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iTCCS User Guide

Let’s get started with iTCCS!

iTCCS is a student and business software package designed to meet the needs of school
districts. iTCCS utilizes a central server at ESC Region 20 that is accessed through Microsoft
Internet Explorer (version 7.0 or later).

Signing In

Your District may have a centralized address located on the intranet for your use. You may
also open Internet Explorer and use the following link

https://itccs.esc20.net:XXXX/login.

Your screen will now resemble below:

TEXAS COMPUTER COOPERATIVE

. A TRADITION OF PERFORMANCE

AVISION FOR THE FUTURE

K-12 ADMINISTRATIVE APPLICATIONS

Sign In

Licensed Materials - Property of Texas C ter C
Copyright © 2002-2003 by Texas Computer Cooperative. All rights reserved.

/

Click on SIGN IN for the login in screen.

The sign in screen will open in a new window or tab. Do not close the first window or tab as
this is needed by the system to keep the session open and unique between the server and
your computer.

b ESC+20
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S COMPUTER COOPERATIVE

. A TRADITION OF PERFORMANCE

A VISION FOR THE FUTURE

K-12 ADMINISTRATIVE APPLICATIONS 6/18/2009

Warning: This is a security protected system. Unauthorized use is prohibited. Only authorized personnel are allowed to use the system for
authorized purpeses. By proceeding to sign in, you acknowledge that you are an authorized user.

? Please enter your iTCCS5 user ID and password.

Host: itces.esc20.net:3039
Appl I1D: CICS02

User ID: |
Password:
Change Password
Normal Hours of Operation Special Notice

Monday thru Saturday 7:00 am - 11:00 pm The iTCCS System be unavailable on Saturday, July 11, 2009 and Sunday, July 12, 2009
for scheduled upgrades. Please Contact your Regional Service Center with questions or

Sunday 3:00 pm - 11:00 pm concerns.

Please notice the STANDARD HOURS OF OPERATION on the bottom left of the screen. Any
changes to the standard hours will be posted under the SPECIAL NOTICE on the right.

You will now need to enter your user id and password. iTCCS is NOT case sensitive. All data
entry characters will be automatically capitalized.

The user id will be assigned by your iTCCS security administrator as well as the initial

password. The first time you sign in, the system will prompt you to change your password.
Please follow the on screen directions to proceed.

ESC+20 2
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Application Selection

Now that we have signed into iTCCS, the system needs to know which application you

would like to use.

TEXAS COMPUTER COOPERATIVE

AVTSION FOR THE FUTURE

. A TRATION OF PERFORMANCE

H-12 ADMINISTRATIVE APPLICATIONS

Warning: This ks a security protectad system. Unauthorlzed use is prohibited. Only authorlzed personnel are allowsd to use the system far
ized purposes. By ing 1o sign in, you ge thot you are an authorized user.

'jq'} Ploase anter your ITCCS usor 10 and password.

Hast: itecs.esc2l.net:3039
AppllD: CICS02

User 1D:

Password: Signon

Mormal Hours of Operation Special Notice

Manday thru Saturday |7:00 am . 14:00 pm || The ITECS System be unavailable on Saturday, July 11, 2008 and Sunday, July 12, 2003
Sunday 100 pm 100 pm | 10 schoduled upgrades. Please i’.nnlac:::::;l:glnnnl Service Contor with questions ar

sz | §

The normal COUNTY/DISTRICT number for your District is

but each campus will

sign in with cccdddXXX (where XXX is the 3-digit campus or department number). The

APPLICATION you will be using is

ESC+20
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Navigation

Congratulations! You have now successfully entered iTCCS. This is the first step in moving
into the online purchase ordering system.

Let’s take a look at the main menu.

[TCCS festimeis ] 2 3 _Tef a4
LR Current: WAREHOUSE m 5
District Compes | Student | BusinessSvs |HumanResources|  Pawol | pems | 6

|Please click on a menu item!

1. The top left of the screen identifies your district. Below that, there is a blue button for
CHANGE RESPONSIBILITIES. This is used to move between the different applications
within iTCCS (if applicable). To the left, we see that we are logged in to REQS.

2. The next blue button along the top of the screen in the middle is REPORTING
PRODUCTS. Most campus requisition users will not be utilizing any report submissions;
therefore, this manual will not cover those procedures.

3. The GO button allows quick access to almost any screen within iTCCS. As we go
further, you will notice that each screen (entry screens, inquiry screens, etc.) have a
distinct screen name. For example, the requisition entry screen is WWH6125. Simply
type WWH6125 and click GO and the PURCHASE ORDER REQUISITION will display.

4. We ask that each user LOG OFF instead of closing IE directly. This action sends an
instruction to the server to terminate the session and reallocate resources
immediately.

5. MY MENU allows each individual user to set up a personalized menu. The list will
allow each user to enter screen names (i.e. WWH6125) with titles of their own
choosing. The list will resort itself in alphabetical order by title. You may want to
number the titles to keep them in a different order.

6. This is the main navigation bar. Requisition screens live in BUSINESS SERVICES then
REQUISITION WAREHOUSE. You will need to click on BUSINESS SERVICES but the
REQUISITION WAREHOUSE submenu will fly out when your cursor hovers over it. This is
shown below.

ESC+20 4
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I [[co ]

/‘TCC\S‘/TEST / TRNG ISD
(G ETOEN R T S Current: WAREHOUSE
District Campus I Student I Business Svcs I Human Resuurcesl Payroll I PEIMS I

|Please click on a menu item!

Acoounts Receivable 2
Aszet Management 3
Budget 3
Budget Change Request 3
Budget Schedule Development  »
Cafeteria 3
Cafeteria Management 3
Finance Accolnting 3
Grants 3
Requisition ‘w'arehouse 3
endar Name Inquiry

Wiark Order 3

futh Pay - Request for Pay Maint

Auth Pay - Request for Pay Requisition
Back Order Cancel

Buyer Subsystem

General Ledger Inquiry

Mext Year Requistions

P.0. / Payment Autharization Appre & Del
Purchase Order Inquiry # Print
Purchase Qrder Requisition Status
Purchase Order Requisitions

Purchase Order Requisitions Maint
Receive Multiple Purchaze Drder [tems
Receive Purchase Order tems
‘wiarehouse Requisition Status
‘warehouse Requisitions

‘Warehouse Subsystem

Log Dff

]

iTCCS Notes

o The system will allow 5 unsuccessful sign on attempts. Once this limit is reached, your
account will be revoked and you will need to contact your security administrator.

e Your password expires every 90 days.

e (TCCSremembers the last 3 passwords and they cannot be reused.

o The system will disconnect the session after 1 hour of inactivity. Inactivity is defined
as interaction with the system.
screens, inquiries, and postings are examples of interaction. This may come in to
play if you are entering large requisitions and/or have frequent interruptions.

Typing on a screen is not interaction.

Changing

ESC+20
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Requisition

The purchase order requisition system allows school districts to implement a faster and
more efficient ordering system. This is implemented by utilizihg iTCCS to integrate
requisition, finance, and human resources modules for electronic delivery and posting of
information.

The diagram below shows a graphical representation of the system.

Data Entry By

Originator Path is recreated Maintenance of
Requisition
Path is created A

Approval
Decision

Return

Disapprove

~f Stopped >
\_

More
Approvers

Buyer
Approval

Yes

Purchase Order >

i ESC+20
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There are 3 distinct levels of users for the requisition system: originator, approver, and buyer.

The Originator

The originator is the person responsible for keying in the data. Budgets can be checked for
available monies prior to and during requisition entry. When data entry is completed and
the requisition posted, the requisition moves through the district determined approval path
for action. The requisition can be tracked through the system by the originator.

The Approver
Each approver has to choose between 3 options: disapprove, return, or approve.

If the approver disapproves the requisition, the monies are returned to the budgeted items
and the requisition goes no further.

If the approver returns the requisition, the originator will need to perform the requested
changes and resubmit. This will cause the approval path to be deleted and rebuilt.

If the approver approves the requisition, it is now available for the next approver’s decision.
Unless this is the last approver, then...

The Buyer

The buyer is the last approver. When the last approver approves the requisition, the
requisition is assigned the next purchase order number. The purchase order is now printed
out and delivered to the vendor through the District’s established procedures.

ESC+20 8
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Preparation

Prior to beginning data entry it is advisable to have at least the following information ready:

¢ Name of employee requesting the items,

¢ Vendor name (number not required but helpful),
e Budget account to be charged for the items,

o Current catalog listing, and

¢ Bid information, if applicable.

Once the requisition has been fully approved and assigned a purchase order number, the
purchase order cannot be changed.

General Ledger Inquiry

The first thing to be checked within iTCCS is whether or not the account contains enough of
a balance to accommodate the items being order.

We can either use the GO button to jump to screen WWH6150 or we can use the main
menu (Business Services - Requisition Warehouse - General Ledger Inquiry).

FTCCS #TEsT 1 TRNG 15D Go | Logoff
Change Responsibililies Main Menu Requistion Warehouse enu v

General Ledger Inqui

|
uni unc Obj S Obj Org Program
File ID: [C B 53| @ B oo 2 [ = 2 E
Report Type: |Detail v | Line = bl
4 = |MORE
Description Appropriation Encumbrance Expenditure
199 11 399 00 001 911000 SUPPLIES-DUPL & INSTRS 31, 664.00- T,908. 68 19,8398.27 3,916.05- &
199 11 &399 00 001 921000 SUPPLIES-DUFL & INSTRS 6,119.00- 289.68 5,828.45 0.87- &
199 11 6399 00 001 923000 SUPPLIES-DUFL & INSTRS 1,000.00- 0.00 913.87 86.13- &
199 11 399 00 001 924000 SUPPLIES-DUFL & INSTRS 1,890.00- 0.00 1,802.05 287.95- &
199 11 399 01 001 911000 GENERAL SUPFLIES 10,000.00- 2,647.12 5,533.83 1,819.05- &
199 11 399 04 001 911000 GENERAL SUPPLIES-GRADUATIO .00 0.00 0.00 0.00 &
199 11 399 14 001 922000 BUILDING TRADES-LOCAL 1,750.00- 0.00 1,702.89 47.11- &
199 11 &399 16 001 922000 HOME ECONOMICS-LOCAL 3,100.00- 616.99 2,476.22 6.79- &
199 11 399 18 001 922000 AUTO MECHANICS-LOCAL 1,540.00- 0.00 1,591.69 51.69 &
199 11 399 20 001 922000 ELECTRICAL TRADES-LOCAL 840.00- 0.00 B18.35 21.65- &
199 11 399 24 001 922000 INDUSTRIAL COQP-LOCAL 0.00 0.00 0.00 0.00 &
199 11 &399 26 001 922000 DISTRIBUTIVE COOP-LOCAL 700.00- 0.00 661.50 38.50- &
199 11 399 28 001 922000 LAW ENFORCEMENT 500.00- 0.00 417.47 82.53- &
199 11 &399 30 001 922000 VOE JR LAB-LOCAL 560.00- 0.00 546.31 13.69- &
199 11 €399 32 001 922000 VOE-LOCAL 560.00- 1.48 553.70 ]

You will fill in the
In this example |
much or as little

A

account code mask for as many characters as you need then click FIND.
searched for fund 199, function 11, object 6399 and organization 001. As
of the account code can be filled in. If the entire object code was not

known, a 6 could have been entered and all expense accounts allowable would have

been listed.

ESC+20
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If you would like to view the details of a particular code, you can click on the red button
on the very right of the screen. This will call up WWH6152 Transactions which can also be
found from the main menu (Business Services 2 Requisition Warehouse - Transactions).

F7CCS /1EST £ TRNG 15D Log Off
o

Change Responsibilities Main Henu Requisition Warehouse Menu
Transactions WWHE152 |

[ petary I [ EEat IRt ] Job Name: Printer 1D: |L001

Data Found

File ID: |C | Account Code: | 1533 | [@ 11 | [ 6333 | [ (o0 | [ oo [ (s |11 |0 | oo | Fied
Report Type: | Detal | Selection Option: | Both +| Accounting Period: |05 | Start:

4 = |MORE
SUPPLIES-DUPL & INSTRS Appropriation Encumbrance E xpenditure Balance
Beginning Balance > 0o .o .00 .o
GJ-BFMEOD3  03-0012462321107  09/02/08 OPENING EMTRY £0,000.00-
PO-300011  031080917151213  09417/08 MOWIE LICENSING US4 405.00
CK-159486 09-0012681443133  09/24/08 PO-300011 MOVIE LICENSING USA 405.00- 403.75
PO-090234  09-0012751147105  10/01/08 COMMSERVE, INC. 550.00
PO-090285 09-0012751419232 10401408 COMMEERVE, INC, 440.00
PO-090286  09-0012751419428 10401408 OFFICE DEPOT £21.00
CK-159544  09-0012761135558  09/30/08 PO-090285 COMMSERYVE, INC. 440.00- 440.00
PO-090344  10-0012821544427  10/08/08 MATIOMAL HOMOR SOCIETY 563.50
GJ-100003  10-0012830916224  10./31/08 EUDGET CHANGE REQUEST 5.781.00
PO-090361  10-0012841617325 10410408 H & F TECHMOLOGIES 41464
PO-090451  10-0012881 228282 10/14/08 SCHOOL SPECIALTY Jr2az2
PO-090452  10-0012881228546  10/14/08 INTEGRATED OFFICE SYSTEMS 160.00
PO-0390477  10-0012900342538  10416/08 OFFICE DEFOT 1.109.85
PO-0390519  10-0012341104414 10420408 DRAMATISTS PLAY SERVICE 165.00
CK-160006  10-0012951048514  10/22/08 PO-030286 OFFICE DEPOT 44.60- 44 60
CK-160006  10-00129510439067  10/22/08 PO-030286 OFFICE DEPOT 576.40- 576.40

A RETURN button is available on the top left to take us back to the general ledger inquiry
where we began.

A negative balance signifies there are budgeted monies still available. A positive balance
signifies that line item is over-expensed. Your district may or may not have determined that
purchase order requisitions cannot be used if a budgeted balance is not available.

Now that we have verified enough monies are available in the correct accounts, let us
proceed with entering the purchase order requisition.

NOTE: You may notice that the top navigation area has changed a bit. The main toolbar
has been replaced with a Main Menu link and a drop down menu. The drop down menu is
another quick navigation tool that will list only those screens in the submenu group the
current screen belongs to (i.e. only requisition screens will be listed). Also notice on the right
hand of the screen the screen name WWH6150.

ESC+20 1o
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Requisition Entry

There are two different types of requisitions: purchase order and authorized payables. The
difference between the two are that purchase order monies are encumbered and await
receipt of goods and authorized payables move to accounts payable for payment upon
approval..

The different areas of the requisition screen are detailed below. Items marked with NAP
are not available for an authorized payable requisition.

FTCCS 1est 1 TRNG 15D Loa 0K ggg:’szggM
Main Menu Requisition "W arehouse Menu w
Furchase Order Reguisitions WWHE125

[ Eaiz ] { Post Req ] I Next Req ] [ Vnd Notes I [ Req Comments J { Local Print I [ Alt Ship-to ] 1

Requisition Information

Year: a Campus: oo Accounting Penod: 05

Requisition Number: Date Requested: 08 25 2007 Date Required: o1 |01 | 2007

Reference Number: MWE Requester Hame: MARIA BELL Ship To: om

Vendor Number: Search VYendor Name:

Address Line 1: Requisition Total: 2
Address Line 2: PO Date:

Address Line 3: Zip: Vendor Contact:

Bid No.: Fax PO: v] Retumn PO: v

PO Number: Confirmation: | Attach: »

Invoice No.: Work Order No.:

Include Check: ~| Buyer's Approval ~|

Freight Amt-% Fieight Type: ~ Quote:

Discount Applied to Unit Price Percent:

5 i it / i Dist Commodit: Cat No. Prv Itm NxtItm Itm Lst 3
O v « =5 9
tem Seauence: Frev fcet Next Acct
Del Fund Func 0Obj S Obj Oig Prog Percent Amount Balance
O
O
O 5
O 4
O
O
O

1. Screens within iTCCS may have additional screen available that are not part of the
main menu option.

a. EDIT — by pressing this button throughout data entry of the purchase order
requisition, all data elements are validated for accuracy (i.e. vendor is active,
account code is valid and has a balance available).

b. POST - once all data entry is completed and errors correct, this button wiill
save the requisition and move it along the approval path.

c. NEXT REQ - this button will clear the screen so another requisition may be
entered.

d. VND NOTES - these notes are to the vendor and will print on the purchase
order copy.

i ESC+20
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g.

REQ COMMENTS - these notes are for district use and will not print on the
purchase order copy but will print on the accounting copy. (NAP)

LOCAL PRINT — once the requisition is POSTed, a print out of the data can be
obtained for your records.

ALT SHIP-TO - allows for entry of a non-campus address. (NAP)

2. The yellow highlighted area asks questions about the purchase order as a whole.
The required fields are as follows:

®a0 oW

Campus (hard coded)
Date required
Ship to campus (NAP)
Vendor number
The following may be mandatory for your district:
i. Discount Applied Unit Price(NAP)
ii. Freight Eligible(NAP)
ii. Requestor Name
iv. Freight Type(NAP)
v. Freight Percent(NAP)
vi. Bid number(NAP)
vii. Freight Cost(NAP)

3. This area is for each item to be ordered. Required fields are as follows:

@~poo0oTe

Freight percent if freight eligible is YES(NAP)

Quantity

Unit of issue

Unit price

Discount Pct if Discount Applied to Unit Price is YES(NAP)
Distribution (equal, amount or percent)

Catalog number(NAP)

4. The accounts codes to charge are entered per item. The account code is entered
and the amount or percentage entered is determined by the option 3F.

a.

b.

C.

Equal - the system will split the extended amount of the item between all
accounts listed.

Amount - the system will use the amounts entered for each account code.
All amounts must equal the extended amount.

Percent - the system will use the percentage amounts entered for each
account code. The percentages must equal 1.000 (50% is entered as 0.500).

5. The item description is a required field.

Earlier in the preparation notes it was stated that a vendor number did not have to be
known but above itis required. The system will allow you to search the vendor file by name
to determine the correct vendor number. By clicking on the SEARCH hyperlink next to the
vendor field, we will be taken to screen WFN5835.

ESC+20 i
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The type of search can be EXACT or PHONETIC. As you will notice on the screen shot on

below, | searched for OFICE phonetically and still received results.

If exact had been

chosen, | only would have been given a list of vendors whose name was probably

misspelled.

& tetums with no vendor selected
L L] 0B342 - Active BOISE CASCADE OFFICE PRODUCTS P.0.BOX 101705
L & 12612 Y- Active CONSOLIDATED OFFICE SYSTEMS 840w, THAPSODY
F & 13051 M - Inactive CONYEMIENCE OFFICE SUPPLY 2210 DENTON DRIVE, #105
) & 27936 Y- Active IKON OFFICE S0LUTIONS 121 INTERPARK BLWD #104
L & 28290 Y- Active INTEGRATED OFFICE SYSTEMS 2015 CAPITOL AVE.
& L] 32628 Y- Active KHIGHT OFFICE SOLUTIONS 11831 RADIUM
# & 32976 Y- Active LNM OFFICE SUPPLY 5311 JACKWOOD
) & 40771 Y - Active NOLANS OFFICE PRODUCTS 10622 SENTINEL
L & 40807 M - Inactive NORDISCO OFFICE PRODUCTS BE73'W. HOWARD STREET
L & 41168 Y- Active OFFICE COMMUNICATION 5YS P.0. BOx 848440

o A 8/25/2007
FFCCS #rest 2 1RNG 15D G| Lequt 9",28;23 PM
Change Responsibilities Main Menu m
Vendor Name Inqui WFN5835
=====> MORE
Vendor Name: Find
Type Search: | P -Phonetic |+ | Search On: | -Vendor Name w| View Addiess: | P -Papable Address |+
Vendor ﬁ ‘
Ingquwy Return  Mumber Status Name Fust Line of Address

This screen lists all vendors matching the search criteria. The first option is INQUIRY (click on
green button) where you can view the full vendor information. The next option is RETURN
(click on red button). This option will return to the purchase order requisition screen and
enter the vendor number into the vendor field. The third, and possibly most important, field
is the status field. A requisition cannot be entered for a vendor that is inactive.

For this example, | chose vendor #06942. We will now be returned to the purchase order

requisition screen.
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As you proceed through the data fields, let’s take a moment to discuss the REFERENCE
NUMBER. This will allow you to find your requisitions if you don’t remember the REQUISITION
NUMBER. It could be something as easy as your initials or anything else you’d like it to be.

We’ll see this later on.

Even if the bid number field is not required, vendors who are awarded purchasing bids
usually, in turn, give discounts to the district. Without the correct bid number on a purchase
order, the discount may not be honored. Ensure you are following district policy regarding

bid numbers.

Once all data has been entered for an item, click on EDIT. Any errors found will be shown
directly below the edit button in red. The example shown states EDIT PROCESS COMPLETE -

CLICK POST. This means that no errors were found.

FTECCS £ TEsT / TREE 15D
Change Responsibilities

Main Menu Requisition " arehouse Menu

Purchase Order Requisitions

{ Edit ] lPDstRqu lNextRqu {

Vnd Hotes I Req Comments ] l Local Print J I Alt Ship-to

EDIT PROCESS COMPLETE - CLICK POST.
Requisition Information

Freight Percent: Q00.0000 Discount Applied to Unit Price Percent:
it Pri i Dist Commodit, LCat No.

153643

nit Price Dis:
3.95000

it f Issue

g
om

1 |63 | [mo 511 o Joo| | 1.000000 319,20 4,530.35-
[
O
[
O
[
O

o) ww
v

oot TEST HIGH SCHOOL

Year: 5] Campus: an Accounting Period: 15}

Requisition Number: Date Requested: 08 25 2007 Date Required: o1 ol 2007
Reference Number: MWE Requester Name: MaRIs BELL Ship To:

Vendor Humber: 06342 | Search Yendor Name: BOISE CASCADE OFFICE PRODUCTS

Address Line 1: P.0.BOX 101705 Requisition Total: 39.20
Address Line 2 ATLANTA, GA PO Date:

Address Line 3: Zip: 30332 1708 VYendor Contact: MR SHAKEDOWN
Bid No.: MO BID Fax PO: Mo |» Return PO: No |+

PO Number: Confirmation: No | w Attach: No ||

Invoice No.: ‘Work Order No.:

Include Check: Mo | Buyer's Approval Mo |

Fieight Cost: i} Freight Type: A - Amount | v Quote:

Item D escription
BASKETBALLS FCR PE

8/2b72007
9:28:22 PM

Prv Itm Mat ltm Itm Lst
&

We also see the available balance for each account code.
account every other requisition that is pending in the system.

This balance takes into

We see that we have no errors and click POST. We now receive the message REQUISITION

POSTED and it is now assigned a requisition number.

-14 -
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] af2h{/2007
FTCCS /st 2 TREG 15D Go| Logon 9{23!’3? PM
Main Menuy Requisition Warshouse Menu s

Purchase Order Reg ons WwHGE125
[LBait

] | Post Reql [Next Req] I\md Notes ] [ Req Comments ] [ Local Print ] [ Alt Ship-to ]

REQUISITION POSTED.
Requisition Information
Year: 5

Campus: o0l Accounting Period: 05
Requisition Number: 00a0s4 Requested: 08 25 2007 Date Required: o1 |01 | 2007
Reference Number: MVEB Requester Name: MARIA BELL Ship To: om TEST HIGH SCHOOL
Vendor Number: 08342 | Search Yendor Name: BOISE CASCADE OFFICE PRODUCTS
Address Line 1: P.O.BOX 101705 Requisition Totak: 313.20
Address Line 2 ATLANTA GA PO Date:
Address Line 3: Zip: 30332 1705 Vendor Contact: MR SHAKEDOWN
Bid No.: NOEID Fax PO: No v Return PO: Mo v
PO Number: Confirmation: No [+ Attach: Mo |+
Invoice No_: Work Order No_:
Include Check: No [v] Buyer's Approval No [w]
Freight Cost: 0o Freight Type: A - Amount | v Quote:

Freight Eligible:

Discount Applied to Unit Price Percent:
Del Item No. Quantits i

ist odi Cat No. Prv Itm Nt Itm
O oo100| E4 3.99000) 20000 319.20 000 |Equal [v 159643 - = @
Item Sequence: (001 Prev Acct Next Acct Item Description
Del Fund Func  Obj S Obj Oig Prog Peicent Amount Balance SRSKETBALLS FOR PE
[ 139 1 6399 0o ] 511|000 1.000000 H9.20 4.211.15
0= 5
O 5
O 5
O 5
[F] 5
O 5

A click of the ITEM LIST button (red circle) will list all the items that | have entered. To my
surprise, | only entered the 100 basketballs. | forgot to order the 10 shotputs! What do | do

now?
; 5 8/25/2007
FTCCS £ 1esT 2 TRNG 15D Log Off 9{29:’13 PM
Requisition Warehouzse Menu B2

| My Menu |

Requisition ltem List WWi'HE131

CLICK ON ITEM OR CLICK RETURN TO RETURN WITH NO ITEM SELECTED
Requisition Number: 000054 PO Number:

PO Date: Date Requested: 08/25/2007

Status: PENDING APPROVAL

Date Required: 07/01/2007

Next

Select Item Sequence Quantity Ordered Unit of Issue Catalog Mumber Description

o 100 EA 165643 BASKETBALLS FOR PE 2000 3a.20

Only basketballs!

Authorized Payable requisitions are entered on WWH6385 Authorized Payables — Request
for Payment Requisition.

-15 -
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Requisition Maintenance

Remember that we cannot change a requisition once it has been fully approved and
assighed a purchase order number. This requisition has not been approved by anyone
and, therefore, can be changed. Items can be added, deleted, or modified. Account
codes can be changed (old ones deleted and new ones added). Even vendors can be
changed.

Let us browse to WWH6130 Purchase Order Requisition Maintenance. We will see that this
screen is exactly the same as the entry screen with one minor difference: we must enter
the requisition number and click FIND.

Once the requisition is shown on screen, we can add the next item. Click on the NEXT ITEM
arrow. The bottom portion of the screen will be ready for data. Once that is complete, we
post the requisition again.

Another check of the ITEM LIST shows both items.

Depending on your district policy, the requisiton may need to be reapproved after
changes.

FTCCS £ 1esT 2 TRNG 15D Log Off gfﬁgﬁ;’%
Change Responsibilities Main Menu Requisition Warehouze Menu | m
Requisition ltem List WiwHB131
CLICK ON ITEM OR CLICK RETURN TO RETURN WITH NO ITEM SELECTED
Requisition Number: 000054 PO Number: Status: PEMDING APPROVAL
PO Date: Date Requested: 08/25/2007 Date Required: 071/01/2007

Prev Next

Select Item Sequence Quantity Oidered Unit of Issue Catalog Mumber Description Unit Price Discount Percentage Total Price
& o 100 EA 159643 BASKETBALLS FOR PE 399 .2000 39.20
+ 02 10 EA 58426 SHOTPUT 2500 .3000 175.00

Authorized Payables can be maintained on WWH6380 Authorized Payables — Request for
Payment Maintenance.

ESC+20 e
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Requisition Status

Screen WWH6145 Purchase Order Requisition Status shows much the same information as
the entry and maintenance screens. The navigation buttons along the top are slightly
different. Clicking on the NEXT REQ button will increment the REQUISITION NUMBER field by
one. This screen shows both PO and Authorized Payables Requisitions.

FTCCS Arest 1 TRNG 15D Gol| Leaow  EEVENL
Main Menu Requisiion Warshouse Menu v [ My Menu |
[ Wext Bea | [ Approval status | [ Local Print | [ Ref # Ing |
MORE =======>
Requisition Information - Purchase Order

Requisition Number: PO Number: M Status:  PENDING APPROVAL P.0. Date:

User ID: MB Date Requested: 08/25/2007 Date Required:  01/01/2007 Date Received:

Reference Number: MVE Requester Name: MARIA BELL

Vendor Number: 0E342 Yendor Name: BOISE CASCADE OFFICE PRODUCTS

Address Line 1- P.0O.BOX 101705

Address Line 2: ATLANTA, GA

Address Line 3: Zip: 30332 1705 Vendor Contact: MR SHAKEDOWN

Bid: MO BID Campus: ool Ship to: ool TEST HIGH SCHOOL

Discount: 154.80 Freight: oo

Purchase Order Total: 434.20 Purchase Order Status: [Igau[Icty S EInNs

EQ Dist Quantity Unit Price  Extended Amount Unit / Issue Received Freight Eligible Discount Percent Commodity [ SUNEY R VS [T I | KE2
¥ 100 3.99 31920 E4 N 2000 & » &
Fund Func Obj S0bj Org Program  Percent Amount Balance|f5s
193 " B339 an am 511000 1.000000 314820 4.036.15- SLSHETEALLS FOR DE
v

Remember earlier the discussion about the reference number? This is where it can come in
handy. If you don’t remember the requisition humber assigned, click on REF # INQ to
search the reference numbers.

Upon entry to this screen, we are presented with some search criteria. Fill in the search
criteria and click FIND. Our example below shows the reference numbers beginning with
MVB. Since there aren’t too many, | see the requisition dated 8/25/2007 (#54). Clicking on
the radio button at the beginning of that line will return you to the status screen with the
selected requisition’s information.
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FFCCS #1est 2 1RNG 15D Log OH gggf;glyM
Main Menu Requisition Warehouse Menu B2 | My Menu |
Reference Numbers - Purchase Requisitions pe2. 3.84 WWHE336
REQUISITIONS FOUND
Start At Reference Humber: ,\— MName: Date: End Date: m
Return Ref Number Requisition Mumber Requester Mame Date Requested Date Received ﬁ »
O retuns with no requisition number
O MVE 000021 MARIA 07/19/2007
O MVE 00002z AR 071842007
O MVE 000023 MRS 0771972007
O MVE 000051 MARIAS BELL 08/24/2007
@] MVE 000053 MRS BELL 0a/24/2007
» ¥ MVE 000054 MARIS BELL 08/25/2007
O MVBTEST 000015 MARIS BELL 10/28/2005
O MVEDDT 000052 MRS BELL 08/24/2007
O TEST 000043 TERESA 08/03/2007
O oot 000020 MARIA 07/19/2007
@] 001MvE 000016 JHGIHGJIH 10/23/2006
¥ O01MYE 000017 SDF 10/23/2006
O 001MYE 000018 DEMISE 10/23/2006 0771972007
O 123 000026 JUby 0840142007
O 123 000031 DIAMA WYBLE 08/08/2007
O 123 000032 TERESA 08/06/2007
(@] 123 000035 DEMETRA (8/08/2007
¥ 123 000036 ALLYSON 08/06/2007

Now that we have selected the requisition number, we can now determine whose desk it is
on. A click of the APPROVAL STATUS button will take us to screen WWH6322 PO/PA
Approval Status.

This screen will list all approvers and their individual status. The status options shown are
those listed on page 2. The screen also shows whether or not an approver has left a
comment. Ared circle signifies no comment.

. - 82542007
FTCCS Frest 11ams 50 [ oo oaow 328202

Change Responsibilities Main Menu m
P.0_} Payment Authorization Approval Status WWHE322
=====» END OF LIST

Requisition Number: 000054

Comments Seq UserlD Last Hame First Hame MI Approval Date Status « ‘
& oo MVE AGGIE MARY W

A green button signifies that approver has left a comment.

ESC+20 18
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f-rms‘/TEST 4/ TRNG ISD

7 ’— 8/25/2007
HEpotinglhioduct s st 9-32-:09 PM
Change Responsibilities Main Menu

| My Monu |
P.0_} Payment Authorization Approval Status WWHE322

=====» END OF LIST
Requisition Number: 000054

Comments Seq UserlD Last Name First Hame Approval Date

1 Status ﬁ »
L 0o HYE AGGIE MARY W

Clicking on the green comments button will bring up the comment left by the approver.
Only approvers can save their own comments. All others can only view them.

FCCS £ TEST £ TRNG 15D Log Off sr200y

9:31:58 PM
Main Menu

| My Menu |

Requisition Number: 000054
Seq User ID Last Mame

First Name Prev Next
om e AGGIE

MARY «

DO WE REALLY NEED THAT MANY
BASKETBALLS?

WHY IS THIS BEING CHARGED TO
INSTRUCTION?

-19 -

ESC+20

Serving the Educational Community




iTCCS User Guide

Requisition Approval

Each approver will receive an email notification if both the Human Resources module has
a work email entered and the Receive Email Notification on screen WWH6120 is YES. By
default, the option is YES to receive the emails but may be turned off at the approver’s

discretion.

Screen WWHG6320 Requisition Approval & Delete screen will allow the approver to update
the status one requisition at a time. You can only update the status if you are the next
approver in line. The system will not allow the requisition to hop through the approvers (i.e.

approver #3 can approve prior to #2 approving).

# =Has

: 5 B72bf2007
FTCCS #1EsT 1 TRNG 15D Log Off 9‘.’335'31 BN
Change Responsibilities Main Menu Fiequisition \w arehouse Menu ~ | m
P.0O. / Payment Authorization Approval & Delete WwHb320
e =] Gl
=====» END OF LIST
Requisition Number: 000054 Find
Receive E-mail Notification: | Ves |+
Comments Seq UserIlD Last Name First Name MI Approval Date Status ﬁ ‘
4 oo MVE AGGIE MARY W P - Pending Approvya

If the requisition number is unknown, the NEXT button can be clicked to move forward. The
PENDING APPROVALS button will take you to screen WWH6395 Requisitions Pending

Approval.

ESC+20
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: = 8f2bf2007
FTCCS /TEsT 1 TRNG 15D \ ol Loqon  BZSZAVE
Main Menu Requisition Warehouse Menu v m

Requisitions Pending Approval

I_PDfPayment Authorization Approval & Delet.eJ { Local Print I l Current Approver Only J

CLICK ON 4 REQUISITION TO RETURN TO THE PAYMENT AUTHORIZATION PAGE

=====» END OF LIST
Approver 1D Last Hame First Hame Middle Initial
Approver: VB AGGIE MARY W
Prev Mext

Req Req VYendor Yendor Date Date P.0. Reference Requester
Sel Comm Mumber Mumber Name Requested Required Number MNumber MName
& 000052 67687  VALEROD MARKETIMG & SUP. CO. 20070824 20070101 MVBODT  MARIABELL
& 000053 21720 GAME TIME SPORTS 20070824 20070101 B MARIA BELL
& 000054 08942 BOISE CASCADE OFFICE PRODUCTS 20070825 20070101 B MARIA BELL

This lists ALL requisitions for the approver. If you would like to list only those requisitions ready

for you, click on CURRENT APPROVER ONLY.

That screen will allow you to mass update all requisitions pending your approval. Although
this may be available, | recommend using the before mentioned screen WWH6320

Requisition Approval & Delete.

FTCCS Arest 1 RNE 15D
Change Responsibilities

5 8/25/2007
[Reporting Products| [ col voaos
Reporting Products Go Log Off 9:34:10 PM
Main Menu Requisition Warchouse Menu w

| My Menu |
P.0. / Payment Authorization Approval & Delete WWHG320

ey

=====> END OF LIST
Requisition Number: Q00054 Find
Receive E-mail Notification: ‘ves|v
Comments Seq UserID Last Hame First Mame M Approval Date Status ﬁ »
F an MVE AGGIE MARY W P - Pending &ppraval

Y- Appraved
D - Disapprove
F - Retun

Click on the STATUS drop down and choose one of the following:

o Disapprove - the monies are returned to the accounts and the requisition goes no
further.

e Return - the originator will need to perform the requested changes and resubmit.
This will cause the approval path to be deleted and rebuilt.

e Approve - itis now available for the next approver’s decision.
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FTCCS A rest s 15p I :"';:'E:Im Once the buyer haS
: e e T T — approved the requisition, it
= (Em is assigned a purchase
s 311 o oK e order number. A look at
A the PO Requisition Status

I R e e €« will now show a purchase
' order number and a status
of buyer approved with an
approval date. The PO
Date field will be assigned
once the purchase order is
printed by the buyer.

# = No comments  # = Has comments

0 Trusted stes Haoow -
FTCCS /rest £ 1RNG 15D [ o Leaon gggg&llgM
Purchase Order Requisiion Stales WWHG145
[ Next Req ] [ Approval StaN\ Local Print ] [ Ref # Ing ] Approver Co&ﬂ{s
Requisition Number: PO Number: 000006 | [Find Status:  BUYER APPROVED MVB 20070825 P.0. Date:
User ID: MyE Date Requested: 06/25/2007 Date Required:  (11/01/2007 Date Received:
Reference Number:  MVE Requester Name:  MARLA BELL
Vendor Number: 05342 Vendor Name:  BOISE CASCADE OFFICE PRODUCTS
Address Line 1: P.0.BOX 101705
Address Line 2 ATLANTA, GA&
Address Line 3 Zip: 30392 1705 Vendor Contact: MR SHAKEDDWN
Bid: NOBID Campus: iy Ship to: 001 TEST HIGH SCHOOL
Discount: 15480 Freight: ]

434 20 O EERNTL IR E RS BLIVER APPROVED
Unit Price Extended Amount Unit / Issue Received Freight Eligible Discount Percent Commodity|

Purchase Order Totak:
EQ Dist_Quantity

Prev ltem  Next ltem  Item List

¥ 100 38 31920 EA N 2000 - -» ?
Fund Func  Obi S Obi Oig  Progiam  Percent Amount Balance |l
199 11 6399 00 001 511000 1.000000 319.20 403615 e
v
Dane [§ + Trusted sites H00% -
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PO Receiving

Once the purchase order is approved and sent to the vendor, goods will be delivered to
you. Screen WWH6247 Receive Multiple Purchase Order Items is used to notate what items

were received and when.

If the entire order was received, clickihg PO COMPLETE will populate the CURRENT

QUANTITY RECEIVED field with the quantity ordered — previous quantity received.

If a

partial order was sent, type in the CURRENT QUANTITY RECEIVED for each item and click the

RECEIVE button.

The DATE RECEVIED field will default to today’s date.

g q 8/25/2007
FTCECS /st 1 TRNG 15D \ Gol| Logon 22007
Change Responsibilities Main Menu Requisition Warehouze Menu e m
Receive Multiple Purchase Order ltems WiwHb247
[ Bait | [ Receive | [ Mext PO/ Bealo | |[Local Print | [ PO Complete |
PO Information
PO Mumber: 000006 | Requisition Mumber: 000054 Find Date Requested:  08-25-2007 Date Required:  01-01-2007 Requester Mame:  MaRIABELL
Campus: 001 TEST HIGH SCHOOL Ship: o Date Received: 0@ |25 | 2007
VYendor Mumber: 05342 Mame: BOISE CASCADE OFFICE PRODUCTS PO Date: 08-25-2007
Address Line 1:  P.0.BOX 101705 Bid Number: NOD BID Ref Number: MYE
Address Line 2:  ATLANTA, G& Haold:
Address Line 3: Zip: 30352 1705
Prev Page Mext Page
Item Qry Prev Qty  Cumnr Oty Unit of

Sel Mumber Ordered Received Received Unit Price Catalog Number Issue Item Descrnption

[] ooooo 100 31920 159643 E& BASKETBALLS FO &

[ oooooz 10 17.5000 58426 E& SHOTPUT &

There is another screen, WWH6245 Receive Purchase Order ltems, to
at a time with account information.
WWH6247 since you must receive one item at a time.

use that lists one item

This screen is available but not as efficient as

FTCCS A 1est 1 TRNG 15D
Change Responsibilities

Reporting Products [
Main Menu Requisition Warshouse Menu
Receive Purchase Order ems

[Go|| Loaon

{ Bdit I l Receive J [ Next PO / Req lo ] { Comments I l Local Print I
MORE ====>
PO Information
PO Number: 000006~ Requisition Number: 000054 Find Date Requested:  (08-25-2007 Date Required:  01-01-2007 Requester Name:
Campus: 001 TEST HIGH SCHOOL Ship: oot Date Received:
Vendor Number. 06342 Mame: BOISE CASCADE OFFICE PRODUCTS PO Date:
Address Line 1:  P.0.BOX 101705 Bid Humber: NO BID Ref Humber:
Address Line 21 ATLANTA, GA Hald:
Address Line 3: Zip: 30382 1708

Prev Item Next Item

Fund Func Obj S Dbi |JI;|silu:l

EA

Org Prog Received

—

Unit Price Value Catalog Number

Qty Oty
Didered  Prev

00100 0OOOO 3.19200

1.00000

159643

n 6333 oo ool 511000

Item Description

BASKETBALLS FOR PE

872542007
9:37:18 PM

WWHE245

MARIS BELL
08 |25 | 2007
08-25-2007
MYE
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Finance

There are various inquiries we can perform in the Finance module regarding purchase
orders and payments to our vendors. Let’s take a look at a few of them. We will have to
use the Change Responsibilities function and choose FINANCE from the menu.

f7CCS /TEsT 7 1RNG 15D [ [so] Log Off
Current: FINANCE | My Menu_|
District Admin campus | i sves | ces| Payroll | PEIMS |

Accounts Receivable
Asset Management
Budget

FPlease click on a menu item! . .

Cafeteria Management

Finance Accounting

3
3
3
3
Budget Schedule Development  #
3
¥ Financial Accounting Sign-On
3
3

Grants Bank Reconcilistion L4

Requisition ‘Warehouse Finance [nquiry 3

Wendar Mame Inquiry General Ledger *  Cash Receipt

‘wiork Order ¥ Posting Functions ¥ Check Payments by Invoice or Check Mumber
Processes ¥ Clearing Fund
Reversals ¥ General Ledger
Wendar ¥ Organization

Outstanding Purchaze Orders by Account Murmber

Faid Finance Check Tranzactions by Account Mumber [Current]
Purchase Orders

Trarsactions

Wendor

Wendor Address

“endaor Dutstanding Purchase Orders

Wendar PO Invoice

As shown above, we will be navigating from the main menu to BUSINESS SERVICES -2
FINANCE ACCOUNTING -2 FINANCE INQUIRY submenu.
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Vendor Inquiry

The WFN5821 Vendor screen shows vendor information and provides a SEARCH for the
vendor numbers you do not know.

F7CCS #TEST  TRNG 15D Log Off
w

Change Responsibilities Main Menu Finance Inguiry Menu | My Menu_ |
Yendor WFEN5821

[ Comments ]

[ Vendor Address Inguiry ]

¥endor ldentification

Vendor Data

Board Approval Date:
Bank Code: ]

xxxxxxxx VENDOR FOUND ========

Dizcount Applied to Unit Price: Mo

Account Number:

Yendor Number: |00103 | Search Name: 41 ENGRAVERS & SIGNS SERYICES DBA:
Remittance Address Order Address

Line 1: 1027 NORTH MaIN Line 1: 1027 NORTH MaIN

Line 2:  SANANTONIO Line 2:  SAMN ANTONIO

Line 3: Line 3:

State: LES Zip: 78212 State: T= Zip: T8212

Phone: 210 227 9393 Fax: 210 227 9396 Phone: 210 227 9393 Fax: 210 227 59396
Contact: Contact:

E-mail: E-mail:

Federal ID/S5H: Federal D 741826318 Sort Key: Employee Humber:
Status: Y - Active Repl t Yendor Number:

1099 Eligible: Mo W-9 Mail Date: 03 23 2006 WwW-9 Received Date: 03 23 2006

Labels: es SIC Code: = HUB Vendor: Mo

Deposzit Papment Flag:

Account Type: Bank Status:

Two buttons are available on the screen. The first button, COMMENTS, applies to the

vendor that is being displayed. These comments
are display only and cannot be changed here.
Changes to comments should be directed to the
department responsible for vendor maintenance
for your district.

The second button, VENDOR ADDRESS INQUIRY,

Close

|- Comments

| FREFERRED VENDOR

allows you to search for a vendor by address as shown below.

Yendor Address

=====3 END OF LIST
Vendor Information

Address Line to Search: ([ ~ | Search for Address: | MEADDW

WFNG6815

Yendor Inguiry Yendor Number ¥endor Mame Address Lines State Zip Code ﬁ »
- ] 17727 ELIAS, JUAN 150 MEADDW WALLEY
SAM AMTONIO
T FE227
& 26519 HEWATT, MICHAEL 2903 LAKE MEADOW
SAN ANTONIO
-26 -
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Purchase Orders

By Vendor

To view purchase orders by vendor we will use WFN5905 Vendor Outstanding Purchase
Orders. Entry of the vendor number or vendor SEARCH is all that is needed. It will display all
outstanding purchase orders for the vendor.

F7CCS #1es1 7 TRNG 15D Loq OFf

Main Menu Finance Inquiry Menu i
Vendor Qutstanding Purchase Orders WENbLIOS

==== BOTTOM OF LIST ====
Yendor Information

File ID: |C | ¥endor Humber: 41176 | Search Optional  From Date: To Date:

Vendor Name:  OFFICE DEPOT 114486 106,843 63
Address Line 1: ACCT #88693731

Address Line 2: P.0. BOx 70043

Address Line 3: LOS ANGELES

State: A Zip: 90074 0049

PO Nbr Fund Func DObj S0b Org Prog Original Amount Balance Amount Date

902836 199 1 £339 56 033 524000 22.95 2295 02/17/2003
903003 193 1 E333 uli] Juli] 11000 25.00 15.00 1041572003
903580 199 1 E393 uli] 101 524000 36.33 333 O03/22/2009
904575 199 34 B399 oo 905 953000 620.00 620,00 05/19/2003
05073 193 4 £333 kil 729 933000 223.45 22945  06/22/2003
05108 199 4 E393 uli] B 935000 11678 Me7e  0B/22/2009
905135 199 4 £339 uli} 728 953000 104.35 10435  0B/22/2003

By clicking on the button LIST INVOICES, a listing of all check payments will be displayed. A
data line that does not have a check number signifies that it is scheduled to be paid.

FTCOCS /rest 1 rns 1so [ 6o Loous
Main Meny | France nury enu v [y Mo
Wendor Invoices WFEN5906

[ (BERSIAEE ] [ 2 s kit l Job Name: Printer 1D: | U007

===x TOP OF LIST === MORE---->
Vendor Information

File ID: C | Vendor Number: 41178 Search  Find| Dptional ~ From Date: To Date:

Vendor Hame: (OFFICE DEFOT Balance of Outstanding POs: 114486 Total of Check Payments: 10E.849.68
Address Line 1: ACCT #88693731 Total Payable / Reversal 0.o0

Address Line 2: P.0. BOX 70049

Address Line 3: LOS ANGELES
State: A Zip: 90074 0049

Prev  Mext
Invoice Nbr Check Nbi Check Date PO Nbr Fund Func Dbj S 0bj Org Prog Check Amount Due Date Print Flag ﬁ
0000000009 165733 20110114 000005 865 it} 2180 05 oot 900000 50.00
0000000010 165733 20110114 803003 159 1 £339 oo om 911000 10.00
0000001 254 165734 20110114 903002 199 1 6333 oo 001 511000 50.00
0000719746 159042 20080828 084440 255 13 5333 75 712 524000 21252
0045699111 163355 20090325 901813 199 11 £393 oo oot 921000 706.EE
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By Account

To determine which purchase orders are outstanding for a particular account you will use
WFN5760 OUTSTANDING PURCHASE ORDERS BY ACCOUNT NUMBER.

FTCCS A TEST 1 TRNG 15D

ol wmn
v

Change Responsibilities Main Menu Finance Inquiry Menu m
Qutstanding Purchase Orders by Account Number WFNS760
Job Hame: Printer ID: |U001 [ LT wiES 1M T ] [ SR ]
ENTER ACCOUNT CODE AND CLICK FIND =====> END OF LIST
File ID: |C

Account Code Mask:

139 | [@1 11 | @1 393 | @1 oo | @] oo [E1]3 |11 @0 [[@]00 | Fied

PO Mumber Fund Func DObj 5 0bj Org Program Yendor Number ¥Yendor Hame Balance Date L] »
0oo41g 199 11 6399 oo om 511000 16195 EAGLE'S MEST TRAIN STATIO 47700 07 13 20M
000865 133 11 6333 oo om 311000 aoogy? A &E HOME VIDED 5000 01 12 2011
041871 199 11 6399 oo om 511000 14415 DAMNZGEAR 240368 0 12 2011
045003 133 11 6353 oo oo 517000 36520 MARIACHI CONNECTION #Az200 05 11 20M
045010 199 11 6393 0o oo 911000 0000 123 CLASSRO0OM STUFF E00 06 14 2011
045015 133 11 6333 oo om 511000 41168 OFFICE COMMUNICATION 5Y'S 2500 06 23 2011
120001 199 11 6393 0o oo 911000 14224 D &H DISTRIBUTING CO. 100 06 23 2011
120004 199 11 6399 oo om 511000 41178 OFFICE Max 0400 0OF 27 201
555556 199 11 6393 0o oo 911000 00037 A & E HOME VIDED 10000 03 3 20M
901653 199 11 6399 oo om 511000 33995 LEGAL DIGEST 28000 12 03 2008
303003 133 11 6333 oo om 311000 41176 OFFICE DEPOT 1500 10 15 2009

TOTALS ==3 374368
OUTSTANDING P.O. BALAMCE: 374368

ESC+20
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By Number
. . y - .
WFN5855 PURCHASE ORDERS is used to display a purchase order’s information.
FTCCS /TEST 1 TRNG 15D Lo Off
Main Menu Finance Inguiry Menu R
Purchase Orders WFNG885
ENTER PO NBR AND CLICK FIND. END OF LIST-—->
File ID: |C | Purchase Order Number: |[I Find| Optional ~ From Date: To Date:
Vendor Mumber: 14415 Vendor Name: DAMZGEAR
Addiess Line 1: 13431 US HIGHWAY 281 N
Address Line 2: SAM ANTONIO Balance of Dutstanding POs: 240368
Address Line 3: Total of Check Payments: B9E.32
State: T Zip: 73215
PO Mbr Fund Func 1]:% S Obj Org Program Original Amount Balance Amount Date 4= »
041871 199 ihl 6333 oo ool 511000 3.000.00 2403638 oA1242011

The buttons LIST INVOICES will show check payments for just that purchase order and LIST
POs will return you to the purchase order information.

ENTER PO NBR AND CLICK FIND. END OF LIST----->

FFCCS A/ TesT 1 TRNG 15D ' Go|| Loqoif
Main Menu Finance Inquiry Menu ' m
Purchase Order Invoices WENLB86

File ID: |C | Purchase Order Number: Find| Optional  From Date: To Date:
VYendor Number: 14415 Vendor Name: DANZGEAR
Address Line 1: 13431 US HIGHWAY 231 N freyVendogtextivendor
Address Line 2: 54N ANTONIO Balance of Outstanding POs: 240368
Address Line 3: Total of Check Payments: B9E.32
State: T Zip: 78216 Total Papable / Reverszal:
Prev  Mext
Invoice Nbr  Check Nbr Check Date PO Nbr Fund Func Obj S5 0bj Org FProg Check Amount Due Date Print Flag «
00000007 23 165730 04/30/11 041871 133 1 E333 0o om 11000 596.32
ESC+20
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Vendor and PO

Screen WFN5910 VENDOR PO INVOICE is a bit of a blend of the previous inquiry screens.
We need to enter a vendor number and purchase order number and it will display a
summary of all checks paid to the vendor and the specific checks paid against the
purchase order.

FTCCS /TEST 1 TRNG 15D Go || LoqOff

Main Menu Finance Inquiry Menu v | My Menu_ |
Vendor PO Invoice WFEN5910

=====» END OF LIST

File ID: |C | Year: 3

Vendor Number: |#1176 | Search PO Number:

Yendor Address
Vendor Name:  OFFICE DEPOT

Address Line 1:  ACCT.#88693731
Address Line 2:  P.0. BOX 70049
Address Line 3:  L0S AMGELES

State: 4 Zip: 90074 0049 Total Payable / Reversal: uli]

Mumber Invoice  Mumber Check Met Paid Year To Date Discounts Payable Amount Date of Last Check
512 512 393.876.395.38 .o 1.144.86 0141442011
Prev  Mext
Invoice Number Check Number Check Date Fund Func Obj 5 0bj Org Prog Check Amount Due Date Print Flag «
0000000010 165733 0141472011 199 i £339 0o om 911000 10.00
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Check Payments

By Invoice or Check Number

WFN5750 CHECK PAYMENTS BY INVOICE OR CHECK NUMBER allows for the entry of either

an invoice number or a check number.

The vendor number field is optional and, if left

blank, will pull up all payments that match either the invoice number or check number.

)":TCC\S‘/TEST / TRNG I5D

Vendor Name:  OFFICE DEPOT
Address Line 1: ACCT.#B8633731
Address Line 2: P.0. BOX 70043
Address Line 3: LOS ANGELES
Ca Zip: 90074

Prev Yendor

-

State: 0049

Invoice Number Check Number Check Date PO Nbr Fund Func

0000000010
0000000003

165733
165733

/1411
0/141

903003 193 11 6399 00
0oooos 885 00 2780 05

Change Responsibilities Main Menu Finance Inquiry Menu | My Menu |
Check Payments by Invoice or Check Number WFN5750
YOU ARE AT THE END OF THE YENDOR LIST
File ID: |C
Invoice Number: || Check Humber: | 165733 | Yendor Number: 41176 | Search Find
Yendor Address

0Obj 5 0Obj Org Prog

Total of Check Payments:
Total Payable / Reversal:

Lot

Mext Vendor

»

Check Amount Due Date  Print Flag Deposit Payment Flag
001 911000 10.00
001 300000 50.00
60.00
mili}

When the vendor number is left blank and multiple vendors are found, the message
INVOICE/CHECK DISPLAYED WITH MULTIPLE VENDORS, CLICK ==> TO NEXT VENDOR is displayed and the prev
vendor and next vendor arrows are used to scroll through the information.

S ESC+20
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By Account

We can also view all checks for an accounting period that has not been closed using
WFN6490 PAID FINANCE CHECK TRANSACTIONS BY ACCOUNT NUMBER (CURRENT). A full
20-digit account code will be entered then click FIND.

FTCCS Arest £ RNG 15D | Go || LoqOff
Main Menu Finance Inquiry Menu ~
Paid Finance Check Transactions by Account Number {Current] WENG6490
Job Name: Printer 1D- | 001 [ Remote Print ] [(:]_ear ]
ENTER ACCOUNT CODE AND CLICK FIND =====> END OF LIST
File ID: |C
Account Code Mask: 193 | E1{11 | [¥] 5393 | [ [00 | ] [om |[1[3 [@[11 |0 |El[o0 | Find| Accounting Period: |05
Prev Next
Invoice  Check Purchase Order Yendor Print
Number Mumber Date Number Number MName Fund Func 0Obj 5 0bj Oig Prog Amount Due Date Flag
5000024235 164332 05 06 2009 030519 15536 DRAMATISTS PLAY SERWICE 199 11 6399 00 oo 911000 16335 16/ 10 hd
0000000SDF E0OOO1 11 06 2009 000050 26125 HEB GROCERIES 199 11 6399 00 oo 911000 50.00 164 /10 hd
0000065464 165736 01 14 2011 545645 47155 5 &P COMMUNICATIONS 193 11 B399 oo oo 311000 10000 164 A0 hs
0000000E54 165730 01 14 2011 00054 16195 EAGLE'S MEST TRAIM STATIO 199 11 B399 oo om 911000 50.00 184 M0 h
0000001254 165734 01 14 2011 903002 41176 OFFICE DEPOT 199 11 6399 00 oo 911000 5000 164 /110 hd
0000000010 165733 01 14 2011 303003 41176 OFFICE DEPOT 199 11 6339 00 oo 911000 10,00 164 /10 s
0000000122 185730 04 30 2011 041871 14415 DANZGEAR 199 11 B399 ol om 911000 596.32 16/ 110 hy
0000000123 165730 04 30 2011 14415 DANZGEAR 199 11 6399 00 ool 911000 180.00- 16/ 110 hd
0000000123 856355 1 12 2011 000123 15300 FACILITY SOLUTIONS GROUP 1893 11 6339 00 oo 911000 8653 16/ /110 s
O0000FIRST 170000 OF 27 2011 000418 16195 EAGLE'S MEST TRAIM STATIO 199 11 6399 ol oo 911000 1000 18/ A0 h
OO00SECOM 170000 07 27 2011 000418 16155 EAGLE'S MEST TRAIN STATIO 199 11 6399 00 oo 911000 1300 16/ 10 hd
TOTAL UNPROCESSED TRANS: 979.20
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Accounts Receivable

From the main menu, Accounts Receivable screens can be found by navigating to
BUSINESS SERVICES - ACCOUNTS RECEIVABLE.

FTCCS #TEST £ TRNG ISD [ [so] Loq Off
Current: AR MB m4|
District Admin Campus i ces| ay | HEME! |
Advanced Ihvoice Generation W/ Description Only
Asset Management ¥ Advanced Invoice Generation '/ tem Detail
- - Budget ¥ Colection Maintenance
Please click on a menu item! ;. cageneaest > oo niomatin
Budget Schedule Development  *  Cyustomer Maintenance
Cafeteria Management ¥ Customer Mame [nguiry
Finance Accounting ¥ Follow Up Letters Job Submission
Grants ¥ Invoice Corection
Requisition Warehouse ¥ Imvoice Generation 'ith [tem Detail
Wendor Name |nquity Irwvoice Generation With Description Only
Wark Order ¥ Irevoice Ingquiny
Credit Memao
Payment Received

Create an Invoice

There are two ways to create an invoice: description only or with detail. The detail invoices
are associated with those charged that have a number of units and a unit price; whereas
description only are often associated with subscriptions. This does not mean that all
subscriptions are description only invoices. If you charge for a subscription per student or
member, then you will more than likely use the detailed invoice.

Each individual invoice can have a maximum of 19 lines of description.

Let’s take a look at an invoice.

- ESC~+20
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Description only

WRC8120 INVOICE GENERATION WITH DESCRIPTION ONLY will be used for those invoices
that do not have units sold and a unit price. When we first enter the screen, it prompts us
tO ENTER CUSTOMER NUMBER AND CLICK FIND, but, since we may not know the customer number...

FTCCS A1est 1 1RNG 15D Go|| Logoit
Change Responsibilities Main Menu Accounts Receivable Menu . m
Invoice Generation With Description Onl WRCH120
[ Edit ] [ Generate ] [ Clear ]
ENTER CUSTOMER NUMBER AND CLICK FIND
Customer Humber: | Search Find | Aging Date: |08 |11 | 2011 | Invoice Number:
Customer Name: Customer Order Number: Reference:

you can click on the SEARCH link to bring up the screen below. We want a customer that
begins with T so we enter it and click ENTER. When you see find the customer you want,
click on the red button to return that customer to the invoice screen.

FTCCS /rest 11ane 15D [ G| Leaon
Change Responsibilities Main Menu m
Customer Name Ingui WRCH175
=====3 END OF LIST
Customer Name: | T
Customer ﬁ »
Inguiry Retuin  Number Status Hame First Line of Address
& retume with no customer selected
4 & 000004 Active TESTISD 8763 AVEMNUE B
] & 000005 Active TEXAS ISD 29 FM 1560

The fields to enter are:

Aging Date - defaults to the current date and should to reflect the effective biling
date for use on the aging report, customer notices and statements

Customer Order Number — a note to the customer for their use which is normally their
purchase order number

Reference - a data field for your use

Service Requested by — name of the person requesting the goods or services (this is
printed on the invoice)

Date Requested — defaults to the current date and should reflect the date the order
was submitted

Billed By — displays your initials that you used to log in to the system

Invoice Date — defaults to the current date and should reflect the date the invoice
was created

Contact Name - name of the person/department originating the invoice

Contact Phone - the above mentioned contact’s phone number

ESC+20 3
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o Description — the description of the goods or services provided (lines left will
decrement to let you know how much you have left)
e Account & Amount - the revenue code and amount of the invoice

FFCCS £ TEsT 1 TRNG 15D
Change Responsibilities

Accounts Recsivable Menu
Invoice Generation With Description Onl

[ e

Main Menu “

[ Bait | [ cemerate | [ clear |

INVOICE 000010 GENERATED

Customer Number: 000005 | Search Find | Aging Date: |07 ||01 ||2011 | Invoice Number: 000010

Customer Name: TEXAS 15D Customer Order Mumber: |PO#5445 Relference:

Service Requested by: CUSTOMER CONTACT Date Requested: 0 |[15 | 20M

Billed by: MWE Invoice Date: o7 | (o 20m

Inv Contact Name: DEPARTMENT CONTACT Inv Contact Phone: 210 222 2222

Lines Left: 17

RENTAL OF CONFERENCE ROOM FOR JUME 15,
2011 : PECAN

Fund Func

143 oo

Obj 5 Obj
5739 i}

Org Amount

000 9

Program

oo |00

Total:

Log OFff

200.00

200.00

[y bon_

WRCE120

Once you have reviewed the entries for correctness, you can click GENERATE and the

system will save the data and assign an invoice number.

Detailed

WRC8110 INVOICE GENERATION WITH ITEM DETAIL has all the same fields as the description

only invoice with two additional: quantity and unit.

After the customer information on the top half of the screen, the example shows a quantity
of 2 with a unit price of $200. | enter my description and account code amount of $500
but, wait, the extended price of $400 is less than $500. The system will check when you

click the EDIT button to ensure the item totals match the revenue totals.

If they do not

match, the system will provide a message TOTALS DO NOT MATCH. CORRECT OR ADD ADDITIONAL ITEMS.

If additional items need to be entered, simply click on the NEXT arrow.

-35 -
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FTCCS A TEsT 1 TRNG 15D Go || LoaoOi
il w

Change Responsi 3 Accounts Receivable Menu m

Item Detail WRCH110

Invoice Generation

[ Eait ]| [ cemerate | [ clear |

TOTALS DO NOT MATCH. CORRECT OR ADD ADDITIDONAL ITEMS «

Customer Number- 111111 | Search Find | Aging Date: |07 ||01 ||2011 | Invoice Number:
Customer Name: MARIS BELL Customer Order Number: | 85665 Reference:
Service Requested by: [LALRIE HOLMES Date Requested: 0 |20 201
Billed by: MWE Invoice Date: aF ||m 2011
Inv Contact Name: MARIA BELL Inv Contact Phone: 210 222 2222
Item Quantity Unit Amount Prev
] 2 200.000 400.00 L]

Lines Left: 18

SHAKE RENTAL 193 | |00 5739 oo oog 9 |00 |0 |00 500.00

Total: B00.00 400,00

When all the item details have been entered and the totals match, you will receive the
message EDIT COMPLETE. CLICK GENERATE TO CREATE INVOICE OR ADD ADDITIONAL ITEMS and yOU can
GENERATE the invoice.

Invoice Generation With ltem Detail WRCE110

[ Edit ] [ Generate ] [ Clear ]

EDIT COMPLETE. CLICK GEMERATE TO CREATE INVOICE OR ADD ADDITIONAL ITEMS

Customer Number: 111111 | Search Find | Aging Date: |07 ||01 ||2011 | Invoice Number:
Customer Name: MARIA BELL Customer Order Number: | 85665 Reference:
Service Requested by: |LAURIE HOLMES Date Requested: 0e |20 ||z2011
Billed by: VB Invoice Date: a7 |01 ||2011
Iny Contact Name: MaRIA BELL Iny Contact Phone: 210 |22 2222
Item Quantity Unit Amount Prev Hext
02 100 1.000 100.00 - -

Lines Left: 17

CRICKETS 153 | |00 5733 0o 0oa 5 |00 (|0 ||00 500,00

Total: 500.00 500,00
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Changes

Invoice changes can be made on WRC8180 INVOICE CORRECTION if you are the
originator of the invoice or if you have higher level right. Changes can be made to the
account(s) and/or amount(s) if the invoice has not been printed. The total amount of the
invoice cannot be changed through this process.

The aging date can be changed at any time.

FTCCS /rest rns iso I T
Main Menu Accounts Receivable Menu A
Invoice Correction WRCH180
[ Edit ] [ Save ] [ Fext Invoice ] [ Hext Customer ] [ Incuiry ]
INVOICE FOUND ==> PLEASE ENTER CORRECTIONS
Invoice Number: M Customer Number: 000005 Status:
TE»AS 15D Oniginak: ooy
89 Fh 1560 Payments: 0.00
TEXAS CITY T 77254 Adjustments: 0.00
Balance: 200.00
Aging Date: |07 |01 ||20011
. MewAccowt ]
Fund Func Obj 5 Oby Org Program Balance
199 oo 5739 oo 000 500000 200.00 133 0o 5733 Jui} oon 9 |00 |0 |00 200.00

S ESC+20
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Inquiry & Deletion of Invoices

As strange as it may sound, you can delete invoices from WRC8131 INVOICE INQUIRY.
Invoices can only be deleted from the system provided it has not been printed.

FFCCS A1est 1 TRNE 15D Log Off
b

Main Menu Accounts Receivable Menu
[ Budget ] [ Detail ] [ Correction ] [ Contact Info ] [ Hext Invoice ] [ Hext Customer ] [ Local Print ] [ Delete ]
DATA FOUND
Invoice Number: 000010 Find Customer Number: | 000005 Status Requested: | A - All v
TEXAS 5D Date of Invoice: o7 o 20 Invoice Status: INVOICE MOT PRIMTED
89FM 1560 Billed By: MYE Invoice Contact Mame: DEPARTMENT COMNTALCT
TEXAS CITY, T 77254 Aging Date: o7 o 20m Invoice Contact Phone: 210 222 2222
Your Order Number: PO#5445 Reference:
Requested Date: 0s 15 2011
Attention: CUSTOMER COMTACT
Cquey | Dewwon | Anom
RENTAL OF COMFERENCE ROOM FOR JUNE 15,

2011 PECAN

Total: 200.00

Once we pull up an invoice, the first screen is a listing of the description information. There
are buttons for
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Serving the Educational Community



iTCCS User Guide

e BUDGET
FTCCS Aest 2 1RNG 15D Go || LogOff
Main Menu Accounts Receivable Menu v
Invoice Budget Inqui WRCE13b
[ Inguiry ] [ Detail ] [ Correction ] [ Contact Info ] [ Hext Invoice ] [ Next Customer ] []..oc:al Print ] [ Delete ]
DATA FOUND
Invoice Number: Customer Humber: | 000005 Find | Status Requested: | A - Al v Invoice Status: INYOICE MOT PRINTED
TEXAS 15D Original: 200.00
89 FM 1560 Payments: 0.00
TERAS CITY. T 77254 Adjustments: 0.00
Balance: 200.00
Fund  Func 0bj 5 Obj Org Program Driginal Payments Adjustments Balance
199 un} 5739 uit} oon 400000 200.00 0.00 0.oa 200.00
o DETAIL (would show payments made on the invoice)
FFCCS #1esT 2 TRNG 15D Go || LegDff
Change Responsibilities Main Menu Accounts Receivable Menu e m
Invoice Detail Ingui WRCE134
[ Inguiry ] [ Budget ] [ Correction ] [ Contact Info ] [ Next Invoice ] [ Next Customer ] [ Local Print ] [ Delete ]
DATA FOUND
Invoice Number: Customer Number: 000005 Find | Status Requested: | A - All A Invoice Status: INVOICE MOT PRINTED
TEXAS 1D Original: 200.00
89 FM 1560 Payments: 0.00
TERAS CITY, TR 77254 Adjustments: 0.00
Balance: 200.00
Transaction Next
Date Type Amount Receipt Reason / Check or Money Order Number Comment »

CORRECTION (takes us to WRC8180 INVOICE CORRECTION that we saw eatlier)
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e CONTACT INFO (more detail on page 41)

FTCCS A 1esT £ TRNG 15D Log Off
Main Menu Accounts Receivable Menu A4 m
WRCH195
[ Edit ] [ Save ] [ Clear ] [ New Contact ] [ Delete ] [ Inguiry ] [ E-mail to Manager ]
DATA FOUND. PLEASE ENTER UPDATE.
Invoice Number: 000010 Find | Entered by: MVEB pegtons Pefione
Date Contacted: 08 13 2011 Time Contacted: 10 : 00 : 00
Contact Made by: |TERRIE AL\VARADD
Customer Number: 000005 Customer Name: TEXAS ISD
Date of Invoice: 07 01 2011 Invoice Amount: 200.00 Invoice Contact Name: DEPARTMENT CONTACT
Followup D ate (30 dayps]): [45 days):
Person Contacted: |LORRAINE GARLAND Phone Number: |376 ||555 ||5555 Ext:
Invoice Change:
1 Change Inf tion Appi I: Comments:
THE DEPARTMENT HAD A HOLD ON THE INVOICE FCOR INTERNAL
CLARIFICATICN BUT HAS NCOW APPROVED IT FCR PAYMENT.
CHECK TO BE CUT 8/31/11
e LOCAL PRINT
INVOICE mmmmmmm————o
INVOICE NO.:
ooooio
TEST / TRNG ISD —————mm—m— o
1314 HINES
SAN ANTONIO, TX 78208
TELEPHONE (210)370-5200
TEXAS ISD CUSTOMER #: 000005
8% FM 1560

ESC+20
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TEXAS CITY, TX 77254 : DATE OF INVOICE:07/01/11

: ORDER #:PO#5445
: DATE REQUESTED:06/15/11

REQUESTED BY: CUSTOMER CONTACT

(QUANTITY: DESCRIPTION UNIT AMOUNT
H : PRICE
:RENTAL OF CONFERENCE ROOM FOR JUNE 15,
2011 PECAN
REMIT PAYMENT AND PAY THIS H
INVOICE COPY TO: TEST / TRNG ISD AMOUNT 200.00:

ATTH: BUSINESS SERVICES

*% DUPLICATE COPY #%
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DELETE (provides for a confirmation before deletion)

Message from webpage

‘{’} Are wau sure you wank bo delete this invaoice?
-

| oK | [ Cancel

Contacting the Customer

For those that are responsible for collection there is a facility to record all contacts with the
customer. If you find you need someone else to review the invoice and comments, you
can have the system email the notice for review to them by clicking on the button EMAIL
TO MANAGER. The system will prompt you for an email and send them a notice to review.

/TCOS /st 11rns 150 [ co] vregox
Change Responsibilities Main Menu Accounts Receivable Menu w m

Contact Information WRC8E195

[ Edit ] [ Save ] [ Clear ] [ Hew Contact ] [ Delete ] [ Inguiry ] [ E-mail to Manager ]

DATA FOUND. PLEASE ENTER UPDATE.

Invoice Number:  |000010 Find | Entered by: MVE iegioniac Retontacy
Date Contacted: 08 13 2011 Time Contacted: 10 - 00 : 00
Contact Made by: |TERRIE ALVARADO
Customer Number: 000005 Customer Name: TEXAS [SD
Date of Invoice: 07 01 2011  Invoice Amount: 200.00 Invoice Contact Name:  DEPARTMENT CONTACT
Followup D ate [30 days): (45 daps]:
Person Contacted: |LORRAINE GARLAND Phone Number: |976 ||555 ||5555 Ext:

Invoice Change:

Change Inf tion Appi I Comments:

THE DEPARTMENT HAD A HCLD CN THE INVOCICE FOR INTERNAL
CLARIFICATICN BUT HARS NOW APPROVED IT FCR PAYMENT.

CHECK TO BE CUT 8/31/11

A ESC~+20
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Appendix A - iITCCS Menu Overview

To search for a page:

In the field to the left of ﬂ type the seven-character page ID of the window that you
need.

Click ﬂ and the system displays the page.

To access a page:

From the menu bar, select the menu name (e.g., Student) to display the contents of the
drop-down menu.

From the drop-down menu, select the menu item. A page for the selected menu item wiill
be displayed.

Note: Some menu items may have a cascading menu from which you can select other
menu items.

To change responsibilities:

To move from one system to another within iTCCS (i.e., from Business to Student), or move
from one usage qualifier to another (i.e., from a payroll 4 to a payroll 6), click Change
Responsibilities. The Responsibilities pop-up window will be displayed.

From the pop-up window, select the responsibility to which you wish to change. The pop-
up window will close, and the selected responsibility will appear to the right of the Change
Responsibilities button.

Select the page you wish to access, as described above. The selected responsibility will be
transferred to the page.

Note: Normal RACF security is still deployed. You will only be able to use and update pages
for which you have authorization.

To close the window without changing responsibilities, click Return.

To access My Menu pages:

The My Menu list allows you to create and access a personal list of frequently used pages.

In the upper-right side of the web application page, click My Menu. The first time you click
My Menu, a pop-up window will be displayed with a Close button and an Edit button only.

Click Edit to add pages to the menu. As you add pages to your menu, the links to those
pages will appear below the Edit button.
-43 -
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Select the page you wish to access. The pop-up window will close, and the selected page
will open.

To close the menu without selecting a page, click Close.

To access help:

In the upper-right side of the web application page, click @ A navigation pane is
displayed on the left with the help topic displayed on the right.

The help topic is specific to the application page.

The list of topics and books in the left-hand pane indicates help available for the web
applications.

To return to the previous page:

A Return to Previous Page button is displayed on the Main Menu page when you have
selected an unauthorized page from an application page either through a menu or from

So|
To return to the last page you visited, click Return to Previous Page.

The Return to Previous Page button is not displayed if you are not on an application page
and then select an unauthorized page.
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