FAST 8.9 Upgrade 2007
Changes You Can Expect with Purchasing

FAST 8.9 UPGRADE

PURCHASING
Requisitions and Receipts
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OVERVIEW

Differences for Purchasing will be navigational and visual. Basic processing steps remain the same.
e A new Purchasing Menu allows users to navigate with the old menu or with a new, web-based format.

e The screenshots below serve as a cross-reference and compare 8.4 Requisition, Receiving and PCard pages with their new counterparts in 8.9.

The first shot is the 8.9 version of the page with items numbered and listed below. Below that is a screenshot of the same page in 8.4 with
corresponding numbers to make them easier to find.

CONTENTS

Purchasing Menu Page 3
Add/Update Requisitions (Maintain Requisitions) Pages 4 -5
Requisition Header Defaults Pages 6 -7
Requisition Schedule & Distribution Pages 8 — 9
Add/Update Receipts (Maintain Receipts) Pages 10 —11
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| PURCHASING MENU 8.9

PeopleSoft.
Menu 8|

Search:

| ®

[ My Favaorites

[+ LISF Menu ltems

[ Employee Sel-Setvice
[- Manager Sel-Service
[= Supplier Contracts

[ Customers

[ Partners

[= Products

[> Catalog Management
[ Promotions

[+ Customer Contracts
[= Drder Management
[= Pricing Confiauration
[ Customer Returns

[= tems

[= CZost Accounting

[ Yendars

[ Request for Quotes
[+ Procurement Contracts
[ Wendor Rehates
[* Purchase Orders
[ Receipts
[ Return To VYendaor
[ Procurement Cards
[ Supplier Schedules
[ Analze Procurerment
[+ [rventony
[= eProcurement
[ Semices Procurement
[= Sourcing

<

hain Menu =

El: N
@@ Purchasing
Manage requistions, purchase arders, receipts, contracts, and related data.

ﬁ/ Requisitions
Create, maintain, reconcile ar review
requisitions information.

El addiUpdate Requisitions

=l spprove Amourts
Elapprove CharntFiclds
11 More...

ﬁ Vendor Rebates

Yendor Rebates
ElRebste Agreemert
ElRebate Dispatch

ElRebate Accrual
3 hore...

Ef Beturn To Vendor
Create returns to vendor (RTYs); dizpatch,

reconcile or review RTVs.
EladdiUpdste BTY
ElDispstch BTYs
ElReconcile RTYs

S More...

ﬁ Analyze Procurement
Accumulate summarized data and analyze
purchaszing and vendor data.
ElUpdate Procurement Info
ElUpdate Spend History
ElBuild Yendor Snalysis Cube
3 More...

Home

Request for Guotes
Create requests for gquaotes (RFG=), enter
vendar responzses, or award RFGs,
= Addpdate RFGs
ElManace Yendor Guote Group
= Digpatch Quotes
G hore...

=] purchase Orders
Add, maintain, and dispatch purchaze orders.

=l addpdate Express POs
E!.ﬂ-.dd.lugda‘te POs
= spprove Amourts

18 More...

Procurement Cards
Set up card data; load, reconcile, or report on
procurement card transactions.
ElRevieywy Bank Statemert
[CIReconcile
CIProcess Statements
3 hore...

Edit "Purchasing” Folder

U//” Procurement Contracts
Define, maintain, release, reviewy and report
on vendor and GPO contracts.
ElManace Master Contracts
= sddUpdate Cortracts
= Dispatch Contracts
S More...

ﬁ Receipts
Enter and load receiving data, generate

accruals, review and report on receipts.
= Addpdate Receipts
ElLoad Receipts
ElProcess Receipts
15 More...

ﬁf Supplier Schedules
Create, build, and dizpatch supplier
zchedules .
ElScheduls Srougp
Elscheduls tem Stributes
Elscheduler's Workbench
3 More...
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‘ MAINTAIN REQUISITION PAGE 8.9

Maintain Requisitions

Requisition
Business Unit:  TAMPA Status: Open g
Requisition ID: MEXT h Copy From Budget Status: Mot Chk'd ﬂa
I Hold From Further Processing
>
? | 'Requester: JELIHMN Q) Julie & Kuhn 1| Eeguisition Drefaults
Add Comments
. I . Redguester Info e 4——
o | 'Requisition Date: |1018/2008 & Recisition Actidties | °
Origin: OML |3 9 Online
‘Currency Code: Dallar
0 encytode Total Amount: 0.00 USD
Accounting Date: | 10/18/2006 [*
Customize
Details Y Ship ToiDue Date Status endor Information | [[e0k
ine Description Cuantity  *UoM Catedqgory Price Amount Status
1 | 1R =1 B3, [0.0000 Q Q [0 Open /,QEIZI}@EI
_ _ _ 4 6
Wiew Printable Yersion "Go to: ..Mare.. w
7
& save | [Z] matity | i Refresh E & | F UpdateDiz
1. Requisition Header Defaults link
2. Requester 7. Print Requisition
3. Header Comments 8. Requisition Date
4. Line Comments 9. Origin
5. Copy From link 10. Accounting Date
6. Schedule link 11. Line Details — Description, Quantity, Category, Price
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‘ MAINTAIN REQUISITION PAGE 8.4

PeopleSoft.

Elr

Home Add to Favaorites

Mew Window | Help | Customize Page | (&

Schedule 6 o] 9
Unit: TAMPA  ReqlD: NEXT 5 ‘Req Date: |11/07/2006 1 opigin; % AXOR
‘Requester: JELIHRN Q T0lie A Kuhn [_IHold From Further Processing
10 : -

Status: Open Budget Status: Not Chik'd Accounting Date; |11/07/2006 [ Turrency: |50 Dallar M [4d] [pp] | M

Line Customize | Find | Wiew Al | i First 14 1 of 1 Last

Sel |Line (kem ID Description *HoM Category Price Ship To Status

| = |n ooon | Q| € |0.00000 | |T_FMHI_CL Active =1
11
Total Ami: 0.00 LUsSD Total Base Ami: 0.0o0 s
3
1
‘Goto: Hemmer Defaults Header Comments  tem Search [tern Dretail Line Defaults Line Dietails
Copy From Catalog Line Comments  Sourcing Controls - More... i
e Iy O e 4 ; ;
B sdve [EdNotity |4 Refresh | 01 -ctivity Log |EkAdd | | Update/Display |
02-Preview Req 7
Form | Schedule 03-Show Currency
6 N4-Requester Info
a-Activities

0B-Category Search
07-Budget Status
02-Change History
05-
09-Reguester tems

10-kit

11-Yienw Hierarchy
12-Document Status Inguiny

Page 5 of 13 Rev 8/14/07



IREQUISITION HEADER DEFAULT PAGE 8.9

PeopleSoft. —
=1
Requisition Defaults

Business Unit:  TAMPA Redquisition Date: 11/08/2006
Requisition ID: MEXT Status:

Qpen

1 ) Default Ifyou select this option, the default values entered an this page are treated as part ofthe defaulting logic and are only

applied if no other default values are found far each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

= Override Ifyou select this option, all default values entered on this page override the default walues found in the default
hierarchy,
Header
Buyer: | |C1

Unit of Measure: |:|CL
Vendor: | |CL Location: I:IC{

Category: | |’Q Yendor Loakup 2

Ultimate Use Codle: |:|Q

Modify Shipping Address
Amount Summary

speedchar: | [

Distributions

Details Y Assetinformation | [F=¢

Dist  Percent GLUnit  Account gi_:—’ Fund DeptiD Bud Ref Product &ﬁ Project Activity ID g%
b [ e[ la fraa [ [fmmle [ Ja mwia | | al R
(]34 | Cancel | Refresh | 7
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‘ REQUISITION HEADER DEFAULT PAGE 8.4

PeopleSoft.

Home W 3 Add o F: B2
Elr

Sign out

Mew Window | Help | Customize Page | .“[1%", :

Header Defaults
Unit:  TAMFPA  ReqlD: MEXT

Default Options

O Default &) Override n
Vendor: | L Location: Q
Wendor Lookup ?
Buyer: | Q
2 || Ship To: T_FMHI_REC C TAMPA FMHI RECEMING

Due Date: Iil*iﬂ Category: | Q uwom: | Q
Distribute by: n SpeedChart: Q
Distributions

- o [
il % omize | Find | “iewe Al | 5 First B4 of 1 L5
[ Detais t Information

Dist Percent GL Unit

Unit Fund Code |Account DeptiD Product Initiative

Project Bud Ref (Budget Date Location

1 | \UsFo1 Q@ |TPA Q| Q| € |583000 G |ooo000 @ (0000000 Q) Project

CL 11/07/2008 MHC2312  C

Dne Time Address

Ok | Cancell Refresh

1. Default Options

4. Distribute by
2. Vendor Lookup 5. SpeedChart
3. ShipTo

6. Chartfields
Page 7 of 13 Rev 8/14/07



7. Project Chartfields
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‘ REQUISITION SCHEDULE & DISTRIBUTION 8.9

Maintain Requisitions

Schedule

Business Unit:  TAWMPA

oooo10s309

Requisition Date: 112212006

Requisition 1D: Status: Fending

Eeturn to Main Page

First E 1 of 1 E| Last

Find |

First E 1 af 1 II' Last

1 B T FMH_REC 1.0000

8,000.00000

Add Ship To Comments

1 tem: Build out of roof facing, poin Quantity: 1.0000 Batch  Amount: 8,000.00 USD
Lot
Details
Sched ‘Ship To Cuantity Price Amount Due Date

A X [

gooooo| |

Distribution Icon —
click to see chartfields

Maintain Requisitions

Build out of roof facing, poin

Distribution

Requisition ID: 0000105309 ftem:

Line: 1 Status: Artive

Schedule: 1

Ship To: T_FMHI_REC  TAMPAFhH Quantity:

‘Distribute by: Open Quantity:
Amount:

SpeedChart: |:|Q Multi-SpeedCharts

Chartfields Details i A==zet Information [F=°H

1.0000 LOT

1.0000
8,000.00 USD

Distrib Status Percent Cuantity Amount GL Unit Lo_llll}itﬂ
1 0pen [100.0000/  1.0000]
0K | Cancel | Refrezh |

Fund

Account  DeptlD Product Initiative Project

=
=

8,000.00 [USFO1 | Q [TPA|@ |22000|Q 53600 |Q [210600 |C 000000 | (0000000 & |G_RTEI1 @ 2106106800
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‘ REQUISITION SCHEDULE & DISTRIBUTION 8.4

Farm Schedule

Unit: TAMPA,

ReqlD: 0000107471

Line: 1
Schedule

Liniversity Connection Endorserm

Customize | Eind | e &)

od= :
II| S First 1 af 1

1af 1

| Last

| Last

Sel |Sched |*Ship To Due Date Req Oty Price Amount |Status
1 T_PHYS_ED | [#] 4.0000 125.00000 12600 Active =
mﬂﬂﬂﬂ Batch Lot Amount: 12500 Dollar

Shipment Detail
one Time Address

\<
Diistribautiomn E/‘
Ship To AddrZss

Drop Shipment

ﬁ Save:l

(21 Return to Search:l +E Hextin Listjl +Z Previous in Listjl ENatity :l 4% Refresh :l

Form | Schedule

244

Distribution
Link —click to
see chartfields
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Distribution Infoermation
ReqlD: 0000107471  Line: 1 Sched: 1 University Connection Endorsem X
Ship To: T_PHYS_ED FHYSICALE  Open Oty: 1.0000
‘Distribute by: ity SpeedChart: Q Multi-SpeedCharts
[listrihutiuns ( mize | Find | i
Details
Dist (Status |*Location Amount Percent GL Unit “ er Fund Account Product Initiative ’7
1 Open |PED0214 1.0000 125.00 |100.0000 USFO1 G |TF'A C, [10000 Q B2100 Q |1T32IZ|IZ| G, |[ooonoo < [ooooooo ||
Rex) Cty: 1.0000 LOT  Amount: 12500 LSD

Exchanne Rate Detail
) | Cancel | Refreshl

MAINTAIN RECEIPTS 8.9

Select Purchase Order

PO Unit: [TamPa | Days +- Today: [ ]

ID: 94059 Start Date: (I
Line/Sched Num: l:l l:l Endl Date: I:IE“J

Release: l:l Vendor Name: U vendor Lookup
ftem ID: | |O\ Vendor tem ID: I:IO\
Ship To: l:IQ Mamdacturer ID: | |Q

Ship Via: I:IO‘ Mamufacturer’s ltem ID: | |Q

Retrieve Open PO Schedules

ﬂl ()No Order Gty O ordered Oty = PO Remaining Oty
_ - Prior A H
Sel PO Unit PO ID Line Sched Release Due Date PO Oty Recei tem Description NeW |ocat|0n for
] TAMPA 0000094058 1 1 09/05/2006 1.0000 Testline 1 Select and Clear
B T a4059 3 1 09/05/2008 1.0000 Testline 3 All function
TAMPA, 000009405 4 1 09i05/2006 1.0000 Tstline 2

Select All O Clear All

<
W
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Maintain Receipts

Receiving
Business Unit: TAMPA
Receipt ID: MNEXT
Header Details
=

Select Purchase Qrder
Receipt Lines
Receipt Lines i Mlore Details

Receipt Status:

Add Camiments

A

Cpen

Activities

Y Links and Status ¥ ftem £ bifg Data Y Optional Input

Source Information

[Minterface Receipt Print Delivery Report

B save | [=] Motify | ta Refresh |

Fun PO Receipt Accrual |

Line item Description  Price ;[L'—ei L &Lﬁ' A—'—cc&’; Status Serial m‘* ﬁ‘i—;"

1 Ry Testline 1 400000 10000 | B [Ea |G tooooopen OO0 O EA b4 <
: B Testline 3 zoo000  [1ooo0 | B [Ea @ tooooopen O O EA b4

. B Tetline 2 soooo0  [1ooo0 | B [Ea |G tooooopen [0 O EA b4

Interface Asset Inform

[N | | UpdateDisplay

Cancel Entire
Receipt

Cancel Receipt Line

| MAINTAIN RECEIPTS 8.4
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Pick Purchase Order

PO Unit: m Q Order: |§'41 75 Line: ’_ ’_ Release: ’—

Days +. Today: | Start Date: & End Date: B ship To: Q

ftem I Q ShortName: | Q A Vi lm 1D: Q

Ship Via: S migD: Q Mfg tm ID: | Q

[¥lopensched ) No Order Gty ) Ordered Gty (¥ PO Remaining Oty

L Search | Select All Clear Al

[ Selected rows T

Old Location

First [ | Last

Customize Find

D Details  TAMPA 0000094175 1 1 092572006 1.0000 POLYCOM SOURNDSTATIONE EXPARNDAR
Cancel Entire
Receipt
Business Unit: TAMPA Receipt No: 0000163030 Receipt Status:  Received
Cancel Receiptl Zancel Line | % |2 HE PO Receipt

Receive Source:  Op-line

Firzt 8 1-2 of 2 L2 Last

:;:; Accept Oty FSerml Trn: z:;:l:" LT Netails IM Se'ect
981 (UVRAGPS) BOOSTIEXSANG BOT [1.0000 [EA 4 1.0000 [0 [ea Q DIDetails Receipt line
E< 2 B Rk S PAPAPP T ON00 AL T.0000 = ] [T |[EA @ DTDetails and click
Cancel Line
Button
Goto: SelectPurchase Order Header Details FO Header Comments PO Ship To Comments
Insert nan PO line Receipt Defaults PO Line Comment ESNONE b
B sawe) (CReturnto Search | [4ENestinList ) (12— o0 ) [ENetify | [ Refresh | B ) (B Update Dicplay )
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