Edmunds Manual
General Rules for First Approval

Requisitions must be approved via First Approval
before 12:30pm to be processed. Requisitions
approved after 12:30pm will be processed the next
business day.
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First Approval Alerts:
> You will be notified that you have Requisitions using your account(s) via email and Edmunds.
» You will receive the following email:

Dear Casey Johnson,
The following Requisitions need 1st Approval:

6-001284 TEST TEST TEST ALIGNMENT TEST-VOID 04/04/16

» You will receive the following notice when you sign in to Edmunds:

6 There is 1 Requisition needing 1st Approval.




Sign into Edmunds:

» Enter Your User Id
» Enter Your Password
» Select OK

Userld: |:|

Password:

| Cancel -




Changing Your Password:
> File P MCS) -32

> Change Password o e (e
» Enter Current Password
» Enter New Password
» Confirm New Password
» Select Submit

Exit
Lock Client Session
Print Logs
Change Passwaord

Save Workspace
Restore Workspace

Change Password

I Close

NOTE: Your new MC3J password must be at least 8 characters.
It must contain at least one letter and at least one digit.

Enter Current Password: |]:I
Enter New Password: |:|

Confirm New Password: | | [ submt |




First Approval:
» Finance
> AP
» Purchase Requisition
» Select Requisition Auto Approval

File BELELRESS Billing/Collections  Window  Help

GIL

Revenue

Budget

Purchase Crder
Budget Prep Vendor

Fund Maintenance Check Processing
Fund Listing Purchase Requisition

BudgetRevenue Class Maintenance Caonfract

Supply Contract
Department Maintenance —

Location Maintenance Commodity Code Maintenance
= Commodity Code Report
Tracking |d Maintenance
Tracking |d Report

Finance Report Extract

Statement of Revenue and Expenditures
Finance Change Transaction Inguiry

Ship To Address Maintenance
Ship To Address Listing

Requisition Maintenance
Reguisition Quick Entry
Requisition Auto Approval
Create P.O. From Requisition
Requisition Inguiry
Requisition Listing
Requisition Listing By User Id
Requisition Comments Listing

Purge Reguisition Routine




First Approval:

» Select Open/Resubmitted

groval Routine

| update || Close |[ MiewReq. |[

This procedure updates all Requisitions with afYeast one line from one status to another.
Change All Status From: [open/Resubmitted | To: | |

Some Requisitions have ecurity restrictions.
[] Print to Screen (Updajissmiessana e

Req. Mo, |Req. Date Description IReq. Total Wendar Mame
2nd Aprv

3rd RAprv
PLOEHN ELECTRICAL CONTRLRCTORS
4th Aprv

6-001567 04,29/16 BULE EATER TUMEU KIT-RUAD TOOLFETICH

2,000.00 STONE INDUSTRIES, INC
6-001566 [04/29/16

6-001563 04/29/16 TRAFFIC & SAFETY FAINTI-RORD SHERWIN-WILLIAMS

6-00156%9 |04,29/16 EEIMB DAMAGE TO MATLBOX-SAFETY FRANK DEGREZIA

EAS J

Double click column header for ascending sort, single click for descending sort. ™ in Entered By column = Resubmitted)



First Approval:

> “Double Click” First Line

| update |[ close | ViewRea. || Undo

[® Requisition Detail

This procedure updates all Requisitions

Change All Status From: 'Open,-‘ResubE;!l
Some Requisitions have been omitted

[:] Print to Screen (Updated Listing)

Req. Mo. |[Req. Date Description

6-001565 |04/ 16 |[ASFHALT - WAIER

6-001566 (04/29/16 ELECTRICAL WORK - SEI
6-001567 |04/29/16 BULE EATER COMBO KIT-E
6-001568 (04/29/16 TELFFIC & SLFETY FAIN]

6-001569 |04/253/16 REIME DRMAGE TO MRILBL

BN 1

Double click column header for ascending sor;

May 2, 2016
08:57 M

Wayne Township
Bequiszition Inguiry

Bequisition Mo: &-0015&5
Status: Open

Vendor: &0720

P.0. Humber: STONE INDUSTRIES, INC
Requested Date: 04/23/16 PO BOX 8310
Due Date: HALEDON, NJ 07538
Description: ASPHALT - WATER
Beqg Total: 2,000.00 State Contract: STB-86427
Seq Catalog Num Qry Unic Price Item Total Charge Acct
Line Item Descript Description
Line Item Notes r'/
1 1.0000 2,000.0000 2,000.00 B &-05-55-501-058
RSPHRLT SUPPLIES, PERMITS,LAB
REQ#7197
FOR. ENCUMBRANCE ONLY .1
al, > e
Mew Status: |open v Comments:

Status Reason:

F) (ome



First Approval :

» You MUST know review the ENTIRE
» Check the information on this page.
> Review:
» Descript
> F.O.B.
» P.O. Type
» Vendor Information
» St. Contract No.
» Ship To
» Description
» Charge to (Account Information)
» Quantity
» Unit Price

Requisition.

Reguisition Auto Anoroval Routine

J| View Req. JL

(__upaste [

Close

Undol Requisition Detail

Some Requisitions have bl omitted

This procedure updates all Requ\smo@ vay 2, 2016

Change All Status From: |Open/Resubmy ((ns:57 am

Requisition No: 6-0015
Status: Open
P.0. Humber:
Requested Date: 04729/
Due Date:

Req Total:

Description: ASPHALT - WATER

&5

Vendor: 60720
STONE INDUSTRIES, INC
16 PO BOX 8310
HRLEDON, NJ 07538

2,000.00 State Contract: STB-86427

Seq Catalog Num
Line Item Descript
Line Item Notes

oty Unit Price Item Total Charge Rcct

Description

1
ASPFHALT

REQ#7197

s

FOR ENCUMBRANCE ONLY

2,000.0000 2,000.00 B 6-05-55-501-058

SUPPLIES, PERMITS,LAB

Double click column header for ascending sort; s{/|

MNew Status: |open

v Comments

Status Reason:



First Approval:

» Review to ensure that the following information has been included:

» Quote Number
» Quote Date

> Resolution Number
> |If Blanket;: BLANKET PO

> If Encumbrance NOT to be mailed: ENCUMBRANCE ONLY - DO NOT MAIL

Requisition Auto Apnroval Routine

Update J[ Close ][!\ew Rexq. JL Undol

(

Requisition Detail

This procedure updates all Requ\sﬂion%

Change All Status From: (0pen/Resubmi

Some Requisitions have been omitted
(] Print to Screen (Updated Listing)

May 2, 2016 Wayne Township
08:57 AM Requisition Inguiry

Description

§-001566 04/28/16 [ELECTRICAL WORK - SEWE

6-001567 04/29/16

6-001568 04/29/16

6-001569 04/29/16 RRMAGE TO MRTLE(

Requisition No: 6-001565

Status: Open Vendor: 60720
P.0. Humber: STONE INDUSTRIES, INC
Requested Date: 04/29/1& PO BOX 8310
Due Date: HRLEDON, NJ 07538
Description: ASPHALT - WATER
Reqg Total: 2,000.00 State Contract: STB-86427

Seq Catalog Hum Qry Unit Price Item Total Charge Rcct
Line Item Descript Description
Line Item Hotes

1 1.0000 2,000.0000 2,000.00 B 6-05-55-501-052
ASPHALT SUPPLIES, PERMITS,LAB

REQ#7197

FOR ENCUMBRANCE CONLY

EN

New Status: (0pen Comments

Status Reason:

(@) (oms ]

10



First Approval:
> The Green ¥ indicates that there are attachments.

» Review that attachments are correct, by selecting the paperclip.

[® Requisition Detail

Update | Close || ViewReq. | Undo
This procedure updates all Requisition vay 2, 2016 Wayne Township
Change All Status From: [Open/Resubm] (n2.57 am Requisition Inquiry
Some Requisitions have been omitted d
] Printte Screen (Updated Listing) Reguisition No: €-0015&35

— Status: Open Vendor: 60720
Reg.No. Req.Date Description E.0. Nunmber: STONE INDUSTRIES,INC
6-001565 |04/29/16 Requested Date: 04/29/1&6 PO BOX 8310
Due Date: HALEDON, NJ 07538
6-001566 |04/29/16 |[ELECTRICAL WORK - 3Ei Degcription: ASPHALT - WAIER
B Reqg Total: 2,000.00 State Contract: STB-86427
§-001567 |04/29/16 BULE EATER COMBO KIT-E
1 ||seq Cataleg Num Qoy Unit Price Item Total Charge Acct
6-001568 04/29/16 |TRAFFIC & SAFETY PAI¥ Line Item Descript Description
6-001569 |04/29/16 REIMB DAMAGE TO MAILB( Line Item Notes W%
1 1.0000 2,000.0000 2,000.00 B &-05-55-501-058
ASPHALT SUPFLIES, FPEBMITS,LAEB
BREQ#7187
ak FOR ENCTUMBRANCE ONLY b1
FRS i e
Double click column header for ascending sort; 5|0
New Status: |open v Comments:
Status Reason:
Close

11



First Approval:
» After you have reviewed EVERYTHING and you approve the Requisition, select 15t Aprv

> Select Close

1 2,000.0000 2,000.00 B 6-05-55-501-058
ASPHALT SUFFLIES, FERMITS,LAR

REQ#7197

FOR ENCUMBRANCE ONLY

-IE.
Mew Status: [open Comments:

Status Reason: | SBen L‘L

2nd Aprv
3rd Aprv

4th Rprv @ Close

Denied

Cancel

Held




First Approval:
» Click Update
» Proceed to double click the next Requisition and continue the review process

» Once you have completely reviewed all your Requisitions, Select Update, then Select Close

A

E Requisition Auto Approval Routine
| Updste |[ Clse |[ ViewReg |[ Unde |

This procedure updates all Requisitions with at least one line from one status to another.
Change All Status From: [0pen/Resubmitted ¥ To: | v

Some Requisitions have been omitted due to user security restrictions.
[:] Print to Screen (Updated Listing)

Reqg. Mo. |[Req. Date Description Req. Total | Mendor Name |[Entered By
6-001565 |04/29/16 |ASPHRLT - WATER 2,000.00 STONE INDUSTRIES, INC PHS517

6-001566 04/29/16 ELECTRICAL WORK - SEWER 500.00 FLOEHN ELECTRICAL CONTRACTORS |PH517
6-001567 |04/29/16 BULB EATER COMBO KIT-RORD 510.00 TOOLFETCH EH517
6-001568 04/29/16 TRAFFIC & SAFETY FAINI-ROARD 2,000.00 SHEEWIN-WILLIAMS EH517

6-00156%9 04,/29/16 EEIMB LDAMAGE TO MAILBOXK-SAFETY 88.31 FEANK DEGREZIA EH517

E1S

Mew Status

|Status Reason

Double click column header for ascending sort; single click for descending sort. (™ in Entered By column = Resubmitted)
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First Approval:

» **|f, at any point, you do NOT APPROVE, place the Requisition on Hold

> Select Held

» Type a Status Reason providing an explanation

Beg Total: 500.00 State Contrac

Seqg Catalog Num Quy Unitc Bris
Line Item Descript
Line Item Notes

1 1.0000 501
FOR ELECTRICAL WORK

REQ#7198

FOR ENCUMBRANCE ONLY

E1S

Mew Status: [open Ci
Status Reason: | Cpen L‘\




Line by Line Check for Requisitions:
» Finance
> AP
» Purchase Requisition

» Select Requisition Maintenance

File QREUEULEE Window Help

Fund Maintenance

Fund Listing

Budget/Revenue Class Maintenance
Department Maintenance

Location Maintenance

Finance Report Extract

Statement of Revenue and Expenditures
Finance Change Transaction Inguiry

Purchase Order
Vendor

Check Processing
Purchase Requisition
Contract

Supply Contract

Commeodity Code Maintenance
Commodity Code Report
Tracking |d Maintenance
Tracking |d Report

Ship To Address Maintenance
Ship To Address Listing

Requisition Maintenance
Requisition Auto Approval
Create P.O. From Requisition

Reguisition Inguiry

Reguisition Listing
Requisition Listing By User Id
Requisition Comments Listing

Purge Requisition Routine
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Line by Line Check for Requisitions:

» Enter the Requisition Number, Then select “Enter” on your Keyboard

Requisition Maintenance

E

| Add Edit [ cose ) Deete [ << J[ > | Pt Line tem
Requisition No: [ -

Page 1 F'agezl

Status: Status vendor: | || |[-] SupplyContract | | .
Reason: Name: | (-]
Address: | |
Req Date: | |
Due Date: | 1] - |
Hnans] | St ContractMo: | |
FOB: EnteredBy: | | shipTo: [ ] |-
P.O. Type: 1st Aprv By: |
PONo: | | - 2nd Aprv By: |

| |
| |
Release No: | 0f 3rd Aprv By: | | |
Line ltems: | | 4th Aprv By: | | |

Toar || swtchgmy| |

Duplicate
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Line by Line Check for Requisitions:

» Contains Information for:
» Descript
> F.O.B. , : : : unisiticm Maitenance

[ add || Edt  J[ Ciose || Deete [ <= J[ == | pint |[ Linetem |

> P.O. Type Requisition No: =

1 Page 1|Page 2|
» Vendor Information ———— = P LT —
> St Contract NO Reason: Name: [RACHLES/MICHELE'S OIL CO

Address: 116 EULLER RCAD

> Shlp TO Req Date: |
R [cLIFTON | [ma] [o7012

Descript (87 OCTANE GRS NO LERAD REG | 2760

F.OB. Destination Entered By:

P.O. Type: New Blanket 1stAprv By: | | | EQUIEMENT MAINT. DIV.
PO.No: [ | - 2nd Aprv By: | | | DEW GARAGE
| |
| |

Release No: | 0] 3rd Apiv By: | 201 DEY ROAD
Line ltems: 4th Aprv By: | UL, 0T QTR

Total satcngBy |

| Duplicate ]
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Line by Line Check for Requisitions:

» If Requisition is a 3-Part Quote, you will find information on page 2.

Requisition Maintenance

Add | Save ] Cancel Delete <= = Print Line kem

Requisition No: 30049968,

rQuote 2

Vendoria: (-]
owote| |

rQuote 3

Vendoria: (-]
owote| |

Comments:




Line by Line Check for Requisitions:

> Select Line Item, to review each line.

Requisition Maintenance
[ add J| Edt J[ cose [ Delete J[ <= [ > J[ Pt || Linetem |

Requisition No: -

Fage 1|Page 2|
Status: [open [ status | Vendor: [0 (-] SupplyContract | | ..

Reason: Mame: RACHLES/MICHELE'S OIL CO ()
|
|

Address: 116 EULLER RCAD

ReqDste |
Surleis [cLIFTON | ma| [o7011

Descript: |8? OCTANE GRS NO LEAD REG | St Contract MNo-
F.OB. Destination Entered By:

P.0. Type: New Blanket 1stAprv By: | | |
POMNo: [ - 2nd Aprv By: | | [ e

| |

| |

EQUIEMENT MAINT. DIV.

Release No: | 0] 3rd Aprv By: |
Line ltems: 4th Aprv By: |
Totat sacngBr |

201 DEY¥ ROAD
WAYNE, NJ 07470

| Duplicate ]
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Line by Line Check for Requisitions:

» Contains Information for:

» Description

» Charge to (Account Information)

» Quantity
» Unit Price

Requisition Line tem Maintenance

(

add  J( Eat ) Cose | Deste

< I £ ] I_ GoTo ] I_ Notes ]

Requisition No:
ltem Seq;
Release Num: E Due Date:

Description: |

Account Type: Budget

Vendor:

MName: |HRYNE BOARD OF EDUCATICN

Supply Contract Id/Seq: |

Charge to: |6-01-20-704-026

Control Acct: |0'II-[E‘.R EXPENSE CONTROL

| Requested Balance: 70,689.93

Sub-Account: [MAINT CONTRACTS

|Requested Balance: 110.00

Catoghium [ |

Requested Date:

Comm Code: | (-] |

Tracking Id: | (-] |

Quantity: | 1.0000| U. Measure: | |
Unit Price: | .000a|

fem Tatal

Purch Type: Other

moice: ||

20



Line by Line Check for Requisitions:

> Select Notes

Requisition Line ltem Maintenance

t

Add | Edt  J[ cwse [ peete [ <= J[ = J[ GoTo J[ MNotes |

Requisition Mo: |6-001840 Vendor. 68910
ltem Seq: Name: [WAYNE BORRD OF EDUCATICN |

Release Num: | | Due Date: Supply Contractid/Seq: | || |

Description:
Account Type: Budget Charge to:
Control Acct |OTHER EXPENSE CONTROL | Requested Balance:
Sub-Account: |MAINT CONTRACTS | Requested Balance:
Cataloghum: || Requested Date:
Comm Code: | (=) |
Tracking Id: | = |
Quantity. | 1.0000| U. Measure: | | Purch Type: Other
Unit Price: Ivoice: [ |
ltem Tatal:

21



Line by Line Check for Requisitions:
» Contains Information for:
» Quote Number
» Quote Date
» Resolution Number
> |If Blanket: BLANKET PO
» If Encumbrance NOT to be mailed: ENCUMBRANCE ONLY - DO NOT MAIL

» To close, select Done

Requisition Line Item Maintenance

22



Line by Line Check for Requisitions:
» To close, Select Close

Requisition Line ltem Maintenance

[ add  J[ Edt J[ close |[ Deete |[

<< ] [ == J [ GoTo J [ Hotes ]

Requisition No:
Item Seq;
Release Num: | 0/ Due Date:

Description: |

Account Type: Budget

Vendor:

MName: |W'AYNE BOARD OF EDUCATION

Supply Contract 1d/Seq: |

Charge to: &-01-20-704-028

Control Acct [OTHER EXFENSE CONTROL

| Requested Balance: 70,639.93

Sub-Account [MAINT CONTRACTS

| Requested Balance: 110.00

Cataloghum: |

Reguested Date:

Comm Code: | (=] |

Tracking Id: | [[=] |

Quantity: | 1.0000| U. Measure: | |

Unit Price: | .0000|

fom Tatal

Purch Type: other

e E—
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Line by Line Check for Requisitions:
> The Green == indicates that there are attachments.
» Review that attachments by selecting the paperclip.

Requisition Maintenance
(_aw J(_ es J{ cose J( Dee (<

Requisition No: |6-001468

iPaua‘l m

Status: Open Stalus Vendor: =) Supply Contract
Reason. MName:
Address:

ReqDate: 04/19/16
DueDale; 1 » 7

st St Contract No:

FOoB: : ' Entered By. Ship To:
P.0. Type: | w] 1stApmBy: =
P.O. No: | 2nd Apv By: |
Release Mo 3rd Aprv By:
Line tems; | 4th Aprv By
Total: | Stal Chg By: |




> A/IP
» Purchase Order

Line by Line Check for Purchase Orders:
» Finance

> Select Purchase Order Maintenance

[[ﬂ MCS) - 3.2

Billing/Collections  Window

GiL
Revenue
Budget

Budget Prep

Fund Maintenance

Fund Listing

Budget/Revenue Class Maintenance
Department Maintenance

Location Maintenance

Finance Report Extract

Statement of Revenue and Expenditures
Finance Change Transaction Ingquiry

Purchase Order
Vendor

Check Processing
Purchase Requisition
Contract

Supply Contract

Commodity Code Maintenance
Commodity Code Report
Tracking |d Maintenance
Tracking |d Report

Ship To Address Maintenance
Ship To Address Listing

Purchase Order Maintenance
Voucher/Purchase Order Quick Entry
Import Purchase Card Purchase Orders
Line ltem Payment Approval Update
Close Purchase Orders Routine

Create Utility Refund Payments

P.O. Inquiry

Print Range Of P.0O"s

P.0. Listing

P.O. Status Report

P.0. Listing By User Id
Received P.O. Batch Listing
P.0. Transaction Inquiry

25



Line by Line Check for Purchase Orders:
» Contains Information for:
» Descript
» F.O.B.
> PO Type , Purchase Order Maintenance

J| Edt J[ cose || Delete J[ =< J[ = J[ Pt | Linetem |

> Vendor Information Purchase Order: |[EREME| [ - | P.0. Type: Contractld: |  |[-]
> St. Contract NO. Status: [open | PoStatus | Vendor [21585 || of (-] SupplyContract | | .

. Order Date: [01/04/16 | Line tem Status | Name: [FF1 PROFESSICNAL SAFETY SERV. |L:J
> Shlp TO Due Date: [ATTN: HYLE MIZDOL |
> AttaCh ments Descript. [COMPENY #2 - EQUIFMENT | |32 WILSON DRIVE |

FOB. Destination |SERRTR | [ma] 07871 |

Discount %: .00 | Edit Discount |
Req. No: Line ltems: | 5| St Contract Mo
P.0. Total: Ship To: |_| - LADMIN/NEAL BELLET
Void Total: TOWNSHIF OF WAYNE

475 VALLEY ROAD
WAYNE, NJ 07470

Comments:

. Duplicate .




Line by Line Check for Purchase Orders:
» For further information, select Line Item

Purchase Order Maintenance
[ add || Edt  J[ Close || Delete [ < J[ = J[ pint [ Linetem |
Purchase Order; [-] P.0. Type: Contractld: | |[]
Status: [open | POStaws | Vendor: [ o (-] SupplyContract | | ..

Order Date: [01/04/16 | Line tem Status | Name: [FF1 PROFESSICNAL SAFETY SERV.

Due Date: [aTTN: HYLE MIZDOL

Descript: |COMPANY #2 - EQUIEMENT | |32 WILSON DRIVE

FOB. Destination |SERRTR | [ma] 07871

Discount %: .00 | Edit Discount |

Req. No: Line ltems: | 5| St ContractNo: |STB-80946 |
LI Ship To: - ADMIN/NEAL BELLET
vois ot romisuze of e

475 VALLEY ROAD

WAYNE, NJ 07470

Comments:

. Duplicate .




Line by Line Check for Purchase Orders:
» Contains Information for:
» Description
» Charge to (Account Information)
» Quantity
» Unit Price
» Select Notes for further information

Purchase Order Line Item Maintenance

[ asa  J[ Est J[ cose J[ pewte J[ <« J[ = J[ GoTo |[ Detai

General|

Purchase Order: Vendor:
ltem Seq: Status: | Stats | Mame: [FF1 PROFESSIONAL SAFETY SERV. |

Motes Exist

Release Num: | 0| Due Date:
Description: [FX-R TURNOUT CORI 32" FX-R |

First Enc Date: Charge to: Budget
Control Acct [EQUIEMENT - FIRE AND ARSON INVESTIGATION| Balance:| 27, 616.69)

Sub-Account [EQUIFMENT - FIRE AND RRSON INVESTIGATION Balance: 27,616.69 [ Regstninfo |

Catalog Num: |:| Purch Type: Cther

Comm Code: | | = | | =
Tracking Id: | [ | &

Quantity | 4.0000]U Measure: [ | RowDatel[ 7 / | meicer | |
Unit Price: RovdBatchld:| | [ 1pes | 1099 Exclusion:
e Tota Voia Date Req.No:

| Checking Acct: | | 1d: |

o pate: [ 7 /||

Supply Contractidrseq | ||

5-04-55-915-944| .. Split Charges:

28



Line by Line Check for Purchase Orders:

» Contains Information for:
» Quote Number
» Quote Date
» Resolution Number
> |If Blanket: BLANKET PO

> If Encumbrance NOT to be mailed: ENCUMBRANCE ONLY - DO NOT MAIL

» To close, select Done

Purchase Order Line ltem Maintenance
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To Use Laserfiche:

Laserfiche is now available to ALL USERS of Edmunds.

Laserfiche Purchase Orders Copies Will Include:

Yellow Voucher (Signed by Vendor and Department Head/Supervisor)
Original Quote (As Applicable)

Original Invoice

Original Packing Slip (As Applicable)

Gold Voucher

Check Number

YVVVYVYVYVYYVY

» Open software by double clicking on the Laserfiche desktop shortcut.

» Under Available Repositories highlight Wayne and hit the OPEN button.

» Under Laserfiche Repositories, expand Wayne and highlight TOWNSHIP.

> From the tool bar, click on the Search Pane icon.

ik

Laserfiche Repositories
i---_t,g Wayne

+]---

“ | POLICE

| CLERK
+-_| CONTRACTS
4[| ENGINEERING
-] MIS
H

[+

0] POs
. Recycle Bin

30



To Use Laserfiche:

» Click the arrow on the left of Customize Search and verify that Field is the only option selected

(PB4

Lozation: Wayne, TOWNSHIP

Search
% Save & Load

Customize Search

Basic
Within Folder

Text

Date

Document/Folder Name
Document/Folder 1D
Electronic Documents
Tags

Links

Versions

User

Within Volume

Pages

Business Process
Advanced

Eile Edit Yiew Tagsks Jools HYindow Help

oS |

B dose

LB C

x| | Name

I CLERK

_ACONTRACTS

| ENGINEERING
JMIS

. Hit Close.

31



How To Use Laserfiche:

» Make sure that Search by Template Is selected and choose Purchase Orders from the dropdown menu. You may now lookup
POs by the fields listed above.

< Field Search
Field Search [] Search across selected fields:
o e Search by template:
[[] Search across selected fields:
Search by template: Purchase Orders
Purchase Orders PO Mumber

Mo template assigned

Contracts

Maps

MIS - EMPLOYEE CONSOLIDATED FORMS
Purchase Orders

Street Files

Vendor Number

m

Finanoe Dooument Type

Check #
Check #

» You May Search Using:
» PO Number
» Vendor Number
» Finance Document Type
» Purchase Order
» Capital Purchase Order
» Check #

32



To Use Laserfiche:

» Having Trouble? Advanced search options — Wildcards.

Wildcard

Description

[Asterizk) Represents zero or more missing characters. For example, govern®s

wiould find “govemnors,” "govermments," and "govemns."

[(Question mark) Represents any single character. For example, ge2y would find
“gray” and “grey," but not "gravy.”

(Erackels) Brackets are alzo used as a wildcard for any single character. A limited
set of replacement characters can be specified within the brackets. For example,
graely would find "gray” and "grey,” but no others.

[Dash) Indicates a range of characters. For example, bfa-iliter would find the words
“batter,” "betier” and "bitter,” but mot “butter™

[0-9]

Represents any single digit number. For example, [0-9][0-9) would find any two-digit
number (but not a ane- or three-digit number), and [0-3)[0-9][0-9]-[0-9][0-9]-[0-51[0-
O[0-90[0-9] would find a social securty number.
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