Edmunds Manual
= General Rules

EVERYTHING IN EDMUNDS MUST BE IN ALL CAPITAL LETTERS
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New Vendors MUST be submitted to Purchasing.

Questions??? Call Purchasing
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Basic Terms:
*For further clarification, consult ““Accounting and Purchasing Policy Manual.””*

New Blanket Purchase Order: IF you do not have a quote, but you do have an estimate of anticipated spending amount, you set

aside the money for the Vendor.

* “Encumbrance”: No copies are sent to Vendor. Partial is sent to Vendor for signature.

» Signature on File: The white and yellow copies are mailed to the Vendor. The Vendor signs and returns the yellow copy. The
yellow copy is kept on file. Subsequent partials made under this do not require a signature by the Vendor. In place of Vendor
signature it must be written “Signature on File.”

Purchase Order: After requisition has been approved, it becomes a Purchase Order.
» White Copy: Vendor Copy

* Yellow Copy: Vendor Must Sign

» Pink Copy: Department Copy

» Gold Copy: Treasury Copy

» Green Copy: Purchasing Copy

3 Quote: When Purchase is over $6,000.00, a minimum of three quotes must be obtained.
Requisition: Setting aside/requesting money for a purchase.

Please note: For Blanket (Signature on File) Encumbrances, White Copy and Yellow Copy are mailed to Vendor.
All Departments will receive Pink Copy for Recordkeeping.



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 |




Before Entering a Requisition, you MUST have the following information:

Vendor Name and Information

Account Number(s) Used for the Purchase

St. Contract No. (Is your Requisition a NON-BID, (3 PART) QUOTE, BID?)

P.O. Type (Is your Requisition an Encumbrance/Blanket or a One Time Purchase?)

YV VY

A\

If your Requisition is NOT an Encumbrance/Blanket, you MUST have your Department Head/Supervisor write on the Quote
the Account Number that you are to use. She/he must also sign and date the Quote (Per “Accounting and Purchasing Manual’)

» If you have any questions, do not hesitate to contact Purchasing!!!




Entering a Requisition:
» 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




Entering a Requisition:

> Select Add

[ add | Eoi

Requisition Maintenance

] Delete [ Ed

J(

J

Print

Line tem

Page 1|Page 2.

Requisition No: [ -

Status

Status

Reason:

Req Date:
Due Date:

Name: |

Address: |

vendor: | || |[-] SupplyContract | | .

| L]

Descript: |

F.OB:
P.Q. Type:

Release No: | 0f

Line ltems: | |

PONo: | | -

1 —

EnteredBy: | |

S E—

1st Aprv By: |

2nd Aprv By: |

f
!
!
i

R e e

| |
| |
3rd Aprv By: | | |
4th AprvBy: | |

StatChgly: | |

Duplicate

[




Entering a Requisition:

» Add Record box will pop up.
» Select OK

Add Record

Enter Requisition |d: &-0014&4

QK [ Cancel J




Entering a Requisition:
» Req. Date will show current date.
» Descript MUST be completed. Use a brief description and your department.

> For example: CHEMICALS - DPW
» F.O.B. MUST be completed. This field designates Freight Charges. (Bids are always “Destination.”)
» P.O. Type

» For One Time Purchase — Leave Blank

» For Encumbrance and Blanket PO — Select New Blanket
» Supply Contract ; Ty T ——

> Enter Township of Wayne Contract Number ags ([ save J(_cancel ] Dsete < Line tem

Requisition Mo: | §-001488 .

FPage 1|Page 2|
Status: Status Vendor: I]:l [ |(~] SupplyContract | % |[ ]
Reason: Name: | | L:J
Address: | |
|

Reqpite |
Due Date: [

Descriet | | StContactNo: [ |
F.OB.: v EnteredBy: | | ) i
ShipTe: | | (]

P.O. Type: | ¥] 1stAprvBy: |
P.O. Mo |:| 2nd Aprv By: |
Release No: | | 3rd Aprv By: |
Line ltems: | | 4th Aprv By: |

Duplicate




Entering a Requisition:
> Enter the number for the Vendor. -

> *If you do not know the Vendor number, begin typing the Name. Then select [ - " and select the correct Vendor.
» *If you do not see the Vendor you need, contact Purchasing.

Requisition Maintenance

Add L Save ][ Cancel ] Delete »p Line ltem
Requisition Mo: 6-0014868| .

Page 1|Page 2|
Status: Status Vendor; I]:l |1 [] SupplyContract | Ay

Reason: Name: | ()
Address: |

ReqDat |
Due Date: | 111

Deseript | | stConactNo: ||
FOB: v CEnteredBy | | , i
ShipTo: | | -]

P.O. Type: [ v] 4stAprvBy: |
POMNo: [ | - 2nd Aprv By: |
Release No: | | 3rd Aprv By: |
Line tems: | | 4th Aprv By: |

L — o —

| s 7 ]
| s 7 ]
| s 7 ]
R IAVAR

Duplicate
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Entering a Requisition:

» St. Contract No. Enter one of the following:

NON BID

QUOTE (Used for 3 part Quote)

BID#

RFP#_

STB#

MCCPC#

RESO

*1f another, you MUST check with Purchasing!

YVVVYVVVVY

Requisition Maintenance

Add [ Save ][ Cancel ] Delete

Requisition No: [6-001466] -
Fage 1|Fage 2|

Staus

Reason: Name:
Address:

Req Date:

Due Date:

Descript: | |

F.OB: | - EnteredBy: | |

P.O. Type: | v| 1stAprBy: |

St ContratNo: |
ShipTo: | | (-]

POMNo:[ | - 2nd Aprv By: |

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

L I— e —

Duplicate
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Entering a Requisition:
» Ship to Enter your Department number and then TAB .
> *If you do not know your Department Number, press | | ~ All Departments will be listed.

Requisition Maintenance

| Save | Cancel Delete == Line ltem
L I ]

Requisition Mo:
Page 1|(FPage 2|

Status: |Open S Vendor: I]:l || (-] Suppl

Reason: Name: |
Address: |

Req Date:
Due Date:

Descript: |

2nd Aprv By:
Release No: | | 3rd Aprv By: | | |
Line ltems: | | 4th Aprv By | | |

Total: | StatChgBy: | |

Duplicate




Entering a Requisition:

» Page 2 (Used only for 3 PART QUOTE)

» Enter the Vendor ID number.
» *If you do not know the Vendor number, begin typing the Name. Then select L:J - and select the correct \endor.
> *If you do not see the Vendor you need, contact Purchasing.

» Quote Enter Amount

» You MUST enter all quotes, even if $0.00

Requi on Maintenance

Add I Save 1( Cancel | Delete B Line kem
A S JL¢ J -

Requisition Mo: [§-001840] .
Page 1|Page 2|

Quote 2

Vendorld:|  [[-] Name: |

Comment: |

CQuote 3

Vendorld:|  [[-] Mame: |
Quote:| | Comment: |

Comments:




Entering a Requisition:
» Select Save

Requisition Maintenance

Wy
a

[ sSave ] |_ Cancel ] Delete <<

ition Mo: [6-001464

de 1|Page 2

Print Line tem

Status: |Dpen | | status Vendar: I]:I | [-~) Supply Contract: | -]
Reason: ' Name: | ()
Address: | |
Req Date: | |
Due Date: | 1] - |
Descript. | |

St. Contract No: | |

F.OB.: [ ¥ EnteredBy | | shipTo: [ | ()
P.0. Type: [ ¥| 1stAprvBy: | | [ 7 7 ] :
PO.No: [ | - 2nd Aprv By: | | [ 7 7 ]
Release No: | | 3rd Aprv By: | [ [ 5 7 |
Line Items: | | dth Aprv By: | | [ 7 7 ]
Total: | | StatChgBy: | |

Duplicate




Entering a Requisition:
» Select Line Item

Requisition Maintenance

I edt J[ cose || Deete J[ == [ = J[ pint J[ Linetem |

Requisition Mo: | [SEa0RE=E]

Page 1|Page 2|

Status: [0pen s | Vendor 5310 || 0 () SupplyContract | | -
Reason: MName: WAYNE BOARD OF EDUCATION (-]

|
Address: |50 NELLIS DRIVE |
|

Req Date: [

Due Date: WAYNE | 3] [o7a70 |

Descript: | | St ContractNo: | |
F.OB: Entered By: shipTo: [ |

P.O. Type: 1stAprv By: |

Release No: | 0] 3rd Aprv By: |
Line tems: | 0 4th Aprv By: |

Total satcngBy | |

| | |
PONo:| | - 2nd Aprv By: | | | |
| | |
| | |

. Duplicate .
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Entering a Requisition:
» Select Add

Requisition Line item Maintenance

[ Close ] Delete [ = ][ = ] GoTo Hotes

RequisitionNo: | | vendor | |
ltem Seq: | | Name: | |
Release Num: | 0| Due Date: Supply Contract 1diSeq: | | |
Description: | |
Account Type: Budget Charge to:

Control Acct: | |Requested Balance:| |
Sub-Account: | |Requested Balance:| |
Catalogum: | | Requested Date:

Comm Code: | | = | | =
Tracking Id: | | = | | [
Quantity: | 1.0000| U.Measure: | | Purch Type: Other

Unit Price: | | Ivoice: ||
e
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Entering a Requisition:
» Select Line Item

Add Line Item

[

Add new line item?

D Duplicate previous line item

Cancel .

(o]
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Entering a Requisition:

» Description (Detailed Item Information; Match Quote as closely as possible)

> Enter in ALL INFORMATION
» Part/Item/Product #
» Detailed Product Description
> *If you run out of space, Select Notes

[ Save ]I_ Cancel ]

Requisition Line tem Maintenance

Delete =< = Go To | Notes

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

Vendor:

Name: |W'AYNE BOARD OF EDUCATION

Supply Contract Id/Seq; |

Description: |

Account Type: [Budget | v

Charge o e

Confrol Acct: |

|Requested Balance:| |

Sub-Account: |

|Requested Balance:| |

cataoghum: ||

Requested Date:

Comm Code: | | D [

Tracking Id: | 1) |

Unit Price: | . 0000

fem Tatar

Quantity: | 1.0000| U. Measure: | | Purch Type: [0ther | ¥

moice: ||
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Entering a Requisition:

» Notes:

» This is a continuation of Description from Line Item Maintenance
» Continue Item Description

» When complete select Done

Requisition Line Item Maintenance

Cancel Delete
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Entering a Requisition:
» Charge to:
> Enter in account number of the account you want to use for this purchase.
> **Blanket or Encumbrance — Use Account Number only ONE time (Can use multiple accounts, but each only
once.)

> Quantity
> Enter in the quantity of the item(s)
» **Blanket or Encumbrance - Quantity MUST be 1.

Requisition Line ltem Mait

Add [ Save J[ Cancel J Delete

Requisition Mo: |6-001840 Vendor: T8
Item Seq: 1

Release Mum: | 0| Due Date: /

Description: |

Account Type: [Budget | v Chargeto: 6- - -
Control Acct: Requested Balance:

Sub-Account: Requested Balance:

Catalog Mum: Reguested Date: 05/26/16
Comm Code:
Tracking Id:
Quantity: 1.0000| U. Measure: Purch Type: [Other | v

Unit Price: .0000 Invaice:

ltem Total: .00
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Entering a Requisition:
» U. Measure:
» Enter Unit of Measure of the Quantity
» Examples: LS — Lump Sum; EA - Each; GAL - Gallon
» Purch Type:
> Drop Down Options:
» State —State Contract/Bid, Co-Op Bid
» Bid - Township of Wayne Bid, Township of Wayne RFP, Pay to Play, Special Wayne Resolution
» Other — NON-BID, Quote, Three Part Quote
» Exempt - DO NOT USE

Requisition Line ltem Maintenance

Add [ Save J[ Lancel J Delete << = GoTo [ Notes J
Requisition No: Vendor:
ltern Seq: Name: [WAYNE BORRD OF EDUCATION |
Release Num: | 0| Due Date: Supply Contractid/Seq:| || q

Description: | |
Account Type: [Budget | v Charge to: (-]

Control Acct: | |RequestedBalance:| |
Sub-Account: | |Requested Balance:| |
CatalogMum: [ ] Requested Date:

Comm Code: | (]

Tracking |d:

| U Measure: | | Purch Type: [other v
proo| Invoice:
emTowt [ Phco

22



Entering a Requisition:
» Unit Price — Enter price of Item

» Based on the Quantity and the Unit Price, Item Total will auto-calculate.
» Select Save

Requisition Line Item Maintenance
Add ( Save J ( LCancel J Delete << =3 Go To ( Hotes J
Requisition No: Vendor:

ltem Seq: Name: [WAYNE BOARD OF EDUCATION |

Release Num: | 0| Due Date: Supply ContractidiSeq: | | [ g
Description: |

Account Type: (Budget | v Charge to: (-]
Gontrol Acct: | |Requested Balance:| |
Sub-Account: | |Requested Balance:| |
CatalogNum: [ | Requested Date:

Comm Code: | &N
Tracking Id: | |D |
Quantity: U. Measure: | | Purch Type: [other | ¥)
Unit Price: Invoice: | |
ltem Total:




Entering a Requisition:
» IF you need to add another line item, select Add

Requisition Line ltem Maintenance
[ add J[ Edt | cose J[ Deete J[ << J[ = J[ GoTo |[ Motes |

Requisition Mo: &-001840 Vendor: 68910

Item Seq; Mame: [WAYNE BOARD OF EDUCATION

Release Num: | 0/ Due Date: Supply Contract Id/Seq: |

Description: |
Account Type: Budget Charge to:

Control Acct [OTHER EXFENSE CONTROL | Requested Balance:
Sub-Account [MAINT CONTRACTS | Requested Balance:
Cataloghum: | ] Reguested Date:

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

Quantity: | 1.0000| U. Measure: | | Purch Type: Other

Unit Price: | .0000| Invoice: | |
tom Totst

24



Entering a Requisition:

» You can copy the previous line item’s information by checking the Duplicate previous line
item box

» Select OK

» Enter Information as Explained in the Previous Slides

Add Line Ttem 5|

Add new line item?

IE] Duplicate previous line item

li] Cancel '

25



Entering a Requisition:
» After entering the last line item, further information is required.
» You MUST include any and all of this information:
» Quote Number
» Quote Date
» Resolution Number
> If New Blanket Purchase Order Signature on File write: BLANKET PO
» If New Blanket Purchase Order “Encumbrance” NOT to be mailed write: ENCUMBRANCE ONLY

Requisition Line Item Maintenance

26



Entering a Requisition:
» When All Information is Complete, Select Save
» Select Yes

Requisition Line tem Maintenance

[ Save ][ Cancel ] Delete =2 = Go T [ HNotes ]

Requisition No: Vendor,

ltem Seq: Name: [WAYNE BOARD OF EDUCATION |

Release Num: | 0| Due Date: Supply ContractldiSeq: | [ ]

Description: |PAFER
Account Type: (Budget  v) Charge to: (-]

Control Acct: |CTHER EXPENSE CONTROL | Requested Balance:
Sub-Account: MAINT CONTRACTS | Requested Balance:
Cataloghum: Requested Date:

Comm Code: | | @ | -]

Tracking Id: | | @ | -]

Quantity: U.Measure: | | Purch Type: [other _ v)
Unit Price: Invoice: |
ltem Total:

|4 m g s | il

Select an Option ﬂ

Do you want to save this record?

[Ies ] [ Mo J [ Cancel J

27



Entering a Requisition:

» When All Information is Complete, Select Close

Requisition Line ltem Maintenance

[ Add | Edt [ cose || Deete |[

== = ][ GoTo ][ Notes ]

Requisition No:
ltem Seq:
Release Mum: | 0| Due Date:

Description: PREER

Account Type: Budget

Vendor:

Mame: |FAYNE BOARRD OF EDUCATION

Supply Contract 1d/Seq; |

Charge to: 6-01-20-704-028

Control Acct: |OTHER EXPENSE CONTROL

|Requested Balance: 70,679.93

Sub-Account: MRINT CONTRACTS

|Requested Balance: 100.00

Cataloghum: [

Requested Date:

Comm Code: | (-] |

Tracking Id: | | = |

Quantity: | 1.0000| U. Measure: | |

Unit Price: | 10.0000|

ftem Tota

Purch Type: cther

moicer [ |

28



Entering a Requisition:
» You MUST attach your back up scanned paperwork to your Requisition.
» At this point, there are two possible procedures.

Requisition Maintenance

Add Save Cancel Delete 5 Line ttem
L It J

Requisition Mo: 6-001486 ..

Fage 1|Page 2|

Status: Status vendor: | || (-] SuppyContract | ][]

Reason: | ' Name: | ()
Address: | |
|

Req Date: [
Due Date: | 1011

Desaipt | | Stcomtractho: ||
F.OB: [ v EnteredBy:| | ) i
ShipTo: [ | []

PO Type: [ v| 1stAprvBy: | | |
PONo: [ | - 2nd Aprv By: | | |
Release No: | | 3rd Aprv By: | | |
Line ltems: [ | 4th Aprv By: | | |

Toal | swtonger| |

i
i
!
!

Duplicate

29



Entering a Requisition:
» Procedure #1 (If not using Procedure #1, Skip to Page 33)
> Select 4

» Select Attach File....

Requisition Maintenance
add [ save [ cancel |  Dekte = - Prin Line it4 Ad save || cancel
Requisition No: - Requisition No: [6-001466
Page 1|Page 2| m‘im
Status: Status Vendor: D || (-] Supply Contract | Stalus: mn

Reason: Mame: |

[~ Supply Contract . (-]

Reason;
Address: |

Req Date:

Due Date: Attachments

BEEEl | | St. Contract No:

F.OB.: Entered B p—
] neredBy: [ | snipTo: [ [ R
P.O. Type: istApvBy: | | [ s s | e Teame e i

PONo:[ | - ndApvBy: [ | [ 7 s

Release No: | | adApvey: [ | [ 7 /|

Line tems: || dhapveBy: [ | [ 7 7
Total: | ] StatChgBy. | |

| ScanDocument.. | | AftachFile.. | [ Open | | Close |

30



Entering a Requisition:

» Go to the location of the file that you would like to attach.

Requisition

Fage 1|Page 2|

(sove )(_corcel ] oo

ho; |6-001466!

Status:
Reason

' Attachments

@ Artach

Look [n: ﬂ';—"‘_&enerm

|

FFiB Mame

i-&olporzﬁ.uns"lhat use Prints

1| & DR Pictures

& Edmunds Manual

& FF1

& Floor Plans

ﬁ FOLA Plans 2013-02-19

ELs NS

File Name:;

Files of Type: {HH Files

Altach _'| | cancel

31



Entering a Requisition:
» Select the File.

» Select Attach

» (Proceed to Page 34)

Requisition Maintenance

Requisition No: &-001466)

Page 1|Page 2|

Status: [Open

| | [.-] Supply Contract |

pe
B Attach

Lookin: | Eamunds Manual

7 (@ (@] (@) [ED e

[E§ MCSJ Finance
L 27Finance[1].pdf

| 6-0000000 QUOTE.pat
L1 2012 Audit Reporpal
[ Daily Operations.pdf
| Getting Started pdf

'_ Reports pdf

|| FiteMame:  [6-0000000 QUOTE pat

Files of Type: ;AJI Files

Imeem]

32



» Entering a Requisition:

» Procedure #2

» Load Paperwork into Personal Scanner, Select 4
» Scan Paperwork Directly into Edmunds

Requisition Maintenance

Add [ Save ][_ Cancel ] Delete 5 Line ttem
Requisition No: [6-001466] .
FPage 1 F'agezl
status:

Reason: |

Address: |

Req Date: [
Due Date: |

escret | ' S
F.OB: [ v EnteredBy:| | _ —
ShipTo: [ | []

PO Type: [ v| 1stAprvBy: | | |
PONo: [ | - 2nd Aprv By: | | |
Release No: | | 3rd Aprv By: | | |
Line ltems: [ | 4th Aprv By: | | |

Toal | swtonger| |

i
i
!
!

Duplicate




» Entering a Requisition:
» Attached Scanned Items MUST Be Named; You can name them as you choose. Some suggestions:
» PO # TABULATIONS
> PO# QUOTE
> PO # PROPOSAL
> PO # EMAIL
> PO#LETTER
» QUOTE #
» Select OK

Requisition Maintenance
| Save I Cancel J|  Dedste
Requisition No; [6-001466
[Page 1[Page 2]
Status: Open Siatus Vendor, |~ Supply Confract |
Reason: : Mame: G
rConﬁrm Attachment "

Attachments Enfter 3 description and click OK 1o attach this file,
or click Cancal if you do not want to aftach this file.

File Name Ji-0oo0000_cuorc i
_‘:_ﬂ;_ i _éancnl

[ scanDocument.. | [ aracnFite.. | [ open | [ Ciose |

@)
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Entering a Requisition:
» Select Close

Requisition Maintenance
[ Save || Concel |  Deiste r v Prot Lins tmm
Requisition No: [6-001468/

Page 1|Page 2

Status: [open tatus Vendor: ||| Supply Confract: | IG=)

Reason: Mame: (=)

Attachments

Datermime
04/19/16 02:43 PM

FileName
|§-0000000 QUOTE.pat

E-0000000 QUCTE

| Scan Document - _|. | Aftach File .. I | open J L Close J
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Entering a Requisition:

» The Green + indicates that you have attachments.

> Select Close

» Write the Requisition Number in Pencil on Any Back Up Paperwork (Quote, Proposal, etc. and Send to Purchasing.)

iPaua 1|{Page 2

Requisition Maintenance

Status: Open

Reason:

ReqDate: 04/19/16

Due Data: |
Descript: |

i

Vendor.
Mame:
Address:

FOB: [ *|  EnteredBy. |

. w] 1stApr By

P.O. Type: [
P.O. No: |
Release Mo
Line Hems: |
Total: |

2nd Aprv By: |

3rd Aprv By:
4th Aprv By

Stal Chg By: |

=) Supply Contract

5t Contract No:
Ship To: |

36



Before Entering a Partial, you MUST have the following information:

» Encumbrance/Blanket Purchase Order Number
> Invoice

» If you have any questions, do not hesitate to contact Purchasing!!!

37



Entering a Partial Payment:

> Finance
> A/P
» Purchase Order

> Purchase Order Maintenance

® mcsi-3.2

File BELELEEEN Billing/Collections Window

GiL
Eevenue
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 Inguiry

Purchase Order
Vendor

Check Processing
Purchase Requisition
Contract

Supply Contract

Commodity Code Maintenance
Commodity Code Report
Tracking Id Maintenance
Tracking Id Report

Ship To Address Maintenance
Ship To Address Listing

e 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 OfP.0O."s

P.C. Listing

P.O. Status Report

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

38



Entering a Partial Payment:
» Enter the Number of Purchase Order
» Select “Enter” Button on your keyboard

E Purchase Order Maintenance

Add Edit Close Delste [ << J[ = | Print Line ttem
Purchase Order; | (-] P.O. Type: Contractld: | [[-]
Status: || PO Status vendor |  |[ |[.-) SupplyContract | |
Order Date; Line ftem Status | Name: | |

Due Date: |

Descript. | | |
F.OB: |

Discount%: | | Edjt Discount
Req.Me: | | Lineltems: | | St ContractMNo: | |
PO Tota: [ | ShipTo: | |
VoidTotal: [ |

Comments:

Duplicate




Entering a Partial Payment:
» Select Line Item

Purchase Order Maintenance
[ Add | Edt [ cClse J[ Deete J[ <= J[ = [

Purchase Order. |[FREMIIED | -

Print ][ Line tem ]

- P.0. Type: Blanket Contractld: | [
Status: Closed PO Status . Vendar: EI D Supply Contract I:l

Order Date: [01/05/16 Line ftem Status | Mame: [FELDMAN BROTHERS ELEC SUPELY
Due Date: |26 MRRYIAND AVENUE

Descript. [ELECTRICAL SUPFLIES - SEWER | |

F.0B.: Destination [PATERSON | 3] [07503
Discount %: .00 Edit Discount |
Req. No: Line ltems:

St ConiractNo

P.0. Total: Ship To: -
Void Tott =

201 DEY RORD
WAYNE, HNJ 07470

- |SEWER DIV.

Comments:

Duplicate .




Entering a Partial Payment:

» Using the Arrows, find the Blanket Control for the line item which you will use to make a
payment.

» Make sure you are selecting the correct account number.

» Select Add

Purchase Order Line ltem Maintenance
| add J[ Edt  J[ close [ peete [ <= [ = | GoTo J[ Detml ||
Purchase Order: Blanket Control Vendor: Motes Exist
ltem Seq: Status: | Status | Name: [FELDMAN BROTHERS ELEC SUPELY |
General

Release Num: | 0| Due Date: | Checking Acct | |1 [ 0 Date: [05/13/16] |

Description: [VARIGUS ELECTRICAL SUBFLIES | Supply ContractldiSeq:| |||
FirstEnc Date: [01/05/16| Chargeto: Budget 6-05-55-512-033| - gplit Charges:
Control Acct: [OTHER EXEENSE CONTROL fglance:|  305,504.93

Sub-Account: [FUME STATION REPAIRS a: 79,464.46| [ Regstninfo |
Caoghum: |

Comm Code: | () [

Tracking Id: | [ |
Quantit: | 1.0000/U.Measure: | | Rovd Iveice: | |
Unit Price: a | 10@8 | 1099 Exclusion:
[tem Total: i Req. No:
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Entering a Partial Payment:

» You can copy the previous line item’s information by checking the Duplicate previous line
item box

» Select OK

Add Line Ttem (3w

Add new line item?

E Duplicate previous line item

OK . Cancel '
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Entering a Partial Payment:
» Enter the Release Number (Release Number = Partial Number)
» Enter the Due Date (Select “Tab” on your Keyboard)

» Enter Description (Detailed Item Information; Match Invoice as closely as possible)

> Enterin ALL INFORMATION
» Part/Item/Product #
» Detailed Product Description

> *If you run out of space, Select Notes

Purchase Order Line ltem Maintenance

add [ ][ cancs Delete <<

Detail

Purchase Order: Vendar:

ltem Seq: | 2| Status: [og

Name: |[HIGHLAND TOWNHOUSE OWNERS ASSH|

General|

Release Num: | [i| DueDate:| / /

| Checking Acct: |

| 1d: | |pate: [ / /||

Description: (QUALIFIED COMMUNITIES |

First Enc Date: Charge to: [Budget | 7|

Control Acct |0THER EXPENSE CONTROL

Sub-Account: [SNOW REMOVAL-KELLY BILL

caatoghom: ||

Purch Type: [Other | v

Supply Contractid/iSeq:| | [ g
|6-01-26-765-103] [ split Charges:
| Balance:
| Balance: Regstn Info

Comm Code: | | L:J |

)

Tracking ld: | [C) |

[@

Quantity: U.Measure:| | Rovd Date:
Unit Price: RevdBatchld: [ |
ltem Total: Void Date:

moice: ||

1089 1099 Exclusion:

Req.No:| |
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Entering a Partial Payment:
» Charge to:
» Confirm that you have the correct account number.
» U. Measure:
» Enter Unit of Measure of the Quantity
» Examples: LS — Lump Sum; EA - Each; GAL - Gallon
» Purch Type:
» Drop Down Options:
» State —State Contract/Bid, Co-Op Bid
» Bid - Township of Wayne Bid, Township of Wayne RFP, Pay to Play, Special Wayne Resolution
» Other — NON-BID, Quote, Three Part Quote
» Exempt - DO NOT USE
» Quantity

Purchase Order Line Item Maintenance

» Enter in the quantity of the item(s) B
» Unit Price — Enter price of Item [Genera

» Based on the Quantity and the Unit Price Retesse hum [ ] ouenate [/ /[ Checkingacd

> Item Total will auto-calculate. rntrotas ] oeme . Errr I oo
> Select Save ST :&Bizfzz:z
> If Done, Page 47 e -
> If more Items, proceed to next page. R

Tracking Id

Quantity 1.0000 U. Measure: Rovd Date: | 7 7 Invoice

Unit Price .0000 Rcvd Batch Id: 1099 1099 Exclusion:

Itern Total .00 VoidDate: | / / Req. No
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Entering a Partial Payment:
» IF you need to add another line item, select Add

Purchase Order Line ltem Maintenance

(

add | Edt || cose J[ Delete J[ << J[ > || GoTo || Detai

Purchase Order: Blanket Control Vendor: hNotes Exist

Gen erall

ltem Seq: Status: [Paid | Status | Name: [FELDMAN BROTHERS ELEC SUPFLY

Release Num: | 0/ Due Date: |Checkir‘|g Acct | [ 10 | 0| Date: [05/13/16] ‘
Description: [VARIOUS ELECTRICAL SUPPLIES | Supply Contract IdiSeq: | | | |

FirstEnc Date: Charge fo: Budget ~ Split Charges:

Control Acct |OTHER EXPENSE CONTROL | Balance: 305,504.93

Sub-Account |[FUME STATION REERIRS | Balance: 79,464.46 | Regstninfo |
Cataloghum: || Purch Type: Other
CommCode: | | - | | (-
Tracking Id: |:| — || -
Quantity: | 1.0000|U. Measure:| | Revd Date: Invoice: ||
Unit Price: | .0000| Rovd Batch Id: | 1088 | 1099 Exclusion:
ltem Total: Void Date: Req. Mo:
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Entering a Partial Payment:

» You can copy the previous line item’s information by checking the Duplicate previous line
item box

» Select OK

» Page 43 (The Release Number and Date WILL NOT Change)

Add Line Ttem (3w

Add new line item?

E Duplicate previous line item

&J Cancel
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Entering a Partial Payment:
» After entering the last line item, further information is required.
» You MUST include any and all of this information:

» Invoice Number

» Invoice Date

» Resolution Number

Purchase Order Line ltem Maintenance
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Entering a Partial Payment:
» When All Information is Complete, Select Save
> SeleCt YeS : Purchase Order Line ltem Maintenance

Save ] [ Cancel ] Delete E2s =3 GoTo Detail Notes ]

Sse Order: Blanket Control Vendar: Notes Exist
ltem Seq: Status: Status Name: HIGHLAND TOWNHOUSE OWNERS ASSN|
General|

Release Num:l—_ﬂl Due Date: | / / |Checking Acct | [ 0 Date: | / /7 | |

Description: [QUALTFIED COMMUNITIES | Supply Contractld/Seq:[ | [ |
First Enc Date: Charge to: Budget 6-01-26-765-103) - Split Charges:
Control Acct: |OTHER EXPENSE CONTROL | Balance: | 827,010. 60|

Sub-Account: |SNOW REMOVAL-KELLY BILL | Balance:| 11,305.00]  RegstnInfo

Catalog Num: |:| Purch Type: @
Comm Code: | BN (-]
Tracking Id: | | L:J [ | D
Quantity: U.Measure:| | Revd Date: Invoice:| |
Unit Price: RovdBatchld: | | qozs 1099 Exclusion:
Item Total: Void Date: Reg. No:

|4 A b e e | -

Select an Option ﬁ

Do you want to save this record?

[1&5 ] l Mo J l Cancel J




Entering a Partial Payment:

> Select Close

Purchase Order Line ltem Maintenance

(

add | Edt || cose J[ Delete J[ << J[ > || GoTo || Detai

Purchase Order: Blanket Control Vendor: Notes Exist

Gen erall

ltem Seq: Status: [Paid Status | Name: [FELDMAN BROTHERS ELEC SUPFLY

Release Num: | 0/ Due Date: |Check_ing Acct | [ 10 | 0| Date: [05/13/16] ‘

Description: [VARIOUS ELECTRICAL SUPPLIES | Supply Contract IdiSeq: | | | |

FirstEnc Date: Charge fo: Budget ~ Split Charges:

Control Acct |OTHER EXPENSE CONTROL | Balance: 305,504.93

Sub-Account |[FUME STATION REERIRS | Balance: 79,464.46 | Regstninfo |
Cataloghum: || Purch Type: Other
CommCode: | | - | | (-
Trackingld: [ | - | |
Quantity: | 1.0000|U. Measure:| | Revd Date: Invoice: ||
Unit Price: | .0000| Rovd Batch Id: 1089 | 1099 Exclusion:
ltem Total: Void Date: Req. Mo:
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Entering a Partial Payment:
» Select Print

Purchase Order Maintenance
[ age  J[ Edit J[ cwse | Delete [ =< => || pit [ Linetem |

Purchase Order: a P.O. Type: Blanket Contractid: | (]
Status: [open PO Status | Vendar: [ o (~] SupplyContract | | .

Order Date: [01/06/16 Line tem Status | Name: [COMMUNICATIONS SPECIALISTS I | [ -]

Due Date: [11c HARTS LANE |

Descript REFAIRS- POLICE DEET | | |

F.0.B. Destination |[EAST BRUNSWICK | 73] [ose16

Discount %: .00 Edit Discount |
Reg. No: Line ltems: | ¢ 5t Contract No:
P.O. Total: ShipTo: | | - 'WRYNE POLICE DEPT.
Void Total: ATTN: CHIEF'S QFFICE

475 VALLEY ROAD
WAYNE, NJ 07470

Comments:

Duplicate '




Entering a Partial Payment:
» Enter in the Blanket Release Number
» Select OK

« White Copy: Vendor Copy

* Yellow Copy: Vendor Must Sign Partial (Unless you have Signature on File); After Vendor
and Department Head Sign, Send with Initialed Invoice and Packing Slip to Purchasing

* Pink Copy: Department Copy
e Green Copy: Purchasing Copy

Print P.O.

Select ltem Status to Include

[v/] Open [v/| Approved
/] Received [] Paid
(/] Held [] void

Blanket Release Mumber:

Copies: L_'J
0K Cancel

[

4mms———
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Procedure Prior to Sending Complete Packet to Purchasing:

*** It is VERY IMPORTANT that your Complete Packet:

» Use ONLY ONE staple

> Yellow Copies - Staple in the Middle of the Left Hand Side of the Edge of the Page

» Handwritten Notes Only Allowed in Large, Center Box (Do Not Write In ANY Other Areas)
» Stamp(s) Only Allowed in Large, Center

> Department Head Signature Must NOT EXCEED Box

» No Highlighting

Your complete packet should consist of:

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

Original Invoice

Original Packing Slip (As Applicable)

Original Prevailing Wage Documents (As Applicable)

YV VYV



Your Personal Filing System:

It is Strongly Recommended that You Scan your Documents as Paperless Back Up.

You May Name Them as Appropriate.

The Only Document Required to be Scanned and Attached in Edmunds is the Original Quote.

Documents you May Want to Scan:

» Yellow Voucher (Signed by Vendor and Department Head/Supervisor)
» Original Packing Slip

» Original Invoice

» Any Back Up Paperwork

E L
Laserfiche is now available to ALL USERS of Edmunds. Bl ﬂlj

MCS) Laserfiche

Laserfiche Purchase Orders Copies Will Include: Foin
Yellow Voucher (Signed by Vendor and Department Head/Supervisor)
Original Quote (As Applicable)

Original Invoice

Original Packing Slip (As Applicable)

Gold Voucher

Check Number

VVVVYVYY
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How To Use Laserfiche:

» Open Software by Double Clicking on the Laserfiche Desktop Shortcut.

Available Repositories

Use Windows Authenticatio

.
) ) cr:i e atiach | £ rerresn

» Under Laserfiche Repositories, expand Wayne and highlight TOWNSHIP.

Laserfiche Repositaries
EI_,!_ Wayne

G| POLICE
— [ENS=E TOWNSHIP
CLERK
COMNTRACTS
EMGIMEERING
MIS
POs
.18 Recycle Bin

=

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

LL]

» Under Available Repositories Highlight Wayne and Hit the OPEN Button. o
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How To Use Laserfiche:

» Click the Arrow on the Left of Customize Search and Verify that Field is the Only Option Selected.
» Select Close

Ele Edit Yiew Tgsks Jools Window Help

OlE 4= .G
o™ | L -
Location: Wayne\ TOWNSHIP

Search x| Mame

_ICLERK

_ACONTRACTS
I ENGINEERING
| MIS

Within Folder —
i

E——)

Text
Date [ORMS v|
Document/Folder Name
Document/Folder 1D
Electronic Documents
Tags

Links

Versions

User

Within Violume

Pages

Business Process
Advanced

B Cose




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:
<1 -
v e e = Search by template:
[[] Search across selected fields:
Search by template: Purchase Orders
Purchase Orders PO Number
A

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 #
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How To Use Laserfiche:

» Having Trouble? Advanced search options — Wildcards.

Wildcard

Description

(Asterisk) Represents zero or more missing characters. For example, govem®s

would find "governors,” "governments," and "governs."

(Cestion mark) Represents any single character. For example, g2y would find
“gray” and “grey," but not "gravy.”

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

(Dash) Indicates a range of characters. For example, bla-liter would find the words
“patter,” "better” and "bitter," but not "butter™

[0-9]

Represents any single digit number. For example, [0-9][0-9] would find any two-digit
number {but not a one- or three-digit number), and [0-2)[0-9][0-9]-[0-9][0-9]-[D-5]10-
OI0-9N[0-9] would find a social securnty number.
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