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R D
Types of Materials Management Reports RIS

MES5K - Requisitions by Account Assignment
ME2L - Purchase Orders by Vendor

ME2K - Purchase Orders by Account Assignment
ME2N - Purchase Orders by PO Number
Z_MMEKPO - Open Purchase Orders (ALV)
Z_MMOPEN - Open Purchase Orders
ZMM_PO_REPORT - Purchase Order Report
ZMM_OPENPO - Under received PO List
Z_MMEBAN - Requisition Status Report
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Encumbrances on Purchase Orders RIS

Know what to look for on the purchase order
and why the release needs to occur

* Purchase order line amount

Bkl DellProdustaslistedbel.| 138,507 .680L0T b o4/ 2412005 | 100D 1 L0 pomuuerE Universi okenl

* Goods Receipt amount per line

|T[.IEV. Goods receipt ' 138,507,600 LOT « 138,507.600 0.00 LOT » 0.00

* Invoice amount per line

|Tr.lw. Invoice receipt ' 130,580 LOT » 130,580 « 130,580.00 LOT » 130,580.00

UK ovivessiny o KeNTUCKY]
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Example 1 - PO 4500002675 BRI

* The invoice amount is for less than the goods receipt
amount. By correcting the goods receipt to reflect the
invoice amount and setting the “Del.complete ind” on the
Purchase Order Data Tab in MIGO transaction when the
correct amount is received, will remove the encumbrance.

NE Standard PO @ 4500802675 vendor 125352 Dell Marketing LP Doc.date  D4/14/2006
| Header
lEls. tem [a || |material Short text PO guantity O... |[ElDeliv. date  |Net price Curr.. [Per 0... [atigroup__[Pint i
1 X Dell Product as listed bel 138,507 . 600LOT [p (0472472005 1.oajsp LOT Computer E.JUniversity of Kent
(3] ] 10
1= o T Y i
L= | [11Dell Product as listed below @
Material data | Quantitiestwsights | Deliveryschedule | Delivery | Invoice | Gondiions | Accountassignment ' Purchase order history b I 10E|
EllRE R R IEEE EE R =R
Text™| M | Waterial Do... | Item| Posting Date |2 OUn= @ty in order prun |z Amtinloc.cur [or. [z Amount[Reference
IR-L 5105614714 |  1|04/27/2006 3143561 |LOT 3143581 314358 |LOT) 314358 (=]
IR-L 6108614714 |  1|04/27/2006 3,385,419 |LOT| 3,386,410 3,385.42 |LOT 338642 =
AL 5105614716 1 04/27/2008 3.143.581 |LOT| 3,143,581 3,143,658 |LOT| 314358
IR-L 5105614715  1|04/27/2006 3,385,419 |LOT]| 3,385.419 3,385.42 |LOT| 338542
AL 5108614716 1 04/27/2008 3.143.582 |LOT]| 3,143.682 3,143.68 |LOT| 304358
IR-L 5105614716 |  1|04/27/2006 3,385,418 |LOT]| 3,385.418 3,385.42 |LOT| 338542
TRL 5105616860 |  1|05/05/2006 3,816,876 |LOT| 3816070 3816.08 |LOT 310,98
AL 5105615000 1 05/05/2008 3,110.621 |LOT| F110621 411062 |LOT 310,62
IR-L 5105623750 |  1|0B/16/2006 3,816,879 |LOT| 3816979 3,816.95-|LOT| 3.816.95-
AL 5105623750 1 0B/6/2008 3,110.621-|LOT| £110621 411062 |LOT 31062
Tr.jev. Imvoice receint - 130,580 LOT = | 130,580 130,580.00 LOT » 130,580.00 [=]
=
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Example 2 - PO 4500000317 BRI

* Same scenario, goods receipt is for more than the invoiced
amount. The goods receipt must be corrected to reflect the
invoice amount and the “Del.complete ind” set to complete
on the Purchase Order Data Tab at MIGO transaction. This
will remove the encumbrance.

M Standard PO & 4500000317 Wendor 127421 MareDirect Doc.date  10/24/2005
Header
E =08 e A I |Material Short text PO quanti 0. CDeliv date |Netprice Curr_ Per O |Matl group  |Pint
1 K {Adobe Creative Suite 2P F RAEL D 18/25/2005 17611050 [ Ef [Sofware Lic.University of Kent D
2 K Adabe Creative Suits 2P 1EA D 18/25/2005 22.50UsD ¢t ER [Software Lic JUniversity of Kent [«]
[ k Wdobe Creative Suits 2 P 1BEA D [18/25/2008 176.11Us0 1 ER |Software Lic JUniversity of Kant [+
LILIL T D]

F 5 = v
Item || [1]Adobe Creative Suite 2 Premium B BE

Material data h Quantitiesiweights h Delivery sehedule h Delivery h Invoice h Caonditions k Account assighrnent /

Purchase order history h, Em

CBERNERIEERERER |

Text"| MvT‘MalEnal Do | hamlF‘nstmg Data‘z Quammfloun‘z Qty. in order pr.un. ‘z Amtin loc, ELI"OI |z AmnunthefﬂrencE
GR[101 5000001538 | 1120972005 | 50 E4 | 50 980550 [EA | 8,805.50 |

T.jév. Goods receipt . 50 EA_ 4 50 880550 EA - 8,805.50

IR-L [ [5105607760[ 10200372005 | [EN 10] 1TELI0[EA | 176110

Tr.jev. Invoice receipt - 10 EA_«| 10 - 176110 EA = 1,761.10
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Example 3 - PO 4500004703 RIS

* This scenario is different as the goods receipt and invoice
receipt match.

MB Standard PO HIASDUDM?DE) Wendor 123605 Host Communications Doc.date  0B/08/2006
| Header
b|Bls Jhem [a |1 [material Shart text FO guantity 0... |C|Deliv. date  [Met price \Curr Per 0... |Matl group  |PInt
1 K 2006-2007 Arts & Scienc 23,095)L0T (1073172006 W.UD‘USD Il LOT Printing, Typ UmversmyanentD
| E
| L)
T 10
] -
[t 1[1]2006-2007 Ats & Science Magazine @
Material data M Quantitieshweights M Delivery schedule M Delivery h Invoice k Conditions h Account assignment / Purchase order histony ||| mm@
PR R E R ER =11
Tent|WT | Material Do..| ern[Posting Date|z Quantiy[0Unz Oty inorderprun s Amtin logsur [Or.. |z Amaunt|Referance
GR [101[5500038622| 1 [11407/2006 | 19708750 |LOT| 19,708.750 1970875 [LOT| 1970875 |
fTr.ev. Goods receipl . 10,708.750 LOT 4 19,708.750 « 19,708.75 LOT « 19,708.75
IR-L | [5105654834 | 1 (110672006 | 18,708.750 |LOT| 19708760 | 18,706.75 [LOT] 18,708.75 |
Tr.jev. Invoice receipt . 19,708.750 LOT 4 19,708.750 » 19,708.75 LOT = 19,708.75
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Example 3 - PO 4500004703 "ARIS

The department has (2) options with this scenario.

* 1. Confirm that all items have been delivered complete:

post a goods receipt for “0” to lines that need “un-encumbered”
and set the “Del.complete ind” located on the Purchase Order
Data Tab, and SAVE. This will remove the encumbrance from
the purchase order.

OR

* 2. Call or email the assigned Purchasing Agent identified on
the Purchase Order and request the “Delivery Completed”
indicator found on the Delivery TAB be checked. This option
to un-encumber funds will only work when goods receipt
match invoice receipt.

UK ovivessiny o KeNTUCKY]
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Release Encumbrance through MIGO AR

1B C@e CHE nnoad BHE @
W 5| Goods Receipt Purchase Order 4500004703 - Leah D Nicholas
show cvordew | [ ] How  Check | Post | Help

A1 Ooods Receipl RO Puichass Ofd_ 5 ) [

GR gaods recaipt 10

Bl cenerat | Vendor |G|

Doturnend Dale  B3/26/ 2008 Dalvery Nobe

Faostng Date 0372672008 @ill of lading
0 7] 3cousctvesip @
Ling _[Matesis) ShorTest |9k |Gty in Uni [&... !Gior,Loc (Cost Canter By, |GL Accoun..|Batch [Valustion T... /M. 7
2006-2007 Atts & Selence Magazing 3,398,250 Il.l.ll | 812084110 D181 531200 | 11 [_|
' | [ | | ) | | (=]
| | | | I | | I ! -]
[a]lv] T
& G 7T oewe [ ® comems |
B " [Guarane]  wners | [Purehan OrderData |y Panner | AccourtAsskinment |
| e o 1| CHANGE ta “0"
Qariity crdured 23,095 Lat
Recaed quantity 10, T0e. Te8
111} S — 1=

L Juko iy @om ] risd (RS T

Advanced Training

Release Encumbrance through MIGO "”,_,___l;

E Material | Quantity | Where '[Purchase OrderData | | Partner | AccountAssignment

Purchase order 4500004703 1 @ Item category Standard
|'Del.completedind.  2Set [ Final delivery for PO item
Requisitioner 1 Setautomatically

3 Do not set

Incoterms FOB Destination PPY and Allow

I»J Itern OK I Line
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Reporting

K UNIVERSITY OF KENTUCKY]
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Display Requisition by Acct Assgn — MESK RIS

=

® ME5K Report
Lists all Requisitions by account assignment
= Account Assignment: Cost Center or WBS Element

® This report is helpful if you are trying to find a particular Requisition
that was paid for using a specific Cost Center or WBS Element.

Remember to enter as much information as possible in the initial
report input screen. This will minimize both the running time of the
report and the amount of displayed information.

WK UnivERsITY OF KENTUCKY]
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Execute Report - MESK RIS

1. Type in the Cost
Center or WBS
Element.

1016614500

1

2. Click-on Dynamic Selection
Icon to narrow your report
search criteria..

K UNIVERSITY OF KENTUCKY] Advanced Training 13
g
Execute Report - ME5K RIS
) Req. Tracking Nher Purchase Requisition
[2) Material Group Requisition date
B supplying plant
E uantly equested 4. Click-on the Multiple
Selection icon to select a date
ranges.
3. Select Requisition Date to
narrow your search criteria.
70 06
5. Input date ranges and XELE
Execute Report. = e
[elvermrammmx
Advanced Training 14




Execute Report - ME5K SIRIS

Purchase Requisitions per Account Assignment
& Assignments Services

Cost center 1016614800

Haterial Short text PGp Mat. op.
Reguisn.  Item Requested gty. Un Deliv. date Requester Pint SLoc
SCROTy. T A Ordered oty. Un Release date Trackg.no. SP1. HC
[] Stuff anz 110

1008a174] baag1a 180 D O3/14/2005 UKoa
NR FO B B3i1442008
Desired vendor ar Walmart

Hul : Aoz L1075
10080181 0AE1A [ 03/28/2005 LKkoe

NFE HNB i
Desired vendor 100007 Walmart
Framework CC test
10080182 oaa1e 18U
NE FO EEK a
Desired wendor 100807 Walmart
b

A3/14/2005

[o2 [1335

Double-click the Purchase
Requisition Number to view
the actual Requisition.

K UNIVERSITY OF KENTUCKY]
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Display Purchase Order by Acct Assgn - ME2K“&{R1>

® MEZ2K Report
Lists all Purchase Orders by account assignment

= Account Assignment: Cost Center or WBS Element

® This report is helpful if you are trying to find a particular Purchase
Order that was paid for using a specific Cost Center or WBS
Element.

® Remember to enter as much information as possible in the initial
report input screen. This will minimize both the running time of the
report and the amount of displayed information.

UK ovivessiny o KeNTUCKY]
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Execute Report - ME2K

RIS

012097790

I
]
—
|

07 /3602006

1. Type in Cost Center or
WBS Element (see area
below CC).

2. Input specific date
ranges to narrow your
search criteria.

£
£
E
E
=
E
£
£
£
£
£
E
=]

miy!

3. Execute Report.

Advanced Training 17
Execute Report - ME2K RIS
———
FO Type vendor Name FGp Order date
4500003998 142574 Maharam Fabrics 025 703/ 2006
T Fabric - for Draperies
K Ukoo 15.500 WD 5g.00 uso 1 %D
Cost center
Still to bhe deli a WD 0.09 uso 0.00 %
S5til1l to be dinvoice a WD 0.0a uso 0.00 %
4500005230 ME 133925 ure Promotions az4 091172006
[el=ge ey ] Jdave Jlpoint Pens - White & Blue G1585
K ukoo a EA 0.48 uso 1 E&
Cost center
5till to ke deliwered . g.o8 %
5ti11 to be dinvoiced o 8068 %
afclooi=d Set-up Fee C1585
K UkBoe 1 EA
Cost center —cli
S5til11 to be deliwvered c] DOUbIe CIICK the PL_erhase oE ®
St1171 to be invoiced [ Order Number to view the ae %
4500BB6R7E ME 1338925 Ad venture Fromot| 2B06
an@ant Found B1obe Shaps actual Purchase Order.
K UkBpe 1508 1 EA
Cost center
5ti11 to be deliwvered a EA o.aa uso .08 %
5ti11 to be invaoiced a EA o.aa uso .08 %
ooooz Setup Fee C1585
K Ukon 1 EA 5008 uso 1 EA
Cost center
S5til11 to be deliwvered a EA 0.o9 uso 0.00 %
S5til11 to ke invoiced a EA 0.o9 uso .00 %
oooaz Paper Proof 1585
K Ukoo 1 EA 17 .50 uso 1 EA
Cost center
5till to ke deliwered o EA o.o8  uUsD g.o8 %
5till to ke dinvoiced o EA o.o8  uUsD 0.o0 %
Advanced Training 18




Purchase Order Status Report - Z_ MMEKPO "%'._!i_l,_.

* PO Open Status Report Z_MMEKPO will list all open POs
for a specific Cost Center.

* This report is extremely helpful at the end of year,
especially when you need to clear up encumbrances
left open on an account.

* This report has Vendor Parameters that include the
Minority Indicator for compliance review capabilities.

K UNIVERSITY OF KENTUCKY]
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wipR
- sedl R
Purchase Order Status Report - Z MMEKPO _“#. >
Program ZMM_EK tus Report
[El= 2. Execute Report.
Organization{LPararneters
Company Code uKod to
Purchasing Organization to | =
Purchasing Group to
Plant to | =]
Dotument Parameters
Purchasing Document Mumber to
Purchasing Doc. Type to | =]
Furchase Order Date to (=]
Delivery Completed Indicatar = to | =]
Final invoice Received Ind =] to (=]
“endor Parameters
Wendor ta
Minarity Indicatar to
Gaontraling Parameters
AcctAssignment Cat ta
WWBS Element ta
=y o 1. Enter your Cost Center
ardar B or WBS Element.
Report Type
Cost Genter (L]
Furchase Order
Initial Display Variant
Initial Variant ¢ CCWBSORDER
K univERSITY OF KENTUCKY] —
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Purchase Order Status Report - Z MMEKPO “&Rl>
o 5| @ T~

Use icons to filter, sort, export, etc.

@287 F 2% O BSR T

PURCHASE ORDER STATUS REPORT
Selection Parameters
Company UKa0
Purchasing Org. UL
Purchasing Grp. ™ALL ™
Plant UKDO UKD
E:Iﬁ::: gi:i: ;me znﬁ%é?m 20080630 This report has "drill down” Review differences, det?rmme -
Vendor Number =aLL= capabilities. what must be accomplished. =
Doc. date  *|{Fund *|order*Purch Doc fidor *|Name 1 CostCenter | P.OTotallz Netvalue|z Open|DCIFI
0712612007 |0011620100 4500012862 |122533 |Richmond Cold Storage Co 1013202280 44,44500| 4444500 | 33,705.00 | 3368000 |10,740.00 Z
08M5/2007 (0011030100 4500014022 (144891 |Cardinal Health 1012032740 776 778 0.00 0.00 T.78 v
Cardinal Health 102.00 102.00 68.00 63.00 34.00 D
Cardinal Health 241 241 0.00 0.00 241
08ME2007 4500014098 Cardinal Health 25.92 2592 972 972 16.20
Cardinal Health 16.32 16.32 14,36 1436 0.95
Cardinal Health 2387 2387 16.92 16.92 705
081 0:2007  {0011082100 4500016371 118272 | Taconic Farms Inc 1012003410 13,086.00 | 13086.00 0.00| 13,086.00|13086.00
Taconic Farms Ine 13,086.00 | 13086.00 0.00 0.00 | 13,086.00
Taconic Farms Ine 4,81460 881460 0.00 0oo| 881460
Taconic Farms Inc 9,814.50 981450 0.00 0.00| 89814.50
10/08/2007 (0031518800 4500016592 Nesxair LLC 1033151880 5,000.00 5,000.00 0.00 78964 | 421036
10182007 (0427510100 4500017760 Roe Bio-Medical Praducts LLC 1427800460 21,75000 | 21,750.00 0.00 0.00 | 21,750.00
1142112007 (0011030100 4500019854 Bio Rad Lahoratories 1012063370 49,500.00 | 48,500.00 0.00 0.00 | 49,500.00
1142812007 (0011620100 4500020173 Philip horris LISA Inc 1013202280 | 187,800.00 | 187 800.00 | 164,325.00 | 164,325.00 | 23,475.00
12/03/2007 (0011030100 4500020410 Mikon Ingtruments Inc 1012087990 8,455.00 8,455.00 0.00 0.00 | 8455.00
1200412007 (0427510700 4500020454 Oxford Instruments America Inc [1427801070 9,875.00 9,875.00 0.00 0.00 | 9,875.00
1200712007 (0011030100 4500020709 Mortech Mfy Company 1012095390 1,966.80 1,966.80 0.00 2,056.36 | 1,966.80 a
Mortech Mfy Company 111540 1,115.40 0.00 116619 | 1,115.40 z
[0 I [l
Advanced Training 21
Slrac AR
Z_MMEKPO Report Layout capabilities elR|
—_ e

* Report layout can be changed to display by vendor,
fund, etc. or customize yourself.

Initial Display Variant
Initial Variant |

_

Layaut Layout description 2| 35| RE|
/CCYBSORDER | Subtotled by Cost Center, WBS and Order || o
fFUND Subtotled by Fund | o
{MRP PO'S MRP PO'S 44
fVENDOR Subtotled by Wendor | o

o copy| @& F BT E %

Advanced Training 22




2aH eQe@ DHE Sho80 AFE @B

Purchase Order Status Report

¥ | = 5% | | =

CostCenter | wBSElement/Order  |Pureh.Doe. ~

4500024808 | 118270

Turning Technalogies LLC

= P.OTotal

3,000.00 3,000.00

= Received|} Invoiced| =

[Tuming Technologies LLC

99.00 | 99.00

118270 4,

300000 -  3,000.00

[506732660000 [4500001453(1168288 [T Services Inc

2378350 2278350

118298 0,

- 2278350 . 22,783.50

544500 -

[ |£500024623(118302 | Sunvey Systems Inc|

15,105.00 [  15,105.00

0.00]

118303 ¢

= 1510500 « 15,105.00

0.00 «

[ [£500015734(118338  [AGM Gonstruction LLG

118339 41,

500,000.00 | 500,000.00

3048103318 | 4500024817 118483 |Insightiul Corp

= 500,000.00[ = 500,000
6,400.00 6,400.00 |

3048103318 | [Insigntiut Corp

1,280.00 | 1,280.00 |

0.00 | 1.280.00 |

118483 0,

7,680.00 «  7,680.00

- 0.00 = 7,680.00 »

[ 4500003766 116576 |JSA Technologies inc

5,500.00 | 5,500.00 |

467760 | 4B77.60 |

118676 4,

550000 -  5500.00

- 467760 « 467760 -

11215351870

[ 4500008740(116820 |Brookhaven Instruments Corp

2,100.26 | 2,100.26 |

135.00 | 214474 |

118820 0,

240026 -  2,100.26

- 13500 - 2,444.74 -

3048051 300 |

|4500024665(116835 |Raith USAInc

1,020.00 | 1,020.00 |

0.00 | 0.00 |

=

Advanced Training 23
Z_MMOPEN Report Benefits IRIS

* Quick view that immediately displays the following:

= Purchase Order Value

= Goods Receipt Amount

" |[nvoice Amount

Advanced Training

24




Purchase Order Status Report - Z_MMOPEN

Determine criteria to sort and execute.

Organizational Parameters ’

Company Code Ukoe to =
Purchasing Organization o E
Purchasing Group to E
Plant UKDE o UKID E
Document Pararmeters
Purchase Order Mumber io [2]
Purchase Order Date Tretler to 6730708 E
Acct Assipnment Cat. to E
Cost Center 1o B
Wendar io B
Purchasing Doc. Type o E
Final invoice Received Ind io B
Delivery Completed Indicatar o E

Display Parameters
Fixed Column Width
Optirmized Column Width

RIS
IRIS

Advanced Training 25
Purch Order Status R t - Z_MMOPEN RIS
urcnase order >tatus Report - £_ s
=
ZMM_OPEN - List Display of MM Open PO's
AT BRE QT E B M
g.mnmr Ty S FOYL Sun Encimbr Sun BROARAL  Gie Doy Amnt
@ A5eR01TE @ N 3,190.56 3,198 .50 8.00 3,190,568
LR G BOB. 278 08 50,270 60 GRS 05131848
LU S 42,187.52 42,107.52 000 42,187.52
o 500011305 W W 100,406, 00 100, 406,00 0.00 100,405,010
o 456011306 @ N8 346,500 06 340,500 &0 @00 283,830 06
T = e = o Select file to open the "drill
(575 80 575
down" functionality. 22,516 LR 2257506
msseRIIN B N _ 41,174002 a0 1702
\m W00 W W 4243040 424140 0.00 42434 40
| ] asoonrisss o e 1.00 1.60 600 0,00
(ons A5ER011555 A0 a3 1.08 1880 a.00 06 o1 EA
o aSEANTINET @ NE 21,461 .00 0,461 .80 .00 21,461,080
m 4500011573 A NE Ta7.00 73780 .00 73700
2 51157 4 W 16750 167 50 a.00 107,58
(ono  ASAER1ISTT S REET T 167 56 167 50 CH 1 167 56 1 1]
W oAERRNNET A N 500,00 50090 800 0.00
m 4500011623 @ KB 3,613.00 73,613.00 0.00 73,613.00
@ SWNIEH A M 163,985.86 163,095.95 90,852.66 136,663, 30
Advanced Training 26




ZMM_PO_REPORT Benefits $IR

* PO extract against material document receiver,
document type (example: NB, ZB, YB)

* Can include invoice information

* Report can only run in 90 day increments or quarterly

* Future enhancements will include the vendor Minority
Indicator, which will only run in quarterly increments or
less due to the amount of data proposed

K UNIVERSITY OF KENTUCKY]
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ZMM_PO_REPORT sl R
-— -— ) f i
Purchase Order Report
Ele
General PO exract
Deletion indicator in purcha =11 to o
Furchasing Document Date 81/01/88 o 84/02/2008 = . o
p— Set the selection criteria, and
Purchasing Document Type k to = N
—_ create a variant for yourself!
Purchasing Organization uKoo 10 =
Purchasing Document Mumber to = Run report based on
Purchasing group o = departmental needs!
Storage Location 1o o
Account Murmber of the Vendor o =
Waterial Number 1o >
Material Type o =
Material Group to =
Plant ukee 1o =P
el
pd 7
PO extract against Cost Object
Gil Azeount Mo 1o (=]
Business Area o =
Cost Center to s>
Order t =)
WWBS Element o =]
. i
FO extract against material document receiver K
wmaterial Document Receiver to
=
[ 1Include Invoice Information I/
K univERSITY OF KENTUCKY] -
Advanced Training 28




Purchase
Requisition Status

Advanced Training
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Z_MMEBAN - Requisition Status Report g Y

ZMNM_EBAN - Purchase Requisition Status Report

& &

Oflz::samnal i Ukae o >l Identify criteria specific to
Purch. Organization 1 ukon 0 = departmental needs.
Furchasing Group o E2

Dacurment Griteria

Purchase requisition 0 [ =]
Requisition date a7/81/2087 o 86/308/2008 e
Document type NE o [ =]
Frocessing status N 1o (=]
material Group 10 [»]
Desited vendor 0 [
Req. Tracking Number ta [
Select Closed Reguisitions Only (] o
Select Released Recs Only ¢All temsiAll Levels ]

Assignment Criteria
GIL Actaunt Mo to 3 Key in the department cost
Acctassignment cat to |*| center, order or WBS element.
Cost Center to =
Order o) (=]

WBS Element to =

Inwentary Requisitions
Exclude Inventory Requisitions
Include Inventary Requisitions

Advanced Training
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Z_MMEBAN

ZMM_EBAN - Purchase Requisition Status Repart
S AFF ERNT BT Bes B WM

5 Reg Nom  Stat Type Req Date Vandor Vancor Hame

| .y Line Ites Description Fea Quantity Price h;ullul‘alﬂ' Pl Wum PO Line Assioneent G/L Acct Ven
[ BRTTIE L LT T T T T8 ik file folder to open and display
10017928 @ WD @9/20/2990 125919 Watiend] Instrumsnts 21,1110 lines of requisition.
@ 1061 Te48 @ N B3/200I088 118903 1AW Corp (R D" :
.IIIIII TEST @ NB B3/20/2008 120173 Herman M)1er 13,200,589 RritTncs e r?qulsmon Lhtprie
oad T0TTice panels, etc 13,200 858 100 13,200 55 Into the requisition for more detail.
@ 10017954 @ ‘.II'I .o.aaznr':\m 167522 l;rumlnnal Products Plus LLC Jili o
oo [{HI7655) €@  WB G3/20/7688 127126 Parks Med Electrontc Sales Inc 3.164.30
| OIRGITESS @ NE ER20/2098 153854 Luxt-Conp Inc 18,515 80
m 100170 ND  B3/20/2080 143503 Eclipsys Corp 15,900,080 =
@ 1o 7o @ W o 1mn R — ConauTting 7,500 90
o TEsE @ B 320 2,020.80
0 O10UITETT @ NE E32002988 12033 TL Contact 14,130.80 | |
@ 10T @ KD @3/20/2000 146167 Konica Hinelts 9,700.00
o 1007695 @ WA 83/20/1688 116345 Nedical [mage Enhancemant Tech 3,000 88
01001797 @  ME B3/20/29%0 1259%2 0611 Marketing LP 20,995.95
m 10017098 ND  83/2072000 127027 lkon Office Solutions 487 28
@ 0T 9 WD 92/20/2090 127070 APS Comsuntcations 1,700.60 L

Advanced Training 31
. g D
Z_MMEBAN drill down capabilities RIS
* “yellow” or “red” icons represent issues with the
requisition.
* Simply display the item and review the document or
drill into the requisition number to display for more
detailed information.
= 1gH7051 @ NB  03/20/200% 120173 Herman Miller 13,200 .59
(a4 0ffice panels, etc 13,200,590 1.00 13,200.58
= 10017054 @ MB  03/20/2008 167522 Promotional Products Plus LLC 385.00
aco 1 Adidas ClimaCool Men's Solid Polo—XiL B 5500 330.00
[ @0 2 Mhdidas ClimaCool Men's Solid Polo—L 1 55 00 55 00
| NB Purchase requisiti. 21| 10017051
Texts Release strategy \
Release group 01 Campus Reg Release  |code |Description Processar Stat.
Release strategy C2 Release = $10,000 L1 Level 1 Approver willliam R Gambe... | o
Lz Level 2 Approvaer Teresa A Centers iy
* Partial approval en established for this requisition
. i Advanced Training 32




Z_MMEBAN BIRIS

* No approvals

ﬂ Texts Release strategy |

Release group 81 Campus Req Release | code |Description Processor |Slat. |
Releasze strategy C1 Release = $0- §10K L1 Level 1 Approver Patricia T Polly a
Release Indicator 1 Blocked
= \\é. Z|H[Be) (B %) B¢ a|E =0 A |[E] 2] #) | @i vales
| tem|A |1 Desvendor |Mendor Material Mumber | Short text Quiantity|Unit| Yal. price|z Total value
1[K 167522 AD3 Adidas ClimaCool Men's 6 |EA 55.00 33000
2|K 167522 AD3 Adidas ClimaCool Men's .. 1 |EA 55.00 55.00
- 385.00
o= tern 1111 Adidas ClimaCool Men's Solid Polo-<L &1 |||
Material data k Gluantities/dates k Valuation k Account assignment h Source of supply " Gatus k Contact persan
Processing stat &l Mot edited; B Ordered 2} ER 03In Release &
Rlark MNnt blncked =

l}K']NI\-’T.T{S]'\'\" OF KENTUCKY] Advanced Tralnll’]g 33
Z_MMEBAN RIS
* Benefits of this report:
Only displays requisitions that have open issues
Drill in capabilities for a quick review
Displays requisition details
34
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Purchase Requisition Status - ME53N RIS

[rise—r

If the PO has been created, it will be displayed on the Status tab

To view the PO document, double-click on the Purchase Order
number.

Once a Goods Receipt and/or an Invoice posts, it will also be
displayed in the Status tab area.

1[1] Distiled Water

Material data Quantities/dates | WValuation Accountagsignment Quuive ol SUpply Contact person Delivery address

Processing stat E PO created; E  Ordered 10 Cy 05 Release Completed &

Block Mot blocked [}

AN ERER RS EEERERIED ]

Doc.cat LT |Purch Doc. *[* Iterm|Short text Quantity| QU i i

Purchase ..|4500002605) 1|Sched.line 10 |CY Status tab WI” a!SO glve ){OU GR
and/or Invoice Receipt

Gongs eea oV
nvolce recaipt 10[cv <| information if available.

R i 5 v Advanced Training 35
Purchase Requisition Status - ME53N RIS
® Use the [+ and =] arrows to see the Status for each line item
on a requisition.
e
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Purchase Order Information - ME23N RIS

® Viewing the Purchase Order from ME23N can help answer the
following questions:

* When was the PO created?

Bt escnemon | () % | € ritpreien | asasans 8 80

[ EE O W o 4 uBD. -
D e Eania woo 50 oo
oy . i Pribediivers
= =
lml.“-:l‘-“\ RSITY OF KENTUCKY] Advanced Trainlng 37
Purchase Order Information - ME23N %@
¢ When was the PO sent to the vendor?
Ducumentoverviewon | [ | @ piintpreview |€:TE| Personalsefing |
i 11712087
ks Deliverpinvoice - Teds | - Communication | Parners | Addifionaldata | Orgdata | Status |
Payment terms ZN38
Paymentin 30 days E -] =
PETAEN oas g Change Pur. order :; Qutput
B 8 B 8 communicanan mathod [ Frocosningiap | Furmerdata | Repeat putput | Ghangs oulput
1. Click on the e
Messages Tab from Poift e ftesaes = 0
PO Display. a 1
B s &]
[l ~ B
T —
8 o~ m
2. The PO output § =]
. . ~a B[
screen will give you i | o
the exact date and -~ 2 -
time that the PO was [ B
sent to the vendor. d 0 |
= 5
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Purchase Order Encumbrances - ME23N RIS

¢ What amount is still encumbered on the PO?
1. Click Environment from PO Display.
2. Select “AC Commitment Documents”
3. The next screen will post the encumbered amount for this PO.

AD
Q U Headerchanges |
Item changes
Standard PO45 i son
‘ @ Material stocks rsonsl seing
Puyailability
NBSIandardPO B 45 Vendor B117/2007
& Delvewinoice | Con  ¥endor evaluton aners | Addiional data | Orgdata | Satus
Info record
Pav%emterms ik} Quata arangement 50
Paymentin 0 gy Source list 1.00000 [ Esehrate fied
Paymentin day Contract
Paprentin ) REQUuotation
— 0B D Purchase reguisition
C-info record
AC commitment documents I
BB e A | [vateral — == |C\Del e [Netpice Cur. Per 0. iatlgroup Pt Storloe[A
i ‘K ‘ ‘ ‘Expensesmnurredmrtra‘ &UUH‘LUT‘D‘UMSWUW‘ 1 UU‘USD ‘1 ‘LUT‘M\SE‘MWS ‘UmversWufKentu‘ ‘ B
e Advanced Training 39
q
Purchase Order Encumbrances - ME23N "'ﬁﬁ[_-;-
NOTE: If the encumbrance line is blank, that means there isn’t anything left to pay out on
the PO. This screen will also show what amounts have been encumbered to which cost
centers or WBS elements. This is handy for split accounting.
Document Journal
OO0 D1
4553067108 020 32067 |
L
Original PO amount: $6,000.00
PO Expenses to date: $2,958.15-
$100.00-
Encumbered amount:: $2,941.85
e Advanced Training 40




Check Information

K UNIVERSITY OF KENTUCKY]

Advanced Training 41
Display Document - FB0O3 RIS
® Has a particular Invoice or DAV been paid yet?
Go to FBO3
Document List
Type in document number or DAV number
K vniveRsITY OF KENTUCKY] Advanced Training 42




Display Document - FBO3 RIS

1. Double-click on
Document List

2 e B B I N ez 2/

Display Document.

- Document list Firstitern | &2 Editing options

Keys for Financial Accounting Document display u:

Document Mumber Reference no

Company Code
Fiscal Year

Advanced Training
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Display Document - FBO3

2. Click Execute icon to
execute the report

Document List

| @z

2. Type Vendor Invoice
Number
Or
DAV Number

General selections

Document type
Posting date

Entry date

Reference number
Reference transaction
Reference key
Logical system

Also display noted items
[ Display noted items

Search for own dacuments

[_] ©wn documents anly

Advanced Training
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Display Document - FBO3 AR

4. Double-click on the
Document #

List

Edit

ala B EHE aDo0 AR @ m

Document List

g BRI &E ¥ A EE T EE s
Document... |Dac Dat;/ Posting Date |Reference |Header td| Parked by|Entered on  |User name |Reversal™
5100037014|09M Wa 091 8r2006 |(PE1871608 091 8/2006 |CMMCELOD
5100043201 U}WEIZUUE 10/ 372006  [PB1871608 10/ 372006 |KMBROWZ
5100043601409/10/2006 |10 62006 |PS1871608

10162006  |CMMCELOOD

NOTE: Multiple document numbers may be displayed for a single invoice number.
However, only one posting will contain check information. You may have to try displaying
various postings before finding one which contains check information.

Advanced Training

Document Display - FBO3 AR

Document Overview - Display 5. Double-click the Account
@ 200 0@ SHE BNOD B Short Text
Document Overview - Display

HF HA P HEFEYFE % ®Bcse & TEP

Doc.type : RE ( Invoice - gross ) Normal document

Doc. Number 5100043601 Company code UKGo ar 2007

Doc. date 09/18/2006 Posting date 18/16/2006 o4

Calculate Tax [

Ref.doc PE1871608

Doc. currency  USD

Itm|PK |fccoun| Account short text Amount|Cost Ctr  [WBS elem. |Fund Bssignment Text
1(31 125952.0911 Hark P 8,173.00- 51000436012007
2(86|218118|GR/IR Clearing 2.00 |14272000840 0427510300 | 20061616
3[81|556018 | Computing Hardware 8,171.00 | 1427300040 B427510300 | 20061816

° 0.0

Advanced Training




Display Check Information - FB03 RIS

Document changes

Check information
—RH N

Display Documenf=="=CEFE
E E & Moredat  jnvaice status Ctrl+F10

Document environment 3

Additional assignments 3
Waluation 3

Line ltern 1/ Invoice £ 31 Correspondence
Arnount 8,173.00 BIS readjustment

Additnl components...

Additional details 5 Reference object F2

6. Click-on Environment and
Check Information

Bus. Area a1a1

Disc. base 8,173.00 USD Digc.amount  0.00 uUsD

Payt terms ZNOW Daysfpercent 0 E.BEB % 0 0000 %@
Bline date 09/10/2008 Fixed

Prnt black Irwaice ref. ! IB

Pmt hethod Pmt meth.supl. Payee 128613

Clearing 10/16/2006 / 2000148326

Agsighment 51000436012007

Text T, Long Text

NOTE: If check information does not appear, go back to the Document List and select
another posting from the invoice to view.

Advanced Training 47
Display Check Informati FBO3 RIS
ISplay eck Intormation - 12
=
QI EIGBIO@%IQMM\@‘D@@I
Display Check Inforrmation
2] checkrecipient | Checkissuer... | | ccampanying docs | [ Payment dacument |
uKea | 12000148626
Bank details
House bank APO1 Bank Key 041203895
Account ID WEND Bank Account Mumber B234544
Bank narme NATIOMAL GITY BARK
City CLEVELAND 44135-0000
Check information
Check Mumber 108148462 currency usD
Payment date 18/16/ 2006 Amount paid 8,173.08
Check encashment 10/25/ 2008 Cash discount amount o.oo
Check recipient
MName Drell Marketing LP
City Chicagn
Payee's country us
Regional code IL
Y OF KENTUCKY)] .
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FYI sites BRI

* Materials Management web site
http://www.uky.edu/IRIS/ MM/

* Purchasing Division web site
http://www.uky.edu/Purchasing/

* Help Desk 257- 1300
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