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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this
SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and

password.
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Step Action
1. Enter the desired information into the User ID field. Enter "*\V0000000213.01".
2. Enter the desired information into the Password field. Enter ""*******xxkx,
3. Click the Sign In button.
[signin
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Step Action
4, You are now logged into the SDUSD PeopleSoft Supplier portal. If you
experience any issues logging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation folders in this
screen shot based upon the operational role tied to your useri ID.
In this video we are going to see how you can add a new company contact or
delete an existing contact in the SDUSD procurement system.
NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. You can rest
assured that all your information in our PeopleSoft system is secure.
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Step Action
5. Click the Maintain Supplier Information link.
[t maintain Supplier Information]
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Action

Click the Contacts button.

E" Contacts
View and update contact information.
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Step Action

7. Click the Add a New Contact button.
| Addanewcontact |
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Let us enter a sample contact for
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Action

Enter the desired information into the Description field. Enter "Customer
Service Contact".

Enter the desired information into the Name field. Enter "M Schumacher™,

10.

Enter the desired information into the Email ID field. Enter
"mschumacher@abctech.com".

11.

Enter the desired information into the URL field. Enter
"http://www.abctech.com™.
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Step Action

12. Click the Mailing Address list item.
Mailing Address
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Action

Click the Role list.
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Step Action

14. Click the General list item.

General
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Action

15. Click the Type list.
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Step Action

16. Click the Business list item.

Business

Last changed on: 2/26/2010 9:53 AM

Page 11




Business Process Document Oracle User
Finance: Add or Delete Contacts Productivity Kit

# Conlacts - Windums Intemnet Explorer S s
@U’ii it sandil T gan SUPPLIER E50/ROLE VENDOR.PO,SSVINOR. CONTACT,GELIPORTALPARAM PTCHAV=EP Wh.C1 = |B

x Eoage @ &t
W Favcetes | 8 Contacts

35 FHES O

AR Hizw Winiow | Help | Customirs Pags | B =
)
b u**:‘l"r ’ Maintain Contacts
= aintain Supplier =
Information e Contact Information
ABG Technoiges
[ Manage Ordess
& jption:  Customar Senien Contact
o Reportg Tools
& PeopliTocls Hame: M Scrumacher

- hange Wy Password

Emad 10 mthamachengiabetech com
ML it Mwww. abclech com
Locamon: Mafing Address

Hokee Genersl v

S Adie

Telephune Informatn
“voe Prefix  Phone Ext

[rusness | et |

Ritum b Contart i) Euture Conacts

Step Action
17. Enter the desired information into the Prefix field. Enter "1".
18. Enter the desired information into the Phone field. Enter "4425166676".
19. Enter the desired information into the Ext field. Enter "8988".
20. Click the Save button.
21. You have sucessfully entered a new contact for your company. This information
would immediately updated in the SDUSD system.
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Step Action

22. Click the OK button.
23. Now let us see how we can delete an existing contact.

NOTE: Instead of deleteing a contact you could inactivate it in the system. Refer
to the video 'Edit existing contact' for details on inactivating a contact.
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Step Action

24. Click the Delete button.
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Step Action

25. Click the Yes - Delete button.
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Step Action
26. Click the OK button.
217. We have now completed this training video.
End of Procedure.
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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this
SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and

password.
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Action

Enter the desired information into the User 1D field. Enter "\V0000000213.01".

Enter the desired information into the Passwor d field. Enter "*******%xxn

Click the Sign In button.

Y ou are now logged into the SDUSD PeopleSoft supplier portal. If you
experience any issueslogging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation foldersin this
screen based upon the operational role that wastied to your user ID.

In this video we are going to see how to maintain your favorites within
Peopl eSoft. We would see how you can add a page to your favorites and edit the
favoriteslist items.
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Step Action

5. Click the Review Payment | nformation link.

|- Review Payment Information|

Last changed on: 2/26/2010 9:54 AM

Page 3




Business Process Document Oracle User
Finance: Add or Edit Favorites Productivity Kit

@U .lg_ it/ ek samdied s indan SUF PLERERP o WEBLIE PTRP SCHOMEPAG
x Eoage @ &

4 s | e aigaionPge Rl R A AT G il e
‘}' FINS.9 QAL

Mg Weng »

|- Review Payment Information

Vit mveates, chack paymaats, asd apen Balinces.

E fvmices == Pavingsis =) hucoysd Balgscey

L View rvoce risrmaten = View payment infzrmaten. =l VW DD BOCTUTE BIBRCES.

1., Eror on page. + Trusted sites | Protected Mede Off e R -

Step Action

0. Click the View invoice infor mation. button.
| Invoices

View invoice information.
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Step Action

7. Click the My Favoriteslink.

8. Click the Add to Favoriteslink.
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Step Action

9. Enter the desired information into the Description field. Enter "Review
Invoices'.

Page 6 Last changed on: 2/26/2010 9:54 AM




Oracle User

Productivity Kit

Business Process Document

Finance: Add or Edit Favorites

[ 8dd o Favortes - Windows betermet Explorer i

@Q Sl B! hitpsdmarcskssodiae psp/frdduanSUPPLER ERE/c/PORTAL ADMINPORTAL ADD. FAV.GBLPssiatiegitryame= SUPPUER

x Eoogn @ o
_'..'i'__m?riﬁ_ 18 Add o Favorite
25 il A

Add to Favorites

Pienae Enier 2 Uinique Desrription for this Favonte

“Description:  Review Imoices

oK Cancel

New Window | Heip | Custorize Page | B

+f Trusted cites | Pretected Mede: Off v R -
. e

i (@ (e - xow

Step Action
10. Click the My Favoriteslink.
oK |
11. Y ou can now see the new link under My favorites with the name "Review
Invoices'
12. Click the Sign out link.

Sign out
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Step Action
13. Enter the desired information into the Password field. Enter "****#*xkxkkxt
14. Click the Sign In button.
[N
15. Now let us see how we can access the review invoices page from the my favorites
folder.
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Step Action

16. Click the My Favoriteslink.
17. Click the Review I nvoices link.

Feview [nvoices|

18. Y ou can see that since we added the Review Invoices functionality to our favorites
folder, we can directly go to that page instead of going through the usual steps.

Y ou can also access this page by going to Review Payment information>Invoices

19. Now let us see how we can edit the my favoritesitems.
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Step

Action

20.

Click the Edit Favoriteslink.

21.

This screen would show theitemsin your favorites list. The sequence number
option allows you to arrange your favoriteslist. Let's say you want Review
invoice to appear before purchase order, then you give the sequence number 1 to
review invoices and 2 to purchase orders.

Y ou can also delete items from your favoriteslist.
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Action

Click the Delete row 1 (Alt+8) button.
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Step Action
23.

Click the OK button.
|| oK ;
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D e e — G
@Q 1 E hitps://dhwamecks = & o TYFAVORT | ing T a.x
s [Esnage B ef

| Faveres | g Edi Favortes

Hizw Winiow | Help | Customize Pags | 1

| Edit Favorites

Chck the Save bufton aler edAng of deledng favontes.

Hevew Invoices 0 Delede i

- PropleTools
[~ Ghange My Passwerd 1

Step Action

24, Click the Save button.

25. Click the Homelink.

Home
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ﬂmw@_mmﬁ:mmwmw..

@k;. -Igmp dmamiocksandinedpsp/findSqanSUPPLIER ERP M Mab=DEFALLT - @ [r]a|x [P s . 2y

s [Esnage B ef
S Favectes | {8 Supplier-facing registry content Biov B v o Pager Sabeyw Took+ @ "

Step Action

26. Click the My Favoriteslink.
27. Y ou can see that your favorites list has been updated and does not have Purchase

Ordersin it anymore.

28. We have now completed this training video.
End of Procedure.
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Department

Responsibility/Role

File Name Change Password_BUSPROC

Version

Document Generation Date 2/10/2010

Date Modified 2/26/2010

Last Changed by

Status

Change Password

Trigger:
Required Field(s) Comments
Output - Results Comments

Additional Information
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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this
SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and

password.

&&ﬂrlwmﬁ&gw Window, ket Exgiceer

@u' E hitps <k sardanel pplisalTcrm=logindlsngusgeCl=EG - @R =P s ax
._J-.g— "

¥ Eoogn B &
i Faveetes | g8 Oracle | PeopleScft Enterprize 8 Sign-in Niov B v omm o Pager Sabetyr Tecke @

Deme

T e E g A"

Aﬁ“ 1§ 306, 3957, Crae e M mnmusr B mgTErn Tasenaek of Crasie Corpeman anaw @ aian. e e
6 e

ks oF e magactan.

n FIN 8.9QAA

.- a ORACLE
PEOPLESOFT ENTERPRISE

Sulecl a Language:
Enalist

o Trusted sites | Protected Mede: Off o R0 v

Step

Action

Enter the desired information into the User 1D field. Enter "\V0000000213.01".

Enter the desired information into the Passwor d field. Enter "*******%=x

Click the Sign In button.
Sign In

Y ou are now logged into the SDUSD PeopleSoft supplier portal. If you
experience any issueslogging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation foldersin this
screen based upon the operational role that wastied to your user ID.

In this video we are going to see how to change your login password.

Page 2
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Productivity Kit

ﬂtr_rl_l g Windows b

@G OI' £ hitps:/dwamesk mdi.ns--.-.y 'miiu SUPPLIER ERP W Tub=DEFALLT

x Eoagn B &

+ Trusted sites | Protected Mede: Off
" =

i

= @ (o s

0% -

Step Action

5. Click the Change My Password link.

|Change My Password|
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& Crange My P - Wi tenel Explores

@Q —ii hitps://dwameck sandine/pipfinSga s SUPPLIER ERP/MAINTAIN. SECURITY.CHANGE PASSWORD.GEL FoldePath=PORTAL ROOT ;._ &
x Esnagn B e

W Fevcetes | 8 Change My Password

Haw Windaw | Help | Customizs Pags | B

Change Password

User ID: VOODOO0 13 01
Description: ARG Tech Uiser!

“Current Password:
“Hew Password:

“Confirm Passwond:

Changn Password |

o Trusted sites | Protected Mede: OFf v R v

2™ 8 ) A7 UMW (@ [ ns

Step Action

0. Enter the desired information into the Current Password field. Enter

Nhkkkkhkkxkkkhkkx"

Thisisthe password you are currently using to login to the SDUSD Peopl eSoft
system.

7. Enter the desired information into the New Password field. Enter

Nkkkkhkkkkkhkhkhkkkkxxx"

The isthe new password you want to use.

8. Enter the desired information into the Confirm Password field. Enter

Mhkkkkhkhkkkkkhkhkhkkkkxxx!

9. Click the Change Passwor d button.

| Change Passwoard

Page 4 Last changed on: 2/26/2010 9:54 AM




Oracle User

Business Process Document
Productivity Kit Finance: Change Password
8 Corge My P Wik et o .
@U SLE s s T a 5
¥ Eonage B er

i Feetes | g Change My Pazsword

Password Saved
Infarmation

“ Your password has successhully been changed

Step Action

Hew Vandaw | Heip | Customizs Page Saved

Click the OK button.
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Productivity Kit

8 Chunge My Prssword - Windos ket Expiore s
@Q OI Eml_np_.l.\.w-..i sandinel pip '-uiin FUPPLIER/ERF//MAINTAIN. SECURTTY.CHANGE PASSWORD.GBL FoldeiPalh=PORTAL ROOT 08 «
x Enagn B &

2 Prcikes | Change My Pazyond

o uy Favontes Change Password

VIODOOD02 13 01

.fr""'”' t Description:  ABG Tech Usert

= Change My Password

Changn Password

Haw Windaw | Help | Customizs Pags | B

+ Trusted ites | Pretected Mede: Off v R -

Step Action

11. Click the Home link.
12. We have now completed this training video.

End of Procedure.

Y ou can use your new password from now on to login to the system.
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File Name Download PO into excel_BUSPROC
Version
Document Generation Date | 210/2010
Date Modified 2/26/2010
Last Changed by
Status
Download PO into excel
Trigger:
Required Field(s) Comments
Output - Results Comments

Additional Information
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Oracle User
Productivity Kit

Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this
SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and

password.

Fle Edt Wew Favorites Tooks

2 Oracle | PeopleSoft Enterprise 8 Sign-in - Microsoft Internet Explorer

Help

eﬁack -© \ﬂ @ \_h pSearch i\\'(Favnrites o ng ;

L 3

EEX

;,n

address | @] https:jfdwamack sandi.netjpspifing9gas/SUPPLIER /ERP{7cmd=logaut "| e

Links [5)SDCSITLinks @] Encors ] Microsoft Outlook Web Access 48] Zangls TeachsrConnection

(2 snage B &

Copyright @ 2000, 2007, Oracle. Al rights reserved. PeopleSoft is a registered trademark of Dracle Corporation
andior its atfiliates. Other names may be trademarks of their respective swners.

b FIN890QAA
l’,,’ € ORACLE

00, ps< PEOPLESOFT ENTERPRISE

25

Select a Language:

User ID: [V0000000213.01

Enalish Espafiol

Password:| | Dansk Deutsch
Erangais Frangais du Canada

m ltaliann Macyar

Mederlands Morsk
Polski Portunués
Suomi Swenska
Cestina B#EiE
= Pycckui
Ty it
1 Gile gl

&] pone

2 & Local intranst

Action

Enter the desired information into the User 1D field. Enter "\V0000000213.01".

Enter the desired information into the Password field. Enter "*******%x

Click the Sign In button.

Ex

Page 2
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Step

Action

4,

Y ou are now logged into the SDUSD PeopleSoft supplier portal. If you
experience any issueslogging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation foldersin this
screen based upon the operational role that wastied to your user ID.

In this video we are going to see how to download your purchase ordersinto MS
excel spread sheet. Y ou can download more than one PO into excel.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. Y ou can rest
assured that all your information in our PeopleSoft systemis secure.

-2l Supplier-facing registry content - Microsoft Internet Explorer, |l”E‘E‘
File Edit Wiew Favorites Took Help 'l’f

Qe - () \ﬂ @ ;‘, /:\JSearch \:.\\"(Favorites & - :1 -l S

iddress (€] https: f{dwamock sandi.net/pspjfingaqaa/SUPPLIER {ERP /7t ab=DEFAULT v| Go

Uinks [ SDCSIT Links ] Encare ] Microsoft Gutlook Web Access 4 Zangle TeacherConnection 2 snace B &

Search:

[ My Favarites

> PeopleTools

/3¢ FINGS OAA
B caso e

Personalize Content | Lavout

[ Maintain Supplier Information
> Manage Orders
> Review Payment Information
> Reporting Toals

[~ Change by Passwaord

(©)]

&] Done

5 &3 Localintranet

e R 7} Supplier-Facing regist...

Step Action
5. Click the Manage Orderslink.
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A Base Navigation Page - Microsoft Internet Exploren

File Edit Wew Favortes Took  Help [

eaack -Q B @ ‘._h piear(h \;‘E{Favnnles & D/:z- ;. ] - _J i3

Address @ Retpsiffdwamock.sandl.netipsp/fingSqas/SUPPLIER JERP|s{WEBLIE_PTPP_SC.HOMERAGE. FisldF ormula, 15cript _APPHP?pt_frame=EP_WY_SPLR_ORDERS&FclderPath=PORTAL_ROOT v | [E] Go

Uinks ) SDCSIT Links 4] Encore (@] Microsoft Outlook Web Access 4] Zanale Teacherconnection BEonage B &

;.& FIN 8.9 QAA
. oracLe

L u =
)] ﬁ] Manage Orders

Vi ancd dawninad pUrchase orders, enter acknowlzdgements and creats advance shipment notices for cUstomer ordsrs.

Search:

[+ My Favorites
> Maintain Supplier
Information = Purchase Orders = View Receipts

Review and leke action on customer purchase orders. Wiew customer receipts.

— Purchase Orders
— View Receipts
> Rewiew Payrment Informatian
[ Reparting Toals
[ PeopleTools
- Chande by Password

Oracle User
Productivity Kit

] Error on page. 2 & Local intranst

Step Action

Click the Purchase Order s button.

E" Purchase Orders
Reviewy and take action on customer purchase orders.

Thisisthe purchase order search filter options page. Y ou have severa search
optionsto look up your PO. We would use the date range option to look up for the
POs.

Page 4
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Q) pack -

Fle Edt Wew Favorites Tooks  Help o

/& Purchase Orders - Microsoft Intennet Explorer, |ZHE”X‘

(5] @ @ \h pSearch \i\;(Favnrites &4 &2' ; ] - J el ¥

Address @ Rttps:ffdwamock,sand.netipspifinB3gaa/SUPPLIER {ERP/{ROLE_VENDOR.PO_SSREY_PO.GELTPORTALPARAM_PTCNAV=EP_WY_ORDERSEOPP, 5CNode=ERPREOPP.5CPartal=sLPPL ¥ | [E 6o

Search:

> My Favarites

Infarmation

[ PeopleTools

Links [ 5DCS T Links 4] Encore @] Microsoft Outlook Web Access 4] Zanale TeacherConnection Esnage B &
o ra FIN 8.9
g5 PSS o

> Maintain Supplier

s
— View Receipts
- Rewiew Payment Information

[> Reparting Tools Search Criteria

— Change by Password

New Window | Help | Custorize Page | B

&

Purchase Orders

Filter Options

ABC Technolagies

Enter search criteria and click on Search. Leave blank for all values:

From PO ID: |:|Q

ToPOID: Q

tem ID: @

Vendor ltem ID: ‘Q
From Date: @Eﬂ (example: 01/31/2000)

To Date: 02110/2010 (example: 01/31/2000)

Buyer: |Q

Contract10: I
Search

&] Done
—_
4 start

5 & Local intranst

Step

Action

Enter the desired information into the From Date field. Enter "12/01/2009".

Click the Sear ch button.

10.

Thisis the search results page which shows the list of POs which were returned
based on our search criteria. Y ou can select one or more POs to download to
excel.
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3 Purchase Orders - Microsoft Internet Explarer,

Ble Edt Wew Favorites Tooks Help -

eaack -Q \ﬂ @ \_h piear(h ‘é}(Favnnles & D/:z- ; ] - ._J i3

Address @ Retpsiffdwamock.sandl.netipsp/findSqas/SUPPLIER JERP/c{ROLE_VENDOR FO_SSREY_PO.GBLPPORTALPARAM_PTCNAV=EP_WV_ORDERBEOPP,5CNode=ERPREORP.SCPortal=SUPPL v | [E] Go

Search:

[+ My Favorites
> Maintain Supplier

[ PeopleTools

Uinks [ SDCSIT Links 4] Encore (@] Microsoft Outlook Web Access 4] Zanale Teacherconnection BEonage B &
;% FIN 8.9 QAA
P oracie

Information
Brs ABC Technologies
— View Receipts 3 .
Vigw Retaipts POs Returned: 10 Default View for Change Orders: | All lines -
[ Review Payment Information
[ Reporting Toals Set filter options Orders Per Page: 1to100r10 Last

— Change hiy Password

pre=—— Home:

Mews Window | Help | Customize Page | & =

®

Purchase Orders
Purchase Order List

Purchase Order List

{ PO Details "\ Header Details |

Purchase Order Status Last Dispatched Date/Time  Lines Total Amount
[] 0000113857 Dispatched 014202010 3:37:07PM B B,445.59 USD Wiew POF
[] 0000112643 Dispatched 01/20/2010 1 2:08:08PM 1 320.50 USD Wiew POF
[] 0000112853 Dispatched 011952010 1:24:45PM 1 a78.75 USD View PDF
[] 0000112235 Dispatched DA HZOT0 1037 44AM 1 1,120.00 USD Wiew PDF
[] 0000108753 Change Order-2 01/07/2010 2:03:03PM 1 274518 USD Wiew POF B
[] 0000111077 Dispatched 12/07/20089 3:03:50AM 1 652.50 USD Wiew POF
[] 0000111076 Dispatched 120412009 3:57:30PM 2 6,015.17 USD View PDF
[] 0000110923 Dispatched 12/02/2009 2110:39PM 2 2,479.00 USD Wiew PDF
[] 0000110758 Dispatched 12/02/2009 3:49:35AM 1 43.50 USD Wiew POF w
£ | ¥

2 & Localintranst

Action

11.

Click the scrollbar.

12.

Y ou can select POs you want to download by checking the check box to the left of
each PO ID.

Let us select two POs to download into excel in this example.

13.

Click the View Selected POsin Downloadable For mat button.

| Wiew Selected POs in Downloadahle Format |

Page 6
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2 Purchase Orders - Microsoft Internet Explorer,

Fle Edt Wew Favorites Tooks Help

Q) pack -

© \ﬂ @ \h pSearch \;\\'(Favnrites &4 &2' ; ] - ._J i3

EEX

;,n

acidress | ] httpssjdwamock, sandi net/pspifing9qas/SUPPLIERERPc/ROLE _VENDOR, PO_SSREN PO, GBL?PORT ALPARAN_PTCHAY=EP_WY_ORDERSEOPP SCNode=ERPREOPP. SCPartal=suppL v | [EJ Go

;% FIN 8.9 QAA
NP iz

Search:

®

L My Favarites Purchase Orders

Links ) SDCSIT Links @] Encors 4] Microsoft Outlook Web Access 48] Zangls TeachsrConnection

E snage B &

Mew Window | Help | Customize Fane | 5,

[ Maintain Supplier
Infarmation

s
— View Receipts

- Rewiew Payment Information

[ Reparting Tools

I PeopleToals

the: data into an excel spreacshest

Date/Qty Details | Heacer Details

Download Purchase Orders

Header Comments

Customize the orid to show the desired columns, then click on the download to arid icon in the orid header to load

Line Details | Line Comments

Schedule Detals

Ship To Comments | [F=#

— Change by Password

PO Number

0oon112643 1 1

noon112859 1 1

Return

&

Line Schedule ftem ID

Description

STAR Math Software
Subscription Renewal
through 02/01/2012.
Reference Guote 495797,
Accelerated Math Scan
Cardg. (Pack of 1000, 100
guestions per side). tem
Code: 102852

Revision Due Date

0142002010

02/02¢2010

PO Oty UOM

1.0000 EA 294710

20,0000 PK 45000

] Done
—_
14 start

5 & Local intranst

Step Action

14.

=]

Click the Collapse (Ctrl+Y) Menu button.
Thiswill help you see the entire page without the navigation menus.

15.

details tab.

Y ou can see several tabsin this page. Y ou can download the information in each
tab seperately. In this example let us download the information in the Date/Qty

To download the info on any other tab, click on that tab and follow the same
procedure we would be seeing in the next steps.

16.

Click the Download button.

17.

When you click the download button an file download window pops up which
alows you to either open or save the information into excel. In this example let us
just open theinfo in an excel spread sheet.

Last changed on: 2/26/2010 9:54 AM
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T Purchase Orders - Microsoft Internet Explorer E‘EHE‘
e

Fil Edit i Fi = T = e |
- : B 3 https:#/dwamock.sandi.net/psc/fin89gaaffemd-viewattach userfile=ps.xls&sdirname=Y27829 - Microsoft Int... £|E| 5‘

[
Qe - © - [ Fie ot vew Favortes Teos hes "

fcldress [ @] https:jjdwamack Oﬂa:k \_) B @ i/;j pSearch i\\?Favnmtas &) &2- I;F J a3 Z|Gu

Links () SDCSTTLirks 4]

Address ‘@ hitps:dwamock.sandi. net finB9gaa]psFtvS6a37634)ps. s v‘ Go
Links |£5) SDCSIT Links & Encore 4] Microsoft Outiook Web Access ] Zangle Teacherconnection Esnagt Bl =

(=]
e |

=

File Download
Purchase Orders
Download Purc

Do you want to open or save this file?

E Name: ps.xs
Customize the grid to show 1 ik Type: Microsoft Excel Worksheet, 1.05 KB
the diata into an sxcel spread s, A et

Date/Qty Details Y [ gpen ][ seve | [ Concel |
PO Number Line S nt  Freigh
[¥] &lways ask before opening this type of file

0000112643 1 1 r1
‘wihile: files from the Intemet can be useful, some fles can potentially

@ harm pour computer. | you do nat trust the source, do not open or
save this file. What's the risk?

0000112853 1 1 0
Return
2 Dawirloading From site: https:/fdwamack. sandl.net/fina3qaalpsftivS6a37834/ps s 5 Unknown Zone
E] | ]
(&] javascriptisubmitaction_win0{document.wind,PO_SSPO_ALL_Whexcel$D'); 5 & Local intranst

Step Action

18. Click the Open button.

or
Press [Alt+O].

19. Now you can see that all the information in the Date/Qty details tab for the PO are
now downloaded and displayed in the excel spread sheet.
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urchase Orders - Microsoft Internet Explorer

& https:/fdwomock.sandi.net/finB9qaa/psft/¥ 56837634/ ps.xls - Microsoft Internet Explorer,
e Back v () ~ |%| Fle Edt View Insert Fomat Tool Data GoTo Favorites Help
. N h A ( L - &5 A oY
s B Qo © R B € P e @ M 22 E JE B
Links [ SDCS IT Lirks -
inks il i @ Address ‘@https:Hdwamnck.sar\d\.r\etffmﬂ?qaa/psftﬂvsﬁﬁs?ﬁaﬁps.xls V‘ Go
;p} Flggig Links | SDCSIT Links  &] Encore 4] Microsoft Outlook Web Access ] Zangle TeacherConnection B snaot B &
Lo epeznort enreneny E6 - A
Ele A B 8 D E F 5 H | | =
1 |PO Number|Line | Schedule|ltem ID Description Revision |Due Date| PO Qty|UOM| P~ lae | ,
STAR Math Software Subscription
Purchase Orders Renewal through 08/01/2012. Reference
2 |0000112643 1 1 Quote 496797 1/20/2010 T|EA 2!
Download Pur Accelerated Math Scan Cards. (Pack of
Customize the grid to show t 1000, 100 questions per side). ltem Code:
the data into an excel spreadf] 3 |0000112859 1 1 102852 2242010 20|PK
4
e 5
Date/ty Details | Heg— I 1
PO MNumber Line S§~7
| 8
0000112643 1 148 1
10
11
12
oono112858 1 13 0
14 L
15
16
17 ~
H 4 » H\ps < b
Return s/ |
&] & Unknown Zone
< I 3
] javastriptisubmitaction_winO{document. wind, PO_5SPO_ALL_Y¥Whexcel$D'); 5 & Local intranst

¥
i start

Step Action

20. Cl ik the M aximize button.

21. Click the Scroll Bar object.

Y ou can review the rest of the PO information.

22. Click the Close button.

when you are done

Last changed on: 2/26/2010 9:54 AM
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A Purchase

Orders - Microsoft Internet Explorer,

ok -

Fle  Edt 4

jew  Favortes  Tooks  Help

o \ﬂ @ \_h piear(h ‘i‘}(Favnnles & D/:z- ; ] - ._J ﬂ B

Address @ Retpsiffdwamock.sandl.netipsp/findSqas/SUPPLIER JERP/c{ROLE_YENDOR FO_SSREY_PO.GBLPPORTALPARAM_PTCNAV=EP_WV_ORDERBEOPP,5CNode=ERPREORP.SCPortal=SUPPL v | [E] Go

Uinks ) SDCSTT Links 4] Encore (@] Microsoft Outlook Web Access 4] Zanale Teacherconnection BEonage B &f
;% FIN 8.9 QAA
€. oracie -
) s Home Sion out
3

Purchase Orders

Mew Window | Help | Customize Page | b5

Download Purchase Orders

Customize the grid to show the desired columns, then click on the download to grid icon in the grid header to load
the data into an excel spreadshest

Date/Oty Details Y Header Details | Heder Comments | Line Detals | Line Comments | Schedule Details | Ship To Comments

POMNumber Line Schedule ltemID Description Revision Due Date PO Qty UOM Price Merchandise Amt  Freigh
STAR Math Software
Subscription Renewal
0000112643 1 1 thraugh N&T1/2012 017202010 1.0000 EA 29471000 28471
Reference Quote 485787
Accelerated Math Scan
0000112855 1 1 Cards, (Pack of 1000, 100 0210272010 20.0000 PK 45.00000 900.00
guestions per side). ltem
Code: 102852
FReturn
< | >
&) 2 & Localintranst
¥

Action

23.

Click the Return button.

24,

Now lets see another example by selecting one PO to download and save the excel
sheet in your local system.

25.

Let us select the PO 0000111076 to download

Page 10
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2 Purchase Orders - Microsoft Internet Explorer,

Fle Edt Wew Favortes Jools Help
\ ( vy - S B
Qs - O x B G P frrwns @3- % - [ L 2
Address @ Rttps:ffdwamock,sand.netipspifinB3qaa/SUPPLIER {ERP/{ROLE_VENDOR,PO_SSREY_PO.GELTPORTALPARAM_PTCNAV=EP_WY_ORDERSEOPP, 5CNode=ERPREOPP.5CPartal=sLPPL v | [E] 6o
Links ) SDCSIT Links 48] Encore @] Microsoft Oublook Web Access 4] Zanale TeacherConnection Esraot B =
;,.‘ FIN 8.9 QAA
: oracLe
“oula® remeemorr trereneE Home:
(S
~
Setfilter options Orders Per Page: First 1to10af10 Last |
Purchase Order List
{ PO Details | Header Detals |
Purchase Order Status Last Dispatched Date/Time  Lines Total Amount
[] 0000113657 Dispatched 012002010 3:37:07PM B 6,445 59 USD Wiew PDF
[] 0000112643 Dispatched 012002010 12:06:09P M 1 32050 USD Wiew PDF
[] 0000112853 Dispatched 01419/2010 1:24:45PM 1 978,75 USD Wiew PDF
[] 0000112235 Dispatched 0142010 10:37:44AM 1 1,120.00 USD View PDF
[] 0000108758 Change Order-2 01/07/2010 2:03:03PM 1 2,74519 USD Wiew PDF
[] 0000111077 Dispatched 12007/2008 9:03:50AM 1 65250 USD Wiew PDF
0000111078 Dispatched 12/04/2009 3:57:30PM 2 6,01517 UsSD Wiew PDF
[] 0000110933 Dispatched 12002/2009 Z:10:39PM 2 2,479.00 USD Wiew PDF
[] 0000110758 Dispatched 1200242008 9:49:35AM 1 4350 USD Wiew PDF
[] 0000110757 Dispatched 12001/2008 2:26:40PM 2 451 60 USD Wiew PDF
selectal [ Clearan The iew PDF button allows youto generate a printakle version of the purchase order
o Using the Defaul Visv for Change Orders options you can cortral it the report generatert
Wiew Selected POs in Downloadable Format shows al lines or only the Istest changes. (This same aption is also used to contral the
orling visw of the PO.)
~
< | 2
&] 5 & Local intranst

Step

Action

26.

Click the View Selected POsin Downloadable For mat button.

| View Selected POs in Downloadahle Farmat |
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3 Purchase Orders - Microsoft Internet Explarer,

Fle Edt Wew Favorites Tooks Help

eaack -Q B @ ‘_h piear(h ‘i‘}(Favnnles & D/:z- ; ] - ._J i3

Address @ Retpsiffdwamock.sandl.netipsp/findSqas/SUPPLIER JERP/c{ROLE_YENDOR FO_SSREY_PO.GBLPPORTALPARAM_PTCNAV=EP_WV_ORDERBEOPP,5CNode=ERPREORP.SCPortal=SUPPL v | [E] Go

Links [()SDCSITUrks 4] Encore ] Microsoft Outlook Web Access 48] Zangle TeacherConnsction

;’5 FIN 8.9 QAA

=

Purchase Orders

E snaoe B =1

Home:

Mew Window | Help | Gustomize Page | 5

Download Purchase Orders

Customize the grid to show the desired columns, then click on the download to grid icon in the grid header to load
the data into an excel spreadshest

Date/Oty Details Y Header Detals | Hesder Comments

"/ Line Detals | Line Commerts | Schedule Details

}_Shin To Commerts
POMNumber Line Schedule ltemID Description Revision Due Date PO Qty UOM Price Merchandise Amt  Freigh
AlphaSmart Meo2 Single Kit
oono111076 - 1 1 NEQ25MGE per Quote 12142009 30.0000 EA 179.00000 5370.00
505062
Shipping Processing Fee
oono1107e 2 1 #201632 %2 7 of order per 12142009 1.0000 EA 161.18000 168119
Quote 505062
Return
4 B
&] pone

|
2 & Localintranst

Step Action

27. Click the Download button.

Page 12

Last changed on: 2/26/2010 9:54 AM




Oracle User Business Process Document
Productivity Kit Finance: Download PO into excel

A Purchase Orders - Microsoft Internet Explorer

File Edit Wiew Favorite

ek - ()
fcldress [ ] https:dwamack OEaEk \_) @ @ @ pSearch *Fawr\tes e ﬁ- Z;; J i 3

Links (5 SDCSIT Links 4]

A https:ffdwamock.sandi.net/psc/fin89gaafemd=viewattachituserfile=ps.xlsGsdirname=¥26332 - Microsoft Int... |

Fle Edt Vew Favaries Tools Help o

Address ‘@https:Hdwamnck.sar\d\.r\etffmﬂ?qaa/psfttv-z12456452ljfps‘x\s v‘ Go
Links | SDCSIT Links  &] Encore 4] Microsoft Outlook Web Access ] Zangle TeacherConnection snagt B 1

File Download &

Purchase Orders
Download Purg]

Do you want ta open or save this file?

[EE MName: ps.xs
Customize the orid to show Type: Microsoft Excel Workshest, 1.01 kB
the data into an excel spread Fiae dbemiEdsssiine:

!uatemtyuetails ! [ Dpen ][ Save ]L Cancel |
PO Number Line

[¥] Always ask before opening this type of fle

ooo111076 - 1 1

harm yaur computer. If you do not trust the sourcs, da not apen ar

@ “whhile: files from the Intemet can be useful, some files can potentially
save this file. What's the risk? )

gooo1107e 2 1

Return

2 Dowrloading from site: https:/fdwamock, sandi.netfinB9gaapsftiv-2124664520/ps. s & unknown Zone
< il | =l
&] 5 & Local intranst

e =

Step Action

28. Click the Save button.

or
Press[Alt+S)].
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2 Purchase Orders - Microsoft Internet Explorer E‘EHE‘

File Edt Wiew Favorkes Took Help >

caack - \) B @ /{h piear(h s;'?Favuntes & &2- Pf ] - I_J i3

Address @ https:fidwamock.sandi.netipspffinB9gas/SUPPLIER ERP c/ROLE_YENDOR PO_SSREY_PO.GELPPORTALPARAM_PTCMAY=EFR _\Ww\_ORDER&ECPP, SCNode=ERPREOPP, SCPortal=5UPPL Vl Go

Uinks ) SDCSIT Links 4] Encore (@] Microsoft Outlook Web Access 4] Zanale Teacherconnection Bonage B &

Purchase Orders

New Windaw | Help | Custorize Page |

File Download E‘ |:\|X

»

Save fis ?
Download Purchase Orders 35
Save in: Deskiop v OF ==
Customize the grid ta shew the desired columns, then click on th @ | 6
the data into an excel spreadshest = 53y Documents
{ 2} 3 My Computer
My Metwork Places
Date/Gty Detaits Y Header Detsils | Header Comments Riecen! i
PO Number Line Schedule temID — thandise Amt  Freigh
0000111076 1 1 @ 5370.00
Desktop
0000111075 2 1 B\ 151.19
My Dacuments
Return
My Computer
f File name: = v [ sse |
MyMetwark | Sawsastype: | Microsoft Excel Worksheet v| [ cancel |
& | &
(€] javascriptisubmitction_winD{document.wind,P0_SSPO_ALL_Wirftabd+$n); 2 & Local intranst

Step

Action

29.

Enter the desired information into the field. Enter "PO_SDUSD".

30.

Click the Save button.

or
Press[Alt+5].

31.

The download is now complete. The PO info isnow saved in excel spread sheet in
your local drive. Y ou can open the PO info in excel now.

Page 14
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File  Edit  Wiew

Qowt - © - 6] B G e rroen @ 2- 0% - B

-3 Purchase Orders - Microsoft Internet Explorer

Favorites  Tools  Help

Address @ https:fidwamock,sandi.netfpspffinB9gas/SUPPLIER/ERP/CfROLE_YENDOR, PO_SSREY_PO,GEL?PORTALPARAM_PTCMAY=EP _w\_ORDERE&EOPP, SCNode=ERPREOPP, SCPortal=5UPPL "l @a
Links ) SDCSIT Links 4] Encore @] Microsoft Outlook Web Access 4] Zanale TeacherConnection Esnage B &

Purchase Orders

New Window | Help | Custorize Page | B

Download complete

PO Humber

0000111076

ooo11107e

Download Purchase Orders [ Y

Customize the orid to show the desired columns, then click on the
the data into an excel spreadshest

Date/Qty Details | Header Details

Return

=3  Download Complste

Saved:
ps.xls from dwamock, sandi.net

Header Comments | Downladed: 1.01KBin 1 sec
Download to: Yiprdechomen2iusers, .. \PO_SDUSD. xls
Transfer rabe: 1,01 KB{S=c

Line Schedule tem 1D Merchandise Amt

| | [ligiase s disiog box when downiaad compietes DEA 179.00000 5370.00

2 1 (P )| 0EA 16119000 161.19

|

5 & Local intranst

Action

Click the Open button.

or
Press[Alt+0O].

33.

The downloaded information is now presented in an excel spread sheet.

Last changed on: 2/26/2010 9:54 AM
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E3 Microsoft Excel

Pfle Edt Vew Insert Format Tools Data  Window Help

P05 2 B o0 - 8 F - a] G @ [ e uricods s

.10 -\I u |

[El=:=]s % =] =-5-A-

{15 snagh [ | window - !

Al

Sl po_SDUSD

A

= A PO Mumber

B c 1] E F G

H | J K B

PO Number|Line |Schedule |ltem ID Description Revision | Due Date

~
PO Qty|UOM| Price |Merchandise Amt |Freight —

)

AlphaSmart Neo2 Single Kit NEO2SNGE

0000111076 1 1 per Quate 505062 12/14/2009

30|EA 170 a370

Shipping Processing Fee #201832 %2.7 of

0000111076 2 1 order per Quaote 505062 12/14/2009

1|EA 16119 16119

]|~ @] w

o

)

w

=

o

o

=

=)

[k k|
r|= |00

[k |y
|| +=| ca

]
s}

» w[\PO_SDUSD / <

o
@
&
%

&

‘5 start

cem Z Purch,

Step

Action

Click the CL OSE object.
and return to your PeopleSoft screen.
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2 Purchase Orders - Microsoft Internet Explorer,

File Edit Wew Favorites Took  Help J,"
y ( A ; &. R 1
Qs - © ol B G P frrmn @25 1 - [JEL B
Address @ Rttps:ffdwamock,sand.netipspifinB3qaa/SUPPLIER {ERP/{ROLE_VENDOR,PO_SSREY_PO.GELTPORTALPARAM_PTCNAV=EP_WY_ORDERSEOPP, 5CNode=ERPREOPP.5CPartal=sLPPL v | [E] 6o
Links ) SDCSIT Links 48] Encore @] Microsoft Oublook Web Access 4] Zanale TeacherConnection Esraot B =
;,.‘ FIN 8.9 QAA
. omacie
»
~
Setfilter options Orders Per Page: First 1to10af10 Last |
Purchase Order List
{ PO Details "\ Header Detalls |
Purchase Order Status Last Dispatched Date/Time  Lines Total Amount
[ 0000113657 Dispatched 01/20/2010 3:37:07PM B 8,445,589 USD Wiew PDF
[] 000112643 Dispatched 01/20/2010 12:06:08PM 1 320.50 USD Wiew PDF
[] 0000112853 Dispatched 01419/2010 1:24:45PM 1 978,75 USD Wiew PDF
[ 0000112235 Dispatched 01/14/2010 10:37:44AM 1 1,120.00 USD View PDF
[ ooo0108758 Change Order-2 01/07/2010 2:03:03PM 1 2,745.18 USD Wiew PDF
[J 0000111077 Dispatched 12i07/2008 8:03:50AM 1 652,50 USD Wiew PDF
0000111078 Dispatched 12/04/2009 3:57:30PM 2 6,01517 UsSD Wiew PDF
[ oooo110923 Dispatched 12/02/2008 2:10:39PM z 2,479.00 USD Wiew PDF
[ oooo110758 Dispatched 12/02/2008 8:49:354M 1 4350 USD Wiew PDF
[ 0000110757 Dispatched 12i01/2008 2:26:40PM z 451,60 USD Wigw PDF
selectal [ Clearan The iew PDF button allows youto generate a printakle version of the purchase order
- Using the Detaut Visw for Change Orders options you can control if the report generste
[view Sslected FOs in Downloadable Format shows al lines or only the Istest changes. (This same aption is also used to contral the
onling view of the PO.)
=
L] | >
&] Done 5 & Local intranst

Step Action

35. Click the Expand (Ctrl+Y) Menu button.
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3 Purchase Orders - Microsoft Internet Explarer,

File Edit Yew Fagvorkes Tools  Help '
Y @ A A . R

OO HEG o o @32 ®-UE B
Address 4] https:fjdwamock. sandi.netipspifing3qsa/SUPPLIERERPIc/ROLE_YENDOR. PO_SSREY_PO.GBLZPORTALPARAM_PTCNAY=EP_W/\!_ORDERBECRP. SCNode=ERPAEOPR. SCPortal=SUPRL ¥
Uinks ) SDCSTT Links 4] Encore  {&] Microsoft Outlook Web Access 4] Zanale Teacherconnection E snao B =1

;% FIN 8.9 QAA

P& oracLe

; enrenense Home:

" ~
Search: ® Setfitter options Orders Per Page: 1to100f10 Last B
[+ My Favorites Purchase Order List
I M Sl { PO Details Y Header Details |

Information

I~ Manage Orders Purchase Order Status Last Dispatched Date/Time  Lines Total Amount
[] DO00113657 Dispatched 014202010 3:37:07PM B B,445.59 USD Wiew POF

b R e e e [ 000112643 Disnatehed 0112012010 1 Z0B:05FM 1 320.50 USD View POF

> Reporting Tools .

» PenplaTools [] 0000112853 Dispatched 01192010 1:24:45PM 1 a78.75 UsD Wiew POF

— Change My Password [] 0000112235 Dispatched 01A 42010 10:37 44AM 1 112000 USD Wiew POF
[] 0000108759 Change Order-2 01/07/2010 2:03:03PM 1 274518 USD Wiew POF
[] 0000111077 Dispatched 120772009 3:03:50AM 1 652.50 USD View PDF
0000111076 Dispatched 12/04/2009 3:47:30FM 2 6,015.17 USD Wiew PDF
[] 0000110823 Dispatched 12/02/2009 2:10:38PM 2 2,479.00 USD Wiew POF
[] Doood10756 Dispatched 12/02/2009 3:48:35AM 1 43.50 USD Wiew POF
[] 0000110757 Dispatched 120172009 2:26:40PM 2 451.60 USD View PDF

selectal | cClearan The View PDF button allows you'o generate & printable version of the purchase order
. Using the Default View for Change Orders options you can control if the report generated
Wiew Selected POS in Downloadable Farmat shows sl ines or only the latest changes. (This same option is slso used to cortrol the
onling wiew of the PO
>
< 3
& 2 & Local intranst
—

Step Action

36. Click the Set filter options object.
Setfilter options

37. We have now completed this training video.
End of Procedure.
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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this

SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and
password.

8&¢|Whmssgm H\-mbﬂ.uwthﬂoa :
@ermp i sandimel PPLIER/E - § |3 ‘rih-!.- Bing P
¥ Eooge B =r
U Fasccaes | 8 Oracle | PeapleSckt Enteeprise d Sign-in Bpv B v o v Pagew Safetyr Teckr @ "
.- ﬁ DRACLE
PEOPLEBDH’EMTER_PHNE
Vser o Sulect a Language:
Password:
Somyert € 2000, 2007 Crame A rgro maarved PespeSe’t 8 1 wgemens Taeeman 1Y Crace Coperan i v o M Crwr e
Sy b b oF e oo s
L3 o/ Tnsted s Prtected Mode. O v R v

PR e [E D a8 @ 00 BT "N

Step Action

1. Enter the desired information into the User 1D field. Enter "\V0000000213.01".

Enter the desired information into the Passwor d field. Enter "*******%=x

Click the Sign In button.
Sign In

Page 2 Last changed on: 2/26/2010 9:55 AM
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Step Action
4, Y ou are now logged into the SDUSD PeopleSoft supplier portal. If you

experience any issueslogging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation foldersin this
screen based upon the operational role that wastied to your user ID.

In this video we are going to see how to edit an existing contact, add future dated
contacts and inactivate existing contacts for your company.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. Y ou can rest
assured that all your information in our PeopleSoft systemis secure.

'ﬁhpﬁu-lm-gwbyw:wwmw

PeopleTools

@Q-- § & Wtk o pip frkScus/SUPPLIBRERF = DEFALLT B o
s [Esnage [ ef
W Fevcetes | 8 Suppier-facing registry content Biov B v oo Pagew Sabetyw Took+ @

| Mainain Suppbs dassion
- Manage Ordees

© Review Payment Information
1 Reparing Tools

= Charge My Pasyworg

' Trusted sites | Protected Mede: Off v R v

Action

Click the Maintain Supplier Information link.

[t maintain Supplier Information]
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s [Esnagn B e
i Fawectes | 8 Base Navigation Page

:I‘_i.". Maintain Supplier Information

Mirban And spdate supsler nlarmaban

ﬁ

B0 iww and usdatw nddrees infermaton

Main Content

A Ervor on page.

ﬁ:_ Conlcty
- View 10 updats Coia miirmaien

f Trusted site | Protected Mode Off i Rws v
Kl

(&

Step Action

6. Click the Contactslink.
7. In thistutorial we have taken the example of adummy SDUSD supplier "ABC

TechnologiesInc.,". This supplier has three contacts in file with the district as
shown in this screen.

Let usfirst see how we can edit one of the existing conacts and have those
changes take effect immediately.

Page 4
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jwvwmmbww:

6{:}.& 2] hitps/dwamecksandinet/pup/Nind9qus SUPPLIER TR /ROLE VENDORPO S5YNDR CON
% Eoage @ &t

i aectes | 48 Contacts Mo B v e v Pagew Sefetyr Tochr @ 7
IN8.9 QAA
Smarche Hiaw Winiow | Help | Customize Pags | 1
{5
[ My Favontes. | Maintain Contacts
= aintain Supplies
woematon. Current Contacts
= Addusaes
ABC Technotoges
[ Manage Ordess
P n“””‘imw”‘ Current Contacts
[ Reparting Tools
[ PeopliTocks Deasnption Rame
- Changs by Passwarg | Ouder Enbry Depl Jotn David Edl Dialele)

Accounts Hecenadle Depl  Detes Jones Eat Delete)

Cuslomer Seroe Jetmny Depg Edt Delely

E Add a Mew Conladt

| Man Content

Step Action

8. Click the Edit button.

9. Let us edit some information for this contact. The SDUSD system will be
immediately updated once the changes have been saved.
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88 Contacts - Windows Intesnet Explorer [
6011 &) hitps/ dwamexksandinet /ip/ind9ga SUPPLIERERF)  ROLE VENDORPO S5VNDR CONTACT.GBLiFuldesPath=PORTAL ROOT DRRECT, ~ a | B I + By A
E L |
w [Eonagn B e
i Faveces | @ Contacts BB L
:}' FIN 8.9 QAA
o Hizw Winiow | Help | Customizs Pags | B =
)
T | Maintain Contacts
= Maintain Supplies =
Information Contact Information
ABC Technologies
[ Manage Ordess 1
o Customer Sanden
o Repodting Tools
¢ PeopleTools. lame: Johnny Depp
- P
emati: |
WL Rilp dwwe, 38 com
Locados:  Maing Address
Hoke: Genersl v
Slabes -

Tekephone Infomaton

“Type Frefix  Fhone Ext

Pusiess v 001 TTIRTT-TATE A | e |
Retum o Contect izt Future Contacts

Lem |

* Requred Fed

B

Trusted sitex | Protected Mode: Off i &
S

L -

Action

Enter the desired information into the Email 1D field. Enter
"johnny@abctech.com”.

Click the L ocation list.

| Mailing Address

M |

Page 6
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8 Coacts - Windows Intesnet Explores
ety
fousd 9 B hitps:dmamnechsandinig find9qaa/ SUPPLIERERS//ROLE VENDOR.PO. SSYNDR. CON
% Esnagn B ef
T Faveetes | 8 Contacts
ﬂ.ﬁ FIN 8.9 QAA
Search: |
®
l:m‘l“mﬁ i | Maintain Contacts
I Maintain i :
sy Contact Information
= Adducees
ABC Technoligies
' Marage Orders
(=] Custamar Sandcn
D Tools
¢ PeopleTools. Hame: Johnny Depp
- Gy e
Cma i: |ohnryiEiabetech com
L hitpiiwier. 366 LM
Locados:  Mafing Address |=
o testing hess ]
Siabsxe Man
|Remil
"Tvpe Prefix  Phone Ext
Business - 00t TIIRIT-7878 And Deiete
Retum b Contectiin Euture Contacts
_sm |
* Requred Feld
| Done
.
P
i

Hizw Winiow | Help | Customirs Pags | B =

[  Trusted sites | Pretected Mode: Off
o e T r —

(@ o,

Step Action

12. Click the Main list item.

[Main
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[ Conlacts - Windows Internet Explores

LRl R

b O B | hitps:// dwamecksandined/pip findque SUPPLIERERP/ ROLE VENDORPO SSYNDR CONTACT.GRLiFolderPath=PORTAL ROOT DRECT, ~ ﬂ | 21
x [Eonage B et
i Faceies | 38 Contacts
&%'. FIN 8.9 QAA
Search:
)
T | Maintain Contacts
= Maintain Supplier =
ndormaton Contact Information
= Aikbges .
ABC Technologies
' Manage Orders
& Customar Senden
o Repodting Tools
¢ PeopleTools. lame: Johnny Depp
- Change Uy Passwnrd |
. [ma Johnmygiabetach com
WL Nitp e, 35 200
Locason: TN ~
ke Genersl v
Stes #etiie
Telephone Informaton
“Tvoe Prefix  Phone Ext
Fusingss - 00t TTIRTT-TOTE Ay Deite
Retym o Contari Ligt Euture Contacts
Lo |
*Requeed Fekd

v Pager Sfetyr Toeckr @ U

Hizw Winiow | Help | Customirs Pags | B =

Step Action

13. Click the Add a new row at row 1 (Alt+7) button.

Add

14. Click the Typelist.

Page 8
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8 Contects - Windows Intesnet Explorer
o 8 B https:/ dwamosh sandinet/sp TindSuea SUR PLIERERR

“Type Fref  Phone

Business - 0t

Busness

Campus

Icenuer 1
Darmitory

FAK

{Home
Main
\Cither
|Pagert
|Pager 2
g Telex

ROLE VENDOR.PO, SSVNOR. CONTACT,GBLiFolderPelh=PORTAL ROQT.CBECT. ~ | 2] x| [{ P sivg 2=
w [Esnage B er
T Favectes | 8 Contacts Bov B v my Py Simyr Tokr @ "
ﬂi. FIN 8.9 QAA
e | Hizw Winiow | Help | Customize Page | B -
{5
(Linraoms | Maintain Contacts
I Maintain Supplier =
ndoemation Contact Information
= i¥uEes .
ABC Technologies
' Marage Orders
o W Customar Sanden
D Tools
& PeopleTools. Hame: Johnny Depp
- Gy fc
' tmati |ohnnyEiabetach com
WL il 38 20
Locabon:  Main » .
ok Genersl v |
Siabys Adne -

Tekephone Infomaton

TIIRIT-7878

Ext
A | | uee |
A mi

Action

15.

Click the Main list item.

Last changed on: 2/26/2010 9:55 AM
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Hizw Winiow | Help | Customirs Pags | B =

&)
:!m i | Maintain Contacts
I Maintain i :
ey Contact Information
ABC Technologies
' Manage Orders
(<] Cusanmar Sandcn
o Repodting Tools
¢ PeopleTools. Hame: Johnny Depp
- Change by Passworg |
—  Emalil: |ohnnyEiabotach com
ML it Awww. k. com
Locason: Main - £
Hioke: Genersl v
Slabes Acne

Tekephone Infomaton
“Tvoe Prefix  Phone Ext

fusingss 0Ot TTIRTTTATE o | ook |
I - i) ook ]
Retumin Contart it Cuturs Gontacts

Lo |

Required Fied

"D Trusted sites | Pretected Mede: Off e B

Step Action
16. Enter the desired information into the Prefix field. Enter "001".
17. Enter the desired information into the Phone field. Enter "7776776766".
18. Click the Save button.
Page 10 Last changed on: 2/26/2010 9:55 AM
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8 Contects - Windows Intesnet Explore

@-G‘“‘i s sandinel TS en SUERLIER ERS o ROLE V!

i Frveeites

o My Favontes.
I Maintain Supplier
Information

[ Manage Ordess

© PoapleTools

x Eoage @ &
& Contacts
ﬂ} FINS.9 QAA

LT —"

= Change by Password |

Haw Windaw | Help | Customizs Pags | B

{4
| Maintain Contacts
Save Confirmation

You have successfully edited an
rxlsting cantact Information and
the SDUSL system has been
updated Immediately.

Step Action
19. Click the OK button.
20. Now let us see how you can edit information for an existing contact and have

those changes take effect on a future date.

Example Scenario: There may be a new person in your compnay who would be
the AR dept contact. But this change takes effect only after two weeks.

Last changed on: 2/26/2010 9:55 AM
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[ Conlacts - Windows Internet Explores

o B B | hitps:/) dwamoxksandine/ g findSqus/SUFPLIER/ERP//ROLE VENDORRD S5VNDR CONTACT.GBLIFollesPath=PORTAL ROOT ORRCT, ~ ﬂ Bl Fa
x Eonage B et
i favectes | 48 Contacts Mo B v omm v Pagew Safetyr Tochv @
‘z' FIN 8.9 QAA
Searche Hiaw Winiow | Help | Customize Pags | 1
@
[y Favontes | Maintain Contacts
= aintain Supplies
Infarmation Current Contacts
= Addusses
ABC Technotoges
E.m |
"~ it Current Contacts
b Mm!Tmn Dessnotion Hame
- Change by Passworg | Ouder Enbry Depl Jotn David Edl Dialele)
Accounts Recenvable Depl Dedes Jonts Eat Delete|
Cuslomer Seroe Jetmny Depg Edt Dolele,

Aidd a Mew Contact

@  Trusted sites | Protected Mode: Off v Rws -

(@ T,

Step Action

21. Click the Edit button.
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8 Contects - Windows ntesnet Explores
8 B hitpsdmamoci.sandine g findSgas/ SUPPLIER/ER//ROLE VENDO

2.P0. 5SVNDR CONTACT,GBLIFolusPath=PORTAL ROOT.08%CT. ~ & | R 1 Bing P

s [Esnage B er
i fovectes | 48 Contacts

Hizw Winiow | Help | Customizs Pags | B =

ﬁ FINS9 QAA
Smarche |
@
- u"""m‘l"‘m” i | Maintain Contacts
I Maintain i :
nhomanon Contact Information
= Adducees
ABG Technoigies
' Manage Orders
b Dept
o Tools
¢ PeopleTools Hame: Deetia Jones
- Change by Password

Emadl 102 Sonssgabecom
WL hiltp Awww. abc.com
Locabon:  Femit

. Intemal

Sanhese -

“Tyoe Frefx  Phone Ext
Business - 00t TTAMAG-3099

Retum b Coatect itz Futurs Contacts

s |

* Requred Fekd

Tekephone Infoimaton

A | | eee |

Step Action

22. Click the Future Contacts link.
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8 Contacts - Winduws Intesnet Explores

@Dhghﬁm [ dwamexksandinel/pip find ¢ i
x Eoage B ot
i fovectes | 48 Contacts Moy B v omm v Pager Safetyr Tockr @ 7

Haw Windaw | Help | Customizs Page | B =
{5
[ iy Favornss Future Contacts
= Maintain Supplies intai
parsiomiin Maintain Contacts
= AdFugses Future Contacts

Let us say this is the new AR dept contact
ABC Technalogies whe tales effect starting 02/15/2000.

Description:  Accounts Recenvasie Degt

Emead 10
URL:
Locaton:
Role:
Slalrs Ackive
i Prefin Phons Eat
» Al Delete I
[atn Change VWl Take Effect DEONZ00 §  (eampie 13TIG000)
Ratum b Cymenk Contact infoemation
* Required Fsid:

Step Action
23. Enter the desired information into the Name field. Enter "Heather Jones".
24. Enter the desired information into the Email ID field. Enter
"heather @abctech.com".
25. Enter the desired information into the URL field. Enter
"http://www.abctech.com".
26. Click the L ocation list.
I -

Page 14 Last changed on: 2/26/2010 9:55 AM




Business Process Document
Finance: Edit Existing Contacts

Oracle User
Productivity Kit

[ Contacts - Windows Internet Explorer
@t}ﬁ 2] hltps:/ deamesksandine ip/ind9gan SUPPLIER/ERF) /ROLE VENDORPO S5VNDR CONTACT.GBLiFuldesPuth=PORTAL ROOT DRECT ¢
o
x Etnage B et
T Foaceees | 8 Contacts Mo B v oy Pager Safetyr Tookr @
&." FINS.9 QAA
Searche Hizw Winiow | Help | Customize Page | B =
®
o Wy Faortes | Future Contacts
= Maintain Supplies e
Takoarealon Maintain Contacts
= Ay gies Future Contacts
¢ Manage Orders | ABC Technalogies
[ Risviow Payment Infarmation
0 Reponting Tools Description:  Accounts Receivatie Degt
¥ Fﬁwﬂ”?, Mame: Heamer Jones
Emad 1 heather@abctech.com
WL il it abcbech.com
Location: |
Rolec Wailng Address
Wain
s laome |
i Brefis Enons Ext
- Al cexte |
[atn Change Vil Take Effect M0N0 [ (exampie 13TIG000)
Rt by Cyrnd Contast Infiemation
* Requined Feit:
Dene +f Trusted site | Protected Mede: Off -
- . " . . " -

=4 '@

Step Action

27. Click the Main list item.
[main |
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sandine/pipfind9ques SUPPLIER/ERF/ < ROLE VENDORFO S5YNDR. CONTACT. GBLiFolderPath=PORTAL ROOT DRECT

Searche

®
0wy Favontes
I~ Maintain RIPNIN

Informabon
= Addugieg

Future Contacts
Maintain Contacts

Hizw Winiow | Help | Customirs Pags | B =

Future Contacts

| ABC Technologies

Description:  Accounts Fecevasie Degt

| hame: Heatner Jones

Emad 1; heather@abctech.com

WL il it abcbech.com

Locabon: (T -
Rebe: -

Stalus: Ackve

Telophane nfarmatios

i Brefx Enons Ext

b At cexte |
iatn Change Wl Take Effect MEONZ010 [ (eampie 13TI0G000)
Rt by Cyrnd Contast Iniemation

* Required Fsid:

+ Trusted sites | Pretected Mode: Off i R -

Step Action

28. Click the Rolelist.
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ek samdingt i Tind9qaa SUPPLIERERP, o ROLE VENDCR.PD SSYNDR_ CONTAC OBECT, ~ ﬂ |: Lo | ol H Bing : i
Hizw Winiow | Help | Customirs Pags | B =
{5
[ wyFavonnes | Future Contacts
I Waintain Supplier P
il Maintain Contacts
= Addugses Future Contacts
[ Manage Ordess | ABC Technalogies
i Riesiow Payment Infarmation
i Tools Description:  Accounts Recenadie Degt
¥ M""T”‘]‘, mame: Heahar Jones
Emad 1; heather@abctech com
WL it v abcbech.com
Locatior  Wan
Role:
S g
Broked
[ crecorer |
“Type Com Pager | Eat
Estamnal |
Al cexte |
el
Li = :
M"m"n”ua:nemﬂ 000010 i (eunpe taom;
Parables
Rt by Ceri Poai [maion
Sales
* Requres Fei | Senice
\Warehouss
Dene + Trusted sites | Protected Mede: Off 9 v Ry v
ey - ~
& E -

Action

29.

General

Click the General list item.
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[ Contects - Windows Internet Explorer

6(}0‘ B hitps./idwamexk sandinel i NindSqes SUFPLIERERF/ /ROLE VENDORPO S5VNDR CONTACT.GBLIFulderPath=PORTAL ROO
e ———

oRECT. < || 4 % |2 8y e

x Boagr @ &t
 Faveetes | 8 Contacts

&." FIN 8.9 QAA
Searcre
{5
My Favontes |
I Waintain Supplier
Information
= AdFugses
' Manage Orders
& Resiow Payment information
[ Reporting Tools
 PeopluTools

e g R e T e s Tk g

Future Contacts
Maintain Contacts

Hizw Winiow | Help | Customirs Pags | B =

Future Contacts

| ABC Technologies

Descripton:  Accounts Fecenasie Degt

| hame: Heaner Jones

Emad 1; heather@abctech com
WL hifig it abcbech.com
locabios;  Man

Ro:
Stalus: A -

Tedbophone Infarmation

“Type Prefiy Ehons Ext

b At cexte |
[atn Change Wl Take Effect MEONZ010 [ (eampie 13TI0G000)
Rt by Cyrnd Contast Iniemation

* Required Fsid:

+f Trusted sites | Protected Mede: Off v R -

Step Action

30. Click the Typelist.
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[ Contacts - Windows Internet Explorer

6(3‘! 2] hitps/ dwamexksandine ip/ind9gqan SUPPLIERERF) /ROLE VENDORPO S5YNDR CONTACT.GBLiFuldesPatl=PORTAL ROOT DRRECT, ~ B 21| } Bing P ~
—— : L
x Esnagr B e
i Faveces | @ Contacts Mo B v mm oy Pager Safetyr Teokr @
&%' FIN 8.9 QAA
Searche Hizw Winiow | Help | Customize Page | B =
£
o Wy Faotes 2 | Future Contacts
= Uaintain Supplies -
Mkoaraon Maintain Contacts
= AiFusies Future Contacts
[+ Manage Drders | ABC Techmologies
& Reviow Payment information
0 Reponting Tools Description:  Accounts Receivatie Degt

¥ F:“mml‘, mame: Heahar Jones

Emad 1 heather@abctech.com

WL it fawewe. abcbech.com
Locatioer  Wan
Rode: General
Slalws: Ackive
i Brefix Enons Ext
|+ Am | _ceete |
Busmess
s e Eiect: D0 [ (eonrpie 1arannon,
Cellular - g
Dormitory
IFax § St infsemation
Home
|Main
Omer
Pager 1 e
Fager
Teler + Trusted sites | Protected Mede: Off e R -

Step Action

31. Click the Business list item.
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§:mmvw-dmmau‘_uu!

[« 8F e

= T T e e e |
ksandinet/pip/findSqea SUPPLIER/ERR/c/ROLE VENDORPO S5VNDR. CONTACT.GBLIFulderPuth=PORTAL ROOT OBECT, = "

x Eoage @ &

W Fevcetes | 8 Contacts

Rk TN E OAA

Meaa 8|
Searcre
)

My Favontes.
I Waintain Supplier

Information
[ Manage Ordess
[ Rissiow Payment Information
O Reporting Tools
¢ PeopliTocks
- Change by Presworg

Future Contacts
Maintain Contacts

Haw Windaw | Help | Customizs Page | B =

Future Contacts

ABC Technalogies

Description:  Accousts Recevasle Degt
NHame: Haather Jones

Emad 10 heather@abctech com
ML hifig it abcbech.com
Locatios:  Man

Rode: General =

Slalws: Acive

Tedbophone Infarmation
“lype Prelx Pons il

{Business g A | _oente |
Dain Change VN Tako Btect:. DR002010 [ jeunepe varnsmon;

Ristum b Cverend Cactid Infaemafion

* Required Fsid:

o Trusted sites | Protected Mede: Off ¥ o R10% v

T
. ] .
o o) W

Step Action

32. Enter the desired information into the Prefix field. Enter "001".

33. Enter the desired information into the Phonefield. Enter "6665657777".

34. Click the Choose a date (Alt+5) button.

35. Click the 15 link.
Choose the date 02/15/2010. This is the date when this change for the AR dept
contact would take effect.
E|

36. Click the Return to Current Contact I nformation link.
|Return to Current Contact Information
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Hizw Winiow | Help | Customizs Pags | B =

®)

- :‘m i | Maintain Contacts

I Waintain i :
ey Contact Information
- ASyugin

ABG Technokgies

' Marnage Orders

e Dept

o Tools

¢ PeopleTools Hame: Deebra Jones

- ChanosbiyPassword |

Emadl 102 Sonesgabecom
WL it Awww. b com
Locager:  FRemit

Hokee Intemal ¥

Sanhese Adne -

Ao | | eee |

“Type Frefix  Fhone
Business - 00t TTAMAG-3099
Retumt Cootact List Euture Contacts

This information would immediately saved to
the SDUSD system. The system would show
the updated contact infermation starting from
the future date that I seleeted.

Ext

(@ + Trusted sites | Pretected Mede: Off i Ry .
- ¥

&

Step Action

37. Click the Save button.

Save
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8 Contact - Wiredoms ntenel Explores
60« B bitpss e sondimel s frian SUFPLER/E75/

ROLE VENDORLRO SSVNDR. CON

x Eoage @ &t

i feetes | 3 Contacts
&'ﬁ FIN 8.9 QAA
Searche
®
[y Favontes | Maintain Contacts
g Save Confirmation
py s 2
The Save was succrasul
' Manage Orders |
& Reiow Payment information
o Reporting Tools
[ PeopleTucls =]
~ Ghangs Uy Passwor

We have suceessfully saved the changes to
this contact,

Now let us review to ensure if our changes
have heen saved properdy.

Haw Windaw | Help | Custamizs Pag: Saved

Action

Click the OK button.
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88 Contacts - Windows Internet Explorer

60% £ hitps:// dwamexk sandine/pup TindSqas SUPPLIERERP, ROLE VENDCR.PO SSYNDR CONTACT.GBLIFullerPuth=PORTAL ROOT ORECT, ~

x Eoage @ &t

o et
~FIN
35 FINSS AR

Hizw Winiow | Help | Customize Pags | 1

Searche
o)

0 My Favontes. | Maintain Contacts
= Maintain Supplies

il Current Contacts

= ASyuEEes

ABC Technologes

[ Mariage Orders
o R“NRT'MWM Current Contacts
£ Reporting Tools
' PeopleTocls Dersotn Bt
- £hange Uy Password

Accounts Mecenadle Depl  Detes Jonds

Culoimer Bevaoe Jetmny Depg

E Add a Mew Conladt

| O Click column heading to sort ascending ]

Step Action

39. Click an entry in the Description column.

[fccounts Receivable Dep
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‘3 FINS.9 QAA
Searche
®
i | Maintain Contacts
I Waintain i :
ot g Contact Information
= Ak
ABG Technokgies
' Marnage Orders
. Dept
[ Rtpeating Tools
¢ PeopleTools Hame: Debra Jones
- Change Uy Passwnrd |
Emad i aenesgabecom
e it oo 2 oo
Locabo: et
Hae: Internai
Statss: e

Telephone Information

Iype Prefix  Phone En
Businass o TTAMAE-H009
Rutum I Contad Lisd Eutun itacki

Hizw Winiow | Help | Customizs Pags | B =

"D Trusted sites | Prtected Mede: Off v W -

Step Action

40. Click the Future Contactslink.
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[ Contacts - Windows Inernet Explorer
QC!. B hltps:!/ dmamesk sandinel i inddgan U8
i =0 ——
x Esngr B &1
i Favectes | 8 Contacts
Searche Hizw Winiow | Help | Customizs Pags | B =
{5
g Favonnes | Future Contacts
I Waintain Supplier P
pureieuit Maintain Contacts
= Abyugies Future Contacts
[ Manage Ordess ABC Technalogies
[ Rieviow Payment Infarmation
0 Repoting Tools Description:  Accounts Recenvatie Degd
 PeopleToels
1 P ame: Heathve Jones We can see that the changes we have
maiie to the AR dept contact have been
Emead 10 2 3
S made and scheduled to take effect
AL it v abctech,com starting 02/15/2010,
Locaton: Main
Rolec Gereral
Satrs Achve
lvpe Pref  PRone [51]
Businnss 001 666565 TTTT
Dt Change Will Take Elfect: OPHE200
fehum by © aefaet inkermahion
Done D+ Trusted sites | Protected Mede: Off v R v
i
"

Action

41.

[Return to Current Contact Informatiar]

Click the Return to Current Contact I nformation link.
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)
::!rm i | Maintain Contacts
I Waintain Supplier =
Information Contact Information
ABC Technologies
Acoounts Receivatle Dept

Name: Debra Jones
Emad iD: aenesf@abecom
UHL: hitp B, 238 com
Locabon: Remit
Fioke- Intemal
Sabws: Actve
Telephune Informate
Iype Prefix  Phone En
Businass o TTAMAE-H099
Rotum Ip Contad Lisd Euture Contady

8 Contacts - Windows Internet Explorer

@Ougm [dmamech sandiined g/ find9qan/SUPPLIERERP//ROLE VENDOR.PO. SSYNDR. CONTACT, oRcT. - @ B4 % | o=
x Boot B er ' e ——

i favectes | 8 Contacts Niov B v o Pager Sabeyw Tooke @ "

Trusted sites | Pretected Mede: Off i v

Haw Windaw | Help | Customizs Pags | B =

100w -

Step Action

42, Click the Return to Contact List link.

|Return to Contact List|

43. Now let us see how we can inactivate an existing contact.
Y ou may need to do thisin circumstances where the contact need not be del eted
but needs to stay inactive for a period of time.
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[ Contects - Windows Itemmel Explorer

60-. £ hitpssfdmamosksandined s Tiodes SUSPLIER ERS o ROLE VENDORLEO SSVNDR. CON
— ——

x Eoage @ o

i Favecies | @8 Contacts Bov B v e oy Pager Safetyr Tockr @

Hiaw Winiow | Help | Customize Pags | 1

®
My Favontes. | Maintain Contacts
= Maintain Supplies
nhmaon Current Contacts
= Agdusaes

ABC Technologies

Current Contacts

- PeopleTacls Dessnption tame

- Changs by Passward | Ouder Enbry Depl Jotn David Edl Dielele)
Accounts Recenvable Depl Dedes Jonts Eat Delete|
Cuslomer Seroe Jetmny Depg Edt Dolele,

Add a Mew Conladt

"D Trusted sites | Protected Mede: Off i Rws v
o =Lt

Step Action

44, Click the Edit button.
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Search:
)
it | Maintain Contacts
[ Uaintain ey z
nhomanon” Contact Information
= i¥usEes
ABC Technologies
' Manage Orders
= [eter Eniry et
o Repodting Tools
© PeopleTools Hame: John Daid
- Change Uy Passwoed | e
e Cmadl I0: eamogEase com
WL N e, 35200
Locason: Main
Hoke: Biling
Stes #etiie
Telephone Information
Ty Prefix  Phone Ext
Fusingss - 00t TTIMTRTITT Ay Deite
Retym o Contari List Euture Contacts
Hanr|
* Requred Fiedd
[ Dene
-~
L
-

Hizw Winiow | Help | Customizs Pags | B =

@  Trusted sites | Pretected Mode: Off e R
S =i

P

Action

45,

Click the Statuslist.
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Hizw Winiow | Help | Customirs Pags | B =

Searche
D)

frm i | Maintain Contacts

= Waintain iy Y

wumm” Contact Information
ABC Technokigies

' Manage Orders

o Ceder Entry Dept

i Tools

& PeopleTools Hame: John David

- GhangeblyPasswnd |

——  [malilx |eaidiane com
WL itp Awww, AC.Com
Locatoa: Main
Role: Bifing
roram At '!
“Type Frefx  Phone
Pusingss - 00t TITMTB-TTTT Al [eiete
Betum o Contat it Future Contacts
_se |
* Requred Fekd

(@ + Trusted sites | Pretected Mede: Off e R
e i
—

]

Step Action

46. Click the Inactive list item.
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Searcre
®
:!m | | Maintain Contacts
I Waintain i :
ety Contact Information
= Addpnnt
ABC Technologies
' Manage Orders
o Ceder Entry Dept
o Repodting Tools
& PeopleTools. ame: John Davig
- Ghange by Password |
m e e
WL hitp Mwww, 35C.com

Locaoer: Ml
Hiobee Biling
¥

Sabes:

Telephune nformatson

“Type Frefix  Fhone Ext

Pusiness v 001 TTIMIGTITT A | e |
Retum o Contect izt Future Contacts

Len|

* Requred Fed

Hizw Winiow | Help | Customirs Pags | B =

@  Trusted sites | Pretected Mode: Off e R
S = i

e

Action

47.

Click the Save button.

Save
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QG""& hitps://dmamccksandinet s findas SUSPLIER/ERS/ /RDLE |

x Eoage @ &
W N Wcaied
3% FIN 8.9 QAA

Searcre

{5
o wy Favontes
I Maintain Supplier
Information
= AdFugses

Maintain Contacts
Save Confirmation

' “ Tho Save was suceessiul

(]

Haw Windaw | Help | Custamizs Pag: Saved

You hive now successiully
Inactivated this existing contact. You
can s bk vy time sl acthvate
this contact.

Note that these changes have
Immediately taken etfoct In the
S0USD system.

Step Action

48.

Click the OK button.
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Current Contacts

- PeopleTacls Desciption Hams

- ChongeMyPasswnd | xter Ent Degt Edt | Delete
Accounts Recenvable Depl Dedes Jonts Eat Delete|
Cuslore Senvos Jabany Dugp Edt| Dol

E Add a Mew Conladt

peors Hiaw Winiow | Help | Customize Pags | 1
o)
o My Favontes | Maintain Contacts Now let us make sure that the
":’-"\"":“‘L"n:"l’ﬂ"” Current Contacts eontact has been Inactivated or
- iz not,
ABC Technotoges

Step Action

49, Click an entry in the Description column.
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8 Contact - Wiedows ntenet Evplorer

J 98 B http: e samdiaed s find9aua/SUPPLIER/ERP /o ROLE VENDCRPO S5VNDR CONTACT. et b &
s [Esnage B er
i fovectes | 48 Contacts Mo B v e v Pager Safetyr Tockr @ 7

- FIN
:'&FHPM

Hizw Winiow | Help | Customizs Pags | B =

®
- :‘m i | Maintain Contacts
I Waintain i :
ey Contact Information
SORBIE ABC Tech
B Schoones You can sew thal the contac has
b s o been inactivated riective
0 Reponting Tools Ordet Eniry Degt Immediately.
& PeopleTools tame: John Dawa
- GhangebyPasswnd |
Emad i LEL R )
UL i e b com

Locason: Main

e Billine
Snsxe Inactve

Telephune Informatson

Type Fref  Fhone En
Businpng o1 TITRT8-TIT7
Rulum lp Contad List Eutur: il

Step

Action

50.

Click the Return to Contact List link.
[Return to Contact List]

51.

We have now completed this training video.
End of Procedure.
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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this
SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and

password.

# oo pemscieme iy Weiow e oo~ ==

LI £ sk sondine i FriSan SUPLER 59 Tl BB BRI g
¥ Binage B oy
4 Favectes | @8 Oracle | PeopleScft Enterprise  Sign-in Niov B v omm v Pager Sabetyr Tockv @ "

Comyrger & 2000, 2007, Crame. Al rghts msarved. PeoseEe 5 3 s TIsemas 1f Crae Compemian seser 1 afianes. ey ey
iy b Endamks 41 ke apacive cunirs

“at FIN89QAA
5°U-J.a:.« ¢ w':onazsr‘;ﬂAECmI;gnm

Vser o Sulecl a Langmage:
Exolist
Pazzword:
L=l
BBl e

+ Trusted sites | Protected Mode: Off

(@l -~

Step Action
1. Enter the desired information into the User I D field. Enter "\ 0000000213.01".
Enter the desired information into the Password field. Enter "********"
Click the Sign In button.
[signin
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Step Action
4, Y ou are now logged into the SDUSD PeopleSoft supplier portal. If you

experience any issueslogging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation foldersin this
screen based upon the operational role that wastied to your user ID.

In this video we are going to see how to print aduplicate copy of the purchase
order for your company.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. Y ou can rest
assured that all your information in our PeopleSoft system is secure.

& Supphes-lacing mwgw‘hmmgm

@U' £ i ek sandinedpsplfnk0uan SUPPLIER ERP b= DEFAILT

i Favories

x Eoage @ o

8 Suppiier-facing registry content

Deme
o~

' Trusted sites | Protected Mede: Off v R v

T Wil EIE 00 G <

Step Action
5. Click the Manage Orderslink.
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< Frutetes

1., Eor on page.

)

nane heers, enter

== Puichasy Osis
ﬁ Arvew A0 TEE SCU0N 08 CUEINMEr DUITNALE DDerY.

Huos -

o Trusted sites | Pretected Mode: Off R

5 Wille P 05 GEIIES <o
Step Action
0. Click the Purchase Order s button.
= Purch Ord
E R::i(;wa::j tarkeear;iun on customer purchase orders.
7. Thisisthe PO search filter options page. Y ou can use any of the search filter

optionsto look up your POs.

In this video we would be using some of the options.

Page 4
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8 vt Ot N Vot :
6[_;.:_!-«» ek sandinet e i ERP//ROLE VENDCRPO. SSREV. PO/GBLIPORTALPARAM PTCNAY=E - ﬁ]'_-‘- ".l_’i'h" Lec] 2
x Esnagr B e
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Step Action

8. Enter the desired information into the From PO ID field. Enter "0000111077".
9. Enter the desired information into the To PO I D field. Enter "0000111077".

10. Enter the desired information into the From Date field. Enter "12/01/2009".

11. Click the Search button.

12. Thisisthe PO search results page which lists the POs which were returned based

on our search criteria

Now let us see how we can print a duplicate copy of this purchase order
0000111077
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Step Action

13. Click the View PDF button.

14. After clicking the view PDF button, a new window would open up. Thisindicates
that the PO print processis currently in progress. Once the duplicate invoice print
process is completed this window would show the process status as SUCCESS.

15. After the process completes, you might get a message pop-up as shown below.

Thisisjust awarning. You can click OK upon which the process monitor page
would show up.
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16. Click the OK button.
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Action

Click the M aximize button.
F

L

Y ou can see that the print process is completed and the run status is Success. Go
ahead and close this window.

If you find that the print process failed then please notify the SDUSD support
desk.

19.

Click the Close button.

Y ou don't need to have this window open anymore.
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Step Action
20. Click the View PDF button.
Note that thisis the second time you are clicking this button for this PO.
21. Once you click view PDF button the second time, the PeopleSoft login screen

might come up requesting you to login to the system again. Go ahead and enter
your login user ID and password if such a screen shows up.
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Step Action
22, Enter the desired information into the User I D field. Enter "\VV0000000213.01".
23. Enter the desired information into the Password field. Enter "**** %%t
24, Click the Sign In button.
Sign In
25. After logging in you would be presented with a duplicate PDF of your purchase
order.
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Step Action

26. Click the M aximize button.

27. Click the scrollbar.

28. Click the scrollbar.

29. Y ou can go ahead print the PDF version of the duplicate PO or close PDF file
window.
NOTE: Aslong asyou stay in this same PO search results page and do not
navigate to any other page, you can look at the PDF again by clicking the view
PDF button and the PDF file would open up. But if you navigate away to any
other page, you can come back at any time and follow the procedures shown in
this video to print any of your Purchase Orders.

30. We have now completed this training video.
End of Procedure.
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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this
SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and

password.
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Step Action
1. Enter the desired information into the User I D field. Enter "\ 0000000213.01".
Enter the desired information into the Password field. Enter " * % x*xn,
Click the Sign In button.
[signin
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Step Action
4, Y ou are now logged into the SDUSD PeopleSoft Supplier portal. If you

experience any issueslogging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation foldersin this
screen shot based upon the operational role assigned to your user ID.

In this video we are going to see how to review your account balance information
with SDUSD.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. Y ou can rest
assured that all your information in our PeopleSoft systemis secure.
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Action

Click the Review Payment Information link.
[- Review Payment Information]|
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Step Action

6. Click the Account Balances link.

7. This page lists all the open invoices of your company which have not been paid.
The screen shows the total amount, provides information on the invoices and also
links to drill down to more details on each invoice.
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Step Action

8. Click an entry in the I nvoice Number column.
INW3599406
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Step Action

9. Click the Return to Invoice List link.

Feturn to Invoice List

10. We have now completed this training video.
End of Procedure.
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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this

SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and
password.
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Step Action

1. Enter the desired information into the User 1D field. Enter "\V0000000213.01".

Enter the desired information into the Passwor d field. Enter "*******%xxn

Click the Sign In button.
Sign In
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Step Action

4, Y ou are now logged into the SDUSD PeopleSoft Supplier portal. If you
experience any issues logging into this portal, please contact the SDUSD technical
support desk. Note that you may not be able to see al the menu navigation folders
in this screen shot based uponthe operational role that wastied to your user ID.

In this video we are going to see how to review your address information. These
are your addresses which are currently in file with SDUSD.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. Y ou can rest
assured that all your information in our PeopleSoft system is secure.

[ Supptie-tacng ety contens - Windows Intermel Explorer
-~ - e e =

e - . — i .

K11 = B bitps o sandinet /i fnk3uan SUPPLIER/EFE W Lab=DEFAAT B0 g
x Eoage B ef

W Fevcetes | 8 Supphier-facing regitry content Niov B v oo Pager Sabeyw Tookw @

- Uaintain Supplics kikematon

 Mznage Ordars

© Review Payment Information
Repartng Tools
PeopleTools

= Chngy Uy Paigmorg

* e aE & @

Step Action

5. Click the Maintain Supplier Information link.

|> Maintain Supplier Informati0n|
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Action

Click the View and update addressinfor mation. button.

l- Addresses
\.-‘|ew and update address information.

This page would show the addresses which are currently in file with SDUSD for
your company.

In thistutorial we have taken the example of adummy SDUSD supplier "ABC
TechnologiesInc.,".

This supplier has three addresses in file, Main, Remit-MN and a mailing address.
Y ou can review the information in each address by clicking the corresponding
hyperlinks. If you find any of the information out of date, please contact SDUSD's
procurement team to update the address information.
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Step Action

8. Click the Address Use tab.

9. This tab shows how each addressis used by SDUSD in their procurment system.
For instance address 1 (Main) is used as areturning, Ordering, Invoicing & Ship
From address. Address 2 (Remit) is used only as aremitting address.

10. Click the Main link.
Thislink isin the "Addresses’ tab.

11. This page shows the details of the Main address for this supplier. Scroll down the

page to see the rest of the address information.
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Step Action

12. Click the Return to Current Addresses link.

|Return to Current Addresses|
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Step Action

13. Click the Mailing Addresslink.
WMailing Address|

14. This page shows the details of the Mailing address for this supplier. Scroll down
the page to see the rest of the address information.

15.
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Step Action

16. Click the Return to Current Addresses link.

|Return to Current Addresses|

17. We have now completed the tutorial to review your current addressesin file with

SDUSD.
End of Procedure.

Page 8

Last changed on: 2/26/2010 9:56 AM




Business Process Document

Oracle User
Productivity Kit Finance: Review Contacts
Department
Responsibility/Role
File Name Review Contacts BUSPROC
Version
Document Generation Date | 210/2010
Date Modified 2/26/2010
Last Changed by
Status
Review Contacts
Trigger:
Required Field(s) Comments
Output - Results Comments

Additional Information

Last changed on: 2/26/2010 9:57 AM

Page 1




Business Process Document Oracle User
Finance: Review Contacts Productivity Kit

Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this
SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and

password.
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Step Action
1. Enter the desired information into the User I D field. Enter "\ 0000000213.01".
Thisisthelogin user id which was provided by SDUSD for logging into the
supplier portal.
2. Enter the desired information into the Password field. Enter "% xxn
Click the Sign In button.
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Step

Action

4,

Y ou are now logged into the SDUSD PeopleSoft Supplier portal. If you
experience any issues logging into this portal, please contact the SDUSD technical
support desk. Note that you may not be able to see al the menu navigation folders
in this screen shot based upon the operational role that was tied to your user ID.

In this video we are going to see how we can review your company's contact
information which isin file with the district.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. Y ou can rest
assured that all your information in our PeopleSoft systemis secure.
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Action

Click the Maintain Supplier Information link.
[ maintain Supplier Information |
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Maintain Supplier Information
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+f Trusted sites | Pretected Mode Off i v

Step Action
6. Click the Contacts button.
Contacts
View and update contact information.
7. These are the contacts for your company which arein file with the district's
procurement system.
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Action

8. Click an entry in the Description column.

[fccounts Receivable Dep

9. This screen shows the current information for this contact which isin file with the

district's procurement system.
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= Change My Password 1
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Hode: Internal
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Telophone Information
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Step Action

10. Click the Future Contacts link.
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Action

11.

Click the Return to Current Contact I nformation link.

[Return to Current Contact Informatiar]
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Step Action

12. Click the Return to Contact List link.
|Return to Contact List
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Step Action

13. Click an entry in the Description column.

Customer Senvice
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Step Action

14. Click the Return to Contact List link.
|Return to Contact List

15. We have now completed this training video.
End of Procedure.
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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this

SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and
password.

-

s [Bsnage B :‘_‘E_
5 Focetes | 8 Oracle | PecpleSoft Entesprise 8 Sign-in | BB~ ey Sy Teke @ b

00,

k> FIN8IQAA

iy ORACLE

“u, s PEOPLESOFT ENTERPRISE

\sarin: Sulecl a Language:
Password: Dans
Ex

Seryger € 2006, 3307, Crame. Al rghts mserved. FeadeSet 5 1 wgm TIseras of Crack Corpenmen aos e o o, et ames
o ndemarks o ke masacten aminy

Step Action

1. Enter the desired information into the User 1D field. Enter "\V0000000213.01".

Enter the desired information into the Password field. Enter "****xx**kxxn

Click the Sign In button.
Sign In
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Step Action
4, Y ou are now logged into the SDUSD PeopleSoft Supplier portal. If you

experience any issues logging into this portal, please contact the SDUSD technical
support desk. Note that you may not be able to see al the menu navigation folders
in this screen shot based upon the operational role that was tied to your user ID.

In this video we are going to see how to review your invoice information in the
SDUSD system and its related payment information if available.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. Y ou can rest
assured that all your information in our PeopleSoft systemis secure.
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© Review Payment Information
[ Reparing Tools

= Chgngy Uy Pasymorg

Action

Click the Review Payment Information link.

[- Review Payment Information]|
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Step Action

0. Click the View invoice infor mation. button.

E" Invoices
View invoice information.

7. Thisistheinvoice search page. Y ou can use the search options in this page to
inquire on your invoices.

There are several search options available. The system defaults ainvoice date
range of one month prior to the current date. Y ou can change the date range and
search based on the invoice date. Y ou can also ook up by your invoice number
(ID) if you have it OR you can use any of the other search fieldsif you have any
of those information.

In this video we will search for nvoices using some of these search options.
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PeopleTacls From invice Humber:
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Review Involees

Filter Options

Enter search critenia and chck on Seanch. Leave blank for 3 values

Talmvoice Number:

mem 1L Q

From Date: QUIRZON [ fenscie 01312300)

To Daar: OPORR010 [} (el 01312000)

Step Action

8. Enter the desired information into the From Invoice Number field. Enter
"inv3615868".

9. Enter the desired information into the To Invoice Number field. Enter
"inv3615868".

10. Enter the desired information into the From Date field. Enter "12/01/2009".

11. Click the Sear ch button.

12. Thisis search results screen which shows the list of invoices which were returned

based on our search criteria
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®

My Favontes.
[ Mainksin Supplier

[ Manage Orders |
i+ Review Payment Information

= Change By Password

Haw Windaw | Help | Customizs Pags | B

Review Involces
Involce List

ARG Technologes

Setfiter ccfions

vvice Numbsr Invaice Date Gross Amt m‘s"_"'nuoum Vousher

3612858 12072009 F9.997.54 USD Approved 01052010 Dosablas

D " Trusted sites | Prtected Mede: Off

Step Action

13. Click an entry in the Invoice Number column.

14. This page shows you the details for the invoice inv3615868. It shows the invoice
line details which gives the items tied to thisinvoice, payment schedule
information, links to the SDUSD payment reference, details of the PO & receipts
tied to thisinvoice.
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[ My Favortes. Review Involces

 Mainkain Supplier k -
Information Invoice Details

0 Manage Drders

ABC Teshnologes

Invnice Number: ITIE15BGH —_—_—— .|
s Amount: S590754 USD
Invoice Date: 12072000 |
s ke SRR Discount: 5000 usD
|- Chanian W Patswecd 08
e i Wt Amount: 8599754 USD
Disscomnl Ed Date: )
hppueal Slabess  Agproved for Payment
Payment Slabe:  PaldinFul
Terms:

= lvwice Line Delails

Siaptic
om0 Description o ou Unit Price Amount
TS o2 g B 1700000 £370.00 USD
Shigping Processing Fee EA 14485000 $14459 USD

#0163

* Payment Schedule

Scheduled to Fay Payment Humbsr Grass At Status m
nnasnn THHHY 566K 55097 511180 Paid N Na hl

Action

15.

Click the scrollbar.
to see more details.

16.

Click an entry in the Refer ence column.
Thisisthe payment reference that isin file with SDUSD for thisinvoice.

157584700
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b -
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Action

17. Click the scrollbar.

18. Click the Return to Invoice Details link.

|Return to Invaice Details|
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TS o2 g EA 17900000 $537000 USD
Shigping Processing Fee
20181 EA 144.99000 E14459 USD
* Payment Schedule o s i I
Schodulod to Bay Payment Number Gross At Status 0o Hold m
nasnn OSSR SHO97 AL 11=N SAMAIIRN Chark Pain Ny Na il
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Step Action

19. Click the scrollbar.

20. Click an entry in the Pur chase Order column.
Thisisthe PO tied to thisinvoice.

0000111076
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This grage lists the lines attached
to the PO. This page shows the Hizw Winiow | Help | Customize Pags | 1
deeription of rach line and links
Review Involces to get more details on them,

Purchase Order Lines
POMumber: 0000111076

Use  femi©) Descripioa ‘Quantity pre
- PeopieTocis 1 NMzmantNeeQ Single Kit NEO2SNGE per Cuole T AR
R SNipping Frocessing Fee FE01632 % 7 of roet per
§ Cute 505082 1000 EA F161.19 USD
Ftum o ivoice Detils
T+ Trusted sites | Pretected Mode OFf v R

= (B (P

Step Action

21. Click an entry in the Line column.
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Purchase Order Schedule This page shows the schedule details for the
limex 1 af thee POL 1t aden haes the link to the

ABL: Technologes Inc receipts tied to this PO line.
PONumber 000111076
em I

Single KRl per Quote 505062

ShipVia  MEevision  Froight Terms Amount

1 pratiil Adve 30.0000 FrePay kAo Desbnaton 17900000 53000030
m 10 iveties D4t
. m

D Trusted sites | Prtected Mede: Off v H0% v

= (& (G

Action

22.

Click an entry in the Due Date column.
121442009
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Action

23.

Click an entry in the Receiver |D column.
0000123019
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Receipt Status: Fuly Recerved .
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Sugsly Pre-Pay b
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Step Action

24, Click the scrollbar.

25. Click the Return to Invoice Details link.
|Return to Invoice Details|
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Action

26.

Click the Return to Invoice Details link.

|Return to Invaice Details|
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Gross Amount:
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: Due Datec QUER010 O 000 USD
[~ Crange My Passweig
= s et amount: $554754 USD
Discomat End Nt | |

Haw Winiow | Help | Customies Pags | B =

Review Involces
Invoice Details

ABC Technologes Inc

Appuoeal Stabes: Approved for Payment
Paymeni Stahes Paidin Full
Terms:

= lvwice Line Delails

Siaptic
om0 Description o ou Unit Price Amount
TS o2 g B 1700000 £370.00 USD
Shigping Processing Fee
vty EA 14495000 $14459 USD

* Payment Schedule

i m at
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@  Trusted sites | Protected Mode: Off v R v

L

Step

Action

27.

Click the scrollbar.

28.

Click an entry in the Pur chase Order column.
0000111076
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mﬂ B hltps:/ deamex b sandinel/ip/ind9gqan/ SUPPLIER/ERF)  ROLE VENDORPO SSREV INVOICES. GBLIFulderPalh=PORTAL ROOT ORUECTER ~ ﬂ | B b | % Il Bing i
s Esnage B ef
& Invoices Mr B v oy Pager Safetyr Teckr @
‘&' FINS.9 QAA
1 Hizw Winiow | Help | Customize Pags | 1
®
[ My F: Review Involces
| Purchase Qrder Lines
C Wanage Orders |
b= Restew Payment information | 70 Numiber: 0000111076
Descripuca
[ PeopleTodls 1 Alpha3mart Neo2 Single ¥it NEQ2ZNOE per Cucle 30,0000 EA 537000 USD
M Shipping Frocessing Fee 8201632 %2 7 of onder per
z byl alios 10000 EA 16119 USD
Retum 10 Wrpice Detals
[Return o Order Summary
javascriptisubmitihcticn_wind{document.wind, FO_SSREVINV_WRK_RETURN_FES0: (g ' Trusted sites | Protected hode: Off i R -

o (& (o

Action

29.

Click an entry in the Line column.
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hitps://dwamcxksandingd pp/findaanSUPPLIERERF//ROLE VENDOR.PO._SSREV INVOICES GBLIFokePall=PORTAL ROOT DRIECTER. ~ & | Bl %l P g i

o Fevectes | 8 Inveces Mv B v ey Pager Safetyr Tockr @

= Glanas My Pass |

Hizw Winiow | Help | Customize Pags | 1

Review Involces
Purchase Order Schedule

information | ABC Technalogees Inc

PO Number; 0000111878
em I
Descrption: ‘Ehipping Processing Fee K201832 %27 of order per Guole 505082
it UseHumber: 2
Sched Do Date Stanug Casamiity Ship To Ship Via Bovigion  Ereight Terms Drice Amount
1 pratiil Adve 10000 Pre-Fay & Add Lesinalon 11,18000 19119080
T 10 depiica hatail
X “. L - - —_— r
D " Trusted sites | Pretected Mede: Off v K% -

o (@ (G

Action

30.

Click the Return to Invoice Details link.

[Return to Invaice Details|
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&8 Imvowes - Windaws Internet
60"" B hitps:/dwramek sandined i MindSgas/SUS
e R —

ER/ERP/ /ROLE VENDCR.PO SSREV INVOIC

FuiduPali=PORTAL ROOT ORIECTER. « 1 | B | ér| X | P2 g

o=

s Esnage B ef

w Feceter | O Iveices

i8-8

S ov Pager Sfetyr Tockr @ U

Haw Winiow | Help | Customies Pags | B =

= lvwice Line Delails

Sianstic |y

om0 Dencription

ol - “amoyny 8
gluﬂimﬂl‘uu?&nﬂnm EA 175.00000
Shigping Processing Fee EA 14499000

#0163

* Paymenl Schedule

Discount

Scheduled to Pay Payment Number Gross Amt
AR OOEEGRY 55007 R 110 SOOI Cherk

®
[ My Favontes. Review Involees
Information Invoice Details
[ Manage Orders {
{7 Reiaw Payment Information ARC Technologes Inc
= £ Inice Number:  QUO111076 imvosce Total |
P’ Gross Amount:
i Tools Invvosce Date: 120712008 ? b s
- PropleTools s e iAo Dscount 000 USD
- Changn U Pas
Chaoot MrEasswarg | 3 Wet amount S5ET5 USD
Disicoml End Dali: |
Approval Slahss:  Approved for Payment
Paymen! Slabss: P in Full
Terms:

Status  On Hold
Pait N N il
@  Trusted sites | Protected Mode: Off o Rrs v

Amount
£5.370.00 USD

E14459 USD

Vi
Hold

L

Action

31. Click the scrollbar.

32. Click the Return to Invoice Details link.

|Return to Invaice Details|
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i Feectes | 8 Inveices Moy B v e v Pagew Safetyr Tockv @

? .....

Hizw Winiow | Help | Customize Pags | 1

Review Involces

Invoice List
ARG Technologes

vvice Numbsr Invaice Date Grosshmt OO puipate  youcher
[~ Ghange My Password /]
03012868 120772009 F9.997.54 USD Approved 01052010 Dosas3as

D " Trusted sites | Prtected Mede: Off i Ros v

e (& (Pc -mn

Step Action

33. Click the Set filter optionslink.
34. We have now completed this training video.

End of Procedure.
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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this

SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and
password.

8 Orete| PeopiotEntrprse  Sgvin

@L‘__I"ﬁ_"“ﬁ dramesh sandi ik br| % I
x Eoagn @ &t
1g Fmcctes | g Oracle | PeopleSoft Enterprise 8 Sign-in Bpov B v ooy Pagew Sateyr Teckv @r "
0 0,
2 =,
<k FIN8IQAA
iy N ORACLE
“og, P PEOPLESOFT ENTERPRISE
sari: Sulecl a Language:
Englizh
Password: Dans
SopyTarn € 2000, 2007 Crome AJ rgrra m3arved PespeSont 8 2 Mgawens Tasenan of Craske Corpamnan 2es v @ aMiames Cwr mames
b exduearhs oF o maphcis cmrs
Dene o Trusted sites | Pretected Mede: OfF

Step Action

1. Enter the desired information into the User 1D field. Enter "\V0000000213.01".

Enter the desired information into the Passwor d field. Enter "*******%xxn

Click the Sign In button.
Sign In

Page 2 Last changed on: 2/26/2010 9:57 AM
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Step Action

4, Y ou are now logged into the SDUSD PeopleSoft Supplier portal. If you
experience any issueslogging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation foldersin this
screen shot based upon the operational role that was tied to your user ID.

In this video we are going to see how to review the payment information for your
invoicesin the SDUSD system.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. Y ou can rest
assured that all your information in our PeopleSoft systemis secure.

# Supphe-facing regatey conterd - Windows IneietEap
G R e

o £ g/ sondinet s
x Enagn B e

S Fcetes | @ Suppher-Facing regatry content Moy B v omm v Pagew Safetyr Tochv @ 7

U My Faventes

- Uainkin Supplics kikematon

0 Manage Ordars

© Review Payment Information

[ Repartng Tools
PeopleTools

= Clarigy Uy Passworg

Step Action

5. Click the Review Payment Information link.
[- Review Payment Information]|
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x Eoagn @ &
i Factes | g Bace Navigation Page Mov B v omm v Pager Safetyr Techr @ 7

If_;_v.". Review Payment Information

Vitw ettt chesk saymanti Nad apen balancss

——‘Inm CHE == Pavinssis == pccoys Balgecus
L L 4 View payment infzrmaten.

| View ivvoice inlzrmaten. | i open Bccount baiasces.

= [eviaw Payment information

© PeopleTasls
- Chanigs U Pagsword

1., Emor on page. o Trusted sites | Protected Mede Off o Rms v
. !

_": G; :‘T iy ] e

Step Action

Click the Paymentslink.

Thisisthe payments search page. Y ou can use the search optionsin this page to
inquire on the payments for your invoices.

There are severa search options available. The system defaults a payment date
range of 15 days prior to the current date. Y ou can change the date range and
search based on the payment date. Y ou can also look up by the invoice number or
payment reference if you have any of those information available.

In thisvideo let us search using some of these filter options.

Page 4
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[ Payrments - Windows Interet

@L}'.‘E_Mlﬁ edwameck o
s [Esnae B ef
i Faveces | g Payments Mo B v omm v Pager Safetyr Tockr @ 7

= Review Payment Information ABC Technotoges
-

© Reparting Tools
- PropleTools
= Change by Passworg

Haw Windaw | Help | Customizs Pags | B

Review Payments

Filter Options

Enter search critenia and chck on Seanch. Leave blank for 3 values

Search Criteria

Innice Humber:
Payment iteterence: 1588017
From FaymeatDate; 01252010 & exampie: 12242000)

To Paymenl Dale: OHOAZ00 3 jeuampie 12000}

Search | et to Vengor List

o Trusted sites | Protected Mede: Off i v R .

Step Action

8. Enter the desired information into the Payment Reference field. Enter
"15589917".

9. Let us blank out the from and to payment date and search only using the payment
reference ID.

10. Click the Search button.

11. This page lists the invoice which were returned based on our search criteria. We

can see that the payment referenceistied to two invoices.
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6@‘. | hitps//dwamcxksandingd v/ findaanSUPPLIERERF//ROLE VENDCR.PO.SSREV PAYMENTS.GBL FekdesPulh=PORTAL ROOT OBIECTE ~ & | EIE | H Bing

e et
x Eoage @ &t

& Pyyments

42 Fovoekes

Review Paymants

Payments Made
ABC Technolagies

Sl filyr poiong

: nols Relorence  [meuice Numbey
[~ Changs My Passweig |}

1SEGRT INVZID0ETY 29004 $1.081.71UsD
15585917 INVZ380672 042002004 E1081.71 USD

B8 2 - hy s Toke @ "

Hizw Winiow | Help | Customize Pags | 1

Action

12. Click an entry in the Refer ence column.
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8 ayments - Windows Interet

6@ B hitps://deames ksandinet v OT ORIECTE ~ & |'__|'a,. wll 2 sy o
ey —— e b ——
x Esnagr B &1
i favectes | {8 Payments Mor B v oy Pager Safetyr Teokr @
;’? FIN 8.9 QAA
Hizw Winiow | Help | Customies Page | B =
Review Payments
Payment Detalls
This page shows the payment details such as the
ABC Technologies Inc nvalce number, payment methad, amaunt and the
15500917 payment advice information.
INVZ380671 Payment Date:  az292004
Methnd: Checi: Pay Staluse Fad
= Changs Us Pas
mine DI L R S108171 USD '
i o ABC Tethngiogies InC.
Cowtry: usa Uinked Staing
Address 1 PO Box 64910
Address 7
Address X
Cily= EtPaul
County: Postal: 51640910
Srae: uN Uinnessis
From: Bank of Amasica
[nvnice Gross Amount Tuscount [Hscoust Taken Eald Amount -
D Trusted sites | Prtected Mede: Off v R v

Action

13. Click the scrollbar.

14. Click the Return to Payments M ade link.

|Return to Payments I'u1ade|
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601. B hitps:/idwamexk sandinel/ v NindSqes SUFPLIERERF/ /ROLE VENDORPO SSREV. PAYMENTS.GBL FulderPalh=PORTAL RO

x Eoage @ &t

1 Faeetes | 8 Payments

Review Paymants

Hizw Winiow | Help | Customize Pags | 1

Payments Made

= Restew Paymentinformation | ABC Technalogies

Belorence  Ivoicelmber  Payment Daie

15505817 INVZ380671 0472972004
15685317 INV2380672 042002004

13oztt Last
Amount

$1,061.71 USD

§1,081.71 USD

"D Trusted sites | Prtected Mede: Off RS

Step

Action

15.

Click the Set filter optionslink.

16.

Now let us search using the invoice number and date ranges.

Page 8

Last changed on: 2/26/2010 9:57 AM




Oracle User Business Process Document

Productivity Kit

Finance: Review Payments

[ Reporting T
- PeopleTools
[~ Ghangs M Password i

x Eoage @ &
U Fnaceites

[ My Favontes. Review Payments
" Mainkain Supplier o

Information. Filter Options
[ Manage Drders

= Review Paymentinformation |~ ABC Technolopes

st ] LR R SN i

Hizw Winiow | Help | Customize Pags | 1

Enter seaech crilena and chck on Search. Leave blank for 3 values
Search Criteria

Invnice Number:

Payment Reference:

From Faymeat Date; W example: 1281/2000)

To Paymenl Dale: A (exampe 1201.2000)
Swarch | et to Vengor List

Step

Action

17.

Enter the desired information into the Set filter optionsfield. Enter
"INV 3614226".

18.

Enter the desired information into the Set filter optionsfield. Enter "15783433".
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jv.,mu-wmhwwl
600.':_ hisps:/ sk sandined g TindSan SUS PLER TR L ROLE V
o Enant i: :

SRR " = B R A e g

Haw Windaw | Help | Customizs Pags | B

Review Payments
Filter Options
| ABC Technologes

Enter search crilenia and chck on Seanch. Leave blank for 3 values

Search Criferia

Invnice Humber: V3G

[~ Changs e Passwerd |}

From Paymest Date; 01252010 W (example: 12212000)

To Paymenl Dale: OZOATI0 3  [ewampe 12012000}

Swarch | et to Vengor List

[Dene + Trusted sites | Protected Mede: Off v R -

Step Action

19. Enter the desired information into the From Payment Date field. Enter
"12/01/2009".

20. Enter the desired information into the To Payment Datefield. Enter
"02/08/2010".
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R FAET 3 oy
35 FINSS OAA

[~ Changs Mr Passweig |}

Hizw Winiow | Help | Customize Pags | 1

Review Paymants
Payments Made

y Our search criteria retumed the
ABC Technologies fallowing knvaler list.

Sal filgr

15T INVIENAZ2S 12T

"D Trusted sites | Protected Mede: Off i v

H100% -

Step Action
21. Click an entry in the Refer ence column.
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E Payments - Windows Intemnel
@Du‘g_ hitps://dwamecksandinet /g findSqua SUFPLIERERR/'ROLE VEND

0 SSREV PAYMENT!

o~

x Esnagr B &1
i Faveetes | 8 Payments

Hizw Winiow | Help | Customies Page | B =

Review Payments
Payment Detalls
ABC Technologies Inc.
157A3433
INV3614E25 Payment Dates 121772009
Methnd: Checi: Pay Staluse Fad
= Changs Us Pas
- hacpn e baeming | Amoune $451.60 USD
i o ABC Tethngiogies InC.
Cowtry: usa Uinked Staing
Address 1; P 0 Box 64910
Address 7
Address X
Cily= EtPaul
County Paslat 51640910
Srae: MH Uinnessis
From: Welln Fargn Caniral Bank

Eald Amount -

Action

22.

Click the scrollbar.

23.

Click the Return to Payments M ade link.

|Return to Payments Madel
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[ Payments - Windows Intesnel Enplure
60 S8 ) bitpsdmamiosksandiant gy frdSaas/SUPPLIERERD /ROLE VENDORLPO, SSHEY

- PeopleTools
|- Ghangs W Fakswetd |

x Eoage @ &
L ] —

Haw Windaw | Help | Customizs Pags | B
@
b **W‘;“ Review Payments
e Payments Made
0 Manage Ordeds

= Resiew Payment information | ABC Technologies

Sl filyr poiong

AFILETER INVIENAZ2S 12T $451.60 USD

"D Trusted sites | Protected Mede: Off i s v

Step Action
24, Click the Set filter optionslink.

25.

We have now completed this training video.
End of Procedure.
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Procedure

Upon clicking the Supplier Portal Access link at www.sandi.net, you would be re-directed to this
SDUSD PeopleSoft login page. Here you would have to enter your SDUSD supplier login and

password.

£ Crese | Peoplesott Enterprise § Sgrmin - Windows lnteret
@D-n-&hup sk sandi

x Eoogr @ ot

i Fivoctes | 8 Oracke ] PeapleSct Enterprized Sign-in Niv B v oo Pager Sabetyw Tooke @

Seryrger € 2006, 3307, Crame. Al rghts mserved. FeadeSedt 5 1 g Taseeas of Crack Corponmen aose o 2. Cover ames
ay B

=y s Endamarky

“ai" FINS9QAA
P& ORACLE

sari: Sulecl a Language:

+ Trusted sites | Protected Mode: Off

Step Action
1. Enter the desired information into the User I D field. Enter "\ 0000000213.01".
Enter the desired information into the Password field. Enter "\V0000000213.01".
Click the Sign In button.
[signin
Page 2 Last changed on: 2/26/2010 9:58 AM
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Step Action
4, Y ou are now logged into the SDUSD PeopleSoft Supplier portal. If you

experience any issueslogging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation foldersin this
screen shot based upon the operational role that was tied to your user ID.

In this video we are going to see how to review your purchase order and change
orders information.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. Y ou can rest
assured that all your information in our PeopleSoft systemis secure.

8 Supplies-lecing regatry content - Windows Infemet Explocer

U My Faventes

- Waintain Supplics kikxmaton

O Mznage Ordars

© Review Payment Information

[ Reparing Tools
PeopleTools

= Charigy Wy Pasg

@ng g ekl VirdSas SUPPLIER/ERP I Pk DEFAILT - B4 =l P pe
s [Esnage B ef
 Fccites | 48 Supphier-facing registry content Biov B v o Pagev Steyr Teokv @ "

35: FINES QA

Personaitze Conbent | Layoul He

oty

o Trusted cites | Pretected Mode: Off o R v

Step Action
5. Click the Manage Orderslink.
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8 Hase Nangation Fage - Windows Infesnet

N =
@L‘Jug it oo sancid s S SUPPLIER A5/ s WEELIBPTPP SCHOMEPAGE Feldfonmua gt APyt Inares@ W59 ~ ) | B3| 4o [ % [l 12 sig Fadtd

1.| Eor on page.

x @sngr B e
ik Facetes | g8 Bace Navigation Page Mo B v omm v Pager Safetyr Tockv @ 7

ﬂ. Vi Receinls
i View custmmar recects.

o Trusted sites | Protected Mede Off v R v

Step Action
6. Click the Pur chase Order s button.
= Purch Ord
E R::iiwa:ril tark&e;cstiun on customer purchase orders.
7. Thisisthe purchase order search page. Y ou can use the search options in this page

to inquire on your purchase orders.

There are severa search options available. The system defaults a PO date range of
one month prior to the current date. Y ou can change the date range and search
based on the PO date. Y ou can aso look up by the PO ID if you have it OR you
can use any of the other search fieldsif you have any of those information.

In thisvideo let us search by some of these available search options.

Page 4
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jmﬂw_&mm
@G"I‘— itk samdined i Findan SUSPLER/ERS L ROLE ¥

x Esnagr B &1
W Fevcetes | 8 Purchase Orders

Haw Windaw | Help | Customizs Pags | B

searen |

Searche
{4
P O OIS Purehase Orders
" Mainkain Supplier »
Information | Filter Options
Wariage Ordets
ABC Technotoges
M:;':':'I‘:; Informatinn Enter seaech cmena and chck on Search. Leave blank for 2l values.
[ Reporting Tools Search Criteria
PeopleTools
i Px ) _— a
From PO 4
Ta PO a
Rem 1L a
Vensor lem 10 [+
From Date: 1SRN0 [ jexspe 0wNEDD)
To Date: UI0BEN0 T (exampe OUILE0R0)
tuyer:
Coatract I o

Step Action

8. Enter the desired information into the From PO ID field. Enter "0000109759".
9. Enter the desired information into the To PO ID field. Enter “"0000109759".
10. Enter the desired information into the From Date field. Enter "12/01/2009".
11. Click the Search button.
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(8 Purchioe ey - Winws et Explore |
@Q--‘g]._up_, i.---..i_undind-..-."-i."-.-.u SUPPLIER/ERP//ROLE VENDOR.PO,SSREV PO, GBLiFoklerPath=PORTAL ROOT ORIECTER WSF ~ f | B b | % | 2 g P
s [Esnage B er
i Fovoctes | 48 Purchiace Ovders | th-:?vmvawum'@'

Haw Windaw | Help | Customizs Pags | B

Purchase Orders
Purchase Order List

ABC Technologies

POs Heturned: 1 Default View bor Change Orders: Al knes.

Sqk Bl otions

Ordurs Pei Page:  ALL = First

Purchase Order |ist

| PODetals " iieadErDe |
Burchass Ouder Stalus Last Dispatched DaloTime  Lings Tutal Ameun|
000108755 Change Orer-2 01072010 Z0303PM 1 274519 USD View POF |
¥ Selec Al CiparAll Tre View FOF tumon alows you 1D generaie & prrcabie verson o e perchase oroer.
Uising e Diedaul View for Change Orders opliees o can comim if fae repert genprated
View Sedecled POs in Downleadable Formal a r sl e lnleal shanges, (T same polve & AR LAA4 15 panvel Ine
i the PO}

J‘rmmummmm v Rms .

Step Action

12. Click the Default View for Change Orderslist.
If you are inquring on change orders, you can change the view to show you only
the latest changes in those purchase orders by selecting the option Latest changes
only. You can view the entire PO with all the change orders by selecting All lines.
[ Alllines |

13. Click the Orders Per Pagelist.
Use this option to select the number of POs you want to see in one search result
page. Thisonly appliesif when your search optionsreturns along list of POsin

our search resullts.

14, Click the 0000109759 link.
0000109759

15. This page shows the PO details. It shows the PO header information, link to PO
change history, comments attached to the PO header, links to PO line detail
information and links to the payment information.
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[ burchise Oer - Wirdoms
@G"i g <k sndimet i = - A=
¥ Eonage B e
P ol BB 3w e Sty Tene @

0 My Favontes.
 Mainkain Supplier
Infoematinn
- Wariage Ordeis

Haw Windaw | Help | Customizs Pags | B =

{5
Purchase Orders
Purchase Order Details
ABC Technotoges
PO Numiber: 0000109758 Purchase Order Date 111122008 Change Drder Number: 2
PO Status: Dispatined Last Dispatch: o107 FOT0IPM \igw PO Chang
Buyer: Mtk Floyd Burchase Orde T |
Billing Location: 55704 Merchandize Amt: 25243
Paymenl Terms: Het 30 FroightTaxiier 208
View: Anlines - | Total Amount: —'2.-’-1519 uso

* Huader Comments Find | View Al 114 1 o2 0 Last

Woene 16 a digtrepancy o the PO, or any of e ine flems are incormecly priced, please notdy the Burer - Mark Flayd by PHONE (258-522-5815),
of EMAIL {minyaigaani ned) prinr 1o shipment o the Disrict

PURCHASE ORCER rumites MUST be dealy MARKED on all SHIPPING LABELS, PACKING SLIPS, and INVOICES.

FPlease insén packing $ADS in 3 "Clear Fouch™ on bon # 1
W malerials are packaged in mere Sian one bus, e bases must be labeled - Bar 1 of 3, Bar2 of 3, vic

HOTE s app “pe i and acddied 8 the imvnice

B ' Trusted sites | Protected Mode: Off

e

# 100%

Action

16.

Click the View PO Change History link.
[view PO Change Histord

17.

This page shows the purchase order revision history and has links to look into

each change order detail.
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[ Purchese Onders - Windows ntenet by
@‘O-‘ B hitpssdmamosksandinel s fidSes SUPRLIER/ERS ROLE VENDORLBO SSREY POGELIPORTALBARAM FTCNAV

s [Esnage B ef
1 Fweetes | 8 Purchace Crders

Haw Windaw | Help | Customizs Pags | B

Purchase Orders
| Purchase Order History

Thies page shows the revsion history for this purchase ceder. Clicking on the link will shew you whal
Infarmation changed for that pamicutar revision. (For example: It you click on e row for 3 change order 3,

oo {ve changes Ml ocrurred Detween revision 2 and 3, |

010110 2030IPU H Ve Changes
121500 130.56PH 1 igw Chgnges
11209 4085TAU Inital Despatch

e |

+f Trusted sites | Protected Mode: Off e
= el

(O h([@

Step

Action

18.

Click an entry in the View Changes column.

iew Changes|

19.

This page details the change order 1 details. Y ou can see that there is schedule due
date change from 11/30/2009 to 12/30/2009.

Page 8
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60“‘7 it/ o b sandined s Tind3gas

joi ;:._j. b
x Booge @ &

12 fnvceites | g8 Purchase Orders

= e e e e
S,i FIN 8.9 QAA

pi Hizw Winiow | Help | Customize Pags | 1
o)
Wy Favontes. PO Changes - Details
 Mainksin Suppliet
Infoemation

This page shews Fre dfferences between B prior PO and this PO reviglon, For new or canceled bnes/schedules
| only ang row will appear staing Now” or “Canceled” for thel line/schedule. since Siere s nothing fo compare loo.
For all ofer changes, Me priorvalug and new valse are displayee for each feld at changed.
Line Details Fips

Change Order lember: |

Sulwate - Acceberaled Ruades bt LAC

Scheduls Changes
Schadele  Value Changed Prior Value New Value:
1 D Diate MO0Z00% 1200009

_ fmm |

(@  Trusted sites | Pretected Mede: OFF

[ @&

# 100%

Step Action

20. Click the Return button.
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Searche Hizw Winiow | Help | Customize Pags | 1
o)
- My Favontes Purchase Orders
| intormaton | Purchase Order History
» Wanage Ordets
Thies page shows the revsion history for this purchase ceder. Clicking on the link will shew you whal
= View Raceiots Information chenged for that paricular revsion. (For example: It you dlick on e row for 3 change order 3,
& | twil show revision 2ang 3 |
C Repoting Tools
 PeopluTosls.
- Chy fe
D00 2030IFM 2 ey Chan
1211500 13056PU 1 igw Chinges
TN208 S0857FM Initial Despach
Ao |
Dene [@  Trusted sites | Pretected Mode OFf U
= =
" _
-

Step Action

21. Click an entry in the View Changes column.

iew Changes|
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i Lt 7 ik > - —_—
6@-&.1_ sk sandined o TidSgea/ SUPPLIER/ERP/ROLE VENDORPO SSREV PO.GELIPORTALPARAM FTCNAV=EP Wy ORDERBEQ « @ | B[ 4| || 1 iy o
s Esnage B er
1 Fveetes | 8 Purchase Orders Sir B v mmov Pager Sfetyr Teckw @
% FIN 8.9 QAA
Searche 1 Hizw Winiow | Help | Customize Pags |
&
My Favontes. PO Changes - Details
1 Mainkain Supplier
Information This page shews Fre dffarences Sebween e prior PO and this PO revislon, For new or canceled bnds/schedules only
- Mamage Ordets | onerow wil appes stating New” or “Canceled for Bt linefuchedule, sinoe there is nothing fo compare e, For al
uMmer changes, ihe prior valus and rew calup Are oisplaged for each Bakd that changes
= Yigw HECRits
[ Rieviow Paymen Infarmation |
Tools Line Number: 1 Change Order Number: 2
 PeopluTools

Schedwle  Valug Changsd Prior Value

(g Trusted sites | Pretected Mede: Off i Ry .

@

Step Action

22. Click the Return button.
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%ﬁ B hltps/ dwamexksandine/pip/ind9ga SUPPLIER/ERF) ROLE VENDORPO S5REV_PO.GELIPORTALPARAM PTCHNAVER WY ORDERRED ~ Q Bl % || F Bing 2=
% Eonage B et
g Foaccies | 8 Purchace Orders N B~ v Pager Sfetyr Tockr @ U
‘,}I FIN 8.9 QAA
Searche Hizw Winiow | Help | Customize Pags | 1
@
- My Favontes Purchase Orders
| inormaton | Purchase Order History
- Wariage Ordeis
Thies page shuws the revsion history for this purchase ceder. Clicking on the link will shew you whal
= Yiew Haceint Information changed for that paricular revsion. (For example: It you dick on e row for 3 change order 3,
& | itwinshow revision 2 ana 3, |
© Repoting Tools
 PeopleToals
- Change Uy Passwnrd
DI Z030IFM 2 s Chan
1211500 13056PU 1 igw Chinges
TN208 408577 Inita) Despaich
Ao |
Dene [+ Trusted sites | Pretected Mode OFf v s
) F— § e
i : £

Action

23. Click the Return button.
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PO SEREV.PO.GBL

o

e

Haw Winiow | Help | Customirs Page | B -

* Huadet Commenls

Searche
®
- My Favontes Purchase Orders
| ntoemation | Purchase Order Details
Wariage Ordess
ABC Technotoges
= Vigw Receipts
[ Restow Pagment information | PO Numiber: 0000108758
D Tools 1
" PoopltToots PO Status: Drsgarched
- Ch Pi Buyer: Miark Flopd
Paymeat Terms: Nl 30
Vigw: Alhngs

Purchase Order Date:
Las Dispalctc

FPlease insén packing $ADS in 3 "Clear Fouch™ on bon # 1
W malerials are packaged in mere Sian one bus, e bases must be labeled - Bar 1 of 3, Bar2 of 3, vic

1MN3000

o170

Z0X03PM

Merchandese Amit: 252431
FreighiTaxiliee: 2080

Woen 16 a digcrepancy o the PO, or any of e ine flems are incormecly priced, please notdy the Burer - Mark Flayd by PHONE (258-522-5815),
of EMAIL {mfioyog@aanil ned) paior 1o shipmsent o the District

PURCHASE ORCER rumies MUST be dealy MARKED on all SHIPPING LABELS, PACKING SLIPS, and INVOICES.

Change Order Nember: 2

igw P Chignos Histors

274599 U0

“pe i and acddied 8 the imvnice

@+ Trusted sites | Pretected Mode: Off v Raes v
—

Step Action

24, Click the scrollbar.

25, Click the View PO Changes link.

iew PO Changes

Last changed on: 2/26/2010 9:58 AM
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farbi?

P

omner changes, ihe prior valtse and rew walup Are cisplaged for sach B2l ihat changed

Change Order Humber: 2

%ﬁt_ s/ dmamosksandine /i SUPPLIER ER)  ROLE VENDCR.PO, SSREV.PO,G nav=gp, o oRoeRaE0 ~ i [ B[4 2 s o
% Esnagn B ef
i Fraceies | 8 Purchace Orders Bv B v e oy Pager Safetyr Teokr @
ﬁ. FIN 8.9 QAA
Saarce | This page ghves detalls an the Eatest Hizw Winiow | Help | Customize Pags | B
® change order 2.
[ My Favontes PO Changes - Details
 Mainksin Suppliet
Information This page shews Fre dffarences Sebween e prior PO and this PO revilon, For new or canceled bnds/schedules only
- Mamage Ordets | one row wil appess statng Hew” or “Cancebed” for St lincfschedule, soce there is nothing fo compare toe. For all

Schedule Caanges

Schedwle  Valug Changsd Prior Value New Valug

LT

Step Action

26. Click the Return button.
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RIERF/ /ROLE VENDORPO S3REV

Praymeat Torme: Ket 30

FreightTaxMisc: ceus
Al ines -

Tolal Amosnl: 274513 UsD
¥ Header Comments

E wil  Funt o 0 g
Tmere is pancy o Me PO, or any of [

pnced, please nobly the Buyer - Mark Floyd by PHONE [B50-522-5815),
o EMAIL {miloydigs-andi ned) prior 1o shipmen to the District

PURCHASE ORDER numder MUST be cheary MARKED on all SHIFFING LABELS, PACKING SUF3, and INVOICES.

Fleas insen packing SApS in A "Clear Pourh” on dare 1
IThe matenals are packaged in more Tian one box, Tk Sones Must be labeled- Box 1013, Bon 2 of 3, #lc.

MNOTE: Geound freight is approved b B¢ "pre-paid” and added b the invoice.

Purchase Order Lines

| Line Infomation "\ Exgeraie | Line Deishs ) Coreactife |

L . Quani fmogs|  Comments Change Osder
Uiae Somwars - Acceeraled Header for 10000 EA 253 U0

Vigw PO Changes

Mo Inngeces Found
Betum 1o Pschage Qraer List

Step Action

27. Click the Comments button.
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[ burche Onders - Windows ntesnet Explones 3
QOM B hltps:/ dwames ksandine i/ ind9qan SUPPLIERERP) ' /ROLE VENDORPO S5REV PO.GELIPORTALPARAM P =EP WY ORDERRED ¢ i
i i
x Esnagr B e
12 Frvcetes | 8 Purchae Orders BB - v Pagew Safetyr Teche @
A
Searche Hizw Winiow | Help | Customizs Pags | 1
@ This page shaws the comments

My Favortes Purchase Orders attached to the PO line. |
+ Mainksin Supplier
Infoemation Line Comments
- Wariage Ordeis

£ Roso PO Humbser: oo0I0aTEe

Line Number: 1 feem I0x

School Contact Doon Liwasag 8192238131

amm |

Action

Click the Return button.

Page 16
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s Esnage B f

1 Favectes

BRP//ROLE VENDORRO SEREV.PO.GBL

RTALPARAM P!

8 Purchase Orders

ik

(1

Saarche Paymaeat Torms: Ne 0 FroightTaxMisc: Lt n
View:. Allines - Total Amount;

274513 USD
¥ Header Comments

1y otz g0t
Tmere is pancy o Me PO, or any of [

pnced, plaase nobly the Buyer - Mark Floyd by PHONE [B50-522-5815),
o EMAIL {miloydigs-andi ned) prior 1o shipmen to the District

PURCHASE ORDER numder MUST be cheary MARKED on all SHIFFING LABELS, PACKING SUF3, and INVOICES.

Fleas insen packing SApS in A "Clear Pourh” on dare 1
IThe matenals are packaged in more Tian one box, Tk Sones Must be labeled- Box 1013, Bon 2 of 3, #lc.

MNOTE: Geound freight is approved b B¢ "pre-paid” and added b the invoice.

Purchase Order Lines

| Line Infomation "\ Exgeraie | Line Deishs ) Coreactife |

Ling Status g B Duscrigtion

Quantity fangg|
1A Somware - Accitraled Reade ot

Comments Change Quder
10000 E4 25231 usn

Vigw PO Changes

o Invesces Found

v Bas e

Step Action

29. Click the 1 link.

Last changed on: 2/26/2010 9:58 AM
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mﬂd B hitps://dwamcsksanding pp/finduanSUPPLIERERF//ROLE VENDCR.PO._SSREV.PO.GBLIPORTALPARAM PTCHAY=EP WY ORDERBED ~ & | KAk | H Bing
e & il

x Eoage @ o
i Faweetes | 8 Purchace Orders

- My Favontes Purchase Orders

ERE G R R  sa Tak g

Hizw Winiow | Help | Customize Pags | 1

Information Purchase Order Schedule
ABC Technotoges

s - 1 This page shows the PO line 1 schedule
Liattilng Infarmation. It has links to the reeelpt detalls.

i | 0000104750

Sched  Dup Dain Stamg Guanniry Ship To

k pFiErs ] Acve 10000 Supsty Center

Eetum 1o Purchase QederList  Retum o Purthage Order Datail

Ship Via Baision  Eroight Torms Erice Amount
FreFay b A% Destnaion 25243100 SLEMII VS0

Step Action

30. Click an entry in the Due Date column.

12/30/2009

Page 18

Last changed on: 2/26/2010 9:58 AM




Oracle User Business Process Document
Productivity Kit Finance: Review Purchase Orders

qan/SUPPLIER/ERP/C/ROLE VEND

Hizw Winiow | Help | Customize Pags | 1

- Hr_rmsuesm Purchase Orders

Infgemation 1 Recelm Lines This page would list the receipts for

- Mariags Ordets ABC Technologies this PO line. For this example there

T E are no receipts in the SOUSD system.
[ Risviow Pagment Information QoIS
C) Rtpéeting Tools
 PeopluTools.
- Change Uy Password | HemiD Descrigtica latus Quantie Accepted Quanth Inspesied Quantity Reiected Rei Reason

000d0 00000 00000
No Receipts Found

Btum to Purchasi OrderList  Feden o Purchase Qrsse Schioculs

Step Action

31. Click the Return to Purchase Order Schedulelink.

[Return to Purchase Order Schedule]
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Purchase Orders

Hew Vandaw | Help | Customizs Pags |,u"_

Purchase Order Schedule
ABC Technotoges
000010575

em I

Eoftware for MAC
Lisve Humber: 1
Purchase Order Schedule
Sched  Dup Dain Suamg
1 1EGREE Actve

Guanniry Ship To

10000 Supely Center Fre-Pay & Acd Lesingion

Eetum 1o Purchase QederList  Retum o Purthage Order Datail

SmipVia  Rewision  Erelgnt Terms

Erice Amount
252431000

SLEIIUS0

Step Action
32. Click the Return to Purchase Order Detailslink.
|Return to Purchase Order Details|
Page 20 Last changed on: 2/26/2010 9:58 AM
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Purchase Orders

Purchase Order Details

ABC Technotoges

PO Numiber: 0000109758 Purchase Order Date: 11122008 Change Order Wember: 2

PO Status: Drspatched Last Dispalchc 01070 Z0F03PM  Maew PO Chiange History

Euyer: Mark Flopd Purchase Ordes Total

Billing Location: REDAA Merchandise Amib: 25240
Paymeat Terms: Net30 FreightTaxitise: 220080
View: Hlngs » Total Ameant: 274519 USD

* i meals Find| yua

Woene 16 a digtrepancy o the PO, or any of e ine flems are incormecly priced, please notdy the Burer - Mark Flayd by PHONE (258-522-5815),
of EMAIL (mfioyog@aanil ned) paior 1o shipmsent o the District

PURCHASE ORCER rumites MUST be dealy MARKED on all SHIPPING LABELS, PACKING SLIPS, and INVOICES.

FPlease insén packing $ADS in 3 "Clear Fouch™ on bon # 1
W malerials are packaged in mere Sian one bus, e bases must be labeled - Bar 1 of 3, Bar2 of 3, vic

s app “pe i and acddied 8 the imvnice

o8

Hizw Winiow | Help | Customirs Page | B -

@ /' Trusted sites | Protected Mede: Off i v

Step

Action

33.

Click the scrollbar.

Click the Return to Purchase Order List link.
|Return to Purchase Order Lisj

Last changed on: 2/26/2010 9:58 AM
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%ﬁ‘_ b/ dwamek sandinet '/ Tind9qaa SUPPLIERERP/ ROLE VENDCR.PD SSREV. PO.GELIPORTALPARAM PTCHAV-EP WY ORDERBED ~ ﬂ Bl R | H g il
x Bovage B et
i Fovectes | 48 Purchase Orders Mov B v mm oy Pager Safetyr Teokr @
% FINS.9 QAA
Searche Hizw Winiow | Help | Customize Pags | 1
&
- My Favontes Purchase Orders
| ntoemation Purchase Order List
* Manage Ordess
ABC Technotoges
= Vigw Raceipts - " »
R G| oS Retumed: 1 Detault View for Change Orders: 4l ines
- Repasting Tools St < [+ it
Filgial Sat iter ooligns Ordurs Per Page: Fist v tiaiall Last
- Chanqh Uy Password Purchase Order |ist
{ PODetads Y Tieader Detaln |
P 0000109758 Change Omer-2 01072010 20303PU4 1 27451910 View POF]
¥ Gelecal Ciearll Th View 7OF buman alws you 10 gencsais & prriabie Verson ¢f M perchase ordr
i View for Crae Dpties s £AN e2ird i
Vigw Selected P05 1 " o [Tt S bt 4 W ri 18 e I
osline view of he PO
X = L - ! ’
Dene '@ ' Trusted sites | Protected Mede: Off v
~ . —

Action

35. Click the Set filter optionslink.

Set filter options|

Page 22
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jwu@mm- 1
@G"I‘— it/ sk sondined i Find9qen SUPPLIER BRS¢

ROLE VENDORPO SSREV. PO.GELIFORTALPARAM

x Esnagr B e
W Fevcetes | 8 Purchase Orders

= Yiew Raceipts l L
E Pl B T tnlersem Crfeia and chck on Search. Leave blank for 2 values
U Reporting Tools Search Criteria
[ PeopliTocks
- Gy asswur | ——
From PO I nooonouiss O
ToPOID: tooonouisy O
Rem I a
Vendor mem Ix q
From Date: TI0R [ (exspe ouemony
T Date: 020800 F (exampie DUNNI0N0)
yer aQ
Ceatract 10 o
searen |

Haw Windaw | Help | Customizs Pags | B

Purchase Orders

| Filter Options
ABC Technotoges

+f Trusted sites | Protected Mede: Off R
"= ! e —

Step

Action

36.

Enter the desired information into the From PO I D field. Enter "0000083503".

37.

Enter the desired information into the To PO | D field. Enter "0000083503".

38.

Let us now search only by the PO id without any other search option.

39.

Click the Sear ch button.
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8 Purchise Order - Windows Inenel

6(3‘“ £ hitps:/dramesksandine i/ find9gan SUPPLIER/ERF, ROLE VENDORRO § ¢
x Eoage @ &
g Foaceies | g8 Purchace Orders MR- v Pager Sfetyr Teckr @ U
Searche Hizw Winiow | Help | Customize Pags | 1
{5
- RFWQ&‘&M Purchase Orders
| ntoemation Purchase Order List
* Manage Ordess
ABC Technotoges
= Yigw RaCaipts - " v
R G| oS Retumed: 1 Detault View for Change Orders: 4 ines
o Reportng Tools St it ool . - " W
Skt Bl cxfigns Ordurs Pet Page: Fist v tiaiall Last
- Crnqh by Password | Purchase Order |ist
{ PODetads Y TieaderDetaln |
P 0000083503 Change Omier-1 02062009 112 S84 2 245562 USD View POF|
¥ Selecal Clearall T View FOF buRon WS YOU 1D QENE7HAe & prTGALiE VNSO o ME Perchise ordr.
it e View for Coae Dptiees s £AN e2ird i
View Selected P08 Rawa A1INES ar ntky T laleal shanges, (TR aame notoe m ARS LARE 1 ranvel the
ot view of e 70}
= : ) '
Dene + Trusted sites | Protected Mede: Off e R -
_~
v

Step Action

40. Click the Header Details tab.

Header Details

41. Click the 0000083503 link.

000008350

Page 24
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o Fawectes

&‘ FIN 8.9 QAA

8 Purchase Ordees

Haw Winiow | Help | Customirs Pags | B -

Purchase Orders

Purchase Order Details

ABC Technotoges

P Numiber: 0000083503 Purchase Orer Date: 121082008 Change Order Nember: 1

PO States: Campl Last Dispalc: 0RO 1120EAM  Vipw PO Chiance History

Buyer Mark Flopd | Purchase Ovdes Total .
Billing Location: BEAA Merchandizs Amt 227900

Paymesl Terms: Net 30 FreighiTaxiliee: 17662

View: Alngs » Total Ameant: 245062 USD

* His nenls Find | vie

here is a discrepancy onthe PO, or any of e line flems are incornecly priced, pbease notiy the Burer by FAX (518-42-5715), PHONE (B58-

E27-8815), or FUMAIL (mdoya@sand net) prior o shipmen t the Disid
PURCHASE ORDER rumies MUST be dearly MARKED on all SHIPPING LABELS, PACKING SUPS, and INVOICES.

Flease insén packing $ApS in 3 "Clear Fouch™ on bon # 1
I'e malutials are packaged in more Bian one box, e bares must be labeled - Box 1013 Box2ef 3, elc

rder | ines

| Line Intormation "\ Bxgetaos 'y ne Delsls ) Civaciien |

Ling Status Bem D Descrigtion Quantity fmouni  Commests Chame Order
AR Fnirpeise Lpgrade kom Desitop - o (3 e
1 Clesed F 10000 EA 553 00 USD L View PO Changes L
+/f Trusted sites | Pretected Mode: Off G Ras v

Step

Action

42.

Click the View PO Change History link.
[view PO Change Histary

Last changed on: 2/26/2010 9:58 AM
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6@-\. £ hitpsy/ s sandine i frdSqan SUSPLIER/ERE) /ROLE VENDOR.BO S5REV POG¥ v orvizai0 ~ @ | B[4 | [ 2 oy
| ct— — = e Juian, E —

s Esage B ef
g Favcetes | g8 Purchace Crdes

= iew Raceipt
[ Fesiaw Pagment information | it Wil show you e changes Ml ccoued Detween revision 2 and 3, |
[ Repeting Tools
 PeopluToals.
- Change Uy Passwnrd
V20609 11:20:584M 1 Yiew Changes
OU18/00 11.56.504M Initial Despatch
fewm |

Hew Vandaw | Heip | Customize Pags |,u"_

Purchase Orders
| Purchase Order History

Thies page shows the revsion histary for this purchase ceder. Clicking on the link will shew you whal
Information changed for that paricular revsion. (For example: It you dick on e row for 3 change order 3,

§  Trusted sites | Protectad Mode: OFf G Raoes v
'

Action

43.

Click an entry in the View Changes column.

iew Changes|
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B e, o e o
60"“ higps:// dwamecksandine
x Enagn B &

i Frveetes | g Purchace Ovde:

wi oroeaso - @ (R | x|l 2 gy Az

| omm v Pager Safetyr Techr @

Hizw Winiow | Help | Customize Pags | 1

o) Since this PO has two lines, we see changes to
e PO Changes - Detalls wach of the Fines in this page.

Infoemation This page shews Fre dffarences Sebween e prior PO and this PO revilon, For new or canceled bnss/schedules
| only ang row will appear staing Now” o “Canceled” for thel linefschedule. since Siere is nothing fo compare loo.
For all ofer changes, Me priorvalug and new valse are displayee for each feld at changed.

Line Number: 1 Change Order lembes; 1

Schedule Changes 3] View &
Schedele  Value Changed Prior Value Hew Value
1 Duse Dt 121152008 QAE0P009
1 Ship To Locaion GEE2A ot
1 Ship \ia Code UPS Ground Pre-Pay s Asd
1 Etiip To Location 50834 5582A
men_ |

(@  Trusted sites | Pretected Mede: OFF
el e

T

Step Action

44, Click the Show next row (Alt+.) button.

1
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only ong row will appear Saling "Nuw” o “Camceled” for el linwschedule. sincy tere is nothing lo compare loo.
For all ofer changes, Me priorvalug and new valse are displayee for each feld at changed.
Line Details

Line Number: 2 Change Order lamber: 1

‘Value Changed Prior Vaiue Hew Value
Desiption AR Emerpe AR EnteeD! 420

Schedule  Value Changsd Prior Value New Value
1 Duse Diae 121152008 02202008
1 Ship To Locsion 55508 a1a1A
1 Stiip Via Code UPS Giound Pre-Pay & Add
1 Ship To Location 59834 55524

x Esnagr B &1
g Frvceter | 8 Purchace Orders Mor B v e oy Pager Safetyr Tookr @
% FIN 8.9 QAA

W .

Searche ; You can shtemathvel look ot both the s Haw Windaw | Heip | Customizs Pags | 5

® clicking on the view aillink
. E

[ My Favontes PO Changes - Details

 Wainksin Suppliet

Infoemation: | This page shews Tve dffarences bebween Te prior PO and this PO revision, For new or canceled bnssischedules

Step Action

45, Click the View All link.

Page 28
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RpERaE0 + @ | B4 P s

i Frveeter | 8 Purchae Orders Mr B v e oy Pager Safetyr Tookr @

U Hew Vandaw | Heip | Customizs Pags |_E"_ =
{5
My Favontes. PO Changes - Details
 Wainksin Supplier
Infgemation | This page shews Tve dfferences bebween Te prior PO and this PO revision. For new or canceled bnesischedules

only ong row will appear Saling "Nuw” o “Camceled for el linwschedule. sincy tere is nothing lo compare loo.
For all ofer changes, M priorvalug and new valae are displayee for each feld at changed.
Line Details Fing | Vigw 1

Line Namber: (Change Order Number. 1

AR Ertespiive Upgrade ram Desklop School Fes

Schodule  Value Changod Prier Valun How Vinlun

1 Due Date 12152008 2207009
1 Shig To Lecabion SERIA A
1 Ship Via Code UPS Ground Pre-Pay & Add
1 ‘Ehip To Lecalion 5983 SE52A
Ling Rumber: 2 (Change Drder Number: 4
Mem 10
AR Enfeeprise Subscription (420 shudenls)
Line Changes Find | View & L parg Lt
Value Changed Prica Yahue Mo Vakue
Deserigion AR Ertarprine Subscriptian AR Entripeise Subscrghion (420
shisense] b

©  Trusted sites | Protectad Mode: OFF G R v

€

Step Action

46. Click the scrollbar.

47. Click the Return button.
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Purchase Orders

| Purchase Order History

020609 11:20:584M 1
011609 11.56.504M Initial Despatch

feam |

Thies page shows the revsion histary for this purchase ceder. Clicking on the link will shew you whal
Information changed for that paricular revsion. (For example: It you dick on e row for 3 change order 3,

Hew Vandaw | Heip | Customize Pags |,u"_

Step

Action

48.

Click the Return button.

Page 30

Last changed on: 2/26/2010 9:58 AM




Oracle User
Productivity Kit

Business Process Document
Finance: Review Purchase Orders

[ Purchese Drders - Windows Inkesnet Ex

* b nments

E27-8815), or FUMAIL (mdoya@sand net) prior o shipmen t the Disid

Flease insén packing $ApS in 3 "Clear Fouch™ on bon # 1

# Order Lines
| Line intormation ' Extetata | UneDelbis | Condacien |
Ling §tatus HemID Descrintion
AR Eriprprise Lipgrads wom Desitop
1 Closed o

[ o8 hisps pr
e
s Esnage B ef
i Favectes | 8 Purchase Ovders Nov B v v Pager Safetyr Tockr @
:’& FINS.9 QAA
Searche Haw Winiow | Help | Customirs Pags | B -
®
- n‘_rmmesm Purchase Orders
| reemation Purchase Order Details
- Manage Ordess
" ABC Technotoges
PO Numiber: 0000083503 Purchase Order Dale: 12082008 Change Order ember: 1
PO Status: Comel Last Dispalchc 20600 112058A  View PO Change History
i Buyer: Mark Flopd | Purchase Odes fotal .
Billing Location: REDAA Merchandise Amib 227900
Paymenl Terms: Net30 FroighaTaxilise: 17662
View: Alhngs - | Tatal Ameant: 2462 USD

here is a discrepancy onthe PO, or any of e line flems are incornecly priced, pbease notiy the Burer by FAX (518-42-5715), PHONE (B58-
PURCHASE ORDER rumies MUST be dearly MARKED on all SHIPPING LABELS, PACKING SUPS, and INVOICES.

W' maletials dre packaged in mete San one bas, e bares must be labeled - Bar 1 of 3, Ban2 of 3, #lc

Ameunt
559,00 USD (2

Comments Chasae Order
View PO ChAnges

v Bas e

5/ Trusted sites | Protectad Mode: OFf

Step Action

49. Click the 1 link.
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8 Purchise Diders - Windows.

o) T

QOLE VENDORPO SEREV.PY

s Esnage B ef
i Fwvcetes | 8 Purchase Ovders

Hizw Winiow | Help | Customize Pags | 1

Purchase Orders
Purchase Order Schedule
ABC Technotoges
Bem I
Descrgtion: AR Eritesprize Upprade fram Deshup Scheol Fee
Lise Humber: 1 Vime Chianices Ot Dl
Purchase Order Schedule Cuilo o
Sched e Date Status %—“—m Cmantity Ship To Ship Via Rovision  Froight Terms Price Ameant
1 DA202008 Closed Changed 1.0000 Geuen Elemenkary Pre-Pay & Add Destiiion 599.00000 £509.00
Eistum o Purchage Order Lis}  Retum lo Purchage Grder Datails
2 S - 4
9 Trusted sites | Protected hode: Off v R

Step Action
50. Click an entry in the Due Date column.
02/20/2009
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60‘-‘9_ hitps:/dwamecksandingt g findSges 508
% Binage B o

12 Fnvcenes | g8 Purchase Ovders

0 - §|R b 1 P g A

B R A T g

Haw Windaw | Help | Customizs Pags | B

{5
- wrwl;sm Purehase Orders
et Recelpt Lines - - -
- Maniage Ondeis 1 This page lists the recelpts for this FO
ABC Technologies ine.
= Yiew Raceipts
- Rieviow Fagment Infarmation e
[ Repanting Tools
[ PeapluTocls -
= Cnange Uy Passworg | ReceiverlD  BemID Description Retaived Status Quantie Accapted Quantit Ingpected
0000024219 ::'.r"‘""“““m’"“'“m"‘“pm 10000 EA  Recohmd 10030 00000

Refum 1o Purchase Drder List  Refum 1o Purchase Drder Schedule

Step Action

51. Click an entry in the Receiver ID column.
0000094219
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[ Purchese Onders - Windows ntenet
60-. B hisps:dmsmiocksandiane s find9qu SUPPLIERERP) /ROLE VENDOR.PO SSREV.PO,GY

3 Bing b=

x Eoagn B ot
g Favcetes | g Purchace vdes

Haw Windaw | Help | Customizs Page | B =

Purchase Orders

Receipt Details

AHC Techmloges

Receipt Numiber: 0000084210 Packing Skp Humber:
Receipt Datetime: 02242008 253FU Protember:
Receipt Status: Fuly Recetved

e Ik

Vendor fam D)

Cuaatity Recenved: 10000 Each

Cuasitity Inspected: 00000 Each

Quastity Accapled: 10000 Each

Cuasiity Heburned: 00000 Each

Uuastily Hejected: 00000 Each

Nt Receipt Cuantity: 10000 Each

Feason for Hejecton:

B Numbser: FRMA Ling:

EO Humber  Due Date Guaniey Ship To Ship¥ia  Fresii Trm
Gieen Pre-Pay &
00000BIS03 02202000 1mnrlnmu|lmy Ao Destination

[rice Amount
509.00000 $500.00 USD
"D Trusted sites | Prtected Mede: Off o B

Sl e

Step Action

52. Click the scrollbar.

53. Click the Return to Receipt List link.

|Return to Receipt List|
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B P o s et
%“Emw"'cti sandinel ;..v find9qasSUPPLIER/ERF//ROLE VENDORPD SSREV PO.GBLIFORTALP, ?"‘__::- ’E-:*._:’l -_3 | ..J,. " .| 2 5‘_-.,- R oy
% Enagn B &

W Fevcetes | 8 Purchase Orders

Haw Windaw | Help | Customizs Pags | B

Purehase Orders

| ReceiptLines
ABC Technologies

DOD00ASOY

Recoiver D  Fem D Description Retaived Status Quantie Accapted Cuantity nepected
0000024219 :E.r"""’“"“"“"‘“"'“m"‘“pm“ 10000EA  Recohmd 10030 00000
Rehm 1 Purchase Crder List RN Io Putchase Drder Sthadule

@ ' Trusted sites | Protected Mode: Off v Rwos v

g_;!

Step Action

54, Click the Return to Purchase Order Schedulelink.

Thislink will take you the page prior to this page. To return to the search results
page click on "Return to Purchase order List" link.

|Return to Purchase Qrder Schedulel
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88 Purchise Onters - Windows Inteenet

- —_—
@b.- B hitps/damesk sandine ip/ind9qan SUPPLIERERF) ROLE VENDORPO SSREV PO.GELIPCRTALPARAM PTCHAY= P
x Eoagr @ &t
i Favectes | 8 Purchase Ovders Moy B v e v Pager Safetyr Tockr @ 7

Haw Windaw | Help | Customizs Pags | B

Purchase Orders
Purchase Order Schedule
ABC Technotoges
Rem I
Descrption: AR Eritesprize Upprade fram Desbup Scheol Fee
Lise Humber: 1 Vigw Chiangs Order Detaily

der Scl 1§ g o1
Sched e Date Status I'éiw Cmantity Ship To Ship Via Rovision  Froight Terms Price Ameant
1 DA202008 Closed Changed 1.0000 Geuen Elementary Pre-Pay & Add Destiiation 589.00000 £509.00
Betum s Purchaze QrderLis]  Betum i Purchage Ceder Debails

@ /" Trusted sites | Protected Mode: Off v Ruwes v

Step Action
55. Click the Return to Purchase Order Detailslink.
Thislink will take you the page prior to this page. To return to the search results
page click on "Return to Purchase order List" link.
|Return to Purchase Order Defails|
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QU e
R ————
s Esnage B er
i Fovoctes | 8 Purchase Ovders Mov B v oy Pager Safetyr Teckr @
;’& FIN 8.9 QAA
Searche Haw Winiow | Help | Customirs Pags | B -
)
- n‘_rmmesm Purchase Orders
| niormaton Purchase Order Details
- Warage Ordeis
ABC Technotoges
PO Numiber: 0000083503 Purchase Order Date: 12062008 Change Order Nember: |
PO States: Compl Laasil Digpalchc 0809 1128 5RAM Voew PO Chigngs History
- Buyer; Wark Floyd [Purthase Ovdes Total .
Billing Location: BEAA Merchandese Ami: 227900
Payment Terms: Nu30 FreighTaxitise: 17662
View: Alngs - Total Ameant: 245562 USD
* His nenls Find | vie 4] g a1 Last
here is a discrepancy onthe PO, or any of e line flems are incornecly priced, pbease notiy the Burer by FAX (518-42-5715), PHONE (B58-
E27-8815), or FUMAIL (mdoya@sand net) prior o shipmen t the Disid
PURCHASE ORDER rumies MUST be dearly MARKED on all SHIPPING LABELS, PACKING SUPS, and INVOICES.
Flease insén packing $ApS in 3 "Clear Fouch™ on bon # 1
W' maletials dre packaged in mete San one bas, e bares must be labeled - Bar 1 of 3, Ban2 of 3, #lc
Purchase Order Lines
| Line intormation ' Extetata | UneDelbis | Condacien |
Ling Status Hem D Descrigtion Quanity Aemount Comments Chasqs Order
AR Erierpeise Lipgrade kom Desiop an (5} et
1 Clased e 1.0000 EA 559,00 USD (2 Visw PO Changes |
'/ Trusted sites | Protectad Mode: OFf G Rn v

€'

Step

Action

56.

Click the scrollbar.

57.

Click the 2 link.
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88 Purchise Onders - Windows Inteenet

. —_—
@b B B hitgsdmamecksandingt v Tind9qaa SUPPLIERERR /' ROLE VENDCR.PD SSREV PO.GELIPCRTALPARAM PTCHAV= P
x Eoagr @ &t
i Fovectes | 8 Purchiase Ovders Moy B v e v Pager Safetyr Tockr @ 7

Haw Windaw | Help | Customizs Pags | B

Purchase Orders
Purchase Order Schedule

ABC Technologies

0000083503

sludenks)

Schad  [ue ate Stams P%EM Cusaniity Ship To Ship\ia  Brwisien  Freight Terms Prica Ameust
1 D2202008 Clused Changed 10000 Gaeen Elementary Pre-Pay & Ad Dustination 1,880.00000 £1,580.00
Betum s Purchase QrderLis]  Rebam b Purchase Qrde Detalls

Step Action
58. Click the Return to Purchase Order Detailslink.
Thislink will take you the page prior to this page. To return to the search results
page click on "Return to Purchase order List" link.
|Return to Purchase Order Defails|
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[ burchese Orders - Windows |

GUrere : XIEBE B 2z
x Eoage B o
i Fovoctes | 8 Purchase Ovders Mov B v oy Pager Safetyr Teckr @

Haw Winiow | Help | Customirs Pags | B -

Purchase Orders
Purchase Order Details
ABC Technotoges
PO Number: 0000083503 Purchase Orer Date: 121082008 Change Order Nember: 1
PO Stats: Campl Last Dispalc: 0RO 1120EAM  Vipw PO Chiance History
B | Buwer Mark Flopd | Purchase Ovdes Total 3
Billng Location: BERAA Merchandise Am: 237900
Paymesl Terms: Net 30 FreighiTaxilise: 17662
Vo s : T
* Huadet Commenls Find | vie

here is a discrepancy onthe PO, or any of e line flems are incornecly priced, pbease notiy the Burer by FAX (518-42-5715), PHONE (B58-
E27-8815), or FUMAIL (mdoya@sand net) prior o shipmen t the Disid

PURCHASE ORCER rumizes MUST be dealy MARKED on all SHIPPING LABELS, PACKING SLIPS, and INVOICES.

Flease insén packing $ApS in 3 "Clear Fouch™ on bon # 1
I'e malutials are packaged in more Bian one box, e bares must be labeled - Box 1013 Box2ef 3, elc

Purchase Order Lines

| Line Intormation "\ Bxgetaos 'y ne Delsls ) Civaciien |

Ling §tatus HemID Descrintion Quantity Amount Comments Chasas Order
AR Eniprprise Lipgrads fom Desitop & e (5} M
1 Clesed o 10000 EA 553 00 USD L View PO Changes L
'/ Trusted sites | Protectad Mode: OFf G s v

&

Step Action

59. Click the scrollbar.

60. Click an entry in the Invoice column.
IMY2452780)
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8 Purchese Onders - Windoms nternet B
o~

G o e titgs i

s Esnage B ef

1 Fwectes | 8 Purchase Orders BB~

<k gandinet i/ fin89qas/ SUPPLIER/ERF//ROLE VEND

o~

This page shows the Imvmice lines and Haw Windaw | Help | Custamizs Pags | B
payments tied to this purchase order.

Purchase Orders

Invoice Details

ABC Technotoges

Invoice Rumber: INV3452780 lvoice Datec 12182008

Gowes nvoice Amount  £2.278 000 D Db OINS2000

AR Eremprise Lipgrads fram Des EA 589 00000 558900 USD
AR Eritesprize Subsaiption (42 EA 168000000 51880.00 USD
= Payment Schedule '
Scheduled toPay  Payment Ameunt Discomnt Esedhod Status OnHold  Wind Hold
062009 0000131293 §2,279 00 USD §0.00 Chack Paia No Ho
ol [ Parchin Grafer Dbl Butun by Prrchiase Groer Lis

Step Action

61. Click the Return to Purchase Order List link.

Thislink will take you the page prior to this page. To return to the search results
page click on "Return to Purchase order List" link.

|Return to Purchase Order Lisj
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8 Purchese rder - Windows

.8 P

<k gandinet i Tinddqan s

SURPLIER/ERF//AOLE VEND

3 Bing b=

s Esnage B ef
“ Feetes | 8 Purchace Or

i

deet

Purchase Orders

Haw Windaw | Help | Customizs Pags |

Purchase Order List

ABC Technologies

POs Heturned:

St fiter colions

U Furcnse Order | st

| PODetals (Tiieader e
7] 0000083503 Change Omier-1 02062009 1128 584 2 245562 USD Vi POF |
¥ Selecal Clearall T View FOF buRon WS YOU 1D QENE7HAe & prTGALiE VNSO o ME Perchise ordr.
View for Change b iyt FAR AT O ras

View Sedecled POs in Downloadable Formal

1 Dedault View for Change Orders: Al ines -

Orders Per Mage: - First 1 tm1ad | Last

shaues A1INeS ar naly e il shanges (Tha same gt o e 1aed 18 panvel he

oaling view of the PO |

@ /' Trusted sites | Protected Mede: Off

Step Action

62. Click the Set filter optionslink.

Set filter options|

63. We have now completed this training video.

End of Procedure.
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Responsibility/Role

File Name

Review Receipts BUSPROC

Version

Document Generation Date

2/10/2010

Date Modified

2/10/2010

Last Changed by

Status

Review Receipts
Trigger:

Required Field(s)

Comments

Output - Results

Comments

Additional Information
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Procedure

Upon clicking the Supplier Portal Access link in www.sandi.net, you would be re-directed to this
PeopleSoft login page. Here you would have to enter your SDUSD supplier login and password.

& Oracle | PeopleSoft Enter 8 Sign-in - Wind et Explores
[ Orace | PeopleSoRt Enterprise 8 Sign-n - Windows Interet Exp

@ O b3 ‘g hitps://dwamocksandinet/psp/fin89qaa/SUPPLIER/ERP/7cmd=logout

x Esnagt B &

5z Favorites | £ Oracle | PeopleSoft Enterprise 8 Sign-in fi v B v 0 & v Pagev Sefetyr Tookv @+

Gopyright © 2000, 2007. Gracke. Al igh
may be trademarks of thei resper

“ak FIN89QAA
IE: orACLE

%,
% F —
%, u.s‘° PEOPLESOFT ENTERPRISE

UserID: Selecta Language:

English Espaiiol
Password: Dansk Deutsch
Francais Francais du Canada
Signin Italiang Magyar
Nederlands Norsk
Palski Porugués
Suomi Svenska
Cedting k]
it} PyCeioni
e i LiiD:Y
gni bl

rved. PeopleSoft s @ regstered trademark of Oracle Gorporation andior it affiistes. Other names

Done

/ Trusted sites | Protected Mode: Off 43 - Ri0% -

THMBIE 0@ =B coc € o onoe b

Action

Enter the desired information into the User ID field. Enter "\V0000000213.01".

Enter the desired information into the Password field. Enter "*******xxxx

Click the Sign In button.

Page 2
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Step Action

4. You are now logged into the SDUSD PeopleSoft Supplier portal. If you
experience any issues logging into this portal, please contact the SDUSD support
desk. Note that you may not be able to see all the menu navigation folders in this
screen shot based upon the operational role that was tied to your user ID.

In this video we are going to see how to review your receipts information. You
can only view receipts for to the POs sent to your company by SDUSD.

NOTE: Not all suppliers have receipts in the SDUSD procurement system. If
SDUSD does not create receipts for your company, you may not be able to see
any receipt information in the system.

NOTE: You would only be able to see information pertaining to your company in
the SDUSD PeopleSoft system. Likewise no one else except you and the SDUSD
procurement team would be able to see your company's information. You can rest
assured that all your information in our PeopleSoft system is secure.

& Supplier-facing registry content - Windows Internet Explorer
G
x @snagt B &
g Favorites (@ Supplier-facing registry content B v B v O & v Pagev Sefetyr Took~ @~
;S FIN8.9 QAA
B oracie

£ hitps://dwamock sandi.net/psp/fin89qaa/ SUPPLIER/ERP/h/?tab=DEFAULT £ El

Personalize Content | Layout

[> My Favorites

[> Maintain Supplier Information
I Manage Orders

[> Review Payment Information
[ Reporting Tools

[> PeopleTools

|- Change Wy Password

Done o/ Trusted sites | Protected Mode: Off 43 v 0% -

= €& e cmne "

2721010

Step Action

5. Click the Manage Orders link.
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|/ Base Navigation Page - Windows Intemet Explore

Jcsandinetpsp/find9aa/SUPPLIER/ERP/s/WEBLIB_PTPP_SCHOMEPAGE FieldFormulaIScript AppHP7pt fname=EP WV sPL v B | R [ 44 | X

§ ting

x Esnagt B &

¢ Favorites | @ Base Navigation Page L B B v s v Pagev Sefetyr Tookv @+ 7

> My Favorites
| Waintsin Supplier View and dowiioad purchass rders,entr aelnowledgements and crea advance siprnent noices fo customerorders.
ﬁ Purchase Orders E View Receipts
 Manage Orders {=— Review and take action on customer purchase orders. View customer receipts.
= Purchase Orders

> Review Payment Information
> Reporting Tools

> PeopleTools

|- Change Wy Password

@) ﬁ Manage Orders

Main Content

] Error

+// Trusted sites | Protected M

- AI0% -
1041AM ||
10

(R S N

Action

Click the View Receipts link.

This is the Review Receipts search screen. The system defaults a receipt date
range of 15 days prior to the current date. The screen offers several options to
search for your receipt. You can search for your receipt based on the receipt dates.
You can also look up by PO id. Alternatively you can search using shipment
number, Item 1D, vendor item ID or receipt status if you have any of those
information available for the receipt you are inquring on.

Page 4
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@ View Receipts - Windows Intemet Explo

@O ®4 | https://dwamocksandi.net/psp/fin83qaa/SUPPLIER/ERP/c/ROLE_VENDOR.PO_SSREV_RECEIPTS.GBL?FolderPath=PORTAL_ROOT_OBJECTEP_ ~ g

x Bsnagit B &

[ Wy Favorites
> Maintain Supplier
Information

> Manage Orders
= Purchase Orders
> Review Payment Information
> Reporting Tools
> PeopleTools

¢ Favorites | @ View Receipts

|- Change Wy Password

Review Receipts

fa-8-

) v Pagev Sefetyr Toolsv @+

Add to Favorites

New Window | Help | Customizs Page | &,

Filter Options
ABC Technologies

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

From Receipt Date:
To Receipt Date:
From PO ID:
ToPOID:
Shipment Number:
Item ID:

Vendor Item ID:
Receipt Status:

Search

0112/2010 [H

(example: 12/31/2000)
020022010 [5]  (example: 12/3172000)
Q
Q

The from and to date fields gives you an
option to search by a date range for your
receipt if you do not have the PO id in hand.

The system defaults a date range of two
weeks prior to the current date.

 Trusted sites | Protected Mode: Off G~

Ri0% -

Action

Enter the desired information into the From Receipt Date field. Enter
"01/12/2010".

Last changed on: 2/10/2010 3:43 PM
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G-

& View Receipts - Windows Intemet Explor

£/ https://dwamock.sandi.net/psp/fin89gaa/SUPPLIER/ERP/c/ROLE_VENDOR.PO_SSREV_RECEIPTS.GBLIFolderPath=PORTAL_ROOT_OBJECT.EP_ + Q [EIREARS p Bing

x Esnagt B &

Search:

= View Receipts

> Reporting Tools
> PeopleTools

¢ Favorites | & View Receipts B B v s v Pagev Sefetyr Tookv @+ 7

£ gty

&)
[ Wy Favorites Review Receipts
> Maintain Supplier - N
Information Filter Options
I~ Manage Orders
= Purchase Orders. ABC Technologies

> Review Payment Information

[~ Change My Password

9 QAA

Add to Favorites

New Window | Help | Customize Page | &,

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

From ReceiptDate:  01/1212010 [ (example: 12131/2000)

To Receipt Date: 012612010 [ (example: 12/3122000)
From PO ID: Q

ToPOID: Q

Shipment Number: Q
Item ID: Q

Vendor item ID: Q

Receipt Status: M

Search

Step Action

9. Enter the desired information into the To Receipt Date field. Enter "01/26/2010".

10. Enter the desired information into the From PO ID field. Enter "0000111076".

11. Enter the desired information into the To PO ID field. Enter "0000111076".

12. Click the Search button.

13. This screen shows the search results and will list all the receipts that are available
in the SDUSD's procurement system for the search options you provided. If you
do not find what you are looking for in the search results, click on "Set filter
options" to change your search options.

Click on any of the receiver IDs to look into the details of that receipt.
Page 6 Last changed on: 2/10/2010 3:43 PM
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(@ View Receipts - Windows Intemet Explo
G-
x Bsnagit Bl &
g Favorites \ & View Receipts
s, FIN8.9 QAA

£| https://dwamack.sandi.net/psp/finB3gaa/SUPPLIER/ERP/c/ROLE_VENDOR.PO_SSREV_RECEIPTS.GBL?FolderPath=PORTAL_ROOT_OBJECT.EP_ v g

Add to Favorites

G Mew Window | Help | Customize Page | D
®
[ My Favorites Review Receipts
> Maintain Supplier - -
Information Receipt Lines
> Manage Orders
=~ Purchase Orders ABC Technologies
> Review Payment Information Setfilter options
[ R e Customize | Find | View A # st [ 120f2 | Last
> PeopleTools
| Change by Password Receiver i RECENEd o pymper Ship No Item ID Description Received UOM  Status

Date

Alphagmart Neo2 Single Kit NEOZSNGE per Quote

0000123019 01/12/2010 0000111076 505062

30,0000 EA  Received

Shipping Processing Fee #201632 %2.7 of arder
per Quote 505062

0000123019 01/12/2010 0000111076 10000 EA  Received

Step Action

14. Click an entry in the Receiver 1D column.
000123019

15. This screen shows the details of the receipt ID you clicked on in the previous
screen. You can look at the receipt date time, quantity information and the
associated PO info. Scroll down the page to see the rest of the details.

16. Scroll down the page to see more details.
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& View Receipts - Windows Intemnet Explores

QU= me
x Esnagt B &
i Favorites ‘gv.mﬁmm ‘ ‘ IR v [ @ v Pagev Safetyr Toosw @+

Add to Favorites

Sign out

e Quantity Received: 300000 Each -
® Quantity Inspected: 0.0000 Each
> My Favorites Quantity Accepted: 300000 Each
> Maintain Supplier
Information Quantity Returned: 0.0000 Each
[~ Manage Orders Quantity Rejected: 0.0000 Each
= Purchase Orders
= View Receipts Net Receipt Quantity: 30.0000 Each
' Review Payment Information Reason for Rejection:
> Reporting Tools
> PeopleTools RMA Number: RMA Line: [
|- Change My Password
Purchase Order Schedule
PO Number  Due Date Quantity Ship To Ship Via Ereight Trm Price Amount
0000111076 1211412008 200000 SUPRY  PIEPRIE peginaion 17200000 $5.370.00 USD
Center Add
Invoice Lines
Invoice Description Statistic Amount Unit Price Amount

i

No Invaices Found

Return to Receipt List

rusted sites | Protected Mode: Off fa v H10% -

Step Action

17. Click the Return to Receipt List link.
Clicking on this button would take you back to the receipt search results list.

|Return to Receipt Lisj
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Finance: Review Receipts

G-

(@ View Receipts - Windows Intemet Explo

£] https://dwamack.sandi.net/psp/finB3gaa/SUPPLIER/ERP/c/ROLE_VENDOR.PO_SSREV_RECEIPTS.GBL?FolderPath=PORTAL,

ROOT_OBJECTEP. + G

x Bsnagit Bl &

e Favorites | @ View Receipts

Add to Favorites

Search: New Window | Help | Customize Page | &,
[ My Favorites Review Receipts
> Maintain Supplier - -
Information Receipt Lines
[ Manage Orders
=~ Purchase Orders ABC Technologies
= View Receipis
> Review Payment Information Setfilter options
> Reporting Tools Cuslomize | Find | Vi First [ 1.2 062 [ Last
> PeopleTools
|- Change Wy Password Receiver ID S:f:"’e" PO Number  Ship No Item 1D Description Received UOM  Status
0000123019 011212010 0000111076 ’;‘U":d?zm“ NeoZ Single Kit NEOZSNGE per Quoe 300000 EA  Received
0000123019 011212010 0000111076 Shipping Processing Fee #201822 %2.7 of arder 10000 EA  Received
per Quote 505062

Action

Click an entry in the Receiver 1D column.

You can click on any of the receiver ID hyperlinks in this page to look into the
details of that receipt.

0000123019

19.

Scroll down this page to see the rest of the PO receipt details.

Last changed on: 2/10/2010 3:43 PM
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Finance: Review Receipts Productivity Kit

VENDOR.PO_SSREV_RECEIPTS.GBLIFolderPath=PORTAL_F

OT OBJECTEP_ » B

x Esnagt B &

i Favorites ‘gv.mﬁemp& ‘ ‘ IR v [ @ v Pagev Safetyv Toosw @+

Add to Favorites

Sign out

e Quantity Received: 4.0000 Each -
® Quantity Inspected: 0.0000 Each
> My Favorites Quantity Accepted: 1.0000 Each
> Maintain Supplier
Information Quantity Returned: 0.0000 Each
I~ Manage Orders Quantity Rejected: 0.0000 Each
= Purchase Orders
= View Receipts Net Receipt Quantity: 1.0000 Each
' Review Payment Information Reason for Rejection:
> Reporting Tools
> PeopleTools RMA Number: RMA Line: [
[~ Change My Password
Purchase Order Schedule
PO Number  Due Date Quantity Ship To Ship Via Ereight Trm Price Amount
0000111076 121141200 10000 SUPBY - PIEPRYE  pecngion  181.19000 $161.19 USD
Center Add

Invoice Lines

Invoice Description Statistic Amount Unit Price Amount

i

No Invaices Found

Return to Receipt List

Done [ / Trusted sites | Protected Mode: Off v R100% -

Step Action

20. Click the Return to Receipt List link.
|Return to Receipt Lisﬂ
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Oracle User Business Process Document
Productivity Kit Finance: Review Receipts

& View Receipts - Windows Intemet Explores

@O % £ | hitps://dwamock.sandi.net/psp/fin89qaa/SUPPLIER/ERP/c/ROLE_VENDOR.PO_SSREV_RECEIPTS.GBL?FolderPath=PORTAL_ROOT_OBJECTEP_ ~ g
x Bsnagit Bl &

¢ Favortes | @ View Receipts 1) ) v Pagev Sefetyr Toosv @+

oo esor iTErmaE 3 Add to Favorites

Search: New Window | Help | Customize Page | &,
®
[ My Favorites Review Receipts
> Maintain Supplier - -
Information Receipt Lines
[~ Manage Orders
- Purchase Orders ABC Technologies
> Review Payment Information Setfilter options
> Reporting Toals First [ 12072 [ Last
> PeopleTools
|- Change by Password Receiver ID S:f:"’e" PO Number  Ship No Item ID Description Received UOM  Status

Alphagmart Neo2 Single Kit NEOZSNGE per Quote
505062

Shipping Processing Fee #201632 %2.7 of arder
per Quote 505062

0000123019 01/12/2010 0000111076 30,0000 EA  Received

0000123019 01/12/2010 0000111076 10000 EA  Received

[ / Trusted sites | Protected Mode: Off v ®100% v

Step Action

21. Click the Set filter options link.
If you want to look at any other receipts, you can go back to the search page by
clicking this link.

Last changed on: 2/10/2010 3:43 PM Page 11




Busines

s Process Document Oracle User

Finance: Review Receipts Productivity Kit

& View Receipts - Windows Intemet Explor

Search:

> My Favorites

> Maintain Supplier
Infarmation

[~ Manage Orders

= View Receipts
> Review Payment |
> Reporting Tools
> PeopleTools

@O- ] bitps{/dnamocksandinet/psp/fr8Sqa/SUPPLIER/ERP/c/ROLE VENDOR.PO_SSREV_RECEIPTS.GBL FolderPath=PORTAL R0OT 08JECTeP_ ~ B [ B4 | x [ P 8ing

x Esnagit @ &

¢ Favorites | 8 View Receipts B B v s v Pager Sefetyr Tookv @+ 7
Al e
* ~PEOPLESOFT CNTERPRISE. Add to Favorites

= Purchase Ordel

[~ Change My Password

New Window | Help | Customize Page | &,

©)
Review Receipts
Filter Options
rs ABC Technalogies
TR Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

From ReceiptDate:  P1/1212010 [ (example: 12131/2000)

ToReceipt Date: 012612010 [ (example: 12/3122000)

From PO ID: 0000111076 @,

ToPOID: 0000111076 &

Shipment Number: Q

Item ID: Q

Vendor item ID: Q
Receipt Status: Fully Received v

Search

Action

Click in the Item ID field.
You can also search by Item ID if you have that information.

23.

Click in the Vendor Item ID field.
You can search by vendor item ID if you have that information. Note that this ID
is setup using the SDUSD's procurement system.

24.

Click the Receipt Status list.
| Fully Received - |

25.

If you know the status of your receipt then you can narrow down your search by
selecting the status of your receipt.

26.

We have completed the tutorial on reviewing receipts in the SDUSD procurement
system.
End of Procedure.
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