Preparer Print PO

Business Process Guide
Desk Manual

FULLERTON

The Preparer Print PO functionality provides a tool for identified CSUF employees to print purchase
orders from CMS after the requisition has been converted into a purchase order and sent to the vendor.

Frequency: ad-hoc (as needed). Purchase Orders will occur throughout the year.

Step 1:

Navigate to the Preparer Print
PO page:

Home > Fullerton
Customizations > PO >
Preparer PO Print

Ezmmh WMizin Men > Fullerton C
I+ Fulletton Customizations Requisitions
b GL Fullerton REQ Ertry
I B0 = REQ Data Entry = REQ Inquiry = Preparer PO Print
=] Futeton e et ey =] Rt e iy =] Rt reparer o
I* Requisitions
> Commitment Entry
I» Query = REQ Approval
= Brant Qracle Permissions Fullerton REQ Approval
> Reporting Tools
> PeopleTools

Step 2a:
(Retrieving an existing Run
Control ID)

A Run Control ID must exist in
order to run a CMS report or
process.

Click ﬂl to see what

run controls you have available
to you.

Note: If no Run Control IDs
return, or if this is your first
time running the report, go to
Step 2b.

Preparer PO Print
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Add g Mew Value

Search by: Run Control ID begins with

I case Sensitive

vanced Search

Find an Existing value | Add a Mew Value

Step 2b:

To create a new Run Control
ID, click Add a MNew Value |

Note: A Run Control ID
should only be created once!
Your request parameters and
settings will be saved and you
may retrieve the existing Run
Control ID.

Preparer PO Print
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Yalue

Search by: Run Control ID hegins with

™ case Sensitive

Search | Advanced Search

Find an Existing Walue | Add a Mew Yalue
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Step 3

Create your “Run Control ID”
name.

You may give it any name you
would like, though we
recommend naming it the
report (i.e. print_po).

Note: Do not use spaces; use
an underscore (_ ) instead.

cnw&l

Add a New Value

Run Control ID( Print_P O )

Add

Find an Existing Walue

| &dd a Mew value

Step 4

The Preparer PO Print page
displays.

In the “Process Request
Parameters” box, enter the
Purchase Order number.

If you need to look up a
purchase order number,

cIickQ\. When you cIickO\, all
purchase orders within your
defined security access will
display.

cliok__Run_|

Preparer PO Print

7~ N\

Run Control ID: Print_FPO

Process Request Parameters

Process Monitor S

FLCMP 2

Business Unit:

PO Number: jpooooososz @
Field What do | need to enter?

Business Unit

No entry required. Business Unit defaults to
FLCMP and does not need to be changed.

Purchase Order

Required entry. Enter the PO you are
requesting to print. If the PO number is
unknown, click * to view POs within your
defined security access.

Step 5

The Process Scheduler
Request page displays.
Verify the following:
Server Name: PSUNX
Type =Web

Format = PDF

ClickLI.

Process Scheduler Request

User ID: 800484735

Run Control ID: Print_PO

Server Name: |PSUNX vl Date: 01/07/2009 El
Recurrence: ~| RunTime: 2:27:34P1 Resetto Current Date/Time |
Time Zone: Q

Process List

¥ PO Dispatch/Print

oK | Cancel

Select |Description Process Name Process Type ‘ﬂ\'_p_e *Format |gislrihution

FOPODOS S0R Report Weh - IPDF vl Fistribution
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Step 6

A Process Instance number
will appear indicating that your
report is being generated.

You may check the status and
view the report by clicking
Process Monitor.

Preparer PO Print

Run Control ID: Print_PO

Process Monitar R

| Process Instance: 113286

Process Reguest Parameters

FLCMP QL
0000004062

Business Unit:
PO Number:

Step 7

The Process List page
displays.

Your process request is not
completed until the following is
complete:

Run Status = Success
Distribution Status = Posted

Click |_Retresh_| 6 refresh the

status of the process.

Process List | Semner List

Req
User ID: (800484735  C Type: I = | Last: 1 |Days =
Server: >| Mame: [ C Instance: | to
Run =] Distribution [~ ]
Status: Status
Process List

Refresh

¥ save On Refresh

Customize | Find | View Alll 88 First [{] 1.2 or2 (] Last

Distribution =
Run Status Status ’] etails
Success Posted Qetails

Select |Instance | Seq. |Process Type ::::% User Run Date/Time

I 113286 S0R Report POPOO05 8004234735 01/07/2009 2:27:34FPM PST

Step 8

When Distribution Status says
“Posted”, click the Details link.

Process List | Semner List
View Process Request For

UserID: 800484735 O Type: | ~ltast | 1 [Days =] Refresh
Server: ~| Name: [ C Instance: | to |

Run
Status:

Process List

| Distribution I -

Status

[ save On Refresh

First [ 1-2 of 2 | Last

Customize | Find | View Al | BE

r 113286 S0OR Report FOFPOO05 800484735 01/07/2009 2:27:34FM PST  Success Fosted

Process = Distribution =
Select .| Process Type User Run Date/Time Details
Select |Instance | Seq. |Process T Name User Run Date/Time Run Status Status ‘Detalls
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Process Detail
Step 9 Process
. . Instance: Type: SQR Report
Click View Log/Trace. 113280 ype P
Name: POPOOOS Description: PO Dispatch/Print
Run Status:  Success Distribution Status: Posted
rn ———— Wupdate Process
Run Control ID: Print_PO ” Hold Request
Location: Sernver " Queue Request
[
Server: PSUMNX Cancel Request
" Delete Request
JEELTELEE " Restart Request
Request Created On: 04/07/2009 2:29:43PM PST Parameters Transfer
Run Anytime After:  04/07/2009 2:27:34PM PST Message Log
Began Process At 04/07/2009 2:30:20PM PST Batch Timings
Ended Process At:  01/07/2009 2:30:37PM PST Wiew LogiTrace
View Log/Trace
Step 10 Report
ReportlD: 73293 Process Instance: 113286 Message Log
Click the PDF file. Hame: POPOQOOS Process Type: SQR Report

Run Status: Success

PO Dispatchi/Print
Distribution Details

Distribution Node: FFULTST Expiration Date: 01/09/2009
File List
Name File Size es Datetime Created
.lag 1,633 01/07/2009 2:30:37.000000PM PST
popo005 113286.PDF 74,428 01/07/2009 2:30:37.000000PM PST
popol0s 1122860t 4,023 01/07/2009 2:30:37.000000PM PST
Distribute To
Distribution ID Type *Distribution ID
User 800484735
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A new window for the report fa ://csdev4f-reports.calstate.edu,/psreports/FFULTST {76293/ popoll o ]
—,
opens. LG A S |g https:,l',l'cmsdewf—reports.cej ﬁ || X IGoogIe P

File Edit GoTo Favorites Help

ﬁ ke @https:,l',l'cmsdevqf—reports.calstate.edu,l'... | | @ B - déb = &Page < @TDOB -7
A & T e -
To print the report, click H .

Step 11

N

I Firned -

Step 12

ﬁc AL STATE Purchase Order

When finished printing the FULLERTON it o
CONTRACTS AND PROCUREMENT et 31 Fte Derynegiton e e & S BexMellys

report, close the report and IR S RPRETE o Do,  Sae Do

process monitor windows. versor acoancosTe T e e

£aL STATE FULLERTOK
BOC K STATE COLLEGE BLYVD

FULLERTON CA 128315550
1 1421'.[ FLINT MEADOW CR
WILLE UT 224037 Wl Ta ASCOURTE PAYAELE (¥14) 2754278
AL STATE FULLERTON 320

P B 26
FULLERTON £ IEM-£850

| = Sussly uow UsHFos Eranaes Al Cos Dl
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The following table is a list of CMS field names and their definitions used throughout this guide.

Field Definition

Process Request Parameters

Business Unit No entry required. Business Unit defaults to FLCMP and does not need
to be changed.

Purchase Order Required entry. Enter the PO you are requesting to print. If the PO
number is unknown, click 2 to view POs within your defined security
access.

CSUF Date Last Revised: 1/7/09 Page 6 of 6




