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Reports for Open Requisitions and Open Purchase Orders
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Reports for Open Requisitions and Open Purchase Orders

Set up the report
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This will also
populate the dollar
amount as 0.000
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JOB AID

Reports for Open Requisitions and Open Purchase Orders

Continue setting
up your criteria:

The Chartfield
“ACCOUNT” will
be the default,
however, you will
need to change it
to FUND_CODE
by selecting it from
the look up button.

Enter the to and
from value for the
Fund. (ie. 199).

Click on the “+”
sign to add an
additional row.

Click on the look
up button of the
Chartfield values
to select DEPTID.

Enter the to and
from value using
your budget
manager number
(ie. 276).

Click on the “Save”
button to save the
criteria for your
report.

Click on the “Run”
tab to run your
report.

= Req and PO Budgetary Activity - Windows Internet Explorer provided by Fort Bend ISD

6@ - ‘E, hitp://psfeprapsl.district foisd. local:8186/psp/FSCI1PRD_1/EMPLOVEE/ERP/C/REQUISITION_ITEMS RUN_POSE000.GELPPORT ALPARAM_PT Vl + X ";" Google

File Edit View Favorites Tools Help

/]

7 Favarites | & Req and PO Budgetary Activity

FBISO

sandra.matthews on FSC91PRD

Favorites | Main Menu

» Purchasing , Requisiions - Reports , Reqand PO Budgetary Activity

2 New Window

Req and PO Budgetary Activity

Run

Run Coentrel ID:  BUDGETARY_ACTIVITY Process Monitor

L English v

Report Request Parameters

Report Manager

*Business Unit: FBISD @, "Budget Date From: 07/01/2013 3§ =1o:  [10/31/2013 |3
Remaining Amount: > - | 0.000 ysD
Byginess Unit GL: FBISD @,

Chan:Field Sort Gptons

Customize | Find | View Al | B | B8 First K1 42072 I Last

*ChartField Short Ntea From ChartField Value To ChartField Value
FUND_CODE @, Fund 199 @ [199 /'ﬂ =
DEPTID @, Bgt Mgr 276 @, |28 @ [#==

Esa\e |§f’” Return to Search E& Add i pdate/Dispia

=

Home | ‘Workist | ProcessMontor | PoralHome | Addtof

‘:E) Help |;1/ Customi

< Trusted sites

Documentation Type: Job Aid
Created by: Sandy Matthews
Last Modified on: 4/8/2015

Fort Bend ISD



JOB AID

Reports for Open Requisitions and Open Purchase Orders

Select “PSNT” for
the Server Name.

Place a check
mark for
Procurement
Budgetary Activity

~ Req and PO Budgetary Activity - Windows Internet Explorer provided by Fort Bend ISD
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Process Schedular Requast

to create a report
for open POs and
a check mark for
Requisition
Budgetary Activity
to create a report
for open
Requisitions.

\

You can select
either one item or
both items.

Click the “OK”
button.
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The Process
Instance number
will appear for one
or both of the
reports you
selected.

Click on “Process
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JOB AID
Reports for Open Requisitions and Open Purchase Orders

Once your reports y - Windows Internet Explorer provided by Fort Bend ISD

%f v [ hipi/jpsfepraps.distict foisd.local £186/psp,FSC91PRD_1/EMPLOYEE/ERF A /REQUISITION_ITEMS RUN_POS3000.GELFPORTALPARAM_PT ][44 [¢]

have a status of

File Edit View Favorites Tools Help

“Success” and [N | @ e and PO Budgetary activity I

“Posted” click on
« . ” 2 sandra.matthews on FSC91PRD
Deta”S . Favorites : Main Menu  T~\gurchasing

View Process Request For

Reports

> Reguisitions > Regand PO Budgetary Activity

User ID: [sandra matthe/@, Type: - | Refresh

Server:‘ V| Name: \ @, Instance: 0

glliintus: ‘ Vl g‘:i'l'":'mo“ ‘ v ‘ Save On Refresh

Process List
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status B tlhutlcm

2723564 SQGR Report POS8002 sandra matthews 12/12/2013 4:12:18PM CST Success Posted
2723563 SQGR Report POS8001 sandra matthews 12/12/2013 4:12:18PM CST Success Posted
2723330 SCOR Report POS8002 sandra matthews 12/12/2013 2:57:43PM CST Success Posted
2723329 SCOR Report POS8001 sandra matthews 12/12/2013 2:57:43PM CST Success Posted
2723255 SR Report POS8002 sandra matthews 12/12/2013 2:23:43PM CST Success Posted
2723254 SOR Report POS8001 sandra.matthews 12/12/2013 2:23:43PM CST Success Posted
2723007 Application Engine FBISD_STYPLD |sandra.matthews 12/12/2013 1:00:00PM CST Success Posted
2722829 S0R Report FBISD001 sandra.matthews 12/12/2013 11:32:58AM CST Success Posted
2721903 Application Engine FBISD_JRNIMP sandra.matthews 12/11/2013 2:35:43PM CST Mo Success Posted
2721902 Application Engine FBISD_JRNIMP sandra.matthews 12/11/2013 2:35:17PM CST Success Posted
2720880 Crystal FBISD018 sandra.matthews 12/11/2013 9:58:54AM CST Success Posted
2720827 Application Engine FS_BP sandra.matthews 12/11/2013 9:52:50AM CST Success Posted
2720800 Application Engine FBISD_JRNIMP sandra.matthews 12/11/2013 9:47.44AM CST Success Posted
2720163 SCOR Report POS8002 sandra.matthews 12/10/2013 5:23:07PM CST Success Posted
2720162 SCOR Report POS8001 sandra.matthews 12/10/2013 5:23:07PM CST Success Posted
2720159 SCQR Report POS8002 sandra.matthews 12/10/2013 5:09:32PM CST Success Posted
2720158 SQGR Report POS8001 sandra matthews 12/10/2013 5:09:32PM CST Success Posted
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4| i
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JOB AID
Reports for Open Requisitions and Open Purchase Orders

Click on “View/Log P P vy

”
Trace B Edit Viw Fawrios ool bel
| @8 Roq and PO Budgataey Activity

wordst | Procesa Monter | Poral Home
Requisttions 5  Reports . Req and PO Budgetary Activity
P hew Window (D Help B Custor

Type: S0R Report
Narme: Acthity

Distribution Status: Fosted
Run Control I0: BUDGETA Hold Requast
Locatorn: Server Quaue Request
Server: PENT Cancel Request

O Datete Request
Femcirpnie: Restart Request
[Actions ]
Reguest Created One 121202013 413:.40PM ON Parameters  Transfar
Hun Anytime After: 12/12/2013 412.18PM CST Messgae Log
Dagan Process Al 12/12/2013 41345PM BT Batch Timings
Endod Procoss At 12112/2013 413.4BPM CST N
0K | Gancel |
Frocess Instancn 27235063, 27 2350 " Trustod sins

Cllck on the name = Req and PO Budgetary Activity - Windows Internet Explorer provided by Fort Bend ISD
f h | . h g@ « [ hip://psfeprapsLdistrict foisd. ocal 8186 /psp,FSCS LPRD_L/EMPLONVEE/ERF//REQUISITION_ITEMS.RUN_POSE000.GELPORTALPARAM_PT (98] [$2][¢] (88 cocgle
rom t e ISt Wlt Eile Edit ¥Yiew Favorites Tools Help

"P D F" |n the tltle to ¢ Favorites | @ Req and PO Budgetary Activity D—
view your report.

Favorites : Main Menu .

Reports

Purchasing  Reqguisitions » Reqg and PO Budgetary Activity

Enewwindow (@Help [ custor

View Log/Trace

RRport ID: 2421669 Process Instance: 2723563 Message Log
Nande: POS3001 Process Type: SOR Report

Run Sixtus: Success

ProcuremaQt Budgetary Activity
Distribution Oetails

Distribution Nhde: HTTP Expiration Date:

Name File Size (bytes) Datetime Created
POS8001 2723563.PDF 4,028 12/12/2013 4:13:48 943000FM CST
POS8001 2723563.0ut o 12/12/2013 4:13:48.943000PM CST
SQR _POS8001 2723563 log 1742 12/12/2013 4:13:48 943000FM CST
Distribi
Distribution ID Type “Distribution ID
User sandra. matthews
| Return
Process Instance | 2723563,2723564 < Trusted sites

Documentation Type: Job Aid
Created by: Sandy Matthews
Last Modified on: 4/8/2015
Fort Bend ISD



JOB AID

Reports for Open Requisitions and Open Purchase Orders

This is an example
of your budget
manager report for
Open POs.

The report shows
the PO number,
line number, and
Vendor number for
all Open POs that
meet the criteria
you selected.

The report also
shows the original
amount, the
liquidated amount
and remaining
amount for all
open lines of the
PO.

From this report
you can reconcile
your open POs or
Requisitions from
the Requisition
Report. You
should research
any open items or
contact Purchasing
or Accounts
Payable if you
have questions or
need items
cancelled.

= http:/ipsfspraps1.district.fbisd.local:8186/psreports/FSC91PRD/2421669/POS8001_2723563.PDF - Windows Internet Explore

‘E. fhisd. local v| *4|[ % ‘..'l

-

File Edit GoTo Favorites Help

¢ Favarites & httn:/psfepraps1 district. fhisd lacal:8186/ps. .

PeopleSoft Purchasing Page No.
Report ID:POSE001 PROCUREMENT BUDGETARY ACTIVITY REPORT Run Date
Run Time

Business Unit: FBISD Budget Date From 2013-07-01 To 2013-10-31 Remaining Amount > 0.00 USD

Bgt Mgr From 276 To 276 Fund From 199 To 189

PO ID Line/Sched/Dist Vendor Original PO Amount - Liguidated Amount = Remaining Amount Vouchered Amount Pudget Man  Fund
0000175431 1/1/1 0000016712 1,000.00 0.00 1,000.00 0.00 276 199
0000175432 1/1/1 0000020365 115,500.00 95,464 .00 20,006.00 95,494.00 276 199
0000175454 1/1/1 0000002443 2,500 .00 411.79 2,088.21 411.79 276 199
0000178102 1/1/1 CO000LE613 20,000.00 19,500.00 500.00 19,500.00 276 199
0000178217 5/1/1 0000002279 53.25 0.00 53.25 0.00 276 199
0000178923 6/1/1 0000002279 23.23 0.00 23.23 0.00 276 199
0000178923 12/1/1 0000002279 9.66 0.00 9.66 0.00 276 199
0000179882 1/1/1 0000003565 800.00 0.00 800.00 0.00 276 199
0000183034 2/1/1 0000001325 20.00 0.00 20.00 0.00 276 199
0000183876 2/1/1 0000002279 614.20 0.00 £14.20 0.00 276 199
0000185503 1/1/1 0000002279 26.90 0.00 26.90 0.00 276 199
0000186222 1/1/1 0000001671 39.30 0.00 330.30 0.00 276 199
0000186222 2/1/1 0000001671 5e.38 0.00 358.38 0.00 276 199
0000186222 3/1/1 0000001671 023.20 0.00 2,023.20 0.00 276 199

Totals 143,268.12 115,405.79 7,862.3 115,405.79

End of Report
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