BUSINESSPLUS 23.5 TRAINING

Presentation

Jason Davis, Financial Systems Coordinator




BUSINESS PLUS FINANCIAL SYSTEM 03

What is BusinessPLUS?
(dBusinessPLUS is the official Financial system of the District
dThe system tracks all budgetary and financial information

How to gain access to BusinessPLUS

dDownload and complete form on website “BusinessPLUS
Access Request Form” https://www.slps.org/Page/23540

JEmail completed form to: BusinessPLUShelp@slps.org



https://www.slps.org/Page/23540

BUSINESS PLUS FINANCIAL SYSTEM ﬂ@m

Logging into BusinessPLUS:

( Any Browser)

Locked out of BusinessPLUS?:
Contact the District’s helpdesk at 345-5757 or helpdesk@slps.org

Budget Reports & Transactions:
JGL_5000: Budget to Actual Report
(Create /Update BU Set — GLBUBAUB (Budget Transfer)

Procurement Reports & Transactions:
(APO3001: Purchase Order Status Inquiry Report
Purchase Request — POUPPR (Purchase Req)
U Create Contracts & Amendments — CMUPCM
Receiving Information — POUPRC (Goods Receipt)

Schedule one-on-one BusinessPLUS Training
Contact Jason.Davis2 @slps.org



https://bp2.slps.org/screens/ui/login
mailto:helpdesk@slps.org
mailto:Stephanie.Piatt@slps.org

AGENDA

 Log In Screen
1 Schools/Department Tab
 Frequently Asked Questions(FAQ)-Hands-on Assessment

How do | look up my budget?

How do | enter a requisition? (General & Blanket)
How do | look up a vendor?

How do | attach a quote?

How do | submit a requisition?

How do | check the requisition approval status?
How do | enter a Budget Transfer?

How to enter a PunchOut order?

How do | enter a Contract?

How do | enter a Good’s Receipt?

How do | check the status of an order or payment?



Log In Screen

Welcome to
BusinessPlus

Username

‘ Jusername

Password

Password

Forgot your Password?

HJ@ PowerSchool

© PowerSchool Group LLC and/or its affiliates.

All rademarks are either owned or licensed by PowerSchool Group LLC
or its affiliates.

You can only sign into one device at a time there is no concurrent login. i.e. PC
or Laptop. You can use any browser to log in to B+ 22.4.& €® & &P



New Dashboard & Schools Dept. Tab

H]@ BusinessPlus

= Menu

Complete Menu Schools/Departments

CM Contract Managememt School Disc 'E‘:i:Jra":.-'IS Personal Dashboard
GL General Ledger

Purchase Requisitions, Ord...
PO Purchasing

L}

POUPPR Purchase Requests

]

Sl Stores Inventory POUPRC Receiving Information

& POUPPP PunchOut Web Shopping

Budget Transfers

& GLBUBAUB Create/Update BU Set

«Q

General Ledgg

2]

~

Schools/Departments

Contracts

& CMUPCM Contract Management

& CMUPTK Contract Tracking

ST LOUIS PS TEST

© A Workflow Approvals O A
Go to Workflow Tasklist
No tasks
Refreshed at Thursday, March 16, 2023 8:18:117  CD
In Office
Reports 20 A

PQ3001;

GL5000_SLPS: General Budget to Actual ...




BUDGET TO ACTUAL REPORT

How do | look up my budget?

Schools/Department Tab
Click on icon labeled GL5000 SLPS:General

Budget to Actual
Reports e A

PO3001: Purchase Order Status Inguiry
< |E GL5000_SLPS: General Budget to Actual with ... >




BUDGET TO ACTUAL REPORT

4. Click on the “GL5000 SLPS: General Budget to Actual with
Encumbrances” report and the below box will appear:

m@ BusinessPlus GL5000_SLPS: General Budget to Actual with Encumbrances

Selection Criteria Default e

Enter the Report Date:
Enter the Default Budget Version:
Excel Output ? (Y or N)

Fund (Key Part 01)

Funds to exclude: fens
Function (Key Part 02):
Location (Key Part 03)
Project (Key Part 05)
Year (Key Part 06)
Object
e [
Short Cut Help
To view GOB Funds: To view Grant Funds:
For Fund Enter: 110, 210, 410 Funds to exclude: 110, 210, 410




BUDGET TO ACTUAL REPORT

3TLOUIS PUBLIC SCHOOLS

Budget to Actuals with Encumbrances

Fiscal Year: 2020 Report Date: 06/04/2020

Original Current Available
Account Wit Description Budget Budget Encumb Actual Balance

Location: 4008WAdams Elementary
110-111 1 4000-000000-00 Meeting Expenses 1,500.00 1,500.00 0.00 0.00 1,500.00
110-1111-641101-4000-000000-00 General Supplies 20,082.00 24,279.60 12,190.44 5,336.44 3,752.72
110-1111-641104-4000-000000-00 Trophies/Awards/Incentives 2,000.00 2,000.00 0.00 109.90 1,890.10
110-1111-641201-4000-000000-00 Computers,laptops & iPads<31K 2,000.00 2,000.00 0.00 0.00 2,000.00
110-1111-641202-4000-000000-00 Technology Supplies 1,000.00 1,000.00 0.00 932.12 67.88
Project Total: 000000 - General 26,532.00 30,779.60 12,190.44 9,378.46 9,210.70
Fund Total: 110 - General 26,582.00 30,779.60 12,190.44 9,370.46 9,210.70
Location Total: 4000 Adams Elementary 26,532.00 30,779.60 12,190.44 9,373.46 9,210.70
Grand Total 26,532.00 30,779.60 12,190.44 9,378.46 9,210.70

ACCOUNT STRUCTURE
Fund | Function Object Location Project Fiscal Year
110 1111 634302 4000 000000 00

Object Description: This object code is a 6 digit number that describes the type of expenditure e.g. 641101- supplies

Original Budget: This represents the adopted original budget that was approved by the board

Current Budget: This represents adjustments to the original budget e.g. budget transfers, etc.

Ecumb (Encumbrances): A dollar amount held (committed) to pay for goods or services.

Actual: shows the dollar amount that was actually paid from your budget

Available Balance: indicates the dollar amount available to spend. Current Budget minus Encumbrances/Actuals = Available Balance




BUDGET TO ACTUAL REPORT

1 Check budget report prior to completing a budget
transfer or entering a purchase requisition

JQuestions about your budget to actual report, contact
your assigned Finance Analyst

JAny negative available budget, contact your assigned
Finance Analyst to help resolve

10



PURCHASE REQUISITIONS

A purchase requisition is used to purchase goods or
services through an SLPS authorized vendor, examples
include the following:

dSupplies
dTechnology supplies
dFurniture

dGeneral requisition purchases entered in BusinessPLUS
must be greater than $25

11



REQUISITION WORKFLOW (@1}

GOB Purchase < $5000 Purchase > $5000




PURCHASE REQUISITIONS

A There is no maximum number of lines on a requisition
J External vs Internal attachments

J External attachment will route to the vendor

dinternal attachment will route to the Procurement Dept.
dIf known, shipping charges need to be included on the PR

(A Never include a PO number on the entry screen

JALWAYS include the quantity and unit of measure e.g. box,
carton, PU(services)

13



PURCHASE REQUISITION Video

slps.org/cms/lib/MO01001157/Centricity/Domain/12/How
To Complete a Purchase Requisition.webm

Upon review of the video, we will enter a requisition.

14


https://www.slps.org/cms/lib/MO01001157/Centricity/Domain/12/How%20To%20Complete%20a%20Purchase%20Requisition.webm
https://www.slps.org/cms/lib/MO01001157/Centricity/Domain/12/How%20To%20Complete%20a%20Purchase%20Requisition.webm

SAINT LIS

PUBLE SEHTOLE

Stock Layout Set Up — PR

Q. Search =
iE 0O Add
Records
C Reselect PR Number= [d PO Number ] Status* PR - Security Code 9780 A
& Field Help Requested By Jason Davis Date Requested 05/25/2023 PO Total 0.00
e About
PR Total
B® Threaded Notes Vendor 1D =
&' Screen Links
Vendor Name Ship To 1D §780 =]

& Attachments
FISCAL CONT OFFICER

Pending Tasks

=~ Reload Record

"D Revert Changes
Manage Layouts
Save Changes

BEE Export to Excel

Layout School Sample v|
& Tools 3 Stock

MName: Group Layouts
#22 Layout Management -~ School Sample

Default Layout:

Start Designer
Undo Layout

Remaove Default Larout
Manags Eayouis m g >

Each user will have to manually set the “School Sample” layout upon entering a Purchase
Req. This option is only available under the “Purchase Request” section on the Schools/Dept
Tab. This function will set up the default Purchase Requisition entry screen.




PURCHASE REQUISITIONS

How do | enter a requisition?

How do | look up a vendor?

How do | attach a quote?

How do | submit a requisition?

How do | check the requisition approval status?

Schools/Department Tab
Click on icon labeled Purchase Requests

Purchase Requisitions, Ordersan... < @ A

@UPPR Purchase F:equeD

POUPRC Receiving Information

e
& POUPPP PunchOut Web Shopping
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Internal Attachment

Menu =
Search
Records
Reselect
Field Help

About

5 ¢ b 0@ P

Threaded Notes

' Screen Links

Pending Tasks

B

0

Reload Record
Revert Changes
Save Changes

Export to Excel

" B B O

Tools 3

2 Layout Management 3

docurhent to an email.

i2 O Add
PR Number= L4 PO Number ¥ Status= PR ~  Security Code 978 -
Requested By Jason Davis Date Requested 05/25/2023 PO Total 0.00
PR Todal
Wendor ID =
Vendor Mame Ship To ID 9780 m
|SCAL CONT OFFICER
Attachments B 0 Add
m PR Humber* L PO Number L Status PR »  Sacurly Code -
e —
‘ Add New Attachment ' Requested By |ason Davis Diate Requested 5252023 E PO Total 0.00
PR Total
SE4rch (B po Q Vendor 1D =
Vender Mame Ship To ID 9780 =

FESCAL CONT OFFICE —
-
b}
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Internal Attachment

Add New Attached ltem

Description

Browse... Choose Document

Purchase Request Internal - Purchase Document

Contract - Purchase Document
Purchase Request External - Purchase Document

Purchase Request Internal - Purchase Document

18



BLANKET REQUISITIONS

dBlanket requisition is used when creating requisitions
that require multi-lists such as, library books,
maintenance supplies, textbook and services that are
not contract related

JExamples of when to complete a blanket requisitions:
dField Trip Transportation expenses (e.g. First
Student)

19



BLANKET REQUISITIONS

HOW TO CREATE A BLANKET PURCHASE ORDER (PO}

A blanket order is a purchase order the requestor makes with its supplier, which may contain
multiple delivery dates, scheduled over an agreed period of time, often negotiated to take
advantage of predetermined pricing. Blanket purchase order use may be restricted by
Department needs. Normally used when there is a recurring need for expendable goods such
as library books, custodial maintenance supplies and textbooks.

Follow steps 1 — 14 on “"HOW TO CREATE A PURCHASE REQUISITION"

15. On the Details section, change the PO type to “B", which represents Blanket
PO Typa * £ - |
. Elanket Ami ) o
16. Click on section, and enter the total dollar amount of the Blanket requisition:

Blanket Amid 0.00

17. Once the changes are made, hit the “enter” key from the keyboard to save the changes,
record accepted” Iﬁ"‘ Fecors accestes | wiil| appear.

20



BLANKET REQUISITIONS

”JD BusinessPlus Purchase Requests (POUPPR)

Menu x
= < > + W Edit 10of9 B2~
Q Search
PR Number= R0O040031 ¥ PO Number & Status = PR - Security Code 9780 -
E Records
Requested By Jason Davis Date Requested 05/26/2023 PO Total 0.00
C' Reselect
PR Total 80.00
& Field Help Vendor ID V600020 B
© About Vendor Name TEST DO NOT USE Ship To ID 9780 =
B Threaded Notes FISCAL CONT OFFICER
' Screen Links
Details
& Attachments
Board Res Vend Account
Pending Tasks
Bid Number = Contract Number
Z Reload Record
Deliver To Buyer =
"D Revert Changes
- - PO Type* - Blanket Amt
A Save Changes
Requisition Codes
B8 Export to Excel q
Req Code 1 - Req Code 2 -
#& Tools > @ .
Layout Management > Items Notes
2 <+ w Edit =~
Item Number Catalog Number Account Unit Price Units Quantity

21



BUDGET TRANSFER

1 In some instances, you may need to move budget from
one object code to another object code to complete a
purchase requisition or voucher

General
Supplies

Uniforms

22



BUDGET TRANSFER WORKFLOW =”m




BUDGET TRANSFER

SINGLE TRANSACTION BUDGET TRANSFERS:
1.

Log into BusinessPlus, Click on the “Schools/Department” Tab, Click on “Create/Update
Bu Set — GLBBUBAUB"™ under the Budget Transfer category

Budget Transfers

Q
o

-~
E GLBUBAUE Create/Update BU Set

A dialogue box will appear as shown below. Confirm that the Set Tab is selected.

e Budgzet Adjustment
=

< 2 + W

Set 1D BO014676

2. Click the + to place you in entry mode, then to create the batch, click the " lighting
BTCHIDE
bolt in the Set ID field, select

from the drop-down menu to obtain the
next auto-generated Set ID number, and then press Enter (on your keyboard).

sar Budger Adjuscment
- L] Add
Set 1D BOO14ATO0 ¥

3. You should receive a confirmation stating that the record is accepted.
4. Select the “Budget Adjustment” tab to begin the entry of your budget transfer

Set Budget Adjustment

24



BUDGET TRANSFER

¥ -
5. Click the lighting bolt in the Reference field, then select =-'~ from the drop-down
menu to obtain the next auto-generated reference number.

Sl D BOO14700 Reference® BUOGN15352 |
Under the Main Tab:
Main
i= add
Deastripdens Figcal Foars 203 = Dalas 131453333 =]
Froan o -
s
Transaction Tppes = Te Apcouni Trss Frie Apoount Tips
Remtor - T Estancs Tyie Fredw Babances Trpe
Basiget Version = - AdpEtTe From Aduaieent

Fard Typa* -

Wal

a. Description: Enter a description that will support the rationale/justification for the
budget transfer (30 maximum characters). Please use the Notes Tab to provide or
expound on a rationale/fjustification.

b. Toand From: Enter or click on the ellipsis to view the drop-down menu and
selact Lookup Account to obtain the fully qualified accounts [FQA) that will be
adjusted. Enter specific information to filter and identify desired accounts and select
Ok to complete the Account Lookup selection.

c. Amount: Enter the amount of the transfer.

25



BUDGET TRANSFER

d. Transaction Type: Always select T Transfer and create new associations as needed
from the drop-down menu.
e. Reason: Select the following from the drop down menu:
a. BAPP — Board Approved
b. BUD- nen-granted funded transfers
c. GRNT — Grant funded transfers
d. NONE- Do not select this option

BAPP — Board Approved transfers:

(1) That exceads $50,000 per transaction

(2) Between different funds (e.g. 110 and 210)

(3) With object 634301 for out of town travel and conferences.

All budget transfers reguesting a transfer to object 634301 — Qul
of Town Travel should include the following information under
the NOTES tab:

1. Conference Name

2. Confersnce Attendee(s)

3. Conference location

4, Conference dates

f. Budget Version: Select the following from the drop down menu:
e. BA Adjustments - (for non-grant funds)
f. GA Adjustments- (for Grant funds)

g. Fund Type: Select RB Rebudget from the drop-down menu.
h. Press Enter (on the keyboard) to complete the transaction.

6. To confirm that the transaction is complete, a notification | will be
displayed.

The Account To line will disappear after the record accepted button is pressed.

hocount® BL v B —_— - - v =

Fram [ERL 4 Il LI 400 i o8 |-

26



BUDGET TRANSFER Recap

 All budget transfers will be approved by Financial
Management Office (FMO)

J Confirm budget availability prior to entering a budget
transfer

dBudget transfers from GOB funds to Grant Funds are
not allowed

27



PUNCHOUT ORDERING

(JPunchOut is used to create an easy purchasing application for
commonly used vendors. The vendors currently are Office
Essentials, School Specialty, Dell, Amazon, and Lakeshore
Learning Materials.

d Essentially you build your cart on the vendor’s website through
the PunchOut tab, upon clicking the payment option the system
will route to a Purchase Req with your line items added for you
to approve as normal.

(A Step by Step instructions are included in the BusinessPLUS
22.4 Finance Division Training Manual, page 46

28



PUNCHOUT ORDERING

PunchOut Web Shopping (POUPPP)

PunchOut Vendors

Shop vendor ID Vendor Mame
= V&00000098 LAKESHORE LEARNING MATERIALS )
= We00001 131 SCHOOL SPECIALTY LLC
= We00010887 OFFICE ESSENTIALS INC
= VWs0001 2065 AMAZON CAPITAL SERVICES INC

Fimance Defaults

Account:™

GL - I )
Ship To 1D =] Ship To Addr -
Product Code N Security Code o780 - i 3l T TTic
Tax Code - Warahousa -
Fixed Assei? D

This page is accessed using the Schools/Departments Tab “Purchase Requisition Section”-
“PunchOut Web Shopping ”

29



PUNCHOUT Rules

PunchOut orders can only be ordered by one Object Code
i.e. (General Supplies). If you have items that fall under a
different object code i.e. (Tech Supplies) then you need to
generate a separate PunchOut order. PunchOut orders
cannot be changed or edited after you have exited the
vendor’s site. Finance will reject the Purchase Requisition if
you have multiple object code items on a PunchOut order.

Note: Amazon Orders have 7 days from the punchout date to complete the entire
workflow approval process to ensure cart pricing remains locked in during that

time.

30



PUNCHOUT Video

slps.org/cms/lib/MO01001157/Centricity/Domain/12/Pu
nchOut Video.webm

Upon review of the video, we will enter some PunchOut
Orders.

31


https://www.slps.org/cms/lib/MO01001157/Centricity/Domain/12/PunchOut%20Video.webm
https://www.slps.org/cms/lib/MO01001157/Centricity/Domain/12/PunchOut%20Video.webm

PUNCHOUT ORDERING

How to enter a PunchOQut order?

Schools/Department Tab
Click on icon labeled PunchOut Web Shopping

Purchase Requisitions, Orders an... < @ A

E POUPPR Furchase Requests
E POUPRC Receiving Information

@ouppp PunchOut Web Shc@

32



CONTRACTS

A contract requisition is used when seeking professional
services, service agreements, maintenance services,
professional development workshops, etc.

How do | enter a contract?

Schools/Department Tab
Click on icon labeled Purchase Requests

Q
o
>

Contracts

@UPCM Contract Manag-@

E CMUPTK Contract Tracking

33



CONTRACTS

1. To create a Contract Requisition, begin by clicking on Contracts Management — CMUPCM
on your Schools / Departments Tab. Please ensure that your source document provides the
Budget Account Number, Vendor Name, Ship to address and any special notes.

2. Click on the + lcon at the top of the screen to bring up a contract management —entry

screen

¥ T
3. Onthe “Contract No:” field, Click on the | lighting bolt, select CONTNUM and
document your Contract No:

CONTMURM

Contract Mo # 0001901 ¥

4. Inthe “Contractor ID” field enter the Contractor ID Number or look up the Contractor ID

number by clicking on the icon and selecting Lookup Cirl+L

Contractor D= =

34



CONTRACTS

5. Enter a portion of the Contractor’s name and press Enter (it is not necessary to enter full
name). The system will display names matching the characters entered. Select the
appropriate ID by highlighting it and clicking OK. Double clicking will also pull the ID back
into the record.

Data Lok

Heaichi 10 SN & =

PEID Hame Security O Pegln Cacke

VECOHHI 467 AMERICAN WATER TREATMENT INC  VEMDIOR

H‘...'

Cooe= Agdress Line 1 Address Lins 2 Address Lin= 3 Agdress Line 4

6324 BARTMWER BNDUSTRLAL DRVE

In the “Desc:” field enter a brief description of the contract.

Desc * Chemical water [reatiment Contr ﬂ;i

35



CONTRACTS

Inthe " fialg clicking on the Dropdown button and select the Department that is

responsible for managing the contract:

Q|

Code Description
*

ACAD  Academics

CTE Caresr Technical Education

EE Elementary Education

EEC Early Childhhood

FIM Finance

FMS Food Mutrition Sarvices -
IntheInthe P&~

field clicking on the Dropdown button and select the appropriate type
of contract:

Code Description

B Basic Contract

CcR Contract Renewa

MU temomndum of Understanding (M3U
S8 Service Agresment

36



CONTRACTS

Original Amt

Amendment Total

RFF/BID No

Encumbrance Total

Im the “Original Amt"” enter the total dollar amount of the contract
Im the “Begin Dt" field, enter the beginning date of the contract
Im the “Current End Dt field, enter the end date of the contract
Enter the “"RFP/Bid Mo:" field, if applicable
oOn the “Contract Details™ tab on the “Comments™ field, enter contract details

Y  Begin Dix

Y  Assoc Cont

Y  Contingency Amt

Y  Amendments

Caie [ Py Amendmens

@mr

=

T

000 | Y

Current End Dt

Administrator

Y FRHNo T
Current Max Total .00 | Y
T

=eaEnd Coepieie

Jawrd

37



FEUCIT RS

CONTRACTS \

. On the "Encumbrance” tab, click on the ellipsis button and select “Lookup Account™ to
search for your specific line item account

Contract Details Dates Retainage Amendments Encumbrances

= Add

Item No* 1 Fiscal Year 2023 v Request Di* 06/20/2023 Division

Item Total 0.00

Account

6L v FUND FUNC 08 Lo PRO VEAR - a0

Description =

Amount

Populate the applicable fields for the account you are using, and click Ok. A list will appear
of account numbers for your department. Double dick on the appropriate Acoount to hawve
the system bring it up onto the Encumbrance tab.

In the Description Field, enter a Description that identifies the purpose of the Contract. This
Description will populate the Description Field on the Purchase Order. In the Amount
Field, enter the amount of the Contract.

To add attachments such as a “Contract” and / or “Letter to Proceed”, click on the
# Attachments
tab, on the left side panel of the screen. Click on “Add Attachment”.

The “Attachment Dialog™ box will appear, enter a Description in the Description Field. Click
on Browse, Select your Document, Click on Attach.

38



CONTRACTS

Add Mew Attached Item

| CONract - Comract Managament

(e ) IR

##*%¥press Enter to save Contract to get “Record Accepted™ message****

Once you hawve entered all information for the contract press, click on the

& Tools

Ledger Semings
Liser SeTmngs
Wiesw (Last Chwan Ju
Repeat La

[ =T

Send Comvtreasct tos FIO0
Copy Lontract
Fecalc Percent Complete

Internal Change rder

tab. Click on “Send Contract PO™ and click “send”
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CONTRACTS

You will see the below message if the job ran successfully:

Send Contract to PO

COnract h OO 1 S5

Processing SUrmmany:

Tazk 1 of 5 - Contract amendment processing complets

Successiully progessed 0 amendmens

Task 2 of 5 - Send Contract to PO processing complete.

Coniract was successfully sent to Purchasing

Tersk 2 of 5 - Contract adjustment processing complete

Contract AMmousnts were successfully ad)usted

Task 4 0f 5 - Pre-enCumbrance processing complens
azk S of 5 - Encumbrance processing complere

Encumbrance was suCcessfully ompleted

- II o m

Once the contract is successfully sent to a PO, the contract requisition is routed through the
Workflow System. You must log into the "Enter Purchase Requisition — POUPPR" screen to
approve the contract from the workflow tab

Please Note: If the contract is not approved in the requisition screen, it is not processed,
and a Purchase Order will never be generated!

40



CONTRACTS Approval

Begin by logging into BusinessPlus, click on the Schools/Departments Tab. Under Workflow
Approvals, Select PR Approval . Please note: if you have the ability to initiate and approve
requisitions, you will be required to approve all activities that you initiate.

Schools/Departments
A LGOI LA AT e
L] ]
4
Purdhase Resquisitans, Orders an. =~ S Contracts oo oA o oA
i FOUPFA Purcens Besoue st B CHUPCM Conirac klansgemen e b Wkl Tagkhas
B FOUPRS Recerong Imermatan B CMUPTH Conma Trackng PR &pgrowal 51, Leuis PS5 (1]
Bl POUPER Puncndit et Shopmng s I
Repers =R

Budper Transfers

e}
-
¥

B PO Purchese Order SEaTLE 19 iy

-
L}

LLHUHSUE Ll BUN0ES 200 Sag
LS00 _ A FE s Tl Budlel 0E Bl ual WA LN

41



entered and

Purchase Order Invoice \, / Schools/Central
‘ ,/ received and ‘ Office enter D| Check sent to
| approved in | 1 entered by “Receive on vendor )
| / \ SLPS Accounts Purchase” in ¢ Check $

BusinessPLUS Payable ,' - BusinessPLUS

O Items ordered and received by the school must be confirmed
O The “Receive on Purchase” transaction in BusinessPLUS is the school’s
confirmation that all items requested via the Purchase Order have been

received

O If the “Receive on Purchase” transaction is not completed, Accounts
Payable will not issue a vendor payment

42



GOODS RECEIPT ON PURCHASE

1. Click on Receive on Purchase Order — POUPRC Link

Purchase Requisitions, Ord... & @ A

E] POUPPR Purchase Requests

EJ POUPRC Receiving Information —

EJ POUPPP PunchQut Web Shopping

2. Enter the Purchase Order Number in the “PO Number” field

Purchase Order
PO Number* p0026476 Vendor REALLY GREAT READING COMPANY LLC
|End Use ShipTo 4990

Receiving Information

Date Received*  03/14/202 @ Camer Freight Packaging

Remarks

43



GOODS RECEIPT ON PURCHASE

é .
3. If all items have been received on the left side menu, click Receive All and then

Save Changes

4. If all iterms have not been received, you must bl znd enter the "Quantity

Accepted” for the line items that have been received

Receiving Information - Item No: O001

Quantity Rejected

(1}

Quantity Accepted

Amount Accepted Warehouse -

() Complet

11}

5. Click on “ , and complete “Quantity Accepted” or “Quantity Rejected” if

vou are returning items to the vendor. Click "Done”

6. Upon completion of the “Manual” receiving information click e

7. If there are additional comments, you can enter the comments within the Remarks section.
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PURCHASE ORDER REPORT

How do | look up the status of an order or payment on an
order?

Schools/Department Tab: Reports
Click onicon labeled PO 3001: Purchase Order Status Inquiry

Reports e A

@3(}(}1: Purchase Order Status In@

GL5000_SLPS: General Budget to Actual with ...

45



PURCHASE ORDER REPORT

Enter the Purchase Requisition or Purchase Order Number or enter the Wildcard * into the
Enter Purchase Requisition or Purchase Order Number Field. Click Submit

m@ BusinessPlus P0O3001: Purchase Order Status Inquiry

selection Criteria  |Selection Prompts v

Enter the Purchase Requisition or Purchase Order Number:

Vendor ID:

Vendor Name:

Can[e' m
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PURCHASE ORDER REPORT

The below report will appear

Master Information section: Shows the basic information of the PO that was entered, the
status and the items ordered:

Reporid Dhwiw: 0708/ 3009

RIS TER INFORMATIIN

S T T P e % emider T W endler Mame k-_ ut

FLOMHI0 534 FOCO 2R W] P63 WAREHOUSE OF FDCTURES THoG
Addrwaa: FI IF20 MARKET 5T FO Tedal Ameumi: 1B53 50

EATNT LOUTRE KO 431073
o el R exted by: Samh Bnascos Bl ikt il | Hmy. Dn: OB a20aE
A ce Appraved by Conscance Byod (LIEE) S e T Apr h: OTIHZ0I1E
Biadk Frimrad by W ORKFLOW Blanker P moing Primt De: 07 12/Z001E

Comiraci: Pl Type: P Entry Dh: OT I Z0IE
Ship Te: 4180 EN Fllag: 7 Faog Cedion Exgar De:

Bl T S il 4150 o o | | o |

End Vees SHEISOOE o e | | o | Buyes  CONET ANCE

. ITEAES

# Tiem Undr Pridce  Aocsmni Tawl THacomsr Exotemalled aralog Fs Prlmr
Chry Ohrlor el 17N Taxd Chargos  Werk Dwaler Ship To ™When Chz
School Furmicuns
L. ool ERESISO0 g 00000 01854010141 EO- L0000 S3.00 EO00 ELESI D 1ED6ZIT i
1 Ea S0.00 000 ____..--""""
51,8553 %0

Encumbrances: This sections shows what funds have been encumbered and what has been paid

Receiving detail: This section shows what Qty. items have been received via the “receive on purchase”
process. It also shows the Oty. paid that was entered by the AP department
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PURCHASE ORDER REPORT

ENCUMNMBRANCES
liem # PR Mumber Baich D Acconmi Fasi e EN Amosst  PIDV Amount Balance Tp
Hchood Fuminere
0301 RO000534 PO GL 110-1101-64 1000 41 BO-000000-00 LR LR b 51,853.50 0,00 S1B5350 EM
ooa1 RO000534 OHOMGESE  GL 1101111 =54 1101 <41 B0-000000-00 115018 2.0 51.E53.H 5000 FP
PO Balance: 5183350 3185350 S0.00
RECEIWTSG DETATL
Dhane Cruantity Qmantity Quamiity Fized

Bem ¥ Received Received Faid Damaged  User Entry Date Warehowse Ascet I

0l D20 2018 (L] Qo 000 LIWANISOZ04 02042018

L1} 1171973018 LA 100 000 SMOBRISTE. 117192018

1040 Lo 0.0

Open Hold Activity: This sections shows what has been paid including the account, check #, check date,
invoice and invoice date as well as the amount

OFEN HOLD ACTIVITY

em &  Sis Vomd I Sot 1D Ac cownd Chacl & Check Thie Bwiced Imwice Date Amoumi

ool PR VEOOOLTE OHODGERG  110-1101-62 1000 21 B0-(HOro0on D04 52857 112072008 180715250 0875072 18 1LB33.30
TOTAL AMOUNT CHECK AF 00452857 5185350
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BUSINESS PLUS FINANCIAL SYSTEM 43

Questions???
Don’t remember what we just covered??

Our page may have the answer for you. Visit our webpage at

? https://www.slps.org/Page/23540 ?
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https://www.slps.org/Page/23540
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THANK YOU
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