Purchasing Guidelines
QSS & Purchasing Information

ACCESS POINT REGISTRATION

Users must register with Access Point and
QSS before accessing the database to input
requisitions. Please note, to go-to Access
Point, user must utilize Internet Explorer 5.0 or
greater. Should you have any questions, call
the Help Desk at 408-453-6666.

To register for Access Point, go to
http://accesspoint.sccoe.org and follow the

instructions to successfully register on Access
Point. See sample #1 below:

2 RTC Access Point - Microsoft Internet Explorer,

File Edit Wew Favortes Tools Help

<) O © |_L| \ELI ;\] /-‘: Search ‘:n'\? Favorites @Madla 6‘-‘? = -
address | @] http: ffaccesspoint. sccos.org v | E) o Lnks *
~ T ~ ~ = To v -~
@ REGIONAL TECHNOLOGY CENTER
#SCCOEHOME | = ACCESS POINT HOME | = ABOUTRTC # CONTACT US
Tuesday, May 20, 2003, 1210641 PM
= N TR Access Point Login
TECHNOLOGY SOLUTIONS H|HH”H””H”H”” To log into Access Point, enter your
Access ID and password below,
Forgot your passward?
Access
1D:
Password:
WQICUmB to the Reg\Dna\ TBChnD\Dgy Centerls Access Point, Thls IS
your entryway to our onling services, With just one login, you can New Users
access our business systems, documentation, and technical X X
support. Step inside and see how the RTC staff is leading the Register now, or take a minute to
education community into the new millennium, check out the many services
available to you,
If you have an Access ID, please log in, Otherwise, take a quick ~ Take a virtual tour
tour to discover the services available to you, ... ¥Yirtual Tour Explore Access Point's many
features. Find out how it can help
Read more about RTC and our many services. you.
Register for Access Point
Sigh up now for easy access to all of
the online services.
b
g‘] % Internet
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QSS REGISTRATION

Before accessing QSS, the user will need to fill
out a QSS Security Form and submit the
completed and signed form to the Help Desk.
Go to the following link to access the QSS
Security Form:
https://accesspoint.sccoe.org/pdfs/default.asp .
See sample #2 below:

o

OS8S Security Access Request FaMz

SANTA CLARA COUNTY
ORFICE OF EDUCATION

Choose One: NEW USER: APPEND : REPLACE SECURITY:

Using Adobe Acrobat Reader, fill out this form completely and then print it out. Have your manager sign and date
the printed form. Fax the signed and completed form to RTC Help Desk at (408) 453-6795. Incomplete, handwrit-
ten, or printed entries will not be accepted and will be returned.

Last Name First Mi E-Mail Address Phone #/ Ext.
Fax Number District District # Dept. Position
QSS Security by Module (Y/N)
Mail Code (Dist. 90 Only)
General Ledger Budget Budget Purchasing Accounts
JE DC CT Transfers Development payable
D D D Inquiry D Inquiry D Inquiry D Inquiry D Print PO's D Inquiry
D D D Data Entry D Data Entry D Data Entry D Data Entry D Remote PO D Data Entry
D D D Approval D Approval D Approval D Approval D Remote Adm D Release for Pay
D Hierarchy
Accounts Receivable Stores Fixed Asset COMPLETE PG 2
D Invoice Entry/Print D inquiry D Inquiry D Payroll
[ customer mstr File Maint. [] pataEntry D Personnel
Other AR Mstr File Maint, . [ pataentry O
O (Terms, types, tax juris.) [[] Fill Orders Absence Trkg
AR Receipts Entry & Master Fil
[0 85 esaipts Entry [ Master Fies [ ] Approva COMPLETE PG 3
—ARInvoicing: RV = by Re
g RS = by Roserve. [Joeas
P’
Printer [P Addr(Req’d): _~ pdates Vendor File? (Y/N): ____Maintains Chart of Accts? (YIN):
AUTHORIZED SIGNATURE
Date: Manager Name {Tvped): Mar. E-Mail Address (Typed) Manager Signature
! . FOR RTC USE ONLY.
Dist90 Finance Apprvl: Dist 90 Payroll Apprvi:
Security Request # MPE/NX ID:
Main Q88 Menu: __ MPE/XPassword:
RTC Initial/Date: Initial/Date:

PAGE 1: SECURITY FORM (V1.92, 12/27/02, ks)
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Requestor Inputs Manager /
& Approves »| Supervisor Approve
Requisition Requisition No
Yes
Reg. needs Yes Req. needs Yes Req. needs
Supt. < Asst. Supt. < Director
Approval? Approval? Approval?
No
A 4
Purchasing Purchasing Buyer works Req. route to
Tech. issue Manager J Req. and Buyer according
Purchase Order reviews & approves it to Commodity
# & print PO approves Req. code
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QSS HIERACHY / ROUTING
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Once the user receives his / her login and
password from RTC, the user needs to advise
Purchasing so that the hierarchy can be build
specific to the user’s requirement. The
following information is needed for the correct
hierarchy routing to be build:

1) Complete Name

2) Email address

3) Department Name

4) Supervisor / Manager Name

To get access to the QSS Purchasing menu,
user must first log into:
1) Access Point (See Figure #1)
2) Click “Go To QSS” (See Figure #2)
3) To login into to QSS, the “Login ID” can not
be more than eight (8) characters long.
4) The user has up to seven (7) digits on your
last name and the first letter of the user’s first
name.

A. le. Last Name: Smith

B. First Name: John

C. Loginid:  SMITHJ
5) To login, the user should type HELLO then
your login id, dot (.()SCCOE2
le: HELLO SMITHJ.SCCOE2
After the login id, QSS should prompt the user
for the password (see Figure #3);
Put in your password and hit <Enter>

Section 1, Page 28a
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Figure #1

2 RIC Access Point - Microsoft Internet Explorer.

Fle Edt View

Favorites

D= @Q-H @

fddress |&] http:/Jaccesspoint sceos.org)

i

Tools  Help

ACCESS POINT

= 5CCOEHOME = ACCESS POINT HOME

L i i
TECHNOLOGY SOLUTIONS ||

welcome to the Regional Technology Center's Access Point, This is
your entryway to our online services, With just one login, you can
access our business systems, documentation, and technical
support. Step inside and see how the RTC staff is leading the
education community into the new millennium,

If you have an Access ID, please log in. Otherwise, take a guick
tour to discover the services available to you. ... Yirtual Tour

Read more about RTC and our many services.

= ABQUT RTC

Links >
-

v Go

= CONTACT US
Tuesday, May 20, 2003, 2:18:35 PM

Access Point Login

To log into Access Paoint, enter your
access ID and password below,
Forgot vour password?

Access
clam

1D:

Password:

New Users

Register now, or take a minute to
check out the many services
available to you.

Take a virtual tour

Explore Access Point's many
features. Find out how it can help
you,

Register for Access Point

Sign up now for easy access to all of
the online services,

&

§ mnternet

Figure #2

Eile Edit ‘Yiew Favortes Tools Help

Q- @ HEG P ¥

Search

Favorites @Y tedtia

Address | @] https: [jaccesspoint, sccoe orgfloggedinZ. asp?SID=6380

REGIONAL TECHNOLO

ACCESS POlNT

=5SCCOEHOME

= ACCESS POINT HOME

You are loggedin ...

*Go to QS5 Hello, CHRIS
*Go to IFAS

* Service Request
*+ Change Password

= ABOUT RTC

Links

A

4 G0

= CONTACT US
Tuesday, May 20, 2003, 2:25:11 PM

QUICK LINKS

Quick jump to...
- My Service Requests
* My Training Classes

* MWy Profile This is your Access Point "homepage". Choose one

“rEAQS
of the interest areas below or click on an item in the

-~ My Profile

» My Phone Manager
-+ My Time Keepin

left column to start. Click the "Access Point Home"

buttan on top of each page to return here.

+ Systems News and
Bulletins

*RTC Training Materials

* Calendar of Events

+ Metwork Performance

*RTC Staff

* 55 Documentation

ACCESS TRAININGS

* Training Descriptions

Daily Briefing! Newt
Check daily for pragram
updates, news, and tips.

What's New!

System status,
implementation updates,
and general systems

Training Schedule 088 Documentation

-+ Regi -
’$eg_|s_ter/§amcel Class Check here for upcoming Hawve a question or just infarmatian.
raining survey trainings. You can also stuck? You'll find most
sign up online! of your answers here, RTC Staff

Find and e-mail staff at
the Regional Technology
Center.

055 Reqistration
+ Minisoft
* AR Module

A~

&) https:Jaccesspoint. sccos.org/QSS!

Network Performance
Check your district's ~

2 @ mremet
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Once this screen come on, click “Yes” for Access Point to install
“Reflection”

B 2|
Qu-Q ¥ B O ) search

Adldress | @] https:Jfaccesspoint  sccos.orgfwrgjgssp.asp v B ks ?

=] WES - 3 ||
&

Loading Reflection for the Web 4.51 .....

Note:  For Windows: Internet Explorer (IE) 5.0 or higher *and* Yirtual Mackine (VM) 3802 or higher

For Macintosh: IF 4.5 or higher *and* Mac OS Runtime for Java (MR.J)2.2 or higher

o Security Warnin, ]

Access QSS through the security proxy server -/ E E‘

Do you want ko install and mn “Reflzction for the ‘web--HP
Try out the Reflection for the Web Yersion 50 e TR A

And try out the RWeh 5.0 security proxy server WAL, Inc.

Publisher authenticity verified by VerlSign Commercial
Softwars Publishers CA

Caution: WHE, Inc. asserts that this content is sate. You
should only install/view this content if you trust WRI, Inc,
tar make that azsertion.

SIGMED 'WITH PERMISSIONS
Full Permissions

[ &lways tust content from WRID. Inc,

[ vee J[__ Mo ][ Moenio |

&) Opening page httpsijaccesspoint.sceos.orafwralassp.asp... [ S @ Internet
75 oy oy £ g
Z & @ 7 @k

Ml Reflection for, the Web - gssp

File Edit Connection Setup Views Help
MPE/iX:HELLO LAMVAZQC.SCCOE |
ENTER USER (LAMVAZQC) PASSWORD :I

292 | | ] w09 comected | |nevt://usen.scone.ovg:1570
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ACCESS PURCHASING MENU
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Once the user logs into QSS, the option menu
will appear (not everyone will have the same

menu).

Bl Reflection for the Web - gssp

Fle Edt Connection Setup Views Help

District: 90 ACCOUNTING/PURCHASING/STORES

Year: 03

....Select an option (H for

> 1. GENERAL LEDGER
. PURCHASING
- VENDOR MAINTENANCE
. STORES

. FINANCIAL INQUIRY & REPORTS

(To
(TO
(To
(ToO

First Print Explain Lo Previous @Previous Mext
Menu Menu Option Menu Option Option

925 ] | 1] 1 T I [me]70092[conneotea | |neve://asep.acooe org:1570]

(GLPHSIVN) Santa Clara COE [

SC-GLD-MAIN)
SC-PH-MAIN)
SC-MAINT-VN)
SC-STORES-MAIN)

From this initial option menu, select the
“PURCHASING” option by entering the line
number associated with the purchasing module
and hit <ENTER> to complete your entry.

1) A second menu will appear (refer to Figure

#4).

2) From that menu, select “P.O.
REQUISITIONS” then hit <ENTER> to
complete your entry.

3) “REQUISITION ENTRY FOR P.O.’s” screen
will appear, enter “H” to view the full menu of
options (see Figure #5).

Section 1, Page 28a
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Figure #4

Ml Reflection for the Weh
File Edt Connection Setup Views Hslp

District: 90 PURCHASE ORDER PROCESSING (SC-PH-MAIN) Santa Clara COE |
Year: 03

.Select an option (H for help)

v

-
H O WO-J0h Wb WNPE

P.0. ENCUMBERING (POENCM)
P.0. REQUISITIONS (PXENCM)
REQUEST REMOTE REQUISITION REVIEW REPORTS (PXRQST)
REQUEST REQUISITION REVIEW REPORTS (PXRQST)
PRINT PURCHASE ORDERS (PXRQST)
LAUNCH JOB TO UPDATE PO DATE PRINTED (PXRQST)
MAINTAIN MASTER FILES (SC-PURMNT-TRN)
PURCHASING REPORTS (SC-PO-R-TRAIN)
P.0. HEIRACHY (SC-PO-HI-MAIN)
REMOTE PURCHASE ORDER ENTRY (SC-PQ-REM-CLK)
RESET PRINT DATE (PXENCM)
FINANCIAL INQUIRY & REPORTS

=
N

st Print Explain Do Previous @ Previous Next
Menu Menu Option Menu Option Option

25 | | ] |09 comected | |nevt://gsep.scone.ovg:is70

Figure #5

File Edt Connection Sstup Views Hslp

District: 90 Requisition Entry for P.0.'s QSS/0ASIS |

Option (H for help): H

options are:

Add a requisition

Inspect Board, Budget and Purchasing Approval Data

Change a requisition

Delete a requisition

This message

Inspect a requisition

Requisition Approval Queue Management

Quick Add a requisition

View requisition line items

What is the status of a requisition

Add a requisition - Multiple Items

Request transaction report

Exit program

2N E<OEHIDmUOE W

The WORKING budget is being used for budget checking and balances

Gar_ | | || | [ 10092 comnccted | | meve.//ussn.scooeaxg: 570
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INFORMATION LOOK UP

There are certain fields in the Purchase Order
Header screen users are able to look up
information. To do this:

1) Put a question mark (?) in the field(s) in
guestion

2) Tab to the next required field to complete
the entry

3) Press <ENTER> at the end of the header

Note: User should not press the <ENTER>
until all required information has been input
including the question mark (?). If this is done,
QSS will lock the record and further data input
will not be possible.

See sample below:

Ml Reflection for the Web - gssp

File Edit Conmection Setup Views Help
Distriet: Requisition Entry for P.O.'s QSS/0ASIS |
Add/R Requisition
Requisition number: [EIXyk
sL¥klki Vendor No/Addr: 004307 Cnfrm msg: {i
PEELG S AST-LHMTEST DATA LOOK FIELDS Type: K Shipping loc:
(305 AL I AHMSMITH, J. EXT.6855 MC254B Tax%: JPEls
Site: 8 Deliver by: Printed: N/A
Terms : A - HEDESTINATION
Beg message: [
End message: [ -

Commodity: K Routing Group:

Press the <Enter> key at the end of
the PO Header to avoid record lock-

up.

Select Find Select Return
Option Vendor Req/PO # To Menu

[, | [ [ [ [ [ |np [ 70092 | connected | [nsvt://qssp.sccoe.ory: 1570 |

Once the user presses the <ENTER> key, the
options available for the field in question will
come up. To make your selection, input the
respective number located on the left hand
side then press the <ENTER> to complete your
entry before going on to the next field.

Section 1, Page 28a
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M Reflection for the Web - gssp
File Edt Connection Setup VYiews Help
District: Requisition Entry for P.0.'s QSS/0ASIS L
Add/R Requisition
Requisition number: [HkIERE

Choose value for: PO Type
Code/Description # Code/Description
PB BLANKET PURCHASE ORDERS
PE EMERGENCY PURCHASE ORDERS
PH HEAD START STORES
PO REGULAR PURCHASE ORDERS
PS STORES PURCHASE ORDERS

Enter number of selection or 'E' to return ->
Page 1 of 1 (<CR>=advance, B=backup, P#=goto page#)

Select Find Select Return
Opticon Vendor Req/FPO # To Menu

62 | | | [ | | [m[70092 comected | |neve//asep sovos ozg:1570]

NOTE: Since the PO Type is the first question
mark (?) QSS sees, it is the first screen it will
come up.

Ml Reflection for the Web - gssp

File Edit Connection Setup Views Help

District: Requisition Entry for P.0.'s QSS/0ASIS =
Add/R Requisition
Requisition number: SEIfNk]

Choose value for: Shipping Address
Code/Description # Code/Description
0002 ***CONFIRMING ONLY*#*%* 15) 0340 COLUMBIA SCHOOL
0012 ***NOT APPLICABLE*** 16) 0422 CRITTENDEN SCHOOL
0059 ***SEE PURCHASE ORDER*** 17) 1224 DEL MAR HIGH SCHOOL
0003 ***WILL CALL*%** 18) 0355 DELLA MAGGIORE SCHOOL
0426 ALTERNATIVE PLACEMENT ACADEM 19) 0007 EAST VALLEY
0402 BALDWIN SCHOOQL 20) 0351 EAST VALLEY CTR MC351C
1400 BARRETT SCHOOL 21) 0026 EDUCATIONAL DEVELOPMENT CENT
0374 BILL WILSON 22) 0013 FREMONT DISTRICT OFFICE
3331 BILL WILSON PROGRAM 23) 0343 GATEWAY SCHOOL
0371 BLUE RIDGE HIGH SCHOOL 24) 0372 HAROLD HOLDEN SCHOOL
0411 BRALY SCHOOL 25) 0004 HEAD START WAREHOUSE
0342 CALERO COMMUNITY 26) 0382 HERMAN INTERMEDIATE
0361 CHANDLER TRIPP SCHOOL 27) 3200 HILLSDALE SCHOOL
0320 CHERRY CHASE SCHOOL 28) 0420 IDA PRICE MIDDLE SCHOOL
Enter number of selection or 'E' to return -> I
Page 1 of 3 (<CR>=advance, B=backup, P#=gotoc page#)

Select Find Select Return
Option Vendor Req/PO # To Menu

Zier | | | | | w0092 [comeoted | |neve:/fqsmn.soooe omg:isn

NOTE: Shipping location option. Make your
choice by choosing the respective number.

Section 1, Page 28a
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Bl Reflection for the Web - gssp

File Edit Connection Setup Yiews Help

District: 90 Requisition Entry for P.O.'s QSS/OASIS =
Add/R Requisition
Requisition number: WEILNK]
skpklk! Vendor No/Addr: 004307/@: cnfrm msg: {
PG S5 HETEST DATA LOOK FIELDS Type: Shipping loc:
SR N AHISMTITH, J. EXT.6855 MC254B Tax%: Il
Site: Deliver by: Printed:
Terms : 13 HEDESTINATION
Beg message:
End message:
Commodity: 1108 T e300 JHP URCHGROUP
Vendor name/address Remit name/address
OFFICE DEPOT OFFICE DEPOT
BUSINESS SERVICES DIVISION PO BOX 70048

Fnd Resc Y Objt SO Goal Func CstCtr Ste Mngr Percent Budget Balance

Select Previous ll Select
Option Screen Req # Backward |l Forward

196 || | w0092 connecten | | naves//gssm.scooe.ong: 1570

Note: Completed requisition header.

VENDOR LOOKUP:
When you press the <F2> function key to access the
Vendor Lookup function, the following screen appears

Ml Reflection for the Web - gssp

File Edt Connection Setup Wiews Help

Search Text Allow Deletes? Category Type
(¥/m)

? - Single wildcard character

* - Multiple wildcard character

H.00.09 compiled 07/25/01

2 | | | | || w0092 |comeoten | |neve://qssp.socos.org:isro]

Section 1, Page 28a
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The vendor lookup function allows you to
quickly find vendor numbers by vendor name.
User can type up to 8 characters of the first
part of the name. The program will return a list
of vendor names that match your entry or will
display the message, “No matching records
found” if there are none that match your entry.

Ml Reflection for the Web - gssp

File Edit Connection Setup Wiews Help

Search Text Allow Deletes? Category Type

besice LA B § .

? - Single wildcard character
* — Multiple wildcard character

Make sure to press
<Enter> to validate

your entry.

GETVND H.00.09 compiled 07/25/01

Start Select Start Return
Over By Comm Oover
[2,9 | I I | I'hp [ 70092 | connected | [nsvt:/fqssp.scooe.ory:1570

Section 1, Page 28a
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Ml Reflection for the Web - gssp

Fle Edt Cormection Setup Views Help

Vendor Name Number Address
OFFICE DEPOT 004305
V90020552
S <00 1305 /60 6700 AUTO MALL PARKWAY
FREMONT CA 94538

OFFICE DEPOT 004306 BUSINESS SERVICES DIVISIO
OFFICE DEPOT 6700 AUTC MALL PKWY

(510) 497-5427 FREMONT CA 94539
V90025316
OFFICE DEPOT 004307 BUSINESS SERVICES DIVISIO
OFFICE DEPOT 6700 AUTO MALL PKWY

(B00) 669-1632 FREMONT CA 94539
V90000063

004307/20 FILE 81901

EASTMAN INC LOS ANGELES CA 90074-1501

004307/21 DEPT. 56 - 6186197350

PO BOX 5020
DES MOINES IA 50368-9020
004307/22 3366 E WILLOW ST

HS CROCKER CQO INC SIGNAL HILL CA 90806

Select a vendor by line # or use <Fl>, <F5>, or <Fé>: - Page:

Start Vendor Hide Page Page Return
Over Select Addr Backwarc [l Forward

[22,55 | | || ] | | | np | 70092 | connectea | |[nsvt:/fyssp.scooe.ory:1570 |

Note: On the right hand side, QSS identify the
number of page under the “Office.” To access
the next page, press F6.

You can navigate through the list until you find
the vendor you need, then select that vendor
by line number. If you do not see the vendor
you need, you can modify the search to bring
up another list of vendor based on the new
criteria.

Should you have a new supplier, contact COE
Purchasing Services to have it added.

Section 1, Page 28a
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A pseudo-code is the 12 digit number

the user enters to tell the system what
account structure will be used. The

first six digits are actually the cost

center codes and the second six digits are
the object codes.

>

Cost Center

L

ACCOUNT DISTRIBUTION

Fnd Resc Y Objt S0 Geal Func CstCtr Ste Mngr
-130-9010-0-4300-00-8600-3900-544030-000-3100

Objett Code

If the user would like to use multiple
accounts for a purchase order, there are
three ways to split up the accounts used.
QSS automatically splits the accounts
used evenly by percentage, unless the
user specifies a percentage to use for
each account.

Fnd Resc Y Objt SO Goal Func CstCtr Ste Mngr Percent

B80-3010-0-5800-01-3500-1000-531990-000-5100 5000 For example, if user

Bll580-4045-0-5800-00-8600-2100-563060-000-3500 25.008 s using three

AB60-5210-0-4300-00-0001-1000-509310-000-5300 25.00¢

accounts, QSS will
split them up evenly
at 33.3% unless user
specifies a different
percentage

o
> i

Section 1, Page 28a
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District: 90 Requisition Entry for P.0.'s QSS/OASIS
RQ:036512 PO: Add/R Requisitions
Item Print Split Qty Unit Unit Cost Total Cost Tax Stk No FA

1 v 9 --——I-I

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

When user moves to the Item entry
screen, QSS uses the “Calculated
Percentage” (CP) that was used on first
requisition entry screen. QSS will
default to “CP” split on every item
unless user specifies a different

split.

The user may split the accounts two
different ways. By dollar or by
percentage. To split accounts by
percentage, user must enter “SP” in the
“Split” section of the requisition screen.

-

District: 90 Reguisition Entry for P.O.'s QSS/OASIS
RQ:036512 PO: Add/R Requisitions

Item Print Splic Qty Unit Unit Cest Total Cost Tax Stk No FA

R -l coco = W 1 2cocooofl zso ool

After entering all required information
and hitting enter, the account
distribution screen will come up.

5 . B | BRI S S )l

_ - 5 User may split
Distriet: 90 Requisition Entry for P.0.'s QSS/0ASIS
RQ:036512 PO: Add/R Requisitions accounts any Way they

If—em Prlnt Spllt Qty Unit Unit Cost Total Cost Tax Stk No FA

A | . 1 would like, as long as the

Percum— Parcent Pearcent Parcent

7500l - - total percentage equals
100%. If total does not
equal 100%, user will not
be able to continue. QSS
will also show a total by

Sub total:

o[ e Cos. 5 to tax: e account on bottom of

Fnd Resc Y Ohjt 50 Goal Func CstCtr Ste Mngr Amount A‘Creen'
. BB0-3010-0-5800-01-3500-1000-531990-000-5100 1,014.85
. BB0-4045-0-5800-00-8600-2100 60-000-3500 202.97
. B60-5210-0-4300-00-0001-1000-509310-000-5300 135.31

**WARNING** RAccts 1, 3 will be overdrawn. Data will bes accepted.

Select Select Page Ac# @ Page Ack@Go to Return
Qption IEei Backward il Forward Itm desc@ To Menu

6,0 hp TOUPZ Cennected nevt:/fqesp socoe.org: 15T

st | ST @ ¢ | Dowmvarpn |[ @2 ntemere - [ e bowe..| & | & | e Ry s an
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M Reflection for the Web - gssp
Fie Edt Comnection Setup Views Heb

District: 90
RQ:036512 PO:
Print Split Qty Unit Unit Cost

ollooco e T 000 0000

Ln Amount Ln Amount Ln

Item

Regquisition Entry for P.0.'s
Add/R Requisitions

Purchasing Guidelines
QSS & Purchasing Information

User may also split accounts by
dollar amount. To split accounts
by dollar, user must enter “SD” in
the “Split” section of the requisition
screen.

B8 e | N ) =L
[

Requisition Entry for P.0.'s QSS/0ASIS
Add/R Requisitions

Total Cost Tax Stk No FA

BT [ |

Ln Amount

smssma-as  QSS will automatically split
er=el-  accounts by “CP” split. User may

Itg;m -;r.mr_ :.apl’.t Qey  Unit Unit Cast Total Cost Tax Stk No FA then enter preferred Sp“t and h|t

Tax rate: -.

Li

cocoo e oo ool oo ol

L Amount _Ln ——Amount Anount __ enter. The total dollar amount

7

Sub total:
Tax:

Fnd Resc Y |:|b;|r_ S0 Goal Func CstCtr Ste Mngr

. BB0-3010-0-5800-01-3500-1000-531950-000-5100
. BB0-4045-0-5800-00-8600-2100-563060-000-3500
. B60-5210-0-4300-00-0001-1000-509310-000-5300

4.

otal acct amts are 30.00 greater than total cost

must equal total of item, or user
will not be able to continue. QSS
will inform user of the amount that
the split is incorrect by. The new
~ totals by account are for running
total of purchase order, not by
1.014.85 item. Once user is finished with
195 31 account distribution screen, user
hits enter and then “F7” to

1.2500

Select
Option

Salect Page Ack M Page AcéilGo to Return

hp 70082 comnected mavi:/ fquep . wce

6.8
Wistan| | @ 0| Swiswenpe. |[ 82 wema e - [5] |

e Wl ] )| continue to item description
et awnos  Screen. User then will complete
purchase requisition in the usual
manner.
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ADD A REQUISITION

Purchasing Guidelines
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There are there different methods for entering
requisition: options Q, Z and A. The maximum
number of accounts is 40 for all of these
options. The maximum number of lines items
is 99 for option Q and A, and 95 for option Z.

Option Q: Quick Add

Use this option if you are entering only one
account. This is the quickest way to add a
requisition. You can enter up to 99 line items
as long as they are all charged to the same
account.

Option Z: Add Requisitions-Five Line Items per Screen

If you are entering multiple accounts, but will
split all line items costs among accounts in the
same manner, you can us option Z. This
option allows you to enter up to 5 lines items
on one screen.

Option A: Add Requisition — One Line Item per Screen

This option allows you to enter only one line
item on a screen, but you can split the costs fro
each line differently. You can enter up to 99
line items with a total of 990 lines of descriptive
text per Requisition. This increased flexibility
requires the use of additional screens.

NOTE: We recommend you use option “A” for all requisition

entries. Option A is the most flexible option out
of the three choices. We will only focus option A,
should you have questions on the other two
options, please contact Purchasing Services.

ADD A REQUSITION USING OPTION “A”

As previously discussed, option A allows users
to enter multiple line items and multiple
accounts therefore making the most
flexible option. You can enter up to 99 line
items and 40 accounts. The line item
description can total up to 990 lines for the
entire requisition. Because option A is the
most flexible of the ADD options, it requires
several screens:
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Header Screen

This screen records general information about
the purchase, such as requisition and PO
numbers, order date, vendor, requestor, tax
rate, beginning and ending message, and
delivery date just to name a few.

Account Screen

This screen displays the vendor name and
address, contain the accounts to be charged
and the default percentage splits for the line
items.

Item Information and Description Screen

This screen records the line item costs,
description, and must be completed for each
line item.

Split Screen

This screen is only used if you do not want to
use the default percentage splits specified on
the Account Screen. It allows you to distribute
items costs differently for each line item.
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Header & Account Screen

Purchasing Guidelines
QSS & Purchasing Information

To add a requisition, the user needs to be on
the following screen. Review the navigation
tips below before attempting to input a
requisition.

2 3 1
B sliEe) FIED S @)
File Edit Connection Setup Wiews Help
L) 90 - o o H.0 5 () QA
Add/R Requisitio 4
5 equis o be 036334
2EIS- 052103 endo o/Add 99999000 sg: @
De D D Dp g o 0000
b d b 8.2504 6
7 0000 Buyer: D b d
e JHNET 30 OB ESTINATION
o Ro g i< HEPURCHGROUP
8 Re
TO BE ASSIGNED
d Ob O o g adg
>
9 >
>
>
Select Show Frevious @ Select Page Ac# @ Page AcH @ Go to Return
Option Shp Addr @ Screen Req # Backward @l Forward Itemsz To Menu
fi9,6 [ [ [ I I [ [np [70092 [connected | [nsvt://qssp.sccoe.oxg:1570 |

Default Fields---System generated

Requisition Number
Date
Tax

Section 1, Page 28a
1/6/04



Purchasing Guidelines
QSS & Purchasing Information

Required Fields---user need to provide information

#1

#2
#3

#4

#5

#6

#7

#8

#9

Vendor Number—Ilook under “Vendor
Look UP” for detail.

Description of the requested item(s).
Choose among the following options:
PO-Regular purchase Order
BP-Blanket PO

PE-Emergency PO

Identify where item purchase should be
delivered.

Include the user last name, initial of first
name, phone and mail code.

Specify when product is required at the
requestor’s location.

All blanket PO should have a beginning
and ending message (B1 for

beginning and Exceed for ending on all
Blanket PO).

Identify what commodity code the
product is—it is very important that
requisition have commodity code for
timely process.

Input the twelve (12) digits pseudo code
(refer to Pseudo Code section for
detail) from where expense will be
withdrawn. Should you have multiple
accounts, refer to “Account Distribution”
heading for more information.

Note: We have just finished inputting the header
screen for the requisition. To proceed, press
<ENTER> and F7 (GOTO TO ITEM). This will
bring up the Item Information Screen (page 15)
where the users provide information such as
Quantity, Unit of Measurement, Cost, Tax, and
Description of the product being requested.
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Note: Item Information Screen

10 11 13 14 15
M Reflection for the Web - gssp || [l | = g@

File Edit Connmection Setup  Views Hel

District: 90 Fequisition Entry for P.O.'s QSS/0ASIS - |
RQ:036498 PO: Add/R Regquisitions
Item Print Sp.it Qty Unit. Unit Cost Total Cost Tax Stk No FA

1 oBooor ol 71 cooofll 1 ool |

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

Sub total:
Subj to tax: m Rate: % Tax:
Total:
L Fnd Resc Y Objt SO Goal Func CstCtr Ste Mngr
. BO0-0000-0-5710-11-0000-7200-721040-000-2100

Select Copy Stk Back to Page Ac# Page Dsc@Page Dsc @ Go to Feturn
Option Desc Cur Item| Forward Backward [ Forward Next Itm|l To Menu

79 | [ [ | [ | | ve 70092 | conneotea | |ne://qusp.soone oxg: R0 |

/N N\

Note: Should the user require more room for description, press F6. | F7
To go back to previous description screen, press F5.

#10 With option A, the percentage is merely
default splits that can be applied to the line
items. However, you can disregard these
splits and change them for any line item
under option A Split Screen.

#11 Enter the quantity of the item.

#12 Enter the description for the product
being requested (color, part number, etc....)

#13 Enter up to four characters to specify
the unit of issue for the vendor. For example:
each, lot, box, case, etc......

#14  Enter the cost of each unit. Up to four
decimal places are provided for fractional
cents, if necessary.

#15 Enter Y to have the program calculate
tax on the item; enter N to keep the program
from calculating tax.
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Once the entry is complete, press Go to Next
Item (F7). At this point the user can add
another item or save the requisition.***Write
down the number for the requisition for your
reference. Press Update Request (F4) to
save the requisition.

CHANGE A REQUISITION

1. Change can only be made by the user when
the requisition has not been approved by the
user. To make a change:

2. Type C in the Option field on the Requisition
Entry for P.O. screen and press <Enter>.

3. The Requisition number is displayed. Type
the number of the requisition the user entered
and press <Enter>.

4. Use Tab to move the cursor to the where the
change needs to be made, make the change(s)
and press <Enter>.

5. Once the change(s) have been made, press
Go To Item (F7) to display the next screen.

6. Press Update Request (F4). The screen
prompts: “Really update this requisition?”

7. Type Y and press <Enter> to save your
changes.

VIEW REQUISITION LINE ITEMS

Use option V to quickly view a Purchase Order
/ Requisition.

Type V in the Option field, on the PO
Requisition — Option Screen.

1. Then press <Enter>.

2. The Requisition Entry for P.O screen will
come up. Input either the requisition
number or the purchase order and press
<Enter>.

Note: See example on the next page:
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Bl Reflection for the Web - gssp.

File Edi Conmection Setup Views Help

District: 90 Requisition Entry for P.0.'s QSS/0ASIS

oOption (H for help): ﬂ

M Reflection for the Web - gssp
File Edit Connection Setup Views Help
District: 90 Requisition Entry for P.0.'s QSS/0ASIS
View Requisition
Requisition No: [Ue[3{el] Purchase Order HNo: - Year:

M Reflection for the Web - gssp
File Edit Conmection Setup Views Help
District: 90 Requisition Entry for P.O.'s QSS/0ASIS
View/R Requisition
Year: 03 Requisition No: 036309 Purchase Order No: 502168 Stores:
Vendor No/Addr: 006039/00 TRES AMIGOS TIRES
Site: 0000 Submitted by: BOER, D. X6941 MC225 3
Item Split Ordrd/Rcvd Unit Unit Cost Total Cost Tx Stk No FA
1/0 LOT 800.0000 800.00 Y
INCREASE TO BPO# 033057
TO COVER MAY AND JUNE 2003 EXPENSES

FOR REPAIR & REPLACEMENT OF TIRES,
ROAD SERVICE, AND TOWING FOR ALL
HEAD START FOOD PRODUCTION CENTER
VEHICLES.

AUTHORIZED RELEASE FORM SIGNATURES:
TONI POWELL OR ADELINE ARCE OR TERRY
HENNEGHAN

CANCELS & SUPERSCEDES BPO# 033057

***DO NOT MAIL OR FAX PO***

THIS INCREASE SHOULD LAST UNTIL
Orig Print Date: 06/02/2003 # Times Printed: 1

Select InstaPrt InstaPrt Show Page Page Show Return
REQ/PO Desc DescAcCt Acct Dtl Backward For(ard Rcpt Dtl @ To Menu
| Ins

23,80 | | || [ | | [np | 70092 | connected

/yssp. sccoe . ogg: 1570 |

Use F5 & F6 to toggle between
multiple pages.

INSPECT A REQUISITION

This option allows you to display both
requisition and purchase order. Most fields are
the same as the ADD option, except that they
are read-only. To inspect a requisition or
purchase order:

1. Use option | to quickly inspect a
Purchase Order / Requisition.

2. Type | in the Option field, on the
Requisition Entry for P.O. Option
Screen.

3. Then press <Enter>.
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4. The Requisition Entry for P.O screen will
come up.

5. Input either the requisition number or
the purchase order and press <Enter>.

VIEW STATUS OF REQUISITION / PURCHASE ORDER

Users can view the status of their requisition.

1. Type W in the Option field on the Requisition
Entry for P.O. screen and press <Enter>.

2. The Requisition number and Purchase Order
are displayed. The user only needs to input
one of the two fields to access the status.
Input either the requisition number or the
purchase order number the press <Enter>.

3. The status of the requisition / purchase order
will appear. See below for sample:
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Connection Setup Views  Help

rict: 90 PURCHASE ORDER PROCESSING (SC-PH-MAIN) Santa Clara COE
Year: 03

")

.Select an option (H for help)

P.0. ENCUMBERING (POENCM)
P.0. REQUISITIONS (PXENCM)
REQUEST REMOTE REQUISITION REVIEW REPORTS (PXRQST)
REQUEST REQUISITION REVIEW REPORTS (PXRQST)
PRINT PURCHASE ORDERS (PXRQST)
LAUNCH JOB TO UPDATE PO DATE PRINTED (PXRQST)
. MAINTAIN MASTER FILES (SC-PURMNT-TRN)
PURCHASING REPORTS (SC-PO-R-TRAIN)
P.0. HEIRACHY (SC-PO-HI-MAIN)
REMOTE PURCHASE ORDER ENTRY (SC-PQ-REM-CLK)
RESET PRINT DATE (PXENCM)
FINANCIAL INQUIRY & REPORTS

v
=P
O WoO-J0n s WKN -

[
N

M Reflection for the Web - qssp

Fle Edit Connection Setup Views Help

District: 90 Requisition Entry for P.0.'s

Option (H for help): w

M Reflection for the Web - gssp
Fle Edt Connection Setup Views Help
District: 90 Requisition Entry for P.0.'s QSS/0ASIS
Status of Requisitien
Requisition No: (E[¥[iE] Purchase Order No:

M Reflection for the Web - gssp
Fle Edb Conmection Setup Yiews Help
Eistrict: 90 Requisition Approval Queue Management QSS/0ASIS
User: LAMVAZQC Requisition History

Req No: 036309 INCREASE TO BPO# 033057
Group: HDSTARTGROUP GROUP Page: 1 of 1

00 01 00 BOERD BOERD 05/20/03 1
00 02 00 HEADSTARTACT SOHALR 05/29/03
00 03 00 HEADSTART VILLARLE 05/30/03
00 04 00 BUYER 3 CAVIGLIN 06/02/03 1
00 05 00 PUR MANAGER BURSCHA 06/02/03
00 06 00 CHRIS LAMVAZQC 06/02/03

Assigned PO§# 502168 Printed: 06/02/03 Times printed: 1
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REQUISITION APPROVAL

Once a requisition has been entered and
saved, the user will need to approve the
requisition from the user’s “Requisition
Approval Que Management” or the
requisition will not proceed to the next
stage of the routing process.

There are several ways to get access to the
approval que. One way is by going to:
Purchasing-P.O. Requisition-Option “M.”

Ml Reflection for the Web - gssp

File Edit Connection Setup Views Help

District: 90 Requisition Entry for P.O.'s QSS/0ASIS

Option (H for help): H
options are:
Add a requisition
Inspect Board, Budget and Purchasing Approval Data
Change a requisition
Delete a requisition B
This message OptIOI’l “M” f0r
Inspect a requisition approval
Requisition Approval Queue Managemen|
Quick Add a requisition
View requisition line items
What is the status of a requisition
Add a requisition - Multiple Items
Request transaction report
Exit program

A
B
c
D
H
I
M
Q
v
W
z
R
E

After press option “M” the approval que will
appear and all requisition listed in this que will
need the user’s approval to proceed to the next
stage in the hierarchy process. To approval,
press the letter “A” on the appropriate cell then
press <Enter> then F7 to complete the
approval process.

The user can also press F3 to approve all the
requisitions in the que. However, we do not
recommend this action without first reviewing
all requisitions in question.
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M Reflection for the Web - gssp

File Edit Connection Setup Views Help

District: 90 Requisition Approval Queue Management QSS/0ASIS
User: LAMVAZQC Total # Reqgs: 1 Page: 1 of 1
Se Req No Vendor Amount Dt Added Subt By PO NT

A 1 040006 AT & T WIRELESS SERVICES 200.00 07/01/03 DITTONC P
“A” for approve

RORQMG H.00.07 compiled 07/23/02

Refresh Req Appr All @ Next Continue @ Return
Data Entry On Page Feys to Menu
‘5,2 ” ” || ” ” || | " hp ” 70092 ” Connected || ” nsvt://yssp.sccoe. oxg:1570 |
A

F3 will approve all requisitions in the que.
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