiries

Inquiries

Vendors by Name or NameNgort

Vendors by Type and Cateqory
Vendor Invoice Activity

Open hvoices

Invoices by PO Number

Activity by Check &
Non-Updated Check Runs
Batch Inquiry

Invoices on File

Totals for Non-Updated woices

Totals for lnvoices to he Paid
Other Options
Purchasing Inquiries

General Ledger Inquiries

ain Menu

Select the “AP Inquiries” Tab

&

@ 16:55:40:73  IMPUT REQUEST
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7. 3 Internet Explarer
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Vendors by Name Screen
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Use this screen to list your vendors alphabetically by name or name sort. This screen also
displays the vendor's primary address or all addresses, depending on how your organization

has set up the Accounts Payable Controls Screen (APCTL) in your MS Govern Accounts

Payable application.

You can also select a vendor from this screen for further inquiry or to perform a

transaction.

2 hitp:figems.shelby.elink - GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GAIL MOORE! GEMS - Government e-Management Solutions Yersion 2.3 @
Home FMS FMS Reporting FMS Test
I I I Iy L ' °
++EBREBE #lml X YmlEgaEy ¢2 MSGovernid
Hiztary | VHALHQ VENDORS BY NAME v | 16:59:19:79 INPUT REQUEST 0.00
B6R] iy
Rl Test Accounts Payable Inquiries ext Soreen [
LG RSY R Vendor By Type | Invoice Activity | Invoice Inquiry | Invoices by PO | Check Inquiry Check Runs
Sort Backwards [
Vendor Name [ Name Sort ¥ Primary Address [ All Addresses [V
5 Tab to the
NameMName Sort [AFRAM CORPORATION < “ N /N
MextVendor# 40209 Mext Address # 3 an’;'e ame
Excel Copy Paste Delete Print Save Restore Sort fleld and
Select | Minority | Vendor # | Address # Yendor Mame Yendor Address Ul §E en te r th e ven d (0]
1 AIZZF 2 PAETEC BLISINESS SERYICES A LENOX PARK, BUILDING C 3150 Lt name you are
2 ADEE3 D 3M COMPANY, TRAFFIC SAFETY SYSTEM: & 3M CENTER, BLDG, 0235-03-8-0¢ in irina about
3 ADGES 1 3M COMPANY, TRAFFIC SAFETY SYSTEM: A 3M COMPANY 2807 PAYSHPHERE q u g u
4 80898 O 4THELOWEQFKIDS A 2123 TROON ROAD HOUSTON T: and select
5 A1206 0 A & B BODY SHOR, INC, A 5405 PLEASANT WIEW RO MEMPH “0 KA »
[} A1060 0 A & E SIGN SHOPPE, INC. A P.0. BOX 34218 BARTLETT TN 3¢
7 A1060 1 & & E SIGN SHOPPE, TNC, & 5475 CRESTVIEW, SUITE 100 ME
g AD4E7 0 A DIVISION OF G5 TRUCKING & LANDSCE A 1537 TASKA RD RED BANKS MS 2
9 Al170 0 A PEACE OF MIND HOME CARE SOLUTION A 3155 HICKORY HILL RO STE 104F
10 ADS93 0 A, 5, BARBOROD, INC, A 5020 TUGELE RCAD MEMPHHIS 1
11 AD343 0 A OFFICE SOLUTICNS A 5719 RALETGH LAGRAMGE #11 I
12 AD093 D ABETTERMEMPHIS COM INC & P.0. BOY 281376 MEMPHIS TH 3t 2
£ ¥
Ol
@1 16:99:19:79  INPUT REQUEST 0.00 o Inkernet

14 start

(2 - |

7 3 Internet Explarer
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Invoice Activity by Vendor Number Screen

in two ways:
e By vendor address and due date
¢ By vendor address and invoice number

| hitp:/fgems.shelby.elink - GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

]

il _ ramnEr
TCILUNIG UMLL NTUURL:

Home | FMS | FMS Reporting | FMS Test

Use this screen to view invoice activity for a vendor. The screen lets you view invoice activity

i s i Ly [ '\‘
«+>BEREE o5 MSGoverni
History |VNINQ INVOICE ACTIVITY V| A7 10:45:18 INPUT REQUEST 0,00
GG -,
IGILI Accounts Payable Inquiries Ne Soreen [___] )
LR invoice Inquiry | Invoices by PO | Check Inquiry | Check Runs Tab 1_:0 the” By
_ invoice #” field
Bylwoices] | OrDueDate[ | Credit Memo Only [
. - - and enter the
Vendor # |:| Address 2 |:| Proc Vendor 2 |:|Name . .
) : Invoice num-
Calendar Purchases Discaunts Openlmoices [
(pen Payahles het CaclateTotals [ | €r. Tab to
13 th
Excel Copy - TEfetE Pk o Restors .Vendor #
— field and enter
Amount + Discount + Invoice Total + | Payment 5t: G
the vendor
number and
~ | address # (if
applicable)
Click OKAY.
OR
Tab to the “Due
v | Date” and enter
¥

the date the in-
voice was sent to
Finance. Tab to
“Vendor #” field
and enter the ven-
dor number and
address # (if ap-
plicable). Click

OKAY.
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Activity by Check Number Screen

by the check number you enter.

Use this screen to view detailed information for each line of each invoice that was paid

A http:/lgems.shelby.elink - GemStone - Microsoft Internet Explorer provided by Shelby County Central IT

Welcome GAIL MOORE! GEMS - Government e-Management Solutions

FMS | FMS Reporting | FMS Test

«+B BREERE <«

Home

69
9

& Fey

=B

verson 20| |

MSGovernid

17:32:22:09 INPUT REQUEST 0.00

-0 T 3 Inkernet Explorer - r E«] GEms. pub - Microso, ., r @ fccounts Payablz.d... tri0a.shelby. elink - ..,

14 start

Histary |CI{INQ ACTIVITY BY CHECK # v|
[OIOIRI sy Accounts Payable Inquiries Nentsereen [
veor by ey e ety oy ey 0 ST o
) < + Enter the
- B — e check pum-
Vendor # Address# 0 Mame ber in the
“Check # “
Excel Copy Paste Delete Pint Save Restore field.
Invoice # Account # GLDate * | DugDate ™ | PayDate ™ | Invoice Date " Q
EE + Tab to the
3 NN “Bank #
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6 0 bank num-
L 0.0 ber associ-
- EE ated with
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0 0 number.
0,/
J % *NOTE” Shel-
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bank number
is “02”
ﬁj 17:32:22:09  INRUT REQUEST 0.00 ' Inkernet
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Activity by Check Number Screen

Use this screen to review invoiced purchase orders.

A http:Haems.shelby.elink - GemStone - Microsoft Internet Explorer, provided by Shelby County Central IT

Welcome GAIL MOORE! GEMS - Government e-Management Solutions Yersion 2.3 @ |
Home FMS FMS Reporting FMS Test
I I I Iy Ly | ] r°
«>ERBEBREE < a8 o2 MSGovernid
Higtory |PUINQ INVOICES BY PO # 14:56:16:53 INPUT REQUEST 0.00
DIOTRT Test Purchasing Inquiries Next Screen | ¥
POHistory | OrdersbyArea | OrderAging [balaaAUAZUN Discrepancies | ReqBidPOIng | Status Codes
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Excel Copy Paste Delete Print Save Restare
Warehouse Transaction # | Inv
| D 0 o 00000
2 ] o o 0,0000
3 0 o o 00000 —
4 0 o o 0.0000 Tab to the
3 o 0 o oo “PO” field and
] i] o 0 0.0000
= o e enter the pur-
2 0o 0,000 chase order
9 0 oo 0.0000 number you
10 1] o 0 0.0000
are
11 a o a 0.0000 . ..
H oo 10 Lom v Inquiring
< > about and se-
PO Balnce lect “OKAY.”
Qriginal Encumbrance
Next Ling # Detail Lines 0 Detail Tatal
OK
W PUING
&] Dore # Internst

f." stan @ ':'-, ﬂ r‘ My Documents i ¥ Gems.pub - Micros.., ./ 2 Inkernet Explorer .r Calendar - Microsaf, ..
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SHELBY COUNTY GOVERNMENT
PURCHASING USER MANUAL

INTRODUCTION TO
PURCHASING PROCESSING

INTRODUCTION

The MS Govern Purchasing Process Manual is intended to provide you with the
skills and knowledge necessary to complete the processes within the Purchasing
module.

CONVENTIONS

For ease of reference, we use the following standard conventions:

* Field names are enclosed in quotes. For example: The “Select” field.

* Keyboard keys are bold-faced and in brackets. For example: Press the
<ENTER> key.

* Data that you must type in or select with the mouse is bold-faced. For example:
Enter GLACC. Click the OK button.

* Tabbing between fields is implied, rather than specified in the procedures.

* A scrolling field determines what information displays at the top of the list on
screens that list multiple records. If the list has more records than can fit on a
single screen, the system fills the scrolling filed with the information that displays
at the top of the list the next time you press <ENTER>.

To have your list begin with a particular account number, name, or other data
used to label a record, enter the appropriate information in the scrolling field and
press <ENTER>. If you leave a scrolling field blank, the list begins with the
first record associated with that screen.

» Instructions for combination keys display as follows: Press <CTRL S>. The
plus (+) is implied and not written. To execute the command, you must hold
down the first key while you press the second key. For example, press and hold
down <CTRL> while pressing S.

TIPS

Here are some general computer tips you should follow as you work through the
module:

* Put the <CAPS LOCK> key on. In the MS Govern System you should always
type in all capital letters, as many fields require all capitalization.

* Remember to <TAB> between fields. Do not press <ENTER> or click the
OK hbutton until specifically instructed to do so, or the information will be
submitted to the system.

* [f a command option in the maintenance bar is highlighted, you can press
<ENTER> to transmit the information instead of clicking the button.
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However, pressing <ENTER> does not transmit the data you entered unless
the Add button is highlighted. In other words, if you performed an inquiry and
then pressed <ENTER>, the system sends another inquiry.

Notes, Tips, and Stops — Notes, tips, and stop boxes are sprinkled throughout
the units. These boxes provide you with important cautions, tips, or reminders
that you should be aware of as you use MS Govern modules.
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PROCESS: REQUISITIONING ITEMS

A requisition is a transaction for initiating a vendor order that is converted to a

purchase order.

Step

Screen/Report

1. Enter header information for the requisition.

Requisition Headers Screen
(REQHD)

2. Enter detail line information for the
requisition.

Requisition Detail Screen (REQMN
or grid version REQML)

3. Review and approve budget exceptions
for the requisition.

Budget Exceptions Approval Screen
(PUBAP)

4. Approve or disapprove the requisition

Requisition Approvals Screen
(PURAP)

5. Encumber funds for the requisition.

Approved Requisitions Report
(APPREQ)

Step 1: Enter Header Information for the Requisition

Use the Requisition Header Screen (REQHD) to enter general information for a
requisition. After you complete the header information, you will enter detail line
information on the Requisition Detail Screen (REQMN or grid version REQML).

To enter requisition header information, complete the following steps:

1. From the Purchasing Transactions Menu (PUMEN), select Requisition
Header. The Requisition Header Screen (REQHD) displays.

2. The requisition number is a sequential number that is automatically assigned by
the system and displayed in the “Req #” field. The requisition can be a user defined

number, but it must start with R.

3. In the “Operator” field, enter your authorization code. Authorization codes are
defined on the Authorization Codes Screen (AUTH). For security reasons,
when recalling a record, this field displays only spaces.
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4. In the “Area” field, enter or select from the list box, the code for the area to
which you are assigned. Areas are defined on the Areas Screen (PUARE) and
help to define the source and destination of a requisition.

5. In the “Reserved PO #” field, enter the reserved purchase order number, if
applicable. Reserved purchase order numbers are set aside via the Purchase
Order Reserve Report (PORESERV).

If you enter a reserved purchase order number here, it is referenced by the
Convert Requisitions to PO Report (POREPORT), which converts the
requisition to the specified reserved purchase order number instead of using the
next available sequential purchase order number.

6. The “Remarks” field indicates if remarks have previously been entered for the
requisition. It also allows you to enter or review remarks by accessing the
Remarks screen. Valid entries in this field are:

Valid Explanation
Entry
N N displays in this field if there are not yet any remarks entered

for the requisition.

Y Y displays in this field if previous remarks have been entered
for the requisition.

X Enter X in this field and press <ENTER> to access the
Remarks Screen (PORMK). See Exhibit 1 at the end of this
unit for a detailed description of PORMK.

7. The “Confirm” check box only applies to requisitions that are converted into
purchase orders (i.e., stock replenishment, non-stock, miscellaneous, or capital
requisitions). Mark this check box if you want a confirmation message printed
on the converted purchase order. The confirmation message reads,
“Confirmation: Do Not Duplicate.” You might use this feature if you gave a
vendor a purchase order number after you converted the requisition to an
approved purchase order, but before you printed the purchase order.

8. Mark the “Emergency” check box if you want to give this requisition emergency
status. The emergency status is reflected on the Bid Worksheet Screen (BIWKYS)
and indicates that the buyer should act immediately.
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+«+ B BEREEBREE Eman Q8| &3 MSGoverni&
Higtory | ®22#n  m2quzszzzcy mzanzs v 12:54:30:69 INPUT REQUEST 0.00
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9. The “Requisition Date” field is the date of the requisition and defaults to today’s
date.

10. Mark the “Grid Screen Option” check box if you want the system to display the
Requisition Detail Grid Screen (REQML) for entering requisition detail lines.
Clear this field if you want to view the standard Requisition Detail Screen
(REQMN) for entering requisition detail lines.

11. In the “Expiration Date” field, enter the expiration date, if any, for the purchase
order. This date is carried forward from the requisition or the bid, to the PO,
and it is verified at invoicing. It does not carry forward from the requisition,
through the bid, to the PO, since multiple requisitions can be combined on one
bid. The system does not know which expiration date to use.

12. Mark the “Ready for Approval” check box if all the detail lines for this
requisition have been entered and it is ready for approval. This field applies only
to systems using the e-mail notification feature, which notifies designated
supervisors that there are requisitions waiting to be approved.

If you have a number of requisitions that need to be marked “ready

for approval,” use the Purchase Orders/Requisitions Ready for Approval Screen
(REQAP) instead. On REQAP, you can view a summary of all of your
outstanding requisitions on one screen, where you can mark some or all of them
as ready for approval.

The remaining fields, shown on the right side of the screen, are pre-filled by the
system as follows:
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REQHD Field

Displays

Authorization
Status

This field displays the status of the requisition. The
default for this field is unapproved. If your organization uses the approval routing
feature for requisitions, this field displays one of the following:

» Unapproved if the requisition has not been fully
approved or disapproved
» Approved when the requisition has been fully
approved.
» Disapproved if the requisition has been disapproved any where in the approval
route.

After the requisition is encumbered, the status displayed matches the detail lines’
lowest status (i.e. one line is 3, one line 4, one line is 7; the header displays
Requisition Encumbered).

Routing Level

Next Routing
Area

After you press <ENTER>, this field

displays the next area that needs to approve this
requisition before it can be processed when you run
The area that initiates the requisition must

approve it first before it follows the remainder of the
approval route..

Number Of This field displays the number of detail lines for the

Lines requisition that have been entered on the Requisition
Detail Screen (REQMN/REQML).

Sub Total This field displays the total of all detail lines for the
requisition, excluding tax.

Total This field displays the total dollar amount for the
requisition, including tax.
This field displays the total encumbrance. This is the

Total dollar amount of items ordered, plus any taxes, minus any

Encumbrance rebates.

The next six fields relate to Blanket Purchase Orders.

13. Mark the “Blanket PO” check box if you want to convert this requisition to a
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blanket purchase order.

14. In the “Maximum Amt” field, enter the maximum amount for the blanket
purchase order. This is a required field for a blanket PO.

15. In the “Starting Date” field, enter the starting date for the blanket purchase
order. This is a required field for a blanket PO.

16. In the “Ending Date” field, enter the ending date for the blanket purchase order.
This is a required field for a blanket PO.

17. In the “Contract #” field, enter the contract number for the blanket purchase
order, if applicable. This optional field is for documentation purposes only.

18. In the “Cont. Name” field, enter the contract name for the blanket purchase
order, if applicable. This optional field is for documentation purposes only.

19. Click the Add button to add the requisition header. The Requisition Detail
Screen (REQMN/REQML) displays.

Step 2: Enter Detail Line Information for the
Requisition

Use the Requisition Detail Screen (REQMN/REQML) to enter and maintain a
requisition’s detail line items. If you marked the “Grid Screen Option” check box on
REQHD, you will use the grid version of the detail screen, REQML, to enter your
detail line items. If you do not mark the check box, REQMN will display instead.

Buyers may be assigned to requisition line items based on the area indicated on the
Requisition Header Screen (REQHD), or they may be assigned to handle a
requisition based on the commaodity codes on the requisition. If no commodity
code/buyer code reference exists, and a stock or catalog item is requested, the buyer
is assigned based on the item. If more than one buyer handles a specific commodity,
the first buyer is assigned. You can override this automatic buyer assignment by
entering a valid buyer code.

To enter detail line information for a requisition, complete the steps below.

1. If you are entering detail line information for a requisition header that you just
added, the Requisition Detail Screen (REQMN/REQML) should automatically
display. You can also access REQMN by selecting the Requisition Detail
screen from the Purchasing Transactions Menu (PUMEN). When REQHD
displays, recall the desired record by entering the requisition number and select
the Req Detail tab.
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2. The requisition number is pre-filled in the “Req #” field when you access this
screen from REQHD or from the Requisition Summary Screen (REQSU).

3. Leave the “Budget Auth” field blank when you first enter the requisition detail.
You will need to enter the appropriate budget authorization code if you receive
an over-budget message (after you click the OK button) and still want to
authorize the requisition.

4. In the “Chg Auth” field, enter your authorization code if you are changing a
detail line after one approval, but before full approval.

5. Mark the “Ready for Approval” check box if all the detail lines for this
requisition have been entered and are ready to be approved. You must also click
in the “Apply Auth” field of at least one of the detail lines. When you click the OK

button to enter the requisition detail, all of the detail lines will be flagged in the
system as “ready for approval”.

Note that this field applies only to systems using the e-mail notification feature,
this notifies designated supervisors that there are requisitions waiting to be
approved. If your organization uses the e-mail notification feature, and you do
not mark this check box, either here or on the REQHD screen, you can return

to mark it when the requisition is ready to be approved. Or, if you have a
number of requisitions that need to be marked “ready for approval,” use the
Purchase Orders/Requisitions Ready for Approval Screen (REQAP) instead. On
REQAP, you can view a summary of all of your outstanding requisitions on one
screen, where you can mark some or all of them as ready for approval.

Instructions for data-filling the REQAP screen appear in Exhibit 4 of this unit.

6. Ifa value was entered in the Blanket Purchase Order “Contract #” field on
REQHD, the value entered appears in the “Contract #” field on REQML. The
contract name appears next to the contract number, if a value for the name was
entered on REQHD.

7. The original encumbrance reserved when the requisition was entered into the
system is displayed in the “Total Encumbrance” field. This is the dollar amount
of items ordered, plus any taxes, minus any rebates.

8. The field “Detail Total” displays the total dollar amount of this requisition, after
you click the OK button.

9. The field “Detail Lines” displays the total number of line items in this
requisition, after you click the OK button.

6-8



SHELBY COUNTY GOVERNMENT

PURCHASING USER MANUAL

Default Fields (Optional)

Defaults for certain line item fields may be entered in the Defaults section of

the screen. Any defaults you set here will be applied to all the line items you enter

on this requisition. However, for any given line item, if a particular default value does
not apply, you can override the default by entering a different value in the

appropriate field of the line item.

10. In the default “Account” field, enter a default account number for this

requisition.

11. In the default “Commodity Code” field, enter a default commodity code.

12. In the default “Ship Date” field, enter a default ship date.

13. From the default “Bill To” list box, select a default bill-to address as defined on

the Ship-To/Bill-To Addresses Screen (SHPBL).

14. From the default “Tax Code” field, select a default tax code for this requisition.

15. From the default “Ship To” list box, select a default ship-to address as defined

on SHPBL.

16. In the default “Buyer” field, select a default buyer for this requisition.

Home | FMS | FMS Reporting -

> |

el | Ymll=zR A=)

History | 220
[OIOIR] res Requisition let Scrzen | &
Detail Approval | Ready for Aprvl | Inquiries |
Req# [ROOLOZ6 | sudgetautn [ | cngautn [ | Readyfor Approval -
Contract#
Total Encumbrance 0+ Detail Total 0+ DetailLines 0
Defaults
Account | Commodity Code l_ ’_ l_ ’_ Ship Date
BillTo [0 v| TaxCode | 3
Ship To [0 ~| Buyer [ v
Project Task[-_] Grant Work Order [0 Work Code
vendar Address 0

Excel Copy Paste Delete Print Save Restore Search

Unik. Price

1 0 0.0000 0.00000
2 a i 0.0000 0.00000
A i 0.0000 0.00000
ol A i 0.0000 0.00000
a3 A i 0.0000 0.00000
Al - i 0.0000 0.00000 @
< >
Mext Trans (2600000001 |:0|c

&2 MSGoverni

13:01:16:30 INPUT REQUEST 0.00

Ifligure 1-2: Requisition Detail Screen (REQML) completed through Defaults Section
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17. In the default “Project,” “Task,” “Grant,” “Work Order,” and “Work Code”
fields, you may enter defaults, if desired. (Ignore these fields if you do not use the
MS Govern Grant Administration or the MS Govern Project/Fleet/\Work Order
Management modules.) To look up project, grant, or other work information,
click the focus icon (magnifying glass) inside the desired field to bring up a
searchable list.

18. In the default “Vendor” and “Address” fields, enter a default vendor number
and default address code for that vendor.

Line Item (Grid) Fields:

19. From the “Action” field list box, select Add to add the detail line information,
Change to change the detail line information, or Delete to delete the detail line
information. If you try to change an item description on this screen and do not
have the “Allow Changes Without Updating Catalog” box marked on the
Catalog Numbers Screen (INCTN), you receive an error message.

20. In the “Type” field, enter or select the type of item you are ordering.

Capital Item

Stock Item

Stock Replenishment
Non-stock Item
Miscellaneous Item

ZZIO0O

21. The status code that represents the requisition line’s current status displays in the
“Status” field. If the requisition has not reached a status of 2, you can make
changes to an individual line if you marked the “Allow Req Changes During
Approval Process” check box on the Authorization Codes Screen (AUTH).

22. A description of the detail line’s current status displays in the “Status Desc” field.

23. In the “Quantity” field, enter the quantity of the item. This is a required field for
all types of requisitions, except M (miscellaneous).

24. The “Unit Price” field is only required for type M and N, miscellaneous and
nonstock. This field contains a total amount for the line.

25. In the “UOM?” field, enter the unit of measure for the item. This is a required

field when the “Type” field contains N (non- stock) or C (capital). If the type is
R (stock replenishment), this field will fill from the “Receipt Ratio/UOM” field
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on the Stock Master Screen (ITEMS).

In the “Dist Cd” field, enter the distribution code for the item. This optional
field allows you to distribute item details to specified accounts, thereby creating
multiple accounts and GL entries. To associate the requisition amount on this
line with a particular distribution code, enter that code here. Distribution codes
are defined on the Account Distribution Header Screen (APALH) and the
account numbers that are distributed to are defined on the Account Distribution
Detail Screen (APALL).

Mark the “Apply Auth” field if you receive an over-budget message but still want
to authorize this particular detail line. You will also need to enter an
authorization code in the Budget Auth field at the top of the screen.

In the “Description” field, enter the description of the item. This is a required
field if the “Type” field entry is C (capital), N (non-stock), or M (miscellaneous).

If your description requires additional space, enter the additional text in the
“Description 2” field.

In the “S/L” field, enter the type of description for the item. The system defaults
to S.

S Prints the top line of text entered. If this field is left blank for stock and
catalog items, the system enters the “Known By” description from
ITEMS. This option applies to all non-inventory items.

L Takes you to the Items Description Screen (DESCI), where you can
enter a longer description than allowed on REQML. You must enter L
here, and then click the “Long Desc” field, to open DESCI. See Exhibit
2 at the end of this unit for a detailed description of DESCI.

The “Item Desc S/L/E” field applies only to stock and catalog items.

Mark the “Long Desc” field only if you entered L in the “S/L” field. DESCI
displays in a new window.

In the “Account #” field, enter the general ledger account number to which the
detail line is charged.

To select an account number from the G/L Accounts by Account Segment
Screen (GLFDQ), type a question mark (?) in this field.

6-11



SHELBY COUNTY GOVERNMENT
PURCHASING USER MANUAL

34. In the “Deliver To” field, enter the location to where the purchase order is being
delivered. This location displays on the Receiving Screen (RECPT/RECPL). If
you leave this field blank you will receive an error message and have “Enforce

Deliver To” marked on the Purchasing Controls Screen (PUCTL).

35. The system fills the “Ship Date” field by taking today’s date and adding the lead
time for the vendor or for the item.

36. In the “Ship Via” field, enter the means of shipment. This information is not
validated against another screen.

37. In the “Vendor” field, enter a vendor number. This is a required field for all
types of requisitions, except S (stock). If you do not know the vendor number,
you can use the “Vendor Name” field to perform a vendor search.

38. In the “Address #” field, enter the vendor's address number. A zero (0) in this
field represents the vendor’s primary address. If you do not want to use the
vendor’s primary address, select the appropriate vendor address as part of a
vendor search.

39. In the “Vendor Name” field, enter the vendor name. This field can be used for
selecting a vendor, if you do not know the vendor number.

You are required to use this field for a vendor search if the “Vendor #” field is
left blank, unless the item is an S (stock) item.

To search for a vendor, enter ? in this field. When you have finished entering all
other information on this screen and click the OK button, the Vendors by Name
Screen (VNAMQ) displays. You can select your vendor on VNAMQ.

40. The “Enc” field indicates whether funds should be encumbered for this item.
This field is pre-filled with Y, indicating the encumbrance of funds.

41. Commodity code information should be entered in the “Class,” “Item,”
“Group,” and “Detail” fields, as applicable. When you click the OK button, the
system displays the corresponding description in the “Commodity Description”
field.

42. From the “Ship To” field, select a ship-to address from the list box as defined on
SHPBL.
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43. From the “Bill To” field, select a bill-to address from the list box as defined on
SHPBL.

44. In the “Terms” field, enter or select from the list box, the payment terms for this
vendor. This field is informational only and is not carried over to invoicing unless

the terms are associated with this vendor.

45. The “Cont Name” field displays the contract name for a blanket purchase order
if entered on the header screen (REQHD).

46. In the “Requester” field, enter the name of the individual who initiated the
requisition.

47. The number of the purchase order associated with this requisition is displayed in
the “PO #” field.

48. The transaction number entered in the “Next Trans” field is system generated. It
can be used after you have entered submitted your data to recall this particular
transaction.

49. The transaction number entered in the “Next Trans” field is system generated. It
displays the last transaction entered. When you press <ENTER>, the current
detail line is cleared and you may enter another detail line.

Note

Once you have submitted your detail lines, you may return to this
requisition and recall a detail line by entering its transaction number in
the “Next Trans” field.

50. Click the OK button to add the detail line information you have entered.
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¥

= Tip

If, after entering detail information on this screen, you want to enter
header information for a different requisition, click the New Req button

to display a blank header (REQHD). Otherwise, if you select the Req
Header tab from REQMN/REQML, the system displays REQHD with the
last header record you added.

If you are finished entering requisition information, you can exit this
screen by entering either an X or an ISPEC name in the “Next Screen”
field and pressing <ENTER>.

Step 4: Approve or Disapprove the Requisition

Use the Requisition Approvals Screen (PURAP) to approve or disapprove
requisitions. If your organization is using the approval routing feature, the
requisitions displayed meet the criteria established on the Approval Routing Screen
(PURT]I) and have been routed to this area for approval. Upon approval by the
current area, the requisition is then forwarded to the next Area that has been defined.
If the requisition is disapproved anywhere in the route, the requisition returns to the
area that created it and the approval process starts over again.

This screen displays the requisitions that need to be approved for the Area you enter.
You may approve or disapprove all the requisitions displayed on the screen at once,
or approve or disapprove them individually.

When a requisition is entered on the Requisition Header Screen (REQHD) and the
Requisition Detail Screen (REQMN/REQML), the first approval must be made by
the Area that entered the requisition, unless the requisition is an over budget
transaction. If it is an over budget transaction, the first approval must be made on the
Budget Exceptions Approval Screen (PUBAP) before the Area that created the
requisition can approve it. An error message is displayed at the bottom of this screen
if any transactions listed are waiting over budget approval.
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Unapproved requisitions can be quickly found by using the scrolling
fields contained in PURAP. Requisitions can be viewed by the requisition
headers or details.

To approve or disapprove a requisition, complete the following steps:

1. From the Purchasing Transactions Menu (PUMEN), select Approvals. The
system displays the Approvals Transactions Menu (APPMN).

2. Select Requisitions. The system displays the Requisition Approvals Screen
(PURAP).

3. In the “Area” field, enter or select from the drop down menu, the code of the
area for which you want to view all non-updated requisitions. The system will
display all requisitions.

4. The “Next Req #” field is a scrolling field. Enter a specific requisition number if
you want to begin the list with that requisition.
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Figure 1-5: Approving a requisition on the Requisition Approvals Screen

(PURAP)
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5. In the “Approved By” field, enter your authorization code in this field if you
want to approve or disapprove requisitions. If the Purchasing approval routing
system is set up to require areas by authorization your authorization code must
be assigned to the area entered above on the Areas by Authorization Screen

(PURTA).

6. Use the “‘A’pprove/‘D’isapprove” field near the top of the screen to approve or
disapprove all displayed requisitions.

Enter A to approve the requisitions. An approved requisition may not be
changed.

Enter D to disapprove the requisitions. A disapproved requisition cannot be
filled or converted, but can be altered and approved later.

Then mark the “Entire Screen” check box.

7. For any requisition shown, you can use the “Select” field to view additional
information about that requisition.

» Header — takes you to the Requisition Header Screen (REQHD).
» Detail — takes you to the Requisition Detail Screen (REQMN/REQML).

« Summary — takes you to the Requisition Summary Screen (REQSU) or the
Purchase Order Summary Screen (PURSU).

8. To approve or disapprove individual requisitions, use each requisition’s “Action”
field.

Select Approve to approve the specific requisition. An approved requisition may
not be changed.

Select Disapprove to disapprove the requisition. A disapproved requisition
cannot be filled or converted, but it can be altered and approved later.

The following fields are filled by the system after you select an area and click the OK
button.
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Field The System Displays

Req # Displays the requisition number.

Ord By Disp_la_y_s the name of the person who initiated the
requisition.

Req Date Displays the date the requisition was created.

Enc Date Displays the requisition’s encumbrance date.

Rmk Displays remark status:

Y = Remarks exist

N = No remarks exist

Req Stat Displays the current status of the requisition.
Blank = Unapproved

1 = Disapproved

2 = Approved

The “Req Status” field must display a 2 if you want to
encumber the requisitions.

Detail Lines Displays the number of detail lines in the requisition.
Detail Total Displays the total dollar amount of the detail lines.
EXHIBITS

Exhibits for Remarks, Long Line-Item Descriptions,
Multiple Accounts for a Line, Using REQAP, and Using
REQMN

Exhibit 1: Add, View or Maintain Remarks
Use the Remarks Screen (PORMK) to assign remarks to a requisition, purchase
order (PO), blanket PO or bid.
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Note

This step is optional.

To add, view or maintain remarks, complete the following steps:

1. From the Purchasing Transactions Menu (PUMEN), select Remarks. The
Remarks Screen (PORMK) displays. Or, you can mark the “Remarks” field on
the Purchase Order Header Screen (POSHD), the Requisition Header Screen
(REQHD) or the Blanket PO Header Screen (BPOHD).

2. In the “Req #/PO # BPO #//Bid #” field, enter the number of the order for
which you want to enter or review remarks.

3. In the “Remark Code” field, select a remark code from the list box. This field
is required. Define remark codes on the Remark Codes Screen (PUREM) in
the MS Govern Purchasing/Inventory module. Remark codes represent text.
If you are adding remarks, the system uses the code you enter here as a default
for the individual line entries below.

4. In the “Next Line #” field, enter the next remark line you want displayed at the
top of the list when you press <ENTER>.

5. From the “Action” field list box, select the appropriate field code. Valid entries
include:

A/C/D Code Description

A or Add Add a new line item.

C or Change Change the information on this line.
Note: You cannot change the line
number, but you can change the code,
“Prt” field and/or remarks.

D or Delete Delete this line item.

6. Inthe “Line” field, enter the line number for the line of remarks. MS Govern
suggests that you number lines in increments of 10. This lets you insert new
lines later in between existing lines. The system displays the lines sequentially
after you press <ENTER>.
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Figure 1-7: Entering remarks on the Remarks Screen (PORMK)

7. Inthe “Code” field, enter a remark code. You must first define this code on
PUREM.

8. Mark the “Prt” field if you want to print remarks on the purchase order after
you close the bid and print the purchase order.

9. Inthe “Remarks” field, enter remarks for this remark code. If you entered a
remark code in the “Code” field, the system automatically displays the text
defined for that code from PUREM.

10. Click the OK button to add, view or maintain remarks for this document.

Exhibit 2: Add, View or Maintain Line Item
Description

Use the Item Descriptions Screen (DESCI) to enter detailed descriptions for
transactions.
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There is no “Action” field on this screen. Click the Inq button to recall
an existing record. Click the Chg button to add or update a record.

To add, view or maintain line item description, complete the following steps:

1. When you add a transaction, enter L (long description) in the “S/L” field of the
Requisition Detail Screen (REQML), then click in the “Long Desc” field. The
Item Descriptions Screen (DESCI) displays. When you maintain transactions,
display the transaction you want to maintain and select the Item Descriptions
tab to display DESCI.

2. Inthe “REQ/PO/BPO #/Bid #” field, enter the order number. If you are
entering a transaction, the system pre-fills this field.

3. Inthe “Trans #” field, enter the line item transaction number. If you are
entering a transaction, the system pre-fills this field.

4. In the “Description” field, enter the item description. Any text you enter
automatically wraps to the next line. You can enter up to 999 lines of text.

For stock items, the system pre-fills the contents of the “Description” field on
ITEMS.
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Figure 1-8: Item Description Screen (DESCI)
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5. Click the Chg button to add the description of this item.

6. Repeat steps 2-5 to enter descriptions for additional items.

Exhibit 3: Use the Purchase Orders/Requisitions
Ready for Approval Screen (REQAP)

The Purchase Orders/Requisitions Ready for Approval Screen (REQAP) is used

with the purchase order/requisition e-mail notification feature. With the e-mail
notification feature, designated supervisors are automatically notified by e-mail when
there are POs or requisitions waiting to be approved. Your organization must use
approval routing in order to use this feature. Detailed instructions for setting up email
notification can be found in the set up manual’s appendix.

If your organization uses the e-mail notification feature, and you are entering
requisition data on the Requisition Header Screen (REQHD) or the Requisition

Detail Screen (REQMN/REQML), and the requisition is ready to be approved, you
can check the “Ready for Approval” check box on either REQHD or
REQMN/REQML. This generates a request to the MS Govern system to send an email
notification to the appropriate supervisor. This also applies to purchase orders

and the Purchase Order Header Screen (POSHD) and Detail Screen
(PURMN/PURML).

An alternate way to generate this e-mail is to use the Purchase Orders/Requisitions
Ready for Approval Screen (REQAP). On REQAP, you can view a summary of all
of your outstanding purchase orders or requisitions on one screen, where you can
easily mark some or all of them as ready for approval. REQAP is particularly useful
when you have many POs or requisitions that need to be marked as “ready for
approval”.
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Figure 1-10: Purchase Orders/Requisitions Ready for Approval Screen
(REQAP)

To view unapproved requisitions and mark them as ready for approval:

1. From any Financial screen, enter REQAP in the “Next Screen” field. Or, if you
are working in a requisition screen, and you have the requisition tabs displayed,
click on the tab Req Ready Apprvl. The Purchase Orders/Requisitions Ready

for Approval Screen (REQAP) displays.

2. In the “Operator Code” field, enter a three-character operator code. Only POs
or requisitions entered by this operator are displayed.

3. In the “Next Requisition #” or “Next Purchase Order #” field, enter the
requisition or purchase order number from which you wish to start the display
when you next press Enter or click the OK button. To start the display from

the first requisition or PO entry, enter zero.

4. Mark the “Mark Entire Screen Ready for Approval” check box if you want all
POs or requisitions displayed on the screen to be marked “ready for approval”.

5. To review header information for a PO or requisition, mark the “Select” check
box, and then click the OK button. The Purchase Order Header Screen
(POSHD) or the Requisition Header Screen (REQHD) displays.

6. If you are marking some of the requisitions or POs as “ready for approval,” but
not all of them, mark the “Ready” check box in front of each PO or requisition
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that is ready for approval.

7. The following fields are pre-filled by the system:
Field Description

PO/Req # The purchase order or requisition
number assigned to the selected

operator.

Status The PO or requisition status.

Vendor The solicited vendor code and vendor
name.

Date The PO or requisition date.

Lines The number of lines in the PO or
requisition.

Total The total for the PO or requisition.
8. Click the OK button to transmit the data you entered. E-mail notification will

be generated and sent to the approving supervisor(s) for the requisitions you
marked as “ready”.

Each approving supervisor may have specific times set up for receiving
e-mail notifications. The MS Govern system will not deliver e-mail
notifications to a supervisor until it reaches that supervisor’s delivery
time frame.
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Exhibit 4: Use REQMN to Enter Requisition Detalil
Information

To enter detail line information for a requisition using the Requisition Detail Screen
(REQMN), complete the following steps:

1. If you are entering detail line information for a requisition header that you just
added, the Requisition Detail Screen (REQMN) should automatically display.
You can also access REQMN by selecting Requisition Detail from the
Purchasing Transactions Menu (PUMEN). When REQHD displays, recall the
desired record by entering the requisition number and select the Req Detail tab.

2. The requisition number is pre-filled in the “Req #” field when you access this
screen from REQHD or from the Requisition Summary Screen (REQSU).

3. The status code that represents the requisition line’s current status displays in the
“Status” field. If the requisition has not reached a status of 2, you can make
changes to an individual line if you marked the “Allow Req Changes During
Approval Process” check box on the Authorization Codes Screen (AUTH).

4. Leave the “Budget Auth” field blank when you first enter a detail line. An
authorization code is only required if you receive an over-budget message.

5. In the “Chg Auth” field, enter your authorization code if you are changing a
detail line after one approval, but before full approval.

6. Mark the “Ready for Approval” check box if all the detail lines for this
requisition have been entered. You must also enter a C in the “A/C/D” field of
at least one detail line.

Note that this field applies to systems using the e-mail notification feature, which
notifies designated supervisors that there are requisitions waiting to be approved.
If your organization uses the e-mail notification feature, and you do not mark
this check box, either here or on the REQHD screen, you can return to mark it
when the requisition is ready to be approved. Or, if you have a number of
requisitions that need to be marked “ready for approval,” use the Purchase
Orders/Requisitions Ready for Approval Screen (REQAP) instead. On REQAP,
you can view a summary of all of your outstanding requisitions on one screen,
where you can mark some or all of them as ready for approval (See Exhibit 4).

7. In the “A/C/D” field, enter A to add the detail line information, C to change the
detail line information, or D to delete the detail line information. If you try to
change an item description on this screen and do not have the “Allow Changes
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Without Updating Catalog” box marked on the Catalog Numbers Screen(INCTN), you
receive an error message.

8. From the “Type” list box, select the type of item you are ordering.

Capital Capital Item

Stock Stock Item
Non-Stock Non-stock ltem
Misc Miscellaneous Item

9. In the “Quantity” field, enter the quantity of the item. This is a required field for
all types of requisitions, except Misc.

10. The “Unit Price” field is only required for type Misc and Non-stock. This field
contains a total amount for the line.

11. In the “UOM?” field, enter the unit of measure for the item. This is a required
field when the “Type” field contains Non-stock or Capital.

12. The “Stock #” field is only required for replenishment requisitions. You can
leave this field blank if you want to do a stock search on the Stock by Name
Screen (SSRCH).

13. The “Whse” field is only required for replenishment requisitions.

14. Leave the “App Auth” field blank when you first enter a detail line. An
authorization code is only required if you receive an over-budget message.

15. In the “Description” field, enter the description of the item. This is a required
field if the “Type” field entry is Capital, Non-stock or Misc.

16. In the “Dist Cd” field, enter the distribution code for the item. This optional
field allows you to distribute item details to specified accounts, thereby creating
multiple accounts and GL entries. To associate the requisition amount on this
line with a particular distribution code, enter that code here. Distribution codes
are defined on the Account Distribution Header Screen (APALH) and the
account numbers that are distributed to are defined on the Account Distribution
Detail Screen (APALL).

17. In the “S/L” field, enter the type of description for the item. The system defaults
to S.
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S Prints the top line of text entered. If this field is left blank for stock and
catalog items, the system enters the “Known By” description from
ITEMS. This option applies to all non-inventory items.

L Takes you to the Items Description Screen (DESCI) to enter longer than
the top line available on this screen. (See Exhibit 2 for details).

18. In the “Account #” field, enter the general ledger account number to which the
detail line is charged.

For stock replenishment items, this field displays the inventory clearing account
as the default entry.

You can type a question mark (?) here to select an account number from the
G/L Accounts by Account Segment Screen (GLFDQ).

If you want to maintain multiple accounts of this item, recall the item, type
MULTIPLE in the “Next Screen” field and <ENTER>.

If the item is charged to a single account, but you want to charge it to multiple
accounts, follow these steps:

a. Recall the item.

b. Type C in the “A/C/D” field.

c. Type MULTIPLE in this field and <ENTER>.
d. Type ACTEN in the “Next Screen” field.

The Multiple Accounts Screen (ACTEN) displays so that you can charge
the item across multiple accounts. (See Exhibit 3 for details).

19. For catalog orders, enter the code for the catalog in the “Catalog” field. Define
catalog codes on the Catalogs Screen (INCAT). When you <ENTER>, the

system displays the Catalog Ordering Screen (INCTO), where you can select
catalog items.

Note: You must use order type Non-stock for catalog orders.

20. The “B/O” field only applies to stock and replenishment items.

21. The “Item Description S/L/E” field applies only to stock and catalog items.
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22. In the “Deliver To” field, enter the location to where the purchase order is being

delivered. This location displays on the Receiving Screen (RECPT/RECPL). If
you leave this field blank you will receive an error message and have “Enforce
Deliver To” marked on the Purchasing Controls Screen (PUCTL).

To split the requisition between multiple delivery locations, enter MULTIPLE
in this field. When you <ENTER>, the Deliver To Screen (PUDLYV) displays.
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The following default option fields apply to all detail lines for the requisition.

23. In the “Vendor #” field, enter a vendor number. This is a required field for all
types of requisitions, except stock items. If you do not know the vendor number,
you can use the “Vendor Name” field, to the right, to perform a vendor search.

24. In the “Vendor Name” field, enter the vendor name. This field can be used for
selecting a vendor. You are required to use this field for a vendor search if the
“Vendor #” field is left blank, unless the item is a stock item.

To search for a vendor, enter ? in this field. When you have finished entering all
other information on this screen and click the OK button, the Vendors by

Name Screen (VNAMQ) displays. You can select your vendor on VNAMQ.

25. In the “Addr #” field, enter the vendor’s address number. A zero (0) in this field
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represents the vendor’s primary address. If you do not want to use the vendor’s
primary address, select the appropriate vendor address as part of a vendor search.

HINTS

Here are some hints that may help you as you requisition items:

* When entering requisition detail (REQMN/REQML), if you do not know the
general ledger account number to which you want to charge this detail line,
enter ? in the “Account #” field. Then when you have finished entering all
required information on REQMN/REQML, click the OK button, and the G/L
Accounts by Account Segment Screen (GLFDQ) displays, from which you can
select your account number.

* When entering requisition detail (REQMN/REQML) for a capital, non-stock,
miscellaneous, or stock replenishment line, if you do not know the vendor from
which you wish to request this order, enter ? in the “Vendor Name” field. Then
when you have finished entering all of the required information on
REQMN/REQML, click the OK button, and the Vendors by Name Screen
(VNAMQ) displays, from which you can select your vendor.

SUMMARY

In this unit you learned how to requisition items. Key points are listed below:

* Requisitioning items is used to request that goods or services be ordered from a
vendor.

* A requisition is a transaction used for initiating a vendor order that is converted
to a purchase order.

* You may approve or disapprove all the requisitions displayed on the Requisition
Approvals Screen (PURAP) all at once, or approve or disapprove them
individually.

« Unapproved requisitions can be quickly found by using the scrolling fields
contained on PURAP. Requisitions can be viewed by the requisition headers or
details.

* The encumbrance is the amount you reserve from an expenditure account in
expectation of future payment.
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