Procurement



Requisition (RQS)

1. Click Create and Search Financial Transactions.

Create and Search Shopper
Financial Transactions

&)

Find Commodities

Z
WE

BEdDRARE BB

Receiving Search Find a Vendor Expense Budget Expense Budget Revenue Budget Summary

(ESUM29L2) (RSUM)

@ X @} &

History

B,
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Click Create and Search
Financial Transactions

Worklist
&
Worklist
Total

Transaction Code

0

Others

Department & Transaction ID & Assigned Date &

No Records Found

2. Click Create.

Financial Transaction

G

Vendor Invoice Registry Vendor Transaction Paid Checks Check Reconcilliation Lifecycle Transaction

& - Search
g Transaction Code Transaction Dept Trar
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3. Enter Transaction Code, Transaction Dept, Transaction Unit, and
check Auto Numbering.
4. Click Continue.

Create Transaction

2
[}
&
* Transaction Code Transaction Unit
e RaS B 0910
£ [N W
a Click
ﬁ a Continue

Check Auto Numbering Enter your Unit

Enter your Department

Enter RQS

About | Privacy | Important Links |  Accessiblty CGl Advantage | ®Cslinc. 43BETAS9.

5. Click Show More.

Standard Requisition (RQS) okt | 3 G sumie fl £ sme | soveccine [

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 |

& et
[ Commodity
a — >
Iy = =
% :
Budget FY
T “tion Descripti
Actual Amount
$0.00 .
e —_ Click Show
Open/Closed Details
Closed Date Closed Amount ‘Open Amount
- $0.00 $0.00
Referenced Amount Total Tax Amount
$0.00 $0.00



BHDORABRE M

BRDORABRE BN

6. Enter Procurement Type or select a procurement type using the pick list.

Standard Requisition (RQS) oek 5

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

Created By: sbrice | Created On: 08/31/2021 | Modified By: sbrice | Modified On: 08/31/2021

~ Open/Closed Details

Closed Date

Record Date
MM/DD/YYYY (&)
Transaction Short Description

Accounting Profile

Procurement Type ID
1

PCard Expiration Date

Reporting 1

Roll Indication 1
No

Closed Amount

oo~

- Enter Procurement
Type

Reporting 2

Tax Profile

Open Amount

7. Scroll down to Contact and enter Requestor ID using the pick list. Or, if
the requestor is not on the pick list, enter Name, Phone Number and
Email (optional). A name and phone number are required whether
populated from the pick list or entered manually.

8. Click Save.

The contact information will populate after you click Save.

Standard Requisition (RQS) Dt B

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

< Open/Closed Details

Closed Date

Referenced Amount
$0.00

Closed Amount
$0.00

Total Tax Amount

Enter Requestor ID

Vendor Lists

Vendor List Template Code

New Vendor List Template Code

Prequalified List

New Vendor List Template Name

Open Amount
5000

Click Save

Team ID

Phone Number Phone Extension

New Vendor List Template Department



9. Scroll down to Default Shipping/Billing
The Shipping and Billing Locations will default from your User ID.
Verify that your shipping location is correct; use the pick list to change the
shipping location, if necessary.

10. Enter Shipping Method or select one using the pick list.

11.Enter 5 in Free on Board.

12.Enter Delivery Date or click on the calendar to specify date.

13. Specify Delivery Type.

14.Click Save.

Note: The Shipping Method will generally be Vendor Delivery (5) and the

Delivery Type will generally be Standard Ground.

Click Save
Enter Shipping _

LY Standard Requisition (RQS) «| Method [ soecco
e Department: 061 | Unit: 0910 | Transaction ID: 0831
f T Enter 5 in
I e sninoraing Free on
Y : Shipping Method Free On Board B O a rd
B
B

Billing Location E n te r |Additional Information :

Delivery Date Select Delivery Type

- Extended Description
15. Scroll back to the top and click the Commodity tab.
L Standard Requisition (RQS) « ow & | E3
e Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1
& el
Q Head A ting Distributi Vend: C dity Accounting Special Instructi
« I s o Jp— i | s
&
® :
H Created By: sbrice | Created On: 08/31/2021 | Modified By: sbrice | Modified On: 08/31/2021

N Click Commodity

o

?losnd Date :!On;gd ‘Amount ggzr;Amnum

Referenced Amount Total Tax Amount

$0.00 $0.00



16.Click the + sign to add a new line.

Standard Requisition (RQS) v e & | B

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

*Required fields
Header Accounting Distribution Vendor

B3HhRARAE AR

Commodity Group (1) Commodity Accounting Special Instructions
g Default CommodityGrop 5] | - | |- g
Commodity Group (1)
+ 5v O &
0Record! ViewperPage- 20 50 100 < Page0of0 > >
Commodity Line Commodity Commodity Line Description Item Total Amount Attachments.

No Records Found

Click + sign

Mbout | Privacy | ImportantLinks | Accessiblty

CGlAdvantage | ®Coiie 438ETASI)

17.Click the } to expand the section.

4 Standard Requisition (RQS) « o= (==

g Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

ﬁ *Required fields

[ Header Accounting Distribution Vendor Commodity Group (1) Commodity (1) Accounting Special Instructions

& Distribution % Legal Name Description Commodity Line Amount ‘Special Instructions Code o >

o g s B g g

@ Commodity Group (1)

B + B o @
ot e Pe—" O e o

Commodity Li Commodity Commadity Line Description o Total Amount Attachments

Click the } to expand

About | Privacy | Importantlinks | Accessibility
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18.Click Show More.

Standard Requisition (RQS)

L) Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

oraft B

& Header Accounting Distributi Vendor Sommodity Group (1) Commodity (1) Accounting Special Instructi
< |- . —_— SR >
“ g g g g
@ Commodity Group (1)
+ B o & @
B 1-10f 1 Rec - @ s Page1of 1 >
Commodity Li Commodity Commodity Line Description tem Total Amount Attachments
D = °
General Information Open/Closed Details References Shipping/Billing Specifications Tolerance
Line Typ Quantity Unit of Measure
~Select - 8
Unit Pri List Pri Discounted Unit Price
$0.00 B
ContractAmount o SeniceFrm ice To
/oYY YY 8

Click Show
More

CGl Advantage | ®CGiinc.

43BETAS39.]

19. Enter Commodity, or select one using the pick list.

20.Select Line Type (Item or Service).

For Line Type Service, see separate instructions below.

21.Enter Quantity.
22.Enter Unit of Measure.

If you are unsure of the abbreviation, select one using the pick list.

23.Enter Unit Price.
24.Enter Extended Description.

A detailed description of the item you are
25.Click Save.

Enter Commodity

Standard Requisition (RQS) ord

) Department: 061 | Unit: 0910 | Transaction ID: 083121000000000424

Click Save
requesting is required.

Select
Line Type

Commodity

=] @
Enter Quantity | =

$4,500.00

* Quantity
9.00000
List Pric
Service From Service To

M/DDYYY @ [ Mmooy i
Tax Profile

Extended Description

Global High Rise Task Chair #ABC123

Enter Unit Price

PCard ID PCard Expiration Date

Discounted Unit Price
$900.00

Accounting Profile

Enter Unit of
Measure

Enter Extended
Description

Allow Partial Receipts




For Line Type Service, follow these steps instead of steps 20-25:

Select Line Type Service.
Enter Contract Amount.

cpow

Enter Extended Description.

e. Click Save.

Enter Service From and Service To dates.

Note: Shipping or freight charges are considered a service.

LY Standard Requisition (RQS) «

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

Draft ]

Select
Line Type

e

Commodity Line Description

Line Amount

s \ Click Save

I I B
] ()

=

Item Total Amount

Shipping/Billing

Enter Service

Extended Description

Shipping

Enter Contract
Amount

~LineType ey = d
soniee rom an

unipr Lstprice Service To

Contract Amount Service From Service To Accounting Profil
100.00 10/01/2021 & 10/21/2021 ]

A g Templ: Tax Profile

Enter Extended
Description

Repeat steps 16-25 for each additional commodity you are requesting.

26. Scroll back to the top and click the Accounting Distribution tab.

LY Standard Requisition (RQS)

) Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

oraft B

[ Header Accounting Distribution Vendor
[ 8 Distribution % Legal Name
s I
B + Be o
ot
Commodity Line Com|

Commodity Line Description

ESES s
*Required fields

- D

Special Instructions

unt special Instructions Code
g

item Total Amount Attachments

Tolerance

Click Accounting
Service H . H

Distribution
Contract Amount Service From Service To
100.00 10/01/2021 ‘_] 10/21/2021
Accounting Template Tax Profile

No Code Description Extended Description

Unit of M
&
Discounted Unit Price
$900.00
Accounting Profile
&



27.Click the + sign to add a new line.

Ll Standard Requisition (RQS) «  ose e | B3

2 Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

& .

[ Head Accounting Distributi Vend: c dity (1 Accounting

2 (IS P e . - s

a &l 8 8 vams g | g

b @

B Page0 >
Distribution % Fund Department Unit Object Activity Attachments.

CGI Advantage | ®csik

28.Enter Accounting Template (sub-unit).
29. Enter Distribution % (100).
30.Enter Object Code (if all commodities are being charged to one object

code). If multiple object codes are being used, see separate instructions
below.

31.Click Save.

bl Standard Requisition (RQS) # oot | 3 EESEEEEEa

[} Department: 061 | Unit: 0910 | Transaction ID: 11222100000000044390 | Version: 1
g
y - 5= Enter Accounting Template .. Click Save
a 00000 g
b2
B + B o o @

1-10f 1 Records vewperPege- @) 50 00 < Pagelofl > >

Accounting Distribution Line Distribution % Accounting Template Fund Department Unit Object Activity Attachments

or i
_ mu.ogm E. j. j. E.mﬁ ;. ?

Enter Object Code

Enter Distribution %

About | Privacy | Importantlinks | Accessibity
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32.Click 3 Dots (Related Actions).

Standard Requisition (RQS) oeft 5

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

Click 3 Dots

*Required fields

BRDORRE R

Header Accounting Distribution Vendor Commodity Group (1) Commodity (1) Accounting Special Instruction
m >
Distribution % Legal Name Description Commodity Line Amount Special Instructions Code
100.0000 E E] | efaut Commodity Group. B | 96286 g g g
+ N & @
1-10f 1 Records View per Page - @ € < Pagelofl > »
Accounting Distribution Line Distribution % Fund Department Unit Object Activity Attachments.
woauooa. j. F. E.ana F
General Information COA
Accounting Template Event Type Total %
0910 B PRO2 £l 100.0000
Debt ID
-

About | Privacy | Important Links |  Accessiblty

CGlAdvantage | ®CGlinc. 43BETA539.]
33.Click Distribute Accounting Lines.

Standard Requisition (RQS) ¢ | oet &

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

oo o

* Required fields

Header G(:)coummg Distribution Vendor Commodity Group (1) Cof CliCk Distribute >

Distribution % Legal Name Description

1000000 g & | ocfautCommodiyGrop B = Accounting Lines h

N Related Actions
+ B o \

BEdpPRAR AN

1-10f 1 Records Vewperbore- @) w0 1w ™| oitiute Accounting Lines
Accounting Distribution Line Distribution % Fund Department Unit Object Activity Attachments
General Information COA
Accounting Template Event Type Total %
0910 & PRO2 & 100.0000

Debt ID

About | Privacy | ImportantLinks | Accessibilty

CGlAdvantage | ®CGlinc. 43BETAS39.]

This will create an accounting line for each commodity entered.
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If you are charging commodity lines to different object codes, click
Accounting and enter an Object Code for each line.

Standard Requisition (RQS) | oat &

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

Header Accounting Distribution Vendor
[V}

1000000

Commodity Group(1) -~ Commodity (1)

[}

[}

&

[}

a Distribution % Legal Name
' g

B

B

+ B o

Accounting Line Line Amount  Fund

Click Accounting ﬁ :

*Required fields

Commodity Group (1) Commodity (1) Accounting Special

Enter an object
code for each line
if using multiple
object codes

Commodity Line Amount

B seass 8| si000 8

Special In

vevperrise @) 50 w0

Department Unit Object

_ i EO.

About | Privacy | ImportantLinks | Accessibilty

34.Click the Header tab.

Standard Requisition (RQS) oeft 5

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

Header Accounting Distribution Vendor
)
Distribution % Legal Name
100.0000 5

BRDORBRE 2R

Distribution % Fund

CGlAdvantage | ®Coiie. 438ETASI]

23 I

* Required fields
Commodity Group (1) Commodity (1) Accounting Special Instructions
Description Commodity Line Amount ‘Special Instructions Code >
Bl | vetout CommadtyGoop B | 96285 & | s10000 g g
wwev?age—@ 50 100 € < Pagelofl >
Department Unit Object Activity Attachments.

100 aoca.

Click Header

About | Privacy | Important Links |  Accessiblty

CGlAdvantage | ®CGlinc. 43BETA539.]
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35.Click 3 Dots (Related Actions).

Click 3 dots

Standard Requisition (RQS) ork

Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1

e Header Accounting Distribution Vendor Commodity Group (1) Commodity (1) Accounting Special Instructions
) >
a Distribution % Legal Name Description Commodity Line Amount Special Instructions Code
& 1000000 Defauit Commodity Group 96286 $10000
® :
B Created By: sbrice | Created On: 08/31/2021 | Modified By: sbrice | Modified On: 09/01/2021
General Information
Transaction Name Record Date Budget FY
MM/DD/YYYY

Fiscal Year Period Transaction Short Description Transaction Description

Actual Amount

$10000

» Show More

v Open/Closed Details

Closed Date Closed Amount Open Amount

- $10000

Referenced Amount Total Tax Amount

Standard Requisition (RQS) B :
Department: 061 | Unit: 0910 | Transaction ID: 08312100000000042406 | Versi
+Required fields
Header Accounting Distribution Vendor Commodity Group (1) ecial Instructions
1

S . Click Ship/Bill | D
) To Lines =

Related Actions

()
2
&
[
&
(o}
B
B

Created By: sbrice | Created On: 08/31/2021 | Modified By: sbrice | Modified On: 09/01/2021
Load Accounting Profile
v General Information
Load Vendor List

Transaction Name Record Date Budget FY
MM/DD/YYYY Ship/Bl To Lines

Fiscal Year Period Transaction Short Description Transaction Description Apply Tax Profile
Actual Amount
$10000

» show More

v Open/Closed Det:
Closed D Closed Amount Open Amount
- $0.00 $100.00

Referenced Amount Total Tax Amount
$0.00 $0.00
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Adding a vendor is not required for a requisition. If you wish to add a vendor
to a requisition, follow these steps:

a. Click the Vendor tab.

b. Click on the + sign to add a new line.

c. Enter the vendor number (Vendor Customer) or select one using
the pick list.

d. Click Save. The vendor information will populate after you click
save.

e. Click the } to expand the section, if you would like to view the
vendor’s information.

Standard Requisition (RQS) # o=t & @ i Click Vendor :

* Required fields
Header Accounting Distribution Vendor Commodity (1 A
) >
Legal Name escr Commodity I k S
=] @
- » >
Vendor Customer Legal Name Attachments.
0

CARITHERS WALLACE-COURTENAY HOLDINGS INC

Address Code

. | Enter Vendor Customer

Phone Extension Vendor Contact Email

770-621-6649

JOHN.PIDGEON@C-W-C.COM

About | Privacy | Importantliks | Accessibilty CGl Advantage | ®caile. 43BETA530.1f8

37.Click Validate.

* Required fields.

Ll Standard Requisition (RQS) # o e | i [ s [
g Departmer nt: 061 | Unit: 0910 | Transacti ion ID: 11222100000000044390 | Version: 1 Cl iCk Validate %

@  Accounting Distribution @ | Vendor @ Commoadny Group (1) & Comn moany (1) W Accoun ting ©  Posting (1) (]
1) ° >
Legal Nam mmodity
8 | carmhe ] | a2506 g g8
:
Created By: sbrice | Created On: 11/22/2021 | Modified By: sbrice | Modified On: 11/22/2021
Budget FY
Fiscal Year Period ransaction Short Description Transaction Description
Actual Amount
$2,000.00
» Show More
r d Detail
Closed Date Closed Amount Open Amount
- $0.00 $2,000.00
Referenced Amount Total Tax Amount
$0.00 $0.00
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38.0nce the transaction validates successfully, click Submit.

Standard Requisition (RQS) oer &

Department: 061 | Unit: 0910 | Transaction ID: 11222100000000044390 | Version: 1

@  10f1: Transaction validated successfully C I I Ck S u b m It &

* Required fields

Header @  Accounting Distribution @ | Vendor @ Commodity Group (1) @ | Commodity (1) @  Accounting @  Posting (1) ]
) >
Distribution % Legal Name Description Commodity Line Amount
1000000 E] | caRTHERSWALLACECOU- ] | Defauit Commodity Group. E] | 42506 E] | s200000 g

B3O RARE BB

Created By: sbrice | Created On: 11/22/2021 | Modified By: sbrice | Modified On: 11/22/2021

General Information
Transaction Name Record Date Budget FY
MM/DD/YYYY (]

Fiscal Year Period Transaction Short Description Transaction Description
Actual Amount

$2000.00

» show More

v Open/Clo:
Closed Date Closed Amount Open Amount
- $0.00 $2,000.00
Referenced Amount Total Tax Amount

This message will appear when your transaction is submitted successfully.

Standard Requisition (RQS) + | penine &

Department: 061 | Unit: 0910 | Transaction ID: 11222100000000044390 | Version: 1

@ 1 0f1: Transaction submitted successfully - Pending Approval by Purchasing Approval 1 B

* Required fields

>

Accounting Distribution Vendor Commodity Group (1) Commodity (1) Accounting Posting (1)
)

Distribution % Legal Name Description Commoity Line Amount

1000000 E] Lacecou.. B y Group E] | 42506 B | s200000 g

= G HhRnRan

This message will

appear when your
transaction is

submitted J— J——
successfully.

11/22/2021

+ Open/Closed Details

Closed Date Closed Amount Open Amount
- $0.00 $2,000.00
Referenced Amount Total Tax Amount

$0.00 $0.00

14



Requisition (RQS) Modification or Cancellation

You are not authorized to modify or cancel a requisition. If you try to perform
either of these functions, you will receive the following error messages.

Modification

€  10of 3: Cannot Open Transaction

Message Panel (3)
Filter by "Message Code" or "Message text

Cannot Open Transaction

Fatal security error:
AMSSecurity:fieldValueSecurity:Error
during field comparison lookup.

O Not authorized to open selected
transaction.
Cancellation

€  1of 2: Fatal security error: AMSSecurity:fieldValueSecurity:Error during field comparison lookup.

Message Panel (2)
Filter by "Message Code" or "Message text

] p Fatal security error:
AMSSecurity:fieldValueSecurity:Error
during field comparison lookup.

O p Mot authorized to open selected
transaction.

If you need a requisition modified or canceled, contact the Purchasing
Department.

15



Departmental Purchase Order (PD)

1. Click Create and Search Financial Transactions.

Create and Search Shopper Receiving Search Find a Vendor Expense Budget Expense Budget Revenue Budget Summary Revenue Budget Inquiry
Financial Transactions (ESUM29L2) (RSUM)

o U 6] 6] 6}
Find Commodities Journal Vendor Invoice Registry Vendor Transaction Paid Checks Check Reconcilliation Lifecycle Transaction Lifecycle Inquiry

History
Z.
W

4 &3 & e

BEdDRARE BB

Worklist

@5 Click Create and Search
Financial Transactions

Worklist
Total Others
Transaction Code Department & Transaction ID & Assigned Date & Priority &

No Records Found

2. Click Create.

Financial Transaction PRPWP (| create

Search e

Transaction Code Transaction Dept Trar

“ Click on this link to

create a PD
» ShowMore m Reset

BGHRAE 2R
m
)

- Recent Searches roncd [EID
g X E X EREPS X ERED S 2 X g8 X g X X g X
Transaction ... Transaction ... Transaction ... Created On Transaction ... Transaction ... Transaction ... Transaction ... Transaction ... Transaction ...
Do DO 08/11/2021 Do Do Do Do Do Do
Transaction Transaction Creato User Transaction Transaction Transaction Transaction Transaction Transaction
219536 219536 KJORDAN
LostSesrched08/112021 | | LastSearched08/17/2021 | | LastSearched08/11/2021 | | Last Searched08/11/2021 | | L || s 172021 1720 g 12021 | | Lastsearched0811/2021 | | Lot Searched 08/11/2021

» show More

About | Privacy | ImportantLinks | Accessibility CGlAdvantage | ®cCGiinc. 43BETA539.1)
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3. Enter Transaction Code, Transaction Dept, Transaction Unit, and
Transaction ID.

Create Transaction

* Transaction Dept Transaction Unit

B 061 B 0910

Auto Numbering

Continue

BGHRRE AR

Enter your Unit

Enter your PD Number || Enter your Department

Enter PD

CGl Advantage | ®CGile 445

4. Scroll down to Procurement Details and enter 3 in Procurement Type
ID.

i Departmental Purchase Order (PD) « (ol | i e
) Department: 061 | Unit: 0910 | Transaction 1D: 425100 | Version: 1
2 Created By: sbrice | Created On: 11/22/2021 | Modified By: sbrice | Modified On: 11/22/2021
& Record Date Budget FY Fiscal Year Period
MM/DD/YYYY =
2 Transacti Descript Actual Am:
n $0.00
> s
n/Clo etail
Closed Date Closed Amount Open Amount
- 5000 $0.00
Referenced Am
3000
> s
Procurement Detai
Procurement Folder Procurement Type Procurement Type D

Begin Date Expiration Date Authorization Date PCard |
MM/DD/YYYY ) | MwoDYYYY &) MM/DD/YYYY (]

Enter 3 in
Procurement Type ID

17



BADRAEE AR

BRI AR

5. Scroll down to Procurement Personnel and enter Requestor ID using
the pick list. Or, if the requestor is not on the pick list, enter Name, Phone
Number and Email (optional). A name and phone number are required
whether populated from the pick list or entered manually.

6. Click Save. The contact information will populate after you click Save.

Departmental Purchase Order (PD) ot B | 3 E3
Depariment: 061 | Unit: 0910 | Transacton D: 425100 | Verson: 1

PCard Expiration

Click Save

nnnnnnnn

rrrrrrrrrr

ipping Metho
& &8 £

7. Scroll down to Transaction Defaults.
The Shipping and Billing Locations will default from your User ID.
Verify that your shipping location is correct; use the pick list to change the
shipping location, if necessary.

8. Enter Shipping Method or select one using the pick list.

9. Enter 5in Free on Board.

10.Enter Delivery Date or click on the calendar to specify date.

11.Select Delivery Type.

12.Click Save.

Note: The Shipping Method will generally be Customer Pickup (11) and the

Delivery Type will generally be Customer Pickup as well.

Departmental Purchase Order (PD) LT+ :
Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1
zzzzz
Enter Shipping
Method
T Default:

rr—— U e . Click
E n & 5 B
Save

Enter 5 in
\ o Free on
Board
Enter Delivery Date Select Delivery Type

18



13. Scroll back to the top and click the Commodity tab.

B S I

Departmental Purchase Order (PD) v | ot &

Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1

* Required fields
Header Award Details Accounting Distribution Vendor (1) Commodity Accounting Posting

‘Award Details Line Distribution % Legal Name Line Amount Line Amount
g g

B3O RAEE AR
v

Created By: sbrice | Created On: 11/22/2021 | Modified By: sbrice | Modified On: 11/22/2021

< General Inforr

Transaction Name Record Date C I i Ck C O m m Od ity Period

MM/DD/YYYY

Transaction Description Actual Amount

$0.00

» show More

Closed Date Closed Amount Open Amount
- $0.00 $0.00

Referenced Amount

» show More

14.Click the + sign to add a new line.
Departmental Purchase Order (PD) # |oer & | i EESEE R S

Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1

*Required fields

[} Header Award Details Accounting Distribution | Vendor (1) Commaodity Accounting Posting
a Award Detais Line Distribution % LegalName Line Amount Line Amount >
* Vendor (1)
B + 5 O @&
oR VewperPage: 20 50 100 € ¢ Page0ot0 > >
CommodityLine  Commodity & Commodity Line Description Line Amount  Modified Attachments

No Records Found

Click + sign

Avout | Privacy | Important Links |  Accessibilty CGl Advantage | @cCaiie 4469

19



15.Click the }to expand the section.

gl Departmental Purchase Order (PD) # (ow | i [ & o ] oo B
[} Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1
# * Required fields
[ Header Award Details Accounting Distribution Vendor (1) Commodity (1) Accounting Posting
E Award Details Line Distribution % Legal Name Line Amount Line Amount >
& ] g 5 ?1
B + v 9 Ei @

141 0f 1 Records vewperPege- @) s 100 ¢ Pagelotl > >

Commodity Line Commodity % Commodity Line Description Line Amount Modified Attachments

m

Click the } to expand

About | Privacy | Important Links |  Accessibilty

16. Enter Commodity number or select one using the pick list.
17.Select Line Type (Item or Service).
For Line Type Service, see separate instructions below.
18. Enter Quantity.
19. Enter Unit of Measure.
If you are unsure of the abbreviation, select one using the pick list.
20. Enter Unit Price.
21.Enter Extended Description.
22.Click Save.

Ll Departmental Purchase Order (PD) Enter Com m0d|ty :

CGl Advantage | @csiine. 4460}

) Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1 N umber

*Require

Commodity (1) Accounting Posting

>

Click Save

Line Amount Line Amount

Enter Line
Type

CommodityLine ~ Commodity &

_ =

General Information Open/Closed Details References Shipping/Billing Specifications Mng Retainage Tolerance  Discoun wor\ fes E nte r EXte n d ed

Commodity Description Line Type * Quantity

: : Description.

Unit of Measure * Unit Price Discounte d Unit Price

* Contract Am)

A & 319.00 -
* List Price
ror ervice To Extended Description

DD/YYYY [E=5] Global Weey Mesh Back Chal

Enter Unit of Measure

Enter Unit Price
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For Line Type Service, follow these steps instead of steps 18-23:

Select Line Type Service.
Enter Contract Amount.
Enter Service From and Service To dates.
Enter Extended Description.
e. Click Save.
Note: Shipping or freight charges are considered a service.

cpow

Departmental Purchase Order (PD) ot ]
Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1
+ B D

Select o @ 5 Click Save

cnmeaiee | L_iN1E Type Coneraity Linabesrplen L At

96286 \ Y
N\

BRdDPRARE RN

Enter Extended
Description.

General Information Open/Closed Details Matching Retainage

o Enter Service
Unit of Measure i * Unit Price F ro m a n d it price
Service To

* Contract Amount Service From Service To Extended Description
75.00 12/20/2021 @) 122220m &) Shipping
Tax Profile

Enter Contract
Warehouse Am o u nt ifix = Supplier Part Number =

Repeat steps 15-23 for each additional commodity you are requesting.

24.Scroll back to the top and click the Accounting Distribution tab.

Ll Departmental Purchase Order (PD) ot e | B
2 Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1
& ——
[ Header Award Detail Posting
a f— - - s
a 8| oo g g
% vendor (
LY Bv o o @
e @ w < >
Commodity Line Commodity Commodity Line Description Line Amount Modified Attachments.
» 1 42506 Furniture: Office Chairs, Metal $638.00 No

Click Accounting
Distribution

CGI Advantage | ®Coiie 446
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25. Click the + sign to add a new line.

b Departmental Purchase Order (PD) « o=t & @ i [ & e | & oumi [ @ oo [ soeacee B
[} Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1
& —
[} Header Award Details Accounting Distribution Vendor (1) Commodity (2) Accounting Posting
a T ssvbons — — D
A : 8. 8 oo ) g
@

B v . . < 0> >

Distribution%  Accounting Template Fund Department Unit Object Activity Attachments

CGl Advantage | ®CGile 445

26.Enter Accounting Template (sub-unit).

27.Enter Distribution % (100).

28.Enter Object Code (if all commodities are being charged to one object
code). If multiple object codes are being used, see separate instructions
below.

29.Click Save.

Departmental Purchase Order (PD) « o=t &

Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1

Click Save

Header Award Details

Award Details Line

BGHRRR a8

Enter Object Code

Enter Distribution %

CGI Advantage | ®cai
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30.Click 3 Dots (Related Actions).

Ll Departmental Purchase Order (PD) « |ose8 @ i Click 3 Dots EBEEa
s Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1
& *Required fields
[} Header Award Details ;&(,;coun(mg Distribution Vendor (1) Commodity (2) Accounting Posting
)

a - - - >
& g g 8| o g g
B
B + % D = @

1-10f 1 Records viewperPage- @) s 100 ¢ Pageloil )

Accounting Distribution Line Distribution®  Accounting Template Fund Department Unit Object Activity Attachments

_ mmmlnmD E. D. E. 1.6“6 j1. E

Mbout | Privacy | Important Links | Ac CGl Advantage | ®CGiine. 446

31.Click Distribute Accounting Lines.

Departmental Purchase Order (PD) v oet2 @ i Ex3

Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1

*Required fields

Header Award Details Accounting Distribution Vendor (1) ) C I | Ck D | St r| b u te
(]
Award Details Line Distribution % Legal Name Lin{ >

q = 1 Accounting Lines

N Related Actions
+ B o \

e e
17011 Records vevperrise- @) s 100 .

BRDRALE MR

Accounting Distribution Line Distribution%  Accounting Template Fund Department Unit Object Activity Attachments

_ muoucu.nem E. FA. E. }.6”5 3. E

About | Privecy | ImportantLinks |  Accessibity CGl Advantage | ®ceiine. 4450

This will create an accounting line for each commodity entered.
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If you are charging commodity lines to different object codes, click Accounting
and enter an Object Code for each line.

Click Accounting

L] Departmental Purchase Order (PD) v @ oefE | i :
S Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1
e
: o e Enter an object
a [ 2 8] e code for each line
‘:* . if using multiple

s b e - object codes

s mEmm B | B |

CGl Advantage | ®cai

32.Click the Vendor tab.

33.Enter the vendor number (Vendor Customer) or select one using the pick
list.

34.Click Save. The vendor information will populate after you click save.

35.Click the pr to expand the section, if you would like to view the vendor’s
information.

Click Vendor

&l Departmental Purchase Order (PD) ¢ ost & :
g Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1
Head Award Details Posting

Award Details Line ’ >
°| Click Save
bJ &
o @) w0 < pag >
Vendor Customer Legal Name Modified Attachments
_ 0005312 B CARITHERS WALLACE-COURTENAY HOLDINGS NG No o
Vendor Discount TTT——
Address ID

Enter Vendor Customer

act ID Vendor Contact Name

JOHN PIDGEON

CGl Advantage | ®cai
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36.Click the Header tab.

Departmental Purchase Order (PD) | oat

I ) )

0910 | Transaction ID: 425100 | Version: 1

Header Award Details Accounting Distribution Vendor (1) Commodity (2) Accounting Posting
[} ) >
Award Details Line Distribution % Legal Name Line Amount Line Amount
[ 1000000 carHERS WALLACECOU. B | s638.00 $638.00
B~ o @
* 1-10f1 Records viewperpage- @) 100 © ¢ Pagelotl > >
Vendor Custome Legal Name Modified Attachments.

Click Header

About | Privacy | ImportantLinks | Accessiblty CGI Advantage | ®CGlinc 4469

37.Click 3 Dots (Related Actions).

Click 3 dots

Departmental Purchase Order (PD) v  oeft &

Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1

* Required fields

[ Header Award Details Accounting Distribution Vendor (1) Commodity (2) Accounting Posting
) >
a Avard Detals Line Distrbuton Legal Name Line Amount Line Amount
o - 1000000 E] | cARITHERS WALLAG $638.00 B | se38.00
B Created By: sbrice | Created On: 11/22/2021 | Modified By: sbrice | Modified On: 11/22/2021
General Information
Transaction Name Record Date Budget FY Fiscal Year Period
MM/DD/YYYY
Transaction Description Actual Amount
$713.00
» show More
Open/Cl
Closed Date Closed Amount Open Amount
- $0.00 §713.00
Referenced Amount
5000
» Show More
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38.Click Ship/Bill To Lines.

Departmental Purchase Order (PD) ¢ | oat &

==
Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1

Header

* Required fields
Award Details Accounting Distribution counting Posting
1

Click Ship/Bill b "

1000000

500
o Lines oY
Related Actions Related Pages
Created By: sbrice | Created On: 11/22/2021 | Modified By: sbrice | Modified On: 11/22/2021 J
Refresh Terms and Conditions Procurement Folder
v General Information
Load Terms and Conditons Matching Status
Transaction Name Record Date Budget FY ar
MM/DDYYY Ship/Bil To Lines View Assembly Request
Transaction Description Actual Amourt Load Accounting Profe
$713.00
Apply Tax Profie
» show More
~ Open/Closed Details
Closed Date Closed Amount Open Amount
B $0.00

$713.00

Referenced Amount

» show More

39.Click Validate.

Departmental Purchase Order (PD) ¢  oatt &

G B
Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1

Header Award Details

* Required filds
Accounting Distribution Vendor (1) Commodity (2)
U]

Click Validate

Posting
Award Detail

ibution % Legal Name
100.0000 E] | CARITHERS WALLACECOU.

Created By: sbrice | Created On: 11/22/2021 | Modified By: sbrice | Modified On: 11/22/2021

v General Information

Transaction Name

Record Date Budget FY Fiscal Year Period

MM/DD/YYYY

Transaction Description Actual Amount
$713.00
» show More
+ Open/Closed Details
Closed Date Closed Amount Open Amount
$0.00 $713.00

Referenced Amount

» show More
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40.0Once the transaction validates successfully, click Submit.

e Departmental Purchase Order (PD) # o=t &

Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1

@  10f 1: Transaction validated successfully C | i Ck S u b m it

IR I I

* Required fields

Header ©  Award Details © | Accounting Distribution @ | Vendor (1) © Commodity (2) @  Accounting
m
Award Details Line Distribution % Legal Name Line Amount Line Amount
100.0000 B | cammHerswaiLacecou.  E] | se3soo B | sesa00

23D Rk a

Created By: sbrice | Created On: 11/22/2021 | Modified By: sbrice | Modified On: 11/22/2021

information
Transaction Name Record Date Budget FY

MM/DD/YYYY

Transaction Description Actual Amount

§713.00

» show More

+ Open/Closed

Closed Date Closed Amount Open Amount
- $0.00 $713.00
Referenced Amount

$0.00

» show More

@ | Posting (1) [-]

>

g

Fiscal Year Period

This message will appear when your transaction is submitted successfully.

Departmental Purchase Order (PD) #  pendin

Department: 061 | Unit: 0910 | Transaction ID: 425100 | Version: 1

@ 1 0f 1: Transaction submitted successfully - Pending Approval by Purchasing Approval 1

2
[
&
[)
a
&
a2}
B

Headev— Details ?‘c)counﬂng Distribution Vendor (1) Commodity (2) Accounting
— | oo 8 q

| This message will

.| appear when your

~=| transaction is

=== submitted

" successfully.

v Open/Closed

$0.00 $713.00

Referenced Amount
$0.00

» showMore
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Closed Date Closed Amount Open Amount

E
*Required fields
Posting (1)
g
:
Fiscal Year Period



Departmental Purchase Order (PD) Cancellation

A PD may only be canceled if there are no transactions that reference it. If there
is a Receiver (RC) or an Invoice (IN) in Advantage Financial that references the
PD, those transactions must be canceled before the PD can be canceled. If
payment has been made against a PD, the PD cannot be canceled.

1. Click Create and Search Financial Transactions.

5 F a Vend E e Budg Revenue Budget Summary Revenue Budget Inquiry
e ; (RSUM) i a =
o (@} (@}
[}
[ /m:::T i Check Reconcilliation Lifecycle Inquiry
&
* & g\i
B
Click Create and Search
Financial Transactions
Worklist
0 0
2. Enter Transaction Code, Transaction Dept, Transaction Unit, and
Transaction ID. Click Search.

L Financial Transaction el ¢ - JE
[}
= sonrch o .
. v Seavm ) @ C“Ck
a B &8 061 & wio ) Search
ﬁ Transaction Transaction Phase Transaction Status
2]
B

arches

Enter your PD Number Enter your Unit

Enter your Department
Enter PD

CGlAdvantage | ®CGike 440
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3. Click on the highlighted PD number to open the transaction.

Financial Transaction «

Search

Transaction Code

[
@
&
[
(s D
[}
i
B

Transaction ID

445566

» show More

Grid Actions.

1-10f 1 Records

Transaction Code

Transaction Dept

]

061

Transaction Phase

Transaction Unit

0010

Transaction Status

Click PD Number
to open

Vewperpane- @)

Avout | Privacy | ImportantLinks | Accessiilty

s Transact

=

4. Click 3 Dots (Related Actions).

e Departmental Purchase Order (PD) ¢ el &
[ Department: 061 | Unit: 0910 | Transaction ID: 445566 | Version: 1
E}? @  10f 1: Approve action completed.
& Summary Header Award Details Accounting Distribution Vendor (1)
(1)
o Avard Detils Line Distribution % LegaiName
1000000 B | cowes coupanies e
@ v Header
LN reconinne

01/03/2022

Issuer Name
Stephanie Brice

Open Amount
$80.00

» Show More

v Vendo

Vendor Customer
00120000

Vendor Contact Name
FREDDY SMITH

» show More

5. Click Cancel.

Final

Departmental Purchase Order (PD) +

Department: 061 | Unit: 0910 | Transaction ID: 445566 | Version: 1

@  10f1: Approve action completed.

Summary Header Award Details

‘Award Details Line

+ Headel

Record Date
01/03/2022

Issuer Name
Stephanie Brice

Open Amount
$80.00

» show More

Transaction Name

Requestor Name
Stephanie Brice

Closed Amount
$0.00

Logal Name
LOWE'S COMPANIES, INC

Accounting Distribution Vendor (1)
)

Distribution % Legal Name.

Click Cancel

1000000

Transaction Name

Transaction Phase

¢ Pegetoit

Transaction Status.

Transaction Function

Submitted

CGl Advantage | ®CGlinc 4464

Close

Commodity (1)

Click 3 Dots

Requestor Name
Stephanie Brice

Closed Amount

29

Line Amount
8 | ss000
Transaction Description
Actual Amount
$80.00
Closed Date
Alias/DBA
LOWE'S HOME IMPROVEMENT
Close :
Primary Actions  Other Actions Research
Modify (T oD Transaction References
Information
Future Transaction Triggering WorkIn Progress
Commodit
Collaborate Schedule Transaction History
Comments Send Page Forms
copy print
Transa  copy Forward View POF
acued nload Transaction
$80.00
Activate
Closed
- Deactivate
Archive



6. Click Yes.

@ FINPROD x4+ v - 8 x

<« C @ adv-prod.cobbcounty.org/finprod/Advantaged o2 % @

Cancel Confirmation X

Are you sure you want to cancel the current transaction version?

Ifthat was your intention, select Yes. If not, select No to return to

A the transaction.

A cancellation draft will appear.

Departmental Purchase Order (PD) + | oot

Department: 061 | Unit: 0910 | Transaction ID: 445566 | Version: 2

£
*Required fields.

>

Header Award Details Accounting Distribution Commodity (1) Accountin Posting (1)
1

Award Details Line Distribution

= | The transaction is now "
a cancellation draft

BGDRARE 2N

Created By: sbrice | Created On: 01/03/2022 | Modified By: sbrice | Modified Of

General Information

Transaction Name Record Date Budget  Fiscal Year Period
. Y
MM/DD/YYYY 2022

Transaction Description Actual Amount
- $80.00

> show More

~ Open/Closed Details
Closed Date Closed Amount Open Amount
- $0.00 $80.00

Referenced Amount

$0.00

» show More
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7. Click Validate.

Departmental Purchase Order (PD)

0010 | Transaction ID: 445566 | Version: 2

*Required fields

Header Award Details Accounting Distribution Vendor (1) Commodity (1) Accounting
V) s >
‘Award Details Line Distribution % Legal Name Line Amount Line Amount
1000000 LOWES COMPANIES, INC s8000 s8000
Click Valid S
Created By: sbrice | Created On: 01/03/2022 | Modified By: sbrice | Modified On: 01/03/2022
v General Information
Transaction Name Record Date Budget Fiscal Year Period
. B
MM/DD/YYYY 2022
Transaction Description Actual Amount
- $80.00
» Show More
v Open/Closed Details
Closed Date Closed Amount Open Amount
- $0.00 $80.00
Referenced Amount
» Show More

8. When the transaction validates successfully, click Submit.

o T o [

Departmental Purchase Order (PD) v o=t &

Department: 061 | Unit: 0910 | Transaction ID: 443566 | Version: 2

@  1of 1: Transaction validated successfully
* Required fields

Header ©  Award Details @  Accounting Distribution @ | Vendor (1) ©  Commodity (1) @  Accounting @  Posting (1), 4]
) >

Line Amount Line An]

Avard Details Line Distribution % Legal Name
100.0000 ] | Lowes companies, iNc ] ss000 B | ss000 CIle Submlt

Created By: sbrice | Created On: 01/03/2022 | Modified By: sbrice | Modified On: 01/03/2022

v General Information

Transaction Name Record Date Budget  Fiscal Year Period
Transaction Descr Actual Amount
- $80.00
» show More
~ Open/Closed Details
Closed Amount Open Amount

Closed Date
- $0.00 $80.00

Referenced Amount
$0.00

» show More
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Ll Departmental Purchase Order (PD) ¢ | P & | 3 E3E3 -

L) Department: 061 | Unit: 0910 | Transaction ID: 445566 | Version: 2

ction submitted successfully - Pending Approval by Purchasing Approval 1

*Required fields

Vendor (1) Commoy dity (1) Accounting Posting (1)
Legal Name Line Amount Line Amount >
E] | cowescompanesnc B | se000 8 | ss000 g

:

ThiS message Will appear When Budget FY Fiscal Year Period
your transaction is submitted '

e successfully

Open/Closed Detai

The cancellation will then be routed through the same approvals as the
original. Entries will not be reversed until the cancellation is in Final Phase.
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Delivery Order (DO)

1. Click Shopper.

ice Registry Vendor Transaction Paid Checks Check Reconcilliation Lifecycle Transaction Lifecycle Inquiry
story Search

B3P RRE AN

Click Shopper

Worklist

0 g

Total

Transaction Code Department & Transaction ID % Assigned Date % Priority &

No Records Found

2. A search can be performed multiple ways.

e Enter a word or phrase in Search For. This field will search for
words, phrases, or numbers in the following locations: Commaodity,
Commodity Line Description, Vendor Name, and the Master
Agreement Number. No wildcards are needed but you must type
any and all words as they appear on the vendor table.

e Click Show More to search using the following ways (together or
separately):

o Enter the Vendor Customer ID in Vendor or use the pick list.
o Enter the Commodity Code in Commodity or use the pick

Yes

list.

3. Click Search.
e Shopper [rp——
[}
& Enter word, phrase,
g or number in Search
‘ Search @
& Search For FO r greements. Search MA Catalog ltems
-2} £
B

» show More m Reset
§ Click Show More
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2 Shopper

Items: 0 | Cart Total Amounf

Enter Commodity
Code in Commodity

B3P REE S

Include Substitute Stock Items.

Commodity

20552-C356

Price

(from)

Price (to)

Include Expired Agreements

No

Trans:

action Description

Search MA Catalog items
Yes

Vendor

0020448

Warehouse

Mandatory Source Enabled

Enter Vendor
Customer ID in
Vendor

B

Click Search

4. Select the item(s) you wish to order by highlighting the individual line and
entering a Quantity or Service Contract Amount (whichever is required)
next to the desired line. Click Add to Cart after entering the quantity or
service contract amount for each line.

Shopper

Available From Master Agreements

BEGHRRE 2R
[

Service Contract Amount

venperozes @ 10

UnitPrice  Commodity Commodity Line Description &

$800  20552C620  Toner Cartridge: OEM BRTLC103M

20552-C344

Toner Cartridge: Brother BRTLCS1C LC51 CN

Click Add to

Cart

TREE HOUSE
INC

TREE HOUSE
INC

> No
> No
> N

Enter Quantity or Service
Contract Amount for each item
you wish to order

2 53

Toner Cartridge: Brother BRTTN350 F/HL2040

Enter Quantity or Service
Contract Amount for each item

you wish to order

. ' e

1397 MAGENTA Cartridges

€A $7600  20552- Toner:OEM Brother TN-227M HY, Magenta A/C- Purchase of Printer/ Toner
clase Cartridges

EA $3800 20552 Toner Cartridge: OEM Canon CLI-251 (4 pack) A/C-Purchase of Printer/Toner
c1062 Cartridges

EA $1650 20552 Toner: OEM, iP2800, CNMB278B001, BK A/C-Purchase of Printer/Toner
c1274 Cartridaes

TREE HOUSE
INC

Click Add
to Cart

TREE HOUSE
INC
TREE HOUSE
INC
TREE HOUSE
INC
TREE HOUSE
INC

TREE HOUSE
INC

TREE HOUSE
INC

If ordering more items, from additional pages, click on the arrow and

repeat Step 4. Make sure you click Add to Cart after entering the quantity
or service contract amount for each line.

2 Shopper

Available From Master Agreements

BG D AR S

Service Contract Amount

viewperPsge: @) 50 100

=5 Click > to go to the
next page

N

< Pagelofls >

Vendor

TREE HOUSE
INC

Unit  Unit Pric Commodity Commodity Line Description & Transaction Descript
EA $800 20552820 Toner Cartridge: OEM BRTLC103M A/C- Purchase of Printer/T
Cartrid
20552-C344 Toner Cartridge: Brother BRTLC51C LC51 CN AC-P
Cartridges
EA $56.00 20552353 Toner Cartridge: Brother BRTTN350 F/HL2040 A/C- Purchase of Printer/T
Cartridges
EA $4400 20552355 Toner Cartridge: Brother BRTTNASO HY A/C- Purcha:
F/HL2270DW BK Cartridges

34
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6.

If you want to review your Shopping Cart before checking out, click on

Edit Shopping Cart (otherwise click Proceed to Checkout). It is not
necessary or required to use Edit Shopping Cart before checking out to

create a DO.

% Shopper

ltems: 3 | Cart Total Amount: $26.00

Available From Master Agreements

> N
> No
> No
> N

20552-C820

S:::::or Search Master Agreements C al"t (lf nee d e d)

Click Proceed to

Checkout (if finished)

=] @

TREE HOUSE
INC

€A $1000  20552C344  Toner Car AC-P TREE HOUSE Addto Cart
Cartrid INC

EA $56.00  20552C353  Toner Cartridge: Brother BRTTN3S0 F/HL2040 A/C-Pur f Printer/ T TREE HOUSE Addto cart
Cartridge: INC
F/HL2270DW BK Cartridge: INC

EA $1000 2085 Toner Cartridge: OEM, LC75, Cyan A/C - Purchase of Printer/Toner TREE HOUSE Addto Cart
c138s Cartridges INC

On the Edit Shopping Cart page, you have the option to change

quantities and delete lines. You can also add more lines by clicking
Continue Shopping (which will return you to the Shopper search page
where you will have to enter your search parameters again — See Step 3).

Once you have completed your order, enter your Shipping Location,
Unit (Accounting Template), and Delivery Date then click Proceed to

Checkout.

Shopping Cart

Items: 3 | Cart Total Amount: $26.00

Department
061 &
Billing Location
001 &
> s

30f 3R,

Service Contract Amount

1.00000
» 1.00000

Change Quantities

uuuuuu ey | imporiant

Enter Shipping
Location, Unit, and
Delivery Date

Shipping Location

0010 £ PUR
Delivery Date
01/26/2022 )
v @ w
Unit Unit P Commaodity Description

20552-C820

20552-C344 Toner Cartridge: Brother BRTLCS1C LC51 CN

20552-C820 Toner Cartridge: OEM BRTLC103M

* Required fields

Click Proceed to
Checkout (when finished)
or Continue Shopping

Delete Lines

35
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8. Enter Unit (Accounting Template), Shipping Location and Delivery
Date (or select from pick list). If you entered this information on the Edit
Shopping Cart page, you will not need to enter it again but should verify

the information is correct.

9. Click Checkout.

Checkou

Auto Numbering

' EEYEEX

~ Additional Informatiol

Shipping Location

Group Purchases By

About | Privacy | Important Lir

Items: 3 | Cart Total Amount:

~ Transaction Identifiel

: $26.00

.

r

inks | Accessibilty

Make sure Auto Numbering is selected.

m Continue Shopping it Shopping Cart

Enter Shipping Location

Enter Unit

Click Checkout

Delivery Date

MM/DD/YYYY &)

T~

Enter Delivery Date

CGlAdvantage | @calie 446

10. Click Yes.

x o+

county.org/finprod/Advantaged

Checkout Confirmation

A Do you want to checkout?

36




You will now be in the Header component of the DO.

11.Scroll down to Procurement Personnel and enter Requestor ID using
the pick list. Or, if the requestor is not on the pick list, enter Name, Phone
Number and Email (optional). A name and phone number are required
whether populated from the pick list or entered manually.

12.Click Save. The contact information will populate after you click Save.

Delivery Order (DO)

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version:

Draft ]

&
e
B
@
&
B

v Transaction Defaults

Shipping Location
PUR

Shipping Method
5

= s I

Enter Requestor ID

Stephanie Brice

Requesting Department

Free On Board

13. Scroll down to Transaction Defaults.
Shipping Location, Shipping Method, Free on Board, Delivery Date,
Delivery Type and Billing Location should default from the system and
from your previous entries, but you should verify it is correct. If the
information does not populate or is incorrect, please enter the appropriate
information in each field using the pick list.

14. Click Save.

Delivery Order (DO)

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Versi

oaft B | 33

Enter Shipping

Method

~ Transaction Defaults

Shipping Location
P

B gD eEmB

Delivery Date

01/26/2022 =

E

Shipping Method
5

Delivery Type
Standard Ground

Additional Billing Information

L

Free On Board

Additional Shipping Information

Accounting Profile

Click Save

B S I

Click Save

Enter 5in
Free on
Board

Enter Delivery Date

Select Delivery Type




15. Scroll back to the top and click the Commodity tab.

B Delivery Order (DO) « |ostd | EEEI R e

Header Accounting Distribution Vendor (1)

Posting
& Attachments
Created By: sbrice | Created On: 01/19/2022 | Modified By: sbrice | Modified On: 01/19/2022
v Gene nformation
Tonsacion e Record e Click Commod ity
MM/DD/YYYY ]
Fiscal Year Period Transaction Description Actual Amount
$26.00
» sh
~ Open/Closed Detail
Closed Date Closed Amount Open Amount
- $0.00 $26.00
Referenced Ame
$0.00

Commodities will infer from selected lines on the Delivery Order Search.
Verify the quantities for each item ordered by clicking the }to expand the

section. Unit price and commodity description will default from the Master
Agreement.

For those particular Master Agreements with lines where a unit price pulls
forward $0.00, enter the price in List Price, and enter a description in
Extended Description.

had Delivery Order (D0) & (o B3 B0 B3 ) ¢

Ll ocariment: 061 1 Unit 0910 | Transaction 0: 01152200000000225719 | Version: 1

n *Required fields
Header Accounting Distribution Vendor (1) Accounting Posting Special Instructions
ﬁ Distribution % _ Line Amount _ Special Instructions Name _ o >
- S g
B ndor (1)
n B o & @
1-30f 3 Records viewperPage- @) 50 100 < Pageloft > >
Commodity Line Commodity & Commodity Line Description Line Amount Modified Attachm
20552-C820 [E) . Toner Cartridge: OEM BRTLC103M $800  No 4
20552-C820 Toner Cartridge: OEM BRTLC103M $8.00 No
20552-C344 Toner Cartridge: Brother BRTLCS1C LC51 CN $10.00 No

Click the } to expand

CGl Advantage | ®Coike 44
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gD FgEEG

Delivery Order (DO) ot B

0910 | Transaction ID: 01192200000000223719 | Version: 1

Department: 061 | Uni

=l E=]Ee] ==

* Required fields
Header Accounting Distribution Vendor (1) Commodity (3) Accounting Posting Special Instructions
Legal Name ‘Commodity Line Amount Special Instructions Name >
E] | Thee HOUSE INC 20852620 E E
Vendor (1)
+ B o )
1-30f 3Records View per Page - @ 50 100 Ver.f Q ant.t
Commodity Line Commodity % Commodity Line Description Line Amount Modi y y
_ e . e
General Information Open/Closed Details References Shipping/Billing Specifications Matching Retainage Tolerance Discount

Commodity Description * Quantity

Toner Cartrdge: OEM BRTLCTO3M Enter LlSt Price 1.00000 Enter Extended
Unit of Measure -f Discounted Unit Price D . . -f

By (if necessary) escription (i

necessary)
* Contract Amount Service From Service To Extended Description
Delivery Order (DO) # =l | i =
Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1
*+Required fields.
Header Accounting Distribution Vendor (1) Commodity (3) Accounting Posting Special Instructions
Distribution % Legal Name ‘Commodity Line Amount Special Instructions Name >
Vendor (1)
+ ) Ei @
1-30f 3Records, viewperpage- @) 50 100 ©  ( Pageloil > »
Commodit Commodity Line Description Line Amount Modified Attachments
1§ \
» 2 BRTLC103M $8.00 No L4
: - | Click Accounting S e

Distribution

About | Privacy | ImportantLinks | Accessibilty

Delivery Order (DO) ¢ | vat

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

Header Accounting Distribution Vendor (1)
Distrbution % Legal Name
E] | ree Houss
+ )

0 Recorde

Accounting Distribution Line

Click + sign

Commodity (3) Accounting Posting
Commodity Line Amount
8] | 208524
ViewperPage- 20 10
Distribution % Fund Department Unit

No Records Found

39

CGl Advantage | ®Coike 44

B B0 2 B3

* Required fields
Special Instructions

Special Instructions Name

{ Page0of0

> >

Object Activity Attachments



18. Click the }to expand the section.

Delivery Order (DO) +r oefE

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

BEPhgEEE

Header Accounting Distribution Vendor (1) Commodity (3) Accounting Posting
m
Distribution % Legal Name Commodity Line Amount
00000 E] | TRee HoUsE INC 8 | 20552820 g - g
+ 5~ O
1-10f1 Recorde View per Page. @ 0 100
Accounting Distribution Line Distribution % Fund Department Unit Object

-

>

Special Instructions

Special Instructions Name

g
€ Pagelofl > >
Activity Attachments.

D EENE B  E—

ﬁ. "‘

Click the } to expand

About | Privacy | Important Links | Accessibity

CGl Advantage | ®CGiinc. 44GA

19. Enter Distribution % (100).
20. Enter Accounting Template (sub-unit).

21. Enter Object Code (if all commodities are being charged to one object
code). If multiple object codes are being used, see separate instructions

below.
22.Click Save.

& Delivery Order (DO) v oet &

L) Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

Header Accounting Distribution Vendor (1) Commodi . . . o

Enter Distribution %
[} - Legeame ey nter pistribution 7o
o 8 | meenousenc ] o

=] @
{ Pagelofl >
Object Activity Attachments.

Accounting Template DebtID Total %

N Enter Object Code

Enter Accounting Template

About | Privacy | ImportantLinks | Acoessibilty

40
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23. Click Distribute Accounting Lines.

B Delivery Order (DO) + o & | 3 B3

[ Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

B TRt
oo Vi) v | Click Distribute N
E] | theeHouseING &) | 20552620 g | se0 Accountlng Llnes

B

Accounting Distribution Line Distribution%  Fund Department Unit Object Activity Attachments

U v ! muoc:. j. F. E.ana i. D

CGl Advantage | ®CGiinc. 44GA

This will create an accounting line for each commodity entered.

If you are charging commodity lines to different object codes, click Accounting
and enter an Object Code for each line.

b Delivery Order (DO) ' osd | Click ACCOU”ting @m :

e Head Accounting Distribut Vendor (1) .
& N Enter an object
g .
& code for each line
ﬂ Vendor ( Commodity . . .
. . if using multiple
- e @ object codes

CGIAdvantage | ®Coike 446
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24.Click the Header tab.

Delivery Order (DO) ¢ @ oerE

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

[ 0 v ] € oot ] & oo | oo P

*Required fields

Header Accounting Distribution Vendor (1) Commodity (3) Accounting (1) Posting Special Instructions
)

Distribution % Legal Name Commodity Line Amount special Instructions Name >

B g P FfEED

1000000 E] | TREE HOUSE ING 05520820 s800

Vendor (1) - Commodity (3|

+ =} FE )

141 0f 1 Records vewperrige @) 0 0 ©  Pageiol > >
Accounting Lin{ \ne Amount % Fund Department Unit Object Activity Modified Attachments.

\ SSCC!
Click Header

).mé .

Mbout | Privacy | Importantlinks | Accessibiity CGl Advantage | ®cGiinc. 4464

25. Click 3 Dots (Related Actions).

Delivery Order (DO) v | ont
Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1 CIiCk 3 dOtS

*Required fields

Header Accounting Distribution | Vendor (1) Commodity (3) Accounting (1) Posting Special Instructions
m >
Distribution % Legal Name Commadity Line Amount SpecialInstructions Name
1000000 TREE HOUSE INC 205520820 5800 -
© atachments IS
Created By: sbrice | Created On: 01/19/2022 | Modified By: sbrice | Modified On: 01/19/2022
General Information
Transaction Name Record Date Budget FY
MM/DDYYYY
Fiscal Year Period Transaction Description Actual Amount
$2600
» show More
~ Open/Clo;
Closed Date Closed Amount Open Amount
- $000 $26.00

Referenced Amount

» show More
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26.Click Ship/Bill To Lines.

B3
Click Ship/Bill
Header Gc)coun(mg Distribution Vendor (1) Comm| TO Llnes Special Instructions >

Distribution % Legal Name Commor ‘Special Instructions Name

Delivery Order (DO) # o=t & |

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

ENE X

1000000 TREE HOUSE INC cez0 800
@
B & Attachments H
Related Actions Related Pages
Created By: sbrice | Created On: 01/19/2022 | Modified By: sbrice | Modified On: 01/19/2022 3
Ship/Bill To Lines Matching Status
General Information
Load Accounting Profie  View Assembly Request

Transaction Name Record Date Budget FY

MM/DD/YYYY Apply Tax Profile

Fiscal Year Transaction Description Actual Amount
$26.00
» ShowMore
+ Open/Closed Details
Closed Date Closed Amount Open Amount
- $0.00 $26.00

Referenced Amount

$0.00

Vendor Name will default from the Master Agreement.

View Vendor Name [ ] [wee] e e

& Delivery Order (DO) Drat
Department: 061 | Unit: 0910 | Transaction ID: 01 19 | Versi
B < Requred flds
e Header Accounting Distribution Vendor (1) Commodity (3) Accounting (1) Posting Special Instructions
) >
(o} Distribution % Legal Name Commodity Line Amount Special Instructions Name

&

=
>
H
3
i

Created By: sbrice | Created On: 01/19/2022 | Modified By: shrice | Modified On: 01/19/2022

~ General Information

Transaction Name Record Date Budget FY
MM/DDYYY
Fiscal Year Period Transaction Description Actual Amount
$26.00
> Showore
~ Open/Closed Details
Closed Date Closed Amount Open Amount
- $0.00 $26.00
Referenced Amount
$0.00
& Delivery Order (DO) # ot & :
EJ Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1
* Requred fieés
Header Accounting Distribution Vendor (1) Commodity (3) Accounting (1) Special Instructions
) >
isrbuton's Legalame commodty Special nstuctons Name
100000 B meerousenc 8 | asszcm0

Click Validate

Created By: sbrice | Created On: 01/19/2022 | Modified By: sbrice | Modified On: 01/19/2022

v General Informat

Transaction Name Record Date Budget FY
MM/DD/YYYY
Period Transaction Description Actual Amount

$26.00

» show More

v Open/Closed Details

Closed Date Closed Amount Open Amount

- $0.00 $26.00

Bntmenmmnd Ammint
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28. Once the transaction validates successfully, click Submit.

Delivery Order (DO) ¢ | vaft &

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

=1

@  1of 1: Transaction validated successfully

*Required fields

&
2
B
.
&
B

Header @ | Accounting Distribution @ | Vendor (1) © Commodity (3) @  Accounting (1) @  Posting (1)
U] . . >
vinton, T p— p— Click Submit
1000000 E] | mree HousE N 8 | z0ss2ce20 B | ss00 g

Created By: sbrice | Created On: 01/19/2022 | Modified By: sbrice | Modified On: 01/19/2022

~ General Information

Transaction Name Record Date Budget FY
MM/DD/YYYY =]
Fiscal Year Period Transaction Description Actual Amount
526,00
» Show More

~ Open/Cl Details

Closed Date Closed Amount Open Amount
- $0.00 $26.00

Referenced Amount
50.00

» Show More

Delivery Order (DO) ¢ | pending &
Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

@ 10 1: Transaction submitted successfully - Pending Approval by Purchasing Approval 1

*Required fields

Header ing Distribution Vendor (1) Commodity (3) Accounting (1) Posting (1) Special Instructions
* Legal Name Commodity Line Amount pecial Instructions Name >
E] | Thee House NG ] | 20ss2¢820 8 | s800 g 5 =

This message will =2

__| appear when your
el - transaction is

reca Yo Submitted scription st
» successfully.

Created By

~ Open Details

Closed Date Closed Amount Open Amount
- $0.00 $26.00

Referenced Amount
$0.00

» show More
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Delivery Order Cancellation

A DO may only be canceled if there are no transactions that reference it. If there
is a Receiver (RC) or an Invoice (IN) in Advantage Financial that references the
DO, those transactions must be canceled before the DO can be canceled. If
payment has been made against a DO, the DO cannot be canceled.

1. Click Create and Search Financial Transactions.

S Fi a Vend: E e Budget Revenue Budget Summary Revenue Budget Inquiry
g —‘k (RgJM, iget Sui y v e Budg \quiry
o O (@
[
& Vendor Transactior d Ch Check Reconcilliation é!: h\ Lifecycle Inquiry
[}
* &= gg
. st
A .
L Click Create and Search
Financial Transactions
Worklist
0 0
2. Enter Transaction Code, Transaction Dept, Transaction Unit, and
Transaction ID. Click Search.
L Financial Transaction ol ¢ - JE
[}
o [N | Click
S Transaction Code Transaction Dept Transaction Unit
Ny - Search
& Transaction ID Transaction Phase
-
n »
> Recent Sear .
Enter your Unit
Enter your DO Number
Enter your Department
Enter DO

CGl Advantage | ®CGiinc. 4.4GA
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B3O RABRE R

BRdPRARE AR

3. Click on the highlighted DO number to open the transaction.

Financial Transaction

- Search

Transaction Code

00

Transaction ID

223710

» show More

Grid Actions

1-10f 1 Recorde

Transaction Dept

& 061

Transaction Phase

V\eNperPage—@ s 100

Mbout | Privacy | Important Links |  Accessiilty

it & Transaction ID

4. Click 3 Dots (Related Actions).

Delivery Order (DO) ¢ | el &

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

10f 1: Approve action completed.

Summary

Record Date
01/19/2022

Issuer Name
Stephanie Brice

Open Amount
$26.00

» show More

Vendo

Vendor Customer
0020448

Address ID
P

POBOX 413

» show More

Header

Accounting Distribution Vendor (1) Commodity (3)
m

Distribution % Legal Name Commodity
1000000 E] | ree House N e

Transaction Name

Requestor Name
Stephanie Brice

Closed Amount
$0.00

Legal Name
TREE HOUSE INC

Line Amount
$26.00

46

Transaction Unit

0010

Transaction Status

Click DO Number
to open

< pagelofl > >

Transaction Function

CGl Advantage | ®CGline. 44GH

Close :
ey | Click 3 Dots
j Line Amount - >
B | sso0 —

Transaction Description

Actual Amount
$26.00

Closed Date

Alias/DBA
TREE HOUSE INC



5. Click Cancel.

H Close

Delivery Order (DO) ¢ | fina

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 1

e Primary Actions Other Actions. Research
Bl ) |1 amoreactoncompind it Tasact
& Summary Header Accounting Distribution Vendor (1) Commodity (3)
Q] Collaborate Schedule Transaction History

- Click Cancel
B Record Date. Transaction Naf Transa  copy Forward View PDF

01/19/2022 - -

Issuer Name Requestor Name Actual

Stephanie Brice. Stephanie Brice $26.00

Open Amount Closed Amount Close¢

$26.00 - Deactivate

Vendor

Vendor Customer Legal Name Alias/DBA

Address ID Line Amount

P $26.00

02062

» show More
B FINPROD ] + v - > 4
<« C @ adv-prod.cobbeounty.org/finprod/Advantaged o2 % @ :

Cancel Confirmation

¥ I the current

If that was your intention, select Yes. If not, select No to return to

Q the transaction.

A cancellation draft will appear.
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Ll Delivery Order (DO) #  ost

Department: 061 | Unit: 0910 | Transaction ID: 0119220001

[ O viier ] & oien | B o ] e B

719 | Version: 2

*Required fields

>

Commodity (3) Accounting (1) Posting (1) Special Instructions

"2 | The transaction is now
a cancellation draft

Header Accounting Distri
m

Created By: sbrice | Created On: 01/21/2022 | Modif

v General Information

Transaction Name Record Date Budget FY
- 2022
MM/DD/YYYY

Fiscal Year Period Transaction Description Actual Amount

- $26.00
» show More

+ Open/Closed Details

Closed Date Closed Amount Open Amount

- $0.00 $26.00

Referenced Amount

» show More

4. Click Validate.

Delivery Order (DO) v  ost&

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 2

Header Accounting Distribution Vendor (1) Commodity (3) Accounting (1) Posting (1) pecial Instructions
V]

Legal Name
TREE HOUSE INC

Commodity Line Amount
20552.0820 B | ss00

‘Special Instructions Name

100.0000

Click Validate

BGDODRARE 2N

Created By: sbrice | Created On: 01/21/2022 | Modified By: sbrice | Modi

General Information

Transaction Name Record Date Budget FY
- 2022
MM/DD/YYYY

Fiscal Year Period Transaction Description Actual Amount

- $26.00
» show More

+ Open/Closed Details

Closed Date Closed Amount Open Amount

- $0.00 52600

Referenced Amount

$0.00

» show More
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5. When the transaction validates successfully, click Submit.

Header

B3P RBEE BN

Delivery Order (DO) ¢ o= &

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 2

@  10f 1: Transaction validated successfully

@ | Accounting Distribution @ | Vendor (1) @ Commodity (3) @  Accounting (1)
()
Distribution % Legal Name Commodity Line Amount
00.0000 E] | Tre House N E] | 20552820 B | ss00

Created By: sbrice | Created On: 01/21/2022 | Modified By: sbrice | Modified On: 01/21/2022

~ General Information

Transaction Name
Fiscal Year

» Show More

Open/Closed Details
Closed Date
Referenced Amount
$0.00

» Show More

Header

BRDORABRE R

Created By: sbrice | Created On: 01/21/2022 |

v General Information

Transaction Name
Fiscal Year

» Show More

v Open/Closed Details
Closed Date

Referenced Amount

$0.00

» Show More

Record Date

MM/DDYYYY =

Period ‘Transaction Description

Closed Amount
$0.00

Delivery Order (DO) ¢ | peniing &

Department: 061 | Unit: 0910 | Transaction ID: 01192200000000223719 | Version: 2

@ 1 0f 1: Transaction submitted successfully - Pending Approval by Purchasing Approval 1

Accol istribution Vendor (1) Commodity (3) Accounting (1)

Legal Name Commodity Line Amount
B] | TRee House INC B | 205520820 B | ss00

n: 01/21/2022

This message will appear when
your transaction is submitted
successfully

Closed Amount
$0.00

mi

*Required fields

>

@  Posting (1)

Click Submit E

Budget FY
2022

Actual Amount
$26.00

Open Amount
$26.00

£
=]

* Required fields

>

Posting (1) Special Instructions

Special Instructions Name

Budget FY
2022

Actual Amount
$26.00

Open Amount
$26.00

The cancellation will then be routed through the same approvals as the original.
Entries will not be reversed until the cancellation is in Final Phase.
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Receiver (RC)

1. Click Receiving Search.

Expense Budg
(ESUM29L2)

mADRARE AR
]
3

l%a E

Click Receiving
A Search

Worklist

No Records Found

Expense Budget

] &

Check Reconcilliation

Assigned Date % Priority

2. Enter Transaction Code, Transaction Dept, and Transaction ID. If
entering a DO or PO number, use the wildcard (*) before the numbers.

Click Apply.

L) Receiving Search +

[

& v Filters

Q’ Transaction Code Transaction Dept

& PD 061 &
& » show More

%

B

> Recent Searches

Click Apply

Enter your PD, DO or

Enter PD, DO,

Enter your Department

PO Number

or PO

50

CGIAdvantage | ®Coike 44




3. Click 3 Dots (Related Actions).

Receiving Search © Back
- Filters &
Transaction Code Transaction Dept Transaction ID
D 061 & 30060

> Show More E3 -~

BEGODRARE a®m

Grid Actions

5]
@&

1o R vensarie @ o w © rmean >

Transaction Code Transaction Dept Transaction ID Phase Description Vendor/Customer

0023004

Click 3 Dots

About | Privacy | Important Links | Accessibiity CGlAdvantage | ®Coiine 440

4. Click Related Pages.

Receiving Search © Back
Filters &
Transaction Code Transaction Dept Transaction ID
PD 061 B 30060

> shownore 3 -

B3P RRE 2B

Grid Actions o o)

1-10f1 Records waurr"aqr—@ 0 100 € Pagelofl > >
Transaction Code Transaction Dept Transaction ID Phase Description Vendor/Customer

| PD 061 30060 Final - 0023004

T
/ >

Click Related Pages

About | Privacy | ImportantLinks | Accessibity CGl Advantage | ®©CGiinc 446
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5. Click Select Lines To Receive.

& FINPROD x4+ v - 8 x

€« C @ adv-prod.cobbcounty.org/finprod/Advantaged

) Cobb County :
2 coverament @

Search here.

Receiving Search « Back

Filters &

Transaction Code Transaction Dept Transaction ID

BEdDPRRE AN
i)

Grid Actions = &

1-10f 1 Records < Pagelofl > >

Transaction Code Transaction Dept Transaction ID Phase # Description Vendor/Customer

| PD 061 30060 Final - 0023004

Select Lines ToReceve  [NNSERNSEI N

A

Click Select Lines To Receive

About | Privacy | ImportantLinks | Accessibity CGl Advantage | ®CGiinc 440

6. Check the box of the line(s) you want to receive. Click Receive.

Receiving Search - Select Lines © Back || Receive

Receive All Lines Receive All Unselected Lines

Click Receive

- Filters &

Commodity Line

BEdDPRRE "B

m feset

Grid Actions e} )
1-10f 1 Records, viewperPage- @) 50 100 € Pageloil )
v Transaction ID CommodityLine  Commodity & Commodity Description i ity i Amount  Rec Final

HVAC: Air Purifiers, Accessories And Supplies. 0.00000

Check the box of the line(s)
you want to receive.

About | Prvacy | importantLinks | Acosssiiy CGIAdvantage | @coile. 4404
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You will now be in the Header component of the RC.

7. Click the Commodity tab.

B recerer (o) = omn IR I I

L) Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1

*Required fields

Header Vendor Commodity (1) Commodity Detail
Commodity Htem 1D
8 | om0 g

- Aattachments Y

Created By: sbrice | Created On: 01/21/2022 | Modified By: sbrice | Modified On: 01/21/2022

s Click Commodity

Yes

Referenced Transaction Code Referenced Transaction Department Referenced Transaction ID

PD 061 30060
* Receiving Location + Received Date Receiver

PUR ES 01/21/2022 5] sbrice B
Nam

Stephanie Brice

8. Enter Received Quantity.
For a line type of service, do not enter a received quantity. Enter
Received Service Contract Amount.
To view the original ordered quantity, click the}to expand the section.

Receiver (RC) # |osk & | i = B B

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1

*Required fields

Header Vendor Commodity (1) Commodity Detail

ol o™ Enter Received
Quantity

[ )
[}
&
L)
&
[}
L2
]

@
@&

1-10f 1 Records View per Page @ 50 100 < Pagelofl >

Commodity Line Referenced CommodityLine  *Line Type Commodity Received Quantity Received Service Contract Amount Attachments

‘.“Fm v.uaun F- ‘- SCUO

N

For line type of service, enter
Received Service Contract Amount

Click the } to expand

CGl Advantage | ®CGlinc. 446/

Repeat Step 8 for each commodity line received.
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If the shipment is a partial shipment or an over shipment, a reason and condition
are required. Follow these additional steps, if necessary, otherwise skip to Step
13.

9. Click the} to expand the section.

Receiver (RC) # |osk & | i = B B

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1

*Required fields

BRDORRE 2R

Header Vendor Commodity (1) Commodity Detail
Name Commodity Item ID
W W GRAINGER INC 8 | o0 g &
Vendor
+ v 9 e ] &
1-10f1 Records viewperPage- @) 50 100 C Pagelofl >
Commodity Line Referenced Commodity Line *Line Type Commodity Received Quantity Received Service Contract Amount Attachments

‘.HFm v.DWD E- ‘- SCUO

Click the } to expand

About | Privacy | Importentlinks | Accessibilty CGlAdvantage | ®cCsiine 4404

10. Click Show More.

i Receiver (RC) = een I I S
2 Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1

& + e o o @

e 1-10f 1 Records ViewperPage- @) 50 100 C Pagelofl >

& ‘Commeodity Line Referenced Commodity Line *Line Type Commodity it Received i A int Attachments

& L SH— SH—- I

-2} General Information Tolerances

n Commodity Line Description ‘Commaodity Description

HVAC: Air Purtfars, Acoesecries And Supphes HVAC: Air Purifiers, Accessories And Supplies

* Shipment Indicator Commadity Match Type Ordered Service Contract Amount
Partial v e 00

Unit Ordered Quantity Rejected Quantity
N 1.00000 0.00000

Total Quantity Received
0.00000

Stock Item Suffix Inventory Location Location Structure

Location Priority.

Click Show
More

About | Prvacy | ImpotantLnks | Acoessiilty CGlAdvantage | ®coie. 4464
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11. Scroll down to the Condition and Reason fields. Verify the Shipment
Indicator shows Partial.

12. Enter Condition, using the pick list.

13. Enter Reason (free-form typing).

Receiver (RC) = o ® | B 3 B3 £

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1

+ By o Ei &
1-10f 1 Records View per Page - @ 50 100 < Pagelofl > >
Commodity Line Referenced Commodity Line  *Line Type Commodity y Received Amount Attachr

HVAC: Air Purifiers, Accessories And Supplies LT T T T R

B3P RALE AR

* Shipment Indicator Commodity Match Type Ordered Service Contract Amount
3

Partial $0.00

Unit Ordered Quantity Rejected Quantity
N 8 1.00000 0.00000

Total Quantity Received

Verify Shipment

Stock Item Suffix

Location Structure

Indicator shows
Location Priority Pa rti a |

Material Safety Data Sheet Required TSI SaTETy D
e N v
; Z Enter Reason
Condition Reason
25 B

5

item on backorder

Enter Condition
14.Click Validate.

ij) CobbCounty ey
.. GOVERNMENT

Search here.

Ll Receiver (RC) % oerE

g Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1

E? * Required fields

[} Header ©  Vendor © Commodity (1) © Commodity Detail (]

& Name Commodity Item 1D

& WW GRAINGER INC E om0 S g

* = Click Validat

L + B o o @
1-10f1 Records viewperPage- @) 50 100 € Pagelofl ) >

‘Commeodity Line Referenced Commodity Line *Line Type Commodity Received Quantity Received Service Contract Amount Attachments

_ ‘.Hm - .03110 E- ‘ 70075- - OU

About | Privacy | Important Links | Accessibity

CGl Advantage | ®CGiinc. 44GA
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15.When the transaction validates successfully, click Submit.

Receiver (RC) v vt & | i (==]

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1
@ 1 0f 1: Transaction validated successfully [
* Required fields

Header © | Vendor ©  Commodity (1) ©  Commodity Detail @ C“Ck Su bmlt

Name Commodity tem 1D

B AR AR

W W GRAINGER INC 8| oo g g
Vendor
+ By O =] @
1-10f 1 Records View per Page. @ 0 100 ¢ Pegelofl )
Commodity Line Referenced CommodityLine ~ *Line Type Commodity Received Quantity Received Service Contract Amount Attachments

J 0 ! ‘.“Pm - .031\0 E- mnm- - Un

About | Privacy | Important Links |  Accessibilty

CGl Advantage | ®CGline. 44GH

This message will appear when your transaction is submitted successfully.

L Receiver (RC) v g clos
2 Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1
ﬁ @  10f 1: Transaction submitted successfully E4
2 *Required fields
& Header Vendor Commodity (1) Commodity Detail
& Name Commodity Item 1D
-2} RAIN & oo g g
B Vendor
Grid Actions =] @

1-10f 1 Records

This message will appear when S S
your transaction is submitted
successfully

1.00000

About | Privecy | Importantlinks | Accessibility

CGIAdvantage | ®CGike 440A
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Receiver Cancellation

1. Click Create and Search Financial Transactions.

& Find a Vend Expense Budget Revenue Budget Summary Revenue Budget Inquiry
) = (RSUM) B a i
. @} (@}
[
[ Ven i Check: Lifecycle Inquiry
e E &
B
B Click Create and Search
o Financial Transactions
0 0
2. Enter Transaction Code, Transaction Dept, Transaction Unit, and
Transaction ID. Click Search.

L Financial Transaction « Sl ¢ - [
[}
f - Search @ CliCk
g T:Cnsamon Code B :; action Dept B T;:suaﬂmn Unit B S e a r Ch
ﬁ Ynns? ccccc D Transaction Phase
N
n » she

> Recen rches

Enter your RC Number Enter your Unit

J Enter your Department
Enter RC

CGIAdvantage | ®Coike 44
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B RABRE R

B RARE AR

3. Click on the highlighted RC number to open the transaction.

Financial Transaction

- Search
Transaction Code Transaction Dept

RC

061

Transaction ID Transaction Phase

*498514

» Show More

Grid Actions

1-10f 1 Records.

Transaction Code Transa Transaction Unit &

About | Privacy | ImportantLinks | Accessiilty

4. Click 3 Dots (Related Actions).

Receiver (RC) ¢  fnal &

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1

Header Vendor Commodity (1) Commodity Detail
Name Commodity tem 1D
W W GRAINGER INC 8 oo g

Created By: sbrice | Created On: 01/21/2022 | Modified By: sbrice | Modified On: 01/21/2022

Transaction Name Allow Partial Receipts

Yes

Referenced Transaction Code Referenced Transaction Department

Receiving Location Received Date
PUR 01/21/2022

Name
Stephanie Brice

» show More

~ Extended Description

Extended Description

About | Privecy | Important Links | Accessibity

venpepoze: @) 0

Transaction ID

58

Transaction Unit

0010

5

Transaction Status.

Click RC Number
to open

m feset

©C Pagerot

Transaction Phase Transaction Status Transaction Function

Submitted

CGl Advantage | ®CGiinc. 446

Close :

* Required fields

Click 3 Dots

:

Return Items to Vendor
No

Referenced Transaction ID
30060

Receiver
sbrice

CGIAdvantage | ®CGike 4404




5. Click Cancel.

LA Receiver (RC) % [mna g cose 3

" Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 1 Primary Actions Other Actions Research

& Wiy B e Tansaction Refrences

e Header Vendor Commodity (1) Commodiy Detai cancel Fture Tansaction Trggering Tack WorknProgress
Pr—— o0

= Click Cancel

B Created By: sbrice | Created On: 01/21/2022 | Modified By: sbrice | Modified On: 01/21/2022 View PDF

v General Information Download Transaction

Transaction Name Allow Partial Receipts Return Activate
- Yes No

Deactivate
Referenced Transaction Code Referenced Transaction Department Referer
2 061 30060

Archive
Receiving Locat Received Date Receiver
PUR 01/21/2022 sbrice

Name
Stephanie Brice

» show More

Description

Extended Description

About | Privacy | ImportantLinks | Access

CGl Advantage | ®CGiinc. 4.4GA

6. Click Yes.

® FiNPROD x +

<« C @ adv-prod.cobbcounty.org/finprod/Advantaged

Cancel Confirmation

¥ I the current

If that was your intention, select Yes. If not, select No to return to

Q the transaction.
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A cancellation draft will appear.

Ll Receiver (RC) +

Department: 061 | Unit: 0910 | Transaction I

oraft ]

0000000498514 | Version: 2

Header Ven

Commodity Detail

Nam

BG3HhRAEE A

Created By: sbrice | Created On: 01/21/:

] The transaction is now
a cancellation draft

v General Information

Transaction Name

Referenced Transaction Code

Name

Stephanie Brice

» Show More

Extended Description

Extended Description

About | Privacy | Importantlinks | Accessibilty

Allow Partial Receipts
Yes

Referenced Transaction Department

Received Date
01/21/2022

=]E=][E=] [==]

*Required fields

Attachments Y

Return Items to Vendor
No

Referenced Transaction ID
30060

Receiver
sbrice

CGI Advantage | @caiine

7. Click Validate.

Ll Receiver (RC) « owes |
Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 2
Header Vendor Commodity (1)

Name Ccommodity
03110

WW GRAINGER INC

BGHRAR

Created By: sbrice | Created On: 01/21/2022 | Modified By:

General Information
Transaction Name
Referenced Transaction Code
PD
Receiving Location

Name
Stephanie Brice

» show More

~ Extended Description

Extended Description

About | Privacy | Important Links | Accessibity

Commodity Detail

Item 1D

brice | Modified On: 01/21/2022

Allow Partial Receipts
Yes

nced Transaction Department

Received Date
01/21/2022

B ) I

*Required fields

Click Validate 3

Return Items to Vendor
No

Referenced Transaction ID

30060

Receiver
sbrice

CGl Advantage | ®CGlinc.
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8. When the transaction validates successfully, click Submit.

Receiver (RC) v oetg

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 2

o T To ]

@  1of 1: Transaction validated successfully =

*Required fields
Header ©  Vendor @ Commodity (1) @ Commodity Detail o

Name Commodity tem 1D

e ) ) Click Submit

Created By: sbrice | Created On: 01/21/2022 | Modified By: sbrice | Modified On: 01/21/2022

()
e
&
[}
&
&
B
B

nformation

Transaction Name Allow Partial Receipts Return Items to Vendor

- Yes No

Referenced Transaction Code Referenced Transaction Department Referenced Transaction ID

" 061 30060

Receiving Location Received Date Receiver

PUR 01/21/2022 sbrice

Name

Stephanie Brice

> Sowtiore

Extended Description

Extended Description
Ll Receiver (RC) o mnad | 3 close
.’ Department: 061 | Unit: 0910 | Transaction ID: 01212200000000498514 | Version: 2
& @  10f 1 Transaction submitted successfully E
[} Header Vend Commodity (1) Commodity Detail
& Commady emo
& 2 oo I g
o :
n Created By: sbrice | Created On: 01/21/2022 | ({ied On: 01/21/2022

~ General Information

This message will appear when
:;Ienm:ed Transaction Code yo ur tra nsa Cti on i s su b m itted ;(g:;rﬂenced Transaction ID

:Zc:iving Location succes Sfu I Iy ::::\:er

Name
Stephanie Brice

Extended Description

About | Privacy | ImportantLinks | Accessibility CGl Advantage | ®CGiinc. 44GA

The cancellation will then be routed through the same approvals as the original.
Entries will not be reversed until the cancellation is in Final Phase.
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Stock Room Requisition (SRQ)
1. Click Create and Search Financial Transactions.

Create and Search Shopper Receiving Search Find a Vendor Expense Budget Expense Budget Revenue Budget Summary | | Revenue Budget Inquiry
(ESUM29L2) (RSUM)

3 ] & & &

Find Commodities Journal Vendor Invoice Registry Vendor Transaction Paid Checks

¥ History
B
2

Check Reconcilliation Lifecycle Transaction Lifecycle Inquiry

& B e

BEdDRARE BB

Worklist

@5 Click Create and Search
Financial Transactions

Worklist
Total Others
Transaction Code Department & Transaction ID & Assigned Date & Priority &

No Records Found

2. Click Create.

Financial Transaction

o R

v Search @

Transaction Code Transaction Dept Tran,

fea)

o Click on this link to

create an SRQ
» Show More ﬂ Reset

BEGHDRRE AR
o]

- Recent Searches pined [ IETHD)
=} X =1 X =} X X =| X =1 X =i X =i X =} X =} X

Transaction Transaction Transaction Created On Transaction Transaction Transaction Transaction Transaction Transaction

00 08/11/2021 00 0o

Transaction ... Transaction ... Create User ... Transaction ... Transaction ... Transaction ... Transaction ... Transaction ... Transaction ...

*219536 *219536 KJORDAN

| FYG O o || o o | 1 - oo S | SO T ——

» Show More

About | Privacy | Important Links | Accessiblty

CGlAdvantage | ®COiine 438ETASI]
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3.

Enter Transaction Code, Transaction Dept, Transaction Unit, and
check Auto Numbering.

4. Click Continue.

& Create Transaction m Cancel

2

B *

L Click

Continue
Enter your Department Check Auto Numbering Enter your Unit
Enter SRQ

About | Privacy | Important Links | Accessibilty CGl Advantage | ®caiine. 4464

You will now be in the Header component of the SRQ.

5. Enter Warehouse or use pick list to select a warehouse.

6. Enter Requesting Unit or use pick list to select a unit.

7. Scroll down to Shipping and enter Delivery Date. Your shipping location
will default. Verify that your shipping location is correct or use the pick list
to change shipping location, if necessary.

8. Click Save.

B Stock Request (SRQ) ot B | i [ © visne | & sumic | @ soe | sevescie M

e Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

“ | Enter Requesting Unit

===
112172022
Record Date Current Budget FY
DD/YYYY
Current Fiscal Year Current Period Transaction Descript Actual Amount
$0.00
Wareh Requesting Unit
et & 0910 [E
Issuer ID Nam
sbrice B Stephanie Brice
> s
Open/(

Closed Dat Closed Amount

$0.00
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Stock Request (SRQ) # | oer &

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

Click Save

v Shipping

Shipping Location Delivery Date
PUR 01/26/2022 Ship Whole Indicator
[ 9
400
122 Waddell Sreet
Marietta
oA
3006, More
Shipping Additional Information
y
~ Requisition Status
Reserved Status Released Status Number of Issues

Backordered Status Status Dat

nded Description

Extended Description

9. Scroll back to the top and click the Commodity tab.

B Stock Request (SRQ) # ot

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

Header Accounting Distribution Commodity Accounting Posting

Distribution % Stock Item Line Amount

& Attachments H

Created By: sbrice | Created On: 01/21/2022 | Modified By: shrice | Modified On: 01/

Click Commodity -

+ General Inf

Transaction Name

Current Fiscal Year Current Period ‘Transaction Description Actual Amount

Warehouse Requesting Unit
et 0910

Central Warchouse

Issuer ID Name

sbrice Stephanie Brice
» show More

~ Open/Closed Details

Closed Date Closed Amount
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10.Click the + sign to add a new line.

I ) S

Stock Request (SRQ) v+ o= E
Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

*Requied fields

fwm &

Header Accounting Distribution Commodity Accounting Posting
& Distribution % ‘Stock Item Line Amount
B Commodity
+ B @
e ViewperPage- 20 50 100 © ¢ pageoofo )
‘Commodity Line Stock tem Description Unit Price. Item Total Amount Attachments

No Records Found

Click ¥ sign

About | Privacy | ImportantLinks | Accessibilty CGl Advantage | ®Csiine. 440

11. Click the } to expand the section.

= S B

Stock Request (SRQ) «  owt

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

*Required fields

Header Accounting Distribution Commodity (1) Accounting Posting
Distribution % Stock ltem Line Amount

EEYELY

Commoity (1)
+ B~ O @
1-10f1 Records viewperPage- @) 50 100 € Pagelofl > >

Commodity Line ~ Stock Item Description Unit Price Item Total Amount Attachments

Click the } to expand

| ®cine 446A

About | Privacy | ImportantLinks | Accessibility CGl Advantage
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11.Click Show More.

Stock Request (SRQ) # oetE | i [===]

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

*Required fields

Header Accounting Distribution Commodity (1) Accounting Posting
Distrbution % Stock ttem Line Amount
g g

FEEENEEX

Commodity (1) -

+ 5 O Ei @
1-10f 1 Records viewperage- @) 50 100 € Pagelofl )
CommodityLine  Stock Item Description Unit Price. Item Total Amount Attachments
. - 0 - - - 4
General Information Open/Closed Details Reference Requisition Status Extended Description
Stock Item Stock Item Suffix Requested Quantity
E E
Issue Unit
) s

Click Show More

About | Privacy | Important Links |  Accessibilty CGl Advantage | ®Coiine 440

12.Enter Stock Item or use pick list to select a stock item.
13.Enter Requested Quantity.
14.Click Save.

Stock Request (SRQ) v+ o= &

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

Header Accounting Distribution Commodity (1) Accounting Posting
Distribution % StockItem Line Amount
Bl | sa07s1003 g g
Commodity (1) v
+ ) Ei &
upe'Ps\ze—@ s 100 € Pagelofl )

Enter Stock
Item - 17016991

Extended Description

General Inform;

Stock Item Stock Item Suffix Requested Quantity

64075-1003 & & 1.00000

Issue Unit Accounting Profile Accounting Template
CASE &

Fixed Asset Number

m

Enter Requested Quantity

To add additional stock items, repeat steps 10-14.
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15. Click the Accounting Distribution tab.

&

Stock Request (SRQ) « | ot

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

I ) S

*Required fields

B
L

Header Accounting Distribution Commodity (1) Accounting Posting
o} Distribution % Stock ltem Line Amount
g g g
@
n Commodity (1) v
+ (=) et ] ©
1-10f 1 Records View per Page - @ 50 100 © ¢ Pagelofl )
Commodity Line o Description Unit Price Item Total Amount Attachments
PPAPER TOWELS - ROLL (P-30) $17.016991
General Information opd Description
Click Accounting
640751003 D . t . b t B 1.00000
Istrioution JUR—
CASE &8 =1
Fixed Asset Number
]

a showless

16.Click the + sign to add a new line.

Stock Request (SRQ) |0t &l

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

B ) S D,

*Required fields

Header Accounting Distribution Commodity (1) Accounting Posting

oistrbution stock tem Line At
8 | sarsions a El

Bg P §fgEmeG

0Re ViewperPage- 20 50 100 <« Pageloi0 M

Accounting Distribution Line Distribution % Fund Department Unit Object Activity Attachments

No Records Found

Click * sign

About | Privacy | Important Links |  Accessibilty CGlAdvantage | ®Coiine 446

67



17.Click the  to expand the section.

@ Fvero x o+ v - 8 x
< C @ adv-prod.cobbcounty.org/finprod/Advantaged w2 % @ :
P () Cobb County P . Stephanie Brice
= (L Goverament @ QA A x 2 0 Qe
B Stock Request (GRQ) = w3 T T T~ F
2 Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1
B S
@ Head Commodity (1) Accounting Posting
& ockem | LineAmout
75 g g
+ (S e &
n e @ % <o >
Accounting Distribution Line Distribution % Fund Department Unit Object Activity Attachments

CGlAdvantage | ®Coike 446

18.Enter Distribution % (100).

19. Enter Accounting Template (sub-unit).

20. Enter Object Code (if all commodities are being charged to one object
code). If multiple object codes are being used, see separate instructions
below.

21.Click Save.

B Stock Request (SRQ) # o=t g

) Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

. o Enter Distribution %

[ I - - ]

General Information coA

Accounting Template Total %
0910 EY °

N Enter Object Code

Enter Accounting Template

About | Privacy | Important Links |  Accessibilty CGl Advantage | ®Csiine. 440
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22.Click 3 Dots (Related Actions).

@ FiNPROD x o+ voo= x

€« C @ adv-prod.cobbcounty.org/finprod/Advantaged -z x @
"\ Cobb County R Stephanie Brice
. GOVERNMENT @ searchhers Q A % 2 O Procurement Professions!

~J:-]-.— K

Stock Request (SRQ)  oer &

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

n *Required fields
Header Accounting Distribution Commodity (1) Accounting Posting
m
[} Disrbution Stock tem Line Amount
1000000 B | 640751003 g g
@
+ B o
SR p— lick
Accounting Distribution Line Distribution % Fund Department Unit Objec I C 3 OtS
" : o0 ama. 1. & . B

About | Privacy | Important Links | Accessibity CGl Advantage | ®CGile. 4404

23.Click Distribute Accounting.

Stock Request (SRQ) v et &

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

= e I

*Required fields

FEYEEX

Header Accounting Distribution Commodity (1) Accounting Posting
1
Distribution % StockItem Line Amount
1000000 ] | e40751003 g E}
. Related Actions
+ By o

1-10f 1 Records View per Page @ 50 100 g E
Accounting Distribution Line Distribution % Fund Department Unit Object Attachments.
(= > D = Click Distribute

Accounting

-

Mbout | Privacy | Importantlinks | Accessibity CGl Advantage | ®CGile. 440A

This will create an accounting line for each commodity entered.
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If you are charging commodity lines to different object codes, click Accounting
and enter an Object Code for each line.

LI - ER

Stock Request (SRQ) oo &

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

Header Accounting Distribution Commodity (1)
U]
Distribution % Stock ltem
100.0000 Bl | sa07s1003
Commodity (1
+

B I I X

Click Accounting

object codes

Enter an object
code for each line
if using multiple

*Required fields

=] &
< Pagelofl
Attachments

e
[ 1 sm)z.

ﬁ'.

l

Mbout | Privecy | ImportantLinks | Accessibity

CGl Advantage | ®CGike 440/

LN ER

24 Click Validate.

Stock Request (SRQ) oo &

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

Header Accounting Distribution Commodity (1)
)
Distribution % Stock Item
1000000 Bl | sa0751003
Commodity (1
+ B o

B S I

Accounting (1) Posting
Line Amount
8 | si702

Click Validate

*Required fields

=] &
< Pagelofl M
Attachments

Mbout | Privecy | ImportantLinks | Accessibity

70
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25.When the transaction validates successfully, click Submit.

Stock Request (SRQ) ¢ (oerE |

Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

E=] =] :

@ 1 of1: Transaction validated successfully £

*Required fields

Header © | Accounting Distribution @ | Commodity (1) @  Accounting (1) @  Posting (1) ) CI k S b t
) IC uomi

Distribution % Stock Item Line Amount

FEYEEXS

1000000 B | sa0751003 8 | sro g
Commodity (1)
+ v o Ei @
R Venperore- @ 0 ¢ ¢ raeron >
Accounting Line Line Amount Fund Object Department Unit Activity Attachments.

_ snoz.am - .em - .Dé‘ = .ng = .umo -

About | Privacy | Importantlinks | Accessibility CGl Advantage | ®cGiine GA

Stock Request (SRQ) « et & | i close
Department: 061 | Unit: 0910 | Transaction ID: 01212200000000010578 | Version: 1

@ 1 of1: Transaction submitted successfully £

*Required fields

FEYEEXS

Header ounting Distribution Commodity (1) Accounting (1) Posting (1)
* Stock ttem Line Amount
B | sa0751003 8 | sve g8

Commodity (1)

Grid Actions 5 &

~=1 This message will appear when © e

bepartment Unit Activity Attachments

your transaction is submitted
successfully

Mbout | Privacy | Importantlinks | Accessibiity CGl Advantage | ®cGiinc 4464
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