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About this Courseware

This courseware assumes students understand the basics of using a Windows-
based computer, and are comfortable using the keyboard and mouse. Students
should also be comfortable navigating the file structure of their computer in order
to create and manage files and folders. Understanding of and experience with
printing and using a Web browser is also encouraged.

This courseware is not exhaustive in covering every possible scenario or area of the
application. Its intent is to showcase key areas and procedures that are covered in
more detail in the software manual, and it has been designed as a reasonable
outline of the information and order followed during your training on the software.

BS&A's applications are designed to anticipate every need of your department. As
not all municipalities have identical procedures, some aspects of this courseware
may not be necessary, while some of your training might involve scenarios not
covered by this courseware. Training is tailored to the individual municipality.

Customers and potential customers have unlimited access to our Tech Support
department; feel free to contact them at any time with questions.
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Section 1: User Setup and Database Groups

BS&A

SOFTWAR E-.

In this section you will learn how to:

o Establish user and password security
o Add users
o Restrict access to departments and funds

o Set up Shared Database Groups



Lesson 1.1: Security Settings

Four basic security settings are available: Disallow Login to Purchase Order; No Access
(Read-Only); Full Administrator Access; Custom (Limited) Access.

View Navigaton DataEntry

File
Application Views | O Disallow Loginto Purchase Order
[ Purchase Order Entry No Access (Read - Only)
(] Tables: PO/Requisition 3 A R
ﬁ Program Setup b ul ministrator Access
Custom Access For Purchase Order
Quick Search
PO# ] Check All Uncheck Al
Requiston # 5 s SRERECH & User Setup Lists...
Database Add a Database
Aok, Help Menu Advanced Database Management
VReq l‘«mf 50100 Journal Entry OpUions Backup a Database
Buds 0 Misc Options Change Active Database
PO Amt $0.00 PO Data Options | Connect to BS&A FTP Site
Inv Amt. $0.00
PO Program Setu [ Copy a Database
Liq Amt $0.00 o ” oy
At Rem $0.00 Program Setup | Delete a Database
Reporting HManage Shared Database Groups
E otification: l R it Approval Setup Optic Modify Shared Program Folder
Requisition Setup Options | Restore a Database
Awaiting Approval
2 Waiting
Orders I Created
None b
Unjournalized POs:
None
Copy Security Settings from an existing User
BSSA Message Center a |
ose

1.1: Security Settings CLOSE X

Disallow Login

Users are initially set to this access when first added (or imported, if using Active Directory
users) so that, as an example, access to Payroll is not accidentally given while creating a
user for Tax.

No Access (Read-Only)

The user can open the program and look around, but cannot edit any data. This is rarely
used, as No Access (Read-Only) users cannot even print a report of the data they are
viewing on the screen.

Section 1: User Setup and Database Groups
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Full Administrator Access

The user will have lookup/edit access to all areas of the current application (a spreadsheet
of security settings is available; your trainer will address this, or you may contact Tech
Support). These settings are to the BS&A application only. Jack can be set as a Full
Administrator Access user in AP, but have custom access set in GL. For full Administrator
rights over all BS&A .NET applications, an additional security level exists for Enterprise
Administrator.

Enterprise Administrators have the highest security level in the program and have rights to
perform tasks that affect both users and user groups in all shared BS&A applications. For
example, if Jack should have admin rights in Tax, but restricted rights in GL, do not check
this box. If checked, Jack will have admin rights in GL as well. Enterprise Administrators
have the rights to add or delete any other user (including an Enterprise user). A user must
be marked as "Enterprise" in order to access the Shared Program Folder.

Custom (Limited) Access

Custom access is separated into categories, which are then separated into security options.
If a number of users will have the same custom access, you can either copy settings from
another user, or set up a User Group (see page 14). If a custom-access user attempts an
operation for which he is restricted, the program will pop up a message; for example:

Security Error >
Ie-l Error:
"W Yoy do not have security access to the users setup.
* * * * qecurity Reference * * * ¥

Category: Program Setup
Item: User Setup

Close

Section 1: User Setup and Database Groups
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Lesson 1.2: Password Security

This is an entirely optional feature that allows an Enterprise Admin user to set
requirements on individual users' passwords.

1. Go to Program Setup>Administration>Password Security.

The Verify Passwords Against Active Directory... setting should only be used under
the direction of I.T. Support. If checked, it will change everyone's password (if already
set up) in every BS&A program.

2. Check the Use Password Requirements box.

3. Select your options.

Regarding the other two settings appearing at the top of the screen:

o BSA Users May Only be Imported from Active Directory. If checked, the ability to
manually add users is eliminated. Users can only be added by importing them from
Active Directory.

o Only Enterprise Admins May Add New Users. If unchecked, users set up with
either Full Administrator Access or with Custom Access to the User setup screen will
be able to add users.

Section 1: User Setup and Database Groups
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Lesson 1.3: Adding Users

Option 1: Manually Add a User

1. Go to Program Setup>Administration>Users.

Click [ @] A

and enter the User Name.

(Optional) Enter the full Name, the user's Email, and any fields' in the Other
Information pane.

] Users g

 —— SN [E S g)ad G)Deete | At | [P Toos + | il View User GroupReport New User [g‘ﬂ

. User Name: JSMITH

Name:  JIM SMITH

EMal: )SMITH@EMAIL.COM ]"
Title:

User Setup Lists... |
User Field 1 ()

. Division: User Field 2 #) I
Office: HELD

Phone: () . Ext:

|| EnterpriseAdministrator

Phone2: () - I

{ Change Password... ’ l Auto Login... ] [ Security Settings... |

|  setAcive  Database...
-—-
View changes... | Discard Changesi ] Close ‘ [

BSBA Message Center

L) Reminders (0) A 0

Lesson 1.3: Adding Users

CLOSE X

4. If applicable, click Set Active [application name] Database.

5. Once you have all of your users entered, you may (optionally) set passwords (see
page 10) and set up either individual security or group security (see page 14).

'With the exception of Enterprise Administrator; please contact BS&A I.T. Support for assistance.

Section 1: User Setup and Database Groups
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Option 2: Import Users from Active Directory

Go to Program Setup>Administration>Users.
&Tﬁols -

Click
(Optional) Set a Default Password.

>Import Users from Active Directory.

(Optional) Set a Username, Name, and/or Email filter to reduce the amount of names
to select from.

Move the items from the left column to the right column.
Click Create New Users, then Ok.

View Navigaton DataEntry Tasks Reports Utiities BSSA Applicaions Help

Users &
el s J o N [F 8 gladd g)Deete | lgdAudt | {3 Tools + | il View User Group Report User 100f 14|
A
~
. Import Users From Active Directory ]
o Default Password for new User Accounts: ) (Leave empty for no password)
Active Directory Users (Not in BSRA Database) Users to Create and add to Database
User Name Name = EMad - ;',b,tjggumiuam, E-Mail
. J0ufio Jessica Dufic (, % Jhafner Jason Hafner
fnaifman Jenny Halfman <
- Jhowe JeffHowe
jiohnson Jeff Johnson
Matona Josh Katona
Xen Justin Klen
- JXohagen Jason Kohagen
JLatuszek Jeremy Latuszek
» »
|
| Create New Users [ close

BSBA Message Center

Discard Changes
L)\ Reminders (0) L9

Lesson 1.3: Adding Users

CLOSE X

Locate one of the users you just imported.

(Optional) Enter or verify the user's Email, and fill out any fields (see footnote) in the
Other Information pane.

If applicable, click Set Active [application name] Database.

Once you have all of your users entered, you may (optionally) set passwords (see
page 10) OR activate auto login (see page 12), and set up either individual security or
group security (see page 14).

Section 1: User Setup and Database Groups
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Lesson 1.4: Set Up Passwords

Follow these instructions if you will be setting up passwords in the BS&A programs as
opposed to using Active Directory Auto Login (see page 12).

1. Go to Program Setup>Administration>Users and locate the user.
2. Click Change Password.

3. Type the password (may be subject to some type of password security; see page 5) in
New Password and Confirm New Password.

4. Click Save Password.

Repeat for additional users.

Section 1: User Setup and Database Groups
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Lesson 1.5: Active Directory Auto Login

This is an entirely optional feature that allows an Enterprise Admin user to tell the
programs to bypass the step of users having to enter a user name and password, provided
the user name matches the user name set up in Active Directory.

1. Go to Program Setup>Administration>Active Directory Auto Login.

2. Select Use Auto Login Feature.

3. Check the Require Active Directory box and enter your Domain Name. Please contact
I.T. Support for assistance with the When Auto Login Fails... setting.
At this point, the use of Auto Login is enabled, but users still have to optin. This can
be done through the Users setup screen, or users may do it themselves on their My
Settings screen.

Section 1: User Setup and Database Groups
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Lesson 1.6: Set User or User Group Security

Setup of User/User Group security is not necessary on Enterprise Admins.

Set Individual User Security

This may not be necessary if the individual user will be part of a User Group. If, however,
the user is part of a group but will have additional individual security, setup here is
necessary.

1. Go to Program Setup>Administration>Users and locate the user.

2. Click Security Settings and set security for the current user. If "Custom Access," go to
each Category to receive its security options and check the appropriate boxes to the
right.

Click Close to return to the Users screen.

Repeat for additional users.

Copy Individual User Security Settings (Optional)

Copying a user's custom security settings is helpful when adding additional users that will
have much of the same security. For example, Cash Receipting .NET has well over 50
individual security options per user. Setting these options once and copying to multiple
users is a faster way to get users up and running. If individual users will be part of a User
Group, this may not be necessary.

Go to Program Setup>Administration>Users and locate the user to copy to.
Click Security Settings.
Select Custom Access.

Click Copy Security Settings from an existing User.

v b=

Select whether to search by Name or User Name, enter the criteria, and click Ok. If an
exact match isn't found, a list of results will appear; double-click the appropriate user
name to copy from.

Section 1: User Setup and Database Groups
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Set User Group Security

10.
11.

Go to Program Setup>Administration.

Add or import users but do not go into the Security Settings screen.

Click Close to exit the Users screen; you will be on the Administration tab of Program
Setup.

Click User Groups.
Click &A%

and enter the Group Name.

Enter the Primary Contact and his/her Email. The Primary Contact is typically the one
responsible for determining access rights.

Click Security Settings.

Set security for the current group. If Custom Access, go to each Category to receive its
security options and check the appropriate boxes to the right.

Click Close to return to the Groups screen.
Move the items from the left column to the right column.

If one or more of this user group should have elevated security, return to the Users
screen to set it up (see above).

Section 1: User Setup and Database Groups
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Lesson 1.7: Printing a User Security Settings Report

Go to Reports>Other Reports and select User Security Settings Report.
Click Report Options.

Select whether or not to Show User Settings for All Applications.

P w N -

Select whether to Display Settings for All Users (and set its optional filters) or to
Display Settings for Specified User (and select the user).

Click Ok.

Select the (print) Destination and click Run Report.

Fle View Navigation DataEntry Tasks Reports Utiities BS8A Appiicaions Heb
Q-
D | Users— —=
Add, edit, and delete users in the system along with configuring ther security settings. |
L Database Setyp | 2 Program Setwngs | Jo My Setwioge [ 3. Adminstration |
Run Reports w

User Manag| - 3 - =

- Add Report Delete Report | Edit | 3 Rename [ Audit Tools ~ =
U - - = = User Labels... ] { User Setup Lists...
Active Direct

. Category:  [Other Resorts ~

Misc

Name; IJsey Security Settings Report L] [ Report Options...
- Shared Pro|)
« . [~
Link to othd| Destination: -
Number of Copies: 1 _Margins/Fonts...
— - Current Printer:  \\malone\SAVING228 [ rinter Settings... |
[] Show Sample Reports ligww,oﬁ ] | :’?ie I
BSBA Message Canter
Lesson 1.5: Printing a User Security Settings Report CLOSE X
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Lesson 1.8: Program Update Security

Program Update Security is designed for network environments with Windows Restricted
Users. This option lets you add a specific Windows user name and password which will be
used when a restricted user attempts to execute an update.

1. Go to Program Setup>Administration>Program Update Security.
Check the Allow Users to Run BS&A Program Updates with Elevated Privileges box.

Enter the Domain, User Name, and Password. This is the "Windows" user
name/password.

- * ~ DB:Demo Group: DEMO  Version: 09/07/2012
Fle Vew Navigston DataBniry Tasks Reports BSSA Appications Help

— Program Update Security...

Allow users to run BSA program updates with admin level access, without granting permanent admin access.

i Daubasé Qluu ' L ngrim Settings | 3. My Sm'.mgs li‘ Administration .

User Managem
{ E: Program Update Security Settings - “

Labels... ‘ l User Setup Lists...

[ V] Allow users to run BSA program updates with elevated privileges  HELR

Domain:  DEMO

Edit Password

=1

View changes... Discard Changes| [  Close

BSSA Message Center

Posting Date -09/26/2012 £ Q@

1.7: Program Update Security

CLOSE X

Section 1: User Setup and Database Groups
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Lesson 1.9: Attaching Your Database to a Group

To recap the "Basics" courseware that accompanies this one, Shared Database Groups
minimize your database management by linking your BS&A .NET databases. A group only
needs to be added in one BS&A application, and is then available in others for you to attach
the appropriate databases.

1. Go to Program Setup>Administration>Shared DB Settings.
Verify Current Database is displaying your currently active (working) database.

3. Verify Database Group Name is displaying the correct group. Show Only Applications
that Purchase Order Can Interact With is checked by default, displaying only those
(installed) BS&A .NET applications that link with Purchase Order. Verify the database
names listed there as well.

4. Click Set Shared Database Group to Use Current Database, then Yes.

—e—

b—-_‘ User: BSAT DB:Demo Group: None  Version: 09/07/2012

Fle  View  Nawgabon  Data Entry ,—Taske — Oamecte  OCOA Ammbeamama — ba;
Shared Database Group Management

Active Shared Database Group

Current Database: Demo
Database Group Name: [DEMO ~] [ Add | [ Rename Delete
Set Shared Database Group To Use Current Database
BS8A Software Applications
/| Show only applications that can interact with. Backup Entire Group... ‘ Advanced...
= —
Set Database ——— p— [=5=) &
|

9 Set Shared Database Grq:f 'DEMO' to use database 'Demo"?

= ven ] N
J

— — —
Fixed Assets (local)\BSA Demo bsauser
General Ledger (focal)\BSA Demo bsauser
Inventory Management
Miscelaneous Receivables (local)\BSA Demo bsauser

Demo bsauser

Payroll (locad) \BSA

Discard Changes Close |

1.9: Attaching Your Database to a Group CLOSE X

Click Close.

6. You are prompted that any other currently-open BS&A .NET applications will need to
be closed and restarted for the change to take effect; click Ok. All users that have
affected BS&A .NET applications open will need to exit and restart.

Section 1: User Setup and Database Groups
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Lesson 1.10: Department/Fund Access

About Restrictions

o If linked with General Ledger, a message appears in this screen: Settings for current GL
database [database name]. A change can be made to the settings in either application.
If you get an error that the fund/department/account/project is not found, it will need
to be added in General Ledger.

o The Dept/Fund Access screen is split into three tabs (four, if you use Projects).
o The Dept/Fund Access screen is split into four tabs (five, if you use Projects).
o Restrictions are database-specific.

o Blank lists mean access to all.

o A settingin Program Setup>Program Settings>Budget Setup affects the appearance
of this screen. If that setting - Use Separate Fund/Dept/Acct/Project Filters for Budget
Entry Security - is enabled, you will see two additional columns on each tab: For
Viewing/Input and For Budget Entry. This lets you be more specific in the
access/restrictions you are applying. If unchecked, access/restrictions will affect both
viewing/input and budget entry.

Set Restrictions

1. Go to Program Setup>Administration>Dept/Fund Access and locate the user.

2. Onthe Fund Access tab, double-click the bar labeled
<double-click ar begin typing here to add a new row.>|

Section 1: User Setup and Database Groups
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3. Select the range of funds.

R T . ¥
File View Navigaton DataBntry Tasks SN = Tf & Il Audit ‘; Tools v User 9 of 15‘

User Name: JACK Setting For Current GL Database |
Name: JACK Demo

| 1. Fund Access | 2. Dept Access | 3. Account Access | 4, Project Access

The list below contains a list of fund ranges that a user has access to. |
A blank kst means access to al funds. ‘ [
From Fund To Fund L

#| 206 e * | User Setup Lists...

<double-dick or bqu‘twmq here to add & new row.>

|
|
|
|
BSSA Message Center .

View changes Discard Changes Close

Posting Date -09/26/2012 ' ) @

1.8: Department/Fund Access

CLOSE X

4. If applicable, go to the Dept Access tab.
5. Select the department access:

o If the current user is only to have access to the department in which he/she
works, select the Home Department. If you have been set up to use the
department list from PO, an Approval Dept (from PO Dept List) field is available,

and you may select an approval department. If you also selected a Home Dept,
the Home Dept will be ignored.

o If the current user is to have access to specific departments, select the range.
You may select a Home and a range.

o If the current user is to have access to specific departments (GL departments
only), select the range. You may select a Home and a range.

If applicable, go to the Account Access tab.
Select the type of list (has access to; does not have access to).
Select the range of accounts.

If applicable, go to the Project Access tab and repeat.

© v 0 N o

If applicable, go to the Advanced tab.

Section 1: User Setup and Database Groups
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11. Select the GL # Use Option.
12. Select the Department Access Option.
13. Select whether or not to Allow User Access if Department Field is Blank.

14. If more than one user will have the same or similar settings, use the Copy/Paste
functions in the Tools button.

Section 1: User Setup and Database Groups
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Section 2: Program Settings

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Set general program settings
o Setup approval levels

o Set up email notifications

o Setup asset flagging rules

o Enter your Return Address



Lesson 2.1: General Settings

There will be a discussion of General Settings as they relate to your municipality. Of note
areitems 1-5.

General Setup
L comm— -
| Force Caps in Text (V| Validate City/State/Zip || useVendor Purchasing Instead Of Billing Address
[l P Order Entry | V] Flash "Post Date” button if date has changed [] Use Separste GL Security Access Filters
{] Tables: PO/Requisition |} Prefix Product Codes With Zeros | Default PO Post Date To Requisition Post Date
B R
[5] Program Setup [ UseVendor CodesAs Bidder Codes [V] Save Reports Generated From Utilities HELP
Quick Search || Use PO Department List instead of GL D: | Only Allow Bid ForBidders With Associated Vendors
PO # -
A Une BSA Users For Staff List Defaut Payment Terms: I'-cm: ﬂ
I # Uecimal Places For Unit Price: 3
teq /PO Sum
Rea At s000 027 oo inen sovng e g strs.. |
&a - 0
PO Amt $0.00 L Eme— -
| I Amt $0.00 |¥] UseBidding | Use BidderWeb Registration [ 7] Use Numeric Vendor Codes Help [ | Disallow Misc'Vendors
Lig Amt. $0.00 [ Use Receving || Use Inventory Codes ¢ | 10
Amt Rem $0.00 =
Allow Department Emergency Regs h €
k3 4 e
[ Use Purch Card Payment Features
| Notsicatia = " Journalize And Post To General Ladger In One Step
Product: i |Use NAICS Co
Orders I Created Codes:  [Use NAICS Codes =l Jourral Posting Report: [Prampt To View Report Ater Posting v
None ] 1P »
3 Use ApprovalProcess Do Not A ize P o
umal H Require Brief Note On A al
et RAUE BE N AN AePTRYAS V| Allow All Journalized PO's to Carry Over During Year End
None UseWeb Approvals
Warn On Admin Approvals ( 5 i
Check Over Budget Security Settings For Approvais Bmbaance Oty __-____
Automatically Convert Reqe To PO Once Fully Approved Budget AmendmentGLe: - .
iy BT ATl
A View changes..
e [ Rudit Tl | lew changes... [Discard Changes | [ close \_I]
Date-03/152013 | { 84 @

2.1: General Settings CLOSE X

(1) Use BSA Users for Staff List. If checked, you will select staff members directly from
your user list, rather than from a list that can be set up separately in Program Setup (see
page 73). In fact, if this setting is checked, the Staff Member setup button on the Database
Setup tab is unavailable. If unchecked, you may still populate that Staff Member list with
your users.

(2) Options When Saving Reqs/POs. These setting tell the program what to do when
saving a requisition and a purchase order. The Require Additional Fields when Saving
Reqs/POs setting gives you more control on information getting entered on your Reqs/POs.
If a piece of data marked to be required isn't entered, the Req/PO cannot be saved.
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Options When Saving a Purchase Order/Requisition X

[] Suppress GL #over budget notifications
[] Allow saving zero-amount lineitems
[] when saving delete zero-amount line items

[] allow 'Unknown Vendor' when saving POs from Regs that skip bidding

Allow 'Unknown Vendor' on requisitions that do notrequire bids

Require Additional Fields When Saving Reqs/POs

[ ] Vendaor Mame [ ] Expired Date
] Reguired Date []FOE Terms
[ ] Reguested By [] Ship Info
[] PaymentTerms [] Units
[] Ship Code [] Unit Price
[ ] Contract [ ] tem Description
[ ] Description [ ] Price Source
Department Mumber [ ] Product Code
] Invoice Ta
Reguired Motes Type: |F'u|:||i-: j

Close

(3) Use Approval Process. Must be checked to enable the approval settings of Purchase
Order. The boxes beneath may be set according to how your municipality uses approval.

(4) Journalization Setup. This area tells the program how to handle your journal entries.

(5) Accounts. Encumbrance Offset is another term for "Encumbrance Payable." Budget
Amendment GL # is used during the year-end process for carrying encumbrances forward
to the new fiscal year. These are the offset accounts used for budget amendments and
encumbrances, to ensure that balanced journal entries are created. Most typically, these
are liability accounts (accounts payable), although specific accounts for these items can be
created/used.
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Lesson 2.2: Approval Level Setup

Approval Level Setup m} *
Approval Level Group S’
Departments:
Group Name:  |Example ~| | Edit || Rename Add Delete | | |Inactive
—
@ & Q, |cfhadd | [ Tools ~ Advanced...

-
REQ. CREATED TREASURER F’ MANAGER

Less Than: 500.00

DENIED/CANCELLED I REQ. APPROVED
S—
—
v
Selected Mode Label: I:l Requires Distribution Approvals  Setup... Users Who Can Approve This Level
Don't Email Approvals To Users In This Level — F—EEVE blank for all administrators)
| TREASURER £0.00 £0.00 Adv
Audit Trail... Print Groups... Discard Changes Close

(1) Group Name. Displays the name of the group you are working on. Click the drop arrow
to select other groups. The program is shipped with a Default group (pictured) that is used
for Departments that are not assigned to a user-defined approval group.

(2) Edit; Rename; Add; Delete. Edit can be used on all groups, including the Default group.
Rename and Delete can be used on user-defined groups only. Add adds a user-defined
group. Groups are not immediately editable when you open the Approval Level Setup
screen; you must click the Edit button in order to make changes.

(3) Inactive. If checked (user-defined groups only), the department(s) assigned to the
inactivated group will use the Default group instead.
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(4) Departments. On a user-defined group, this will initially say <None>. Click this
command link to select one or more departments to assign to the current group. At least
one department must be assigned or the group is unavailable for use. The Default group
cannot have departments assigned to it.

(5) Advanced. Click this button to set several options:

o Use This Group for Blanket Purchase Orders. If checked, this group will be used
instead of the group to which the department is ordinarily assigned.

o Requisition Amount Change Action

e Reset Approval Process if Path Changes. Any time a requisition amount change
alters the original approval path, the approval process resets.

e Always Reset Approval Process. Any change to the requisition amount will reset
the approval process.

¢ Never Reset Approval Process

e Reset Approval Process Based on Amount Changed. A specific change to the
requisition amount will reset the approval process.

e Reset Approval Process Based on Amount Changed or Path Change

o Allow Bidding After Level. Select the level to begin the bidding process; bids will not
be allowed on previous levels.

o Change Order Approval. If you have enabled Change Order approval elsewhere in
Program Setup (see page 28), settings become available for you to customize how to
handle the approval of change orders.

(6) Approval Group Builder. This is the area where you add and connect the individual
nodes that make up an approval group.

o Zoom In; Zoom Out. Click %] and %, to zoom in and out.

o Zoom to Fit. Click 4 to quickly zoom back to the display that shows all nodes.
o Add. Click to add a new node.

o Tools. Click to launch the Reset Approval Levels to Default tool, which returns your
group to its original state.
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To connect the nodes, position your cursor on the "source" node, press and hold down
your left mouse button and drag it to the "target" node. Release your mouse button and
the connection is made. The source node is Active, meaning any rules you set (see "Node
Editor," below) will be on that active node.

First Level — _\-/ Second Level

Second Level

Right-click a node to clear it (clears the label) or to delete it. You cannot delete the first
(arrow-shaped) or final (octagonal-shaped) nodes.

(7) Node Editor. This area lets you relabel and set rules for the currently active (blue) node.

o Selected Node Label. Displays the name of the active node. You can change the label
here on both user-defined nodes and on the first and final nodes.

o Requires Distribution Approvals; Setup. This lets you approve/deny at the distribution
level.

o Don't Email Approvals to Users in This Level

o Rules Grid. Shows the level(s) to which the active node is linked, and lets you set
amount parameters. The Adv button lets you filter on Purchase Order user fields, and
lets you set whether the current level is for Inventory orders only.

(8) Users Who Can Approve This Level. If all admin-level users can approve the active
(user-defined) level, do not set this area up. Otherwise, double-click the <Add New Row>
bar and select the user and which departments are affected.

(9) Print Groups. Click this button to generate a printout of your groups. Included on the

printout are the nodes and their connections, the departments assigned to the group, and
selected users.
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Lesson 2.3: Bidding Rules

The availability of Bidding Rules depends on whether or not you've enabled the Use
Bidding option elsewhere in Program Setup (see page 28).

Fée View Navgstion DataEntry Tasks Reports BS8A Appications  Help
soicsionviews || Moo E2
[£5] Purchase Order Entry . =
{] Tables: POR
[Z3) Program Setup L Database
Quick Semech General
PO F4
Aepiciion ¢ FS Flag As Asset Setup...
Req Amt s0.00
B =3 d
T’O:: ::gg Departments Use Bids Max Req Amount Without Bid MnzOfBds |
o , . e x|
LigAmt $0.00 172 rd ] 0.00 1 (X
v
Notifications |
Awaiting Approval
None
Orders I Created
[ Audit Trail... View changes... | Discard Changes‘, | Cl;se
Unjournalized POs: T T
None ——— -
fy EIia SOfTwANE
BS3A Message Center
Posting Date -03/19/2013 | 1 8 @

2.3: Bidding Rules

CLOSE X

Default Bidding Rules. A requisition entered for any department may require bids.

Department Specific Rules. A requisition entered for departments specified here may
require bids.
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Lesson 2.4: Email Notifications

For each Option, you may select from Don't send emails, Send emails (automatically), and
Send emails in manual batches. If Send emails in manual batches is selected, you will need
to send the emails via the Tasks menu, unless Email Service is properly set up. If a User is
selected for more than one notification type, and more than one notification is generated,
that User will receive one email with each message.

Fle View Navigation DataEntry Tasks F§

Email Notification Setup

Application Views |
(4l Purchase Order Entry

[ Tables: PORequsition

[= Program Setup

Quick Search

o= -
Requaton » 5

Req Amt $0,00
_ Bids o
PO Amt $0.00

otifications
Awaiting Approval
2 Waiting.
Orders I Created
None
Unjournalized POs:

Reasston Asrovs ptons: [T ESE T S - |

None

by @5aa OATREST

BSAA Message Center

<Click Here To Setup...>
Send Emai to Requested By Options; [Don't Send Emais To Requested By’ ~|
Send Emal When PO Created Options:  [Don't Send Emails When POs Created ~|

<Click Here To Setup...>

Email A Copy Of The PO To Vendor After PO Printed

Requisiton Is Fully Approved Options:  [Don't Send Final Approval Reached Emais ~!

<Click Here To Setup...>

Send Emal When CO Created Options:  [Don't Send Emails When Change Orders Created =

<Click Here To Setup..>
Send Email To The Person Who Gave The Final Approval

Email A Copy Of The CO To The Vendor After CO Printed

Audit Trail...

Over Budget Requisition Options:  [Don't Send Over Budget Emals -
<Click Here To Setup...> b
Journakzation Options:  [Don't Send Journaization Emais ~]

Send Email To The Person Who Created The Original Requisition

Discard Changes Close

2.4: Email Notifications

Posting Date - 03/19/2013

L8O

CLOSE X

Purchase Order
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Lesson 2.5: Flag as Asset Setup

Items can be individually flagged as assets for the export to BS&A Fixed Assets, and this
area lets you automate that flagging. If you check the Flag PO Items as Assets... box and
enter the Cutoff Amount, any item exceeding this amount will be flagged as an asset by the
program. You may also set up particular GL Account Number Ranges, Account Ranges,
and/or Project Ranges that will always trigger the flag, regardless of amount.

Using the example pictured, any item exceeding $1,000 will be flagged as an asset,
regardless of the GL number it hits. Any item hitting the GL number(s) set up in the table
will be flagged as an asset, no matter the amount entered.

Fie View Navigation DataBntry Tasks Reports BSS8A Applications Help
O e
Setup Rules For Flagging POs as Assets,
|£5] Purchase Order Entry
{J Tables: PO/Requisition ———4 Flag As Asset Setup
[23] Program Setup L Database g s e—
Quick Search G | [¥] Aag PO Items as assets when capitalization amount is greater than the cutoff amount
PO F4 Cutoff Amount; 1000.00
Raguston # F5 Genel N N I Flag As Asset Setup...
N s To THgger FI8g b 8
‘ L Re | [ G puumber |
—s
Reg Amt $0.00 General L4l || 101-265.000-970.000 @Q ‘
Bids o v 101-276.000-970.000 [EJ]ES
PO Amt $0.00 | GLNufll <double-click or begin typing here to add a new row.>
Inv Amt $0.00 B
Lig Amt. $0.00
Amt Rem $0.00
Awaiting Approval
2 \aiting
Orders I Created
o | Audit Trail View changes... | Discard Ch o
| Audit Trail.. lew changes... | Discard Changes ose
Unjournalized POs: _
None
-T e
T oy et 20rmaday
BS3A Message Center — J
Posting Date -03/19/2013 | 1 8 @

2.5: Flag as Asset Setup CLOSE X
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Lesson 2.6: Return Address

The Unit Name appears on several reports and printouts. Depending on the report, the
address may appear as well.

Za Purchase Order User: BSA
Fie View Navigation DataBntry Tasks Reports BSS8A Applications Help

B —
- Setup your unit’s return address and contact nformation,
7] Purchase Order Entry
{J Tables: PORequisition —
=) Program Setup L Database Setup [2.Prodl Return Address . —
| | Quick Search |
= s -
. 4
[l | peoo=e - Fs | General Settings... Address 1: 14965 ABBEY LANE \cations... | Flag As Asset Setup... |
/POS " [ Return Address... Address 2: BATH, MI 46208
Req At 0,00 Address 3:
=1 = General Ledger Sett
Eids o Address 4:
PO Amt 50.00 [ GL Number Format...] |
Inv Amt $0.00 —4 Phone: (517) 641-8900
e $6.00 Fax: (517) 641-8960
Amt Rem $0.00
Eak:
Notifications | ‘ WebSite: WY/ BSASOFTWARE, COM &
Awaiting Approval
s Fed D
None
Orders I Created — —
None Audit Trail... Discard Changes | Close |

2.6: Return Address CLOSE X
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Section 3: Database Setup

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Set up purchase order and requisition number
formatting

o Set up vendors and bidders

o Setup avariety of items that are involved in purchase
order entry



Lesson 3.1: PO Number Format

The PO Number Format controls the length and numbering assigned automatically to
purchase orders. Purchase Orders must have automatic numbering enabled in order to
utilize the Mass Create POs from Approved Reqgs task (see page 104). If automatic
numbering is disabled, you will not be able to use that task, and will instead have to
manually create and number each purchase order.

Fie \Vew Navgstion DatsEnlry Tasks Reports BSSA Appications  Help
PO Momberferma.
Sehup your PO Number Format.
|5 Purchase Crder Entry
(] Tatles: PORequsition
g [FERmrSs o vambe fam e 0 L
Quick Search - )
= PONumber Fofll | e Starting yaur format with YY" or YYVY wil alow the anpication tn automatically use
e & == the aurrent year when auto-generating s new Reauston or PO Number, — i
Vendors.) 1l Bid Sources... |
. —_—— For exampie: A format of 'YY-222" would veld a requisition number of '0900¢ in the year ===
. | FOB Termsd 9009, areh YUY 4B Wwockd yiekd 2007 X1 Setup... | [ Units of Messurement... |
e, won ||| | | eormber o e
| Contracts. ¥ !
Eite 0 | se [ifferenr Format For Requisitions
O Bt 000 Py
o Adgh s Requsition Format. r==sxzzz=
LiaAmt sdae 7| Agto-tumber Purchase Orders
Sy Reny si\uh
Hext PO Number:
LU R #| Auto-NumberRequsitions.
Awaiting Aopraval Next Recuisition Number!
Z'Nanirg. | Use Requsition Number 45 P0 Number
Orders | Created
Mome Audit Trail..
Unoumaized POs:
Hare
- bece
S Meqauge Ommrm
PostngDate -02/192013 | B Q@
3.1: PO Number Format CLOSE X
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Lesson 3.2: Vendors

The Vendor Setup screen in Purchase Order is the same as that in Accounts Payable, as
vendors are typically shared between the two.

General Tab

~a Purchase Order User:| 3/15/201 e —————— A=
Vendor Setup - Server; (local]\BSA --- Database: Demo

Fle View Navigation DataEntry Gt o =
O- 5 E PR E Qlad g)Deete | 5laudt d5 (il Actvty | =) Atmnt 0] Vendor 1240 of 1249 |

A
|| Seorcae o

|54 Purchase Order Entry 1. General Setup | 2. Accounts Payable | 3. Purchase Order
[ Tables: PO/Requisition | 2 (\
[ Program Setup | Narme: [] Inactive 3 [ ]IzMiscelianeousVendor
Quick Search SortName: SCOTTS LAWN CARE V| Indude on Approval List || E-Verify
PO £ | ye J
Rogsion & s Address: 2200 WALLAND [ "-A
— Print1099 | Al 1099 Address... | 4

m 1099 Box: 0 $0.00
Reg &t $0.00 ‘ 1098 Minimum Not Applicable
Bids 0 Oty: WEST BLOOMFIELD
Fil
PO Amt - e — 1 W8 on File
Inv Amt $0.00 = €D ID: 123456789
Lig Amt. £0.00 Country Code: |
Amt Rem $0.00 ¢ - r——
2 | "Additional Addresses.. | cmuc Info.. | DateAdded: 03/20/2013 ||
[V UseBillingAddress AsPurchasing Address  Date Last Verified: /| :
Awaiting Approval [ Discount Terms... | [ User Defined... ‘
Notes: .
2 Wsiting.
Orders I Created
None
Unjournalized POs:
Nore
~ — — —
View changes... | Discard Changes| |  Close [
BS3A Message Center |

3.2: Vendors

CLOSE X

(1) Zip Code Lookup. If the Validate Addresses setting in General Settings is checked, cities
and zip codes will be auto-filled using one of two methods:

a. Typing the City yields a dialog with matching cities in all states, and those cities' zip
codes. Double click the correct one.

b. Typing the Zip Code automatically fills out the City and State.

(2) Additional Addresses. Used to store addresses for Generic, Purchasing, Shipping,
and/or Billing. The address entered on the General tab can be copied to the Purchasing
address through the Tools button.
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(3) Is Miscellaneous Vendor. Can be used to exclude vendors from reports such as
mailing labels. Additionally, if a default check request vendor is not selected, Accounts
Payable looks for vendors with this setting checked.

(4) 1099 Information

o

Print 1099. Check this box if you will be sending a 1099 to the vendor. This is a default
setting that can be changed on a per-record basis.

Alt 1099 Address. Click this button to enter the address 1099 should be sent to, if
different from that entered on the left side of the screen.

1099 Box. Enter the box number for the current vendor.

Paid. Automatically filled out by the program when the Calculate 1099 Amounts task
has been run and can be changed.

1099 Minimum Not Applicable. Tells the program to ignore the bottom end cutoff
point at which 1099s must be created. Typically, a 1099 is only necessary if the
vendor received over $600 in compensation. For some vendors, however,
municipalities may choose to ignore this limit and print a 1099 anyway. On the other
hand, some vendors are required to receive a 1099 no matter the amount of
compensation.

W9 on File. If applicable, check this box.

Fed ID. Required for some reports; most notably, 1099s.

(5) Activity Button. In Accounts Payable and Fixed Assets, clicking this button shows
invoice and check activity for the current vendor. In Purchase Order, clicking this button
shows the vendor's requisition and purchase order activity.

Purchase Order
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Accounts Payable Tab

Vendor Setup - Server: (local]\BSA —-- Database: Demo
SN B L B Q)ad gipeete WAkt | [F Toos v+ {lactvty | & amnt o]
Vendor Code: 6489

Vendor 1240 of 1248

[£5] Purchase Order Entry
{J Tables: PO/Requisition
[Z3] Program Setup

=
P
1, General Setup | 2. Accounts Payable | 3. Purchase Order <

.
DUNS =:

| Print on Separate Check L
P /

["] Prompt to ‘Copy Info to Next Invoice™ 3

PayBy: [ACH Transacton

PO #

Def Invoice Desc: LA ACH Setup ice/Check Entry L
oefivoce ;|| Bank Routing/Transit Number: ‘ W“‘ﬁ"]
VIUSsBmEatAD. ‘ Prenote Date: 01/01/2009 = Messurement... |
@T‘-&T Account Type: |;,».m,.¢ :] 7777777
101-265-956.000

Bank Account/UPIC #: 123456

ACHID Type: [Federal Tax ID Mumber

ACH ID Number: 123456789

Customer Account Numbers For Unit: 1234

Orders I Created -

| Merchant Code . - "
None <double-click or begin typing here to add a new
Unjournalized POs: e

None

fy EZia Lo Teast

View changes... [Discard Changes| [ Close
BS3A Message Center oes| |

< Posting Date -03/20/2013 | 1, 88 Q@

3.2: Vendors

CLOSE X

(1) ACH Setup. Requires the Pay By field to be set to ACH Transaction or TXP
ACH Transaction.

o Bank Routing/Transit Number. A valid routing/transit number is required.
o Prenote Date. Filled out by the program after sending a Prenote.

o ACH ID Number. Your entry in this field is determined by your selection in the
ACH ID Type field.

(2) Default Invoice Description. Text entered here will be the default when adding
invoices from this vendor and can be changed.
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(3) Prompt to Copy Info to Next Invoice. If checked, you will be prompted upon saving an
invoice to enter another one from the same vendor. Answering Yes to that prompt
populates all vendor-related fields.

(4) Default Distribution. Entering default distribution prevents you from having to enter it
when adding invoices. Distribution does not need to be set up in order; a Sort AP GL
Distribution tool is available to sort it.

Purchase Order Tab

This tab lets you set up default PO distributions and other information for the current
vendor. As on the Accounts Payable tab, default distribution may be set up in any order,
and sorted through the Tools button.

Fle Vew Navigaon DataEntry .\l"endcw Setup - Server: (local]\BSA --- Database: Demo
o - @B M S g)add glDeete | sl Audt | [F Toos + | {fiacnity | S amnt o] Vendor 1240 of 124 |
-~
e =
[£5] Purchase Order Entry 1. General Setup | 2. Accounts Payable r 3. Purchase Order
[ Tables: POfRequisition ' [‘a
i vender ype coce: IS () -
Quick Search sated Bickler Ciode: W)
PO [N L)
Raguseion = F Default Payment Terms: | NET 30 |
Defauit FOB Terms:  [DESTINATION ~|
Req Amt £0.00 | UsePercentages For The Default Distribution
Eids 0 General Ledger Number Description LUnits Amount
| PO Amt: §0.00 =double-click or begin typing here to add a new row.>
v Amt $0.00
Lig Amt: $0.00
Amt Rem $0.00
Awaiting Approval
2 Waiting..
Orders I Created
None
Unjournalized POs:
None
BSAA Message Cantar i View changes... | Discard Changes| |  Close
L
3.2: Vendors
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Lesson 3.3: Vendor Types

The Vendor Types screen lets you set up a list of type codes and descriptions, primarily for

the purpose of grouping types of vendors together when using bidding.

Fle View Navigstion DataEntry Tasks Reports BS8A Applications

3.3: Vendor Types

Help
Vo e -
- Setup yourpmnde. [g=
J Purchase Order Entry £dit Vendor Type List [ i
{J Tables: POR e
[Z3) Program Setup L DMJ | A elete | &b Audit |
Quick Search = Vendor Type list
e Fe |
Raiation & e ] Vendor Type Code Desapton
bl | AUTOMOTIVE MAINTENANCE [ ‘ 8id Sources..
& | |How HARDWARE <) IF Units of Measurement...
Req Amt $0.0 3 e OFFICE EQUIPMENT [ \
Bids 0 _ ‘ oF OFFICE FURNITURE (X [
| PO Amt $0.00 ; o [>]
v At $0.00 .
Lig Amt $0.00 <double-click or begin typing here to add a new item.>
Amt Rem $0.00
Awaiting Appraval
None
Orders I Created
None
Unjournalized POs: View changes... | Discard Changes Close
NS
s Wo A Fimn s ~
Lesson 3.3: Vendor Types
SOFTWARE <
BSBA Message Center PO Courseware - Section 3
Posting Date -03/19/2013 | 1, 8 Q@

CLOSE X
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Lesson 3.4: Price Sources

The Price Sources screen lets you set up price sources to be selected on requisitions.
Additionally, when bidding is used, the Requires Bids column lets you select the bidding
rules for a particular price source.

st e

- Setup yours 1€
i3 Purchase Order Entry Edit Price Sources List & 8
{J Tables: POR e ———— — =
[&=] Program Setup 1.Oatabgy | ) 23 elete | g Audit
Quick Search e Price Sources fist ‘
e L
a == pis j Price Source Requires Bids Requrres Notes
None Use Bidding Rules > | X ‘ Bid Sources... |
L - = -
ik | | Quote/sd Use Biddng Rules Y x Units of Measurement... |
Req Amt $0.00 | |estmate Force Bddng - [ l
Bids 1 ——| | Unknown Force Bidding %4 (%)
fl| PoAmt $0.00 I Use Biddng Rules 2 [>
I At $0.00 y
LigAmt $0.00 <double-click or begin typing here to add a new item.>
Amt Rem $0.00
You must enter a value. Press the escape key to cancel.
Awaiting Approval
None

Orders I Created
None

Unjournalized POs: Discard Changes Close
tr ‘

Lesson 3.4: Price Sources

SOFTWARE

BS3A Message Center PO Courseware - Section 3

Posting Date -03/19/2013 | 1, 8 @

3.4: Price Sources CLOSE X
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Lesson 3.5: Bidders

If you will be setting up bidders with similar information, use the Copy and Paste tools.
Bidders can be created from vendors, and vendors can be created from bidders. If Product
or NAICS codes are used, consider selecting a default when adding a bidder. When it comes

time to add a bid to a requisition, a tool is available to add all bidders with that/those

default code(s).

S chaat Chctar {1

Fie View Navigation DataEntry

[£3] Purchase Order Entry
{J Tables: PO/Requisition
[=] Program Setup

$0.00

Orders I Created
None

Unjournalized POs:
None

Bidder Apps/ChangeReqs:
No Appa (No Changes)

Bidder Setup
o B SR & Qladd g)odete [Wlavat | [ Tools + | & Attmnt (0] Bidder 195 of 1248
Bidder Registered Online:  No
Bidder Code: 1694 Regstrabon Date:
1, General Info ] 2 Additonal Bidder Info | 3, Bidder Information Lists | 4, Bid History |
Name: ABC HARDWARE || Inactive
SortName: ABC HARDWARE [ Contactinfo.. |
Address: 1 MAIN ST | User Defined. |
Address 2: PO BOX 123 [ Discount Terms.. | &
Oty: WEST BLOOMFIELD
State: M| Zp: 40
Country Code:
|| Use Billing Address As Purchasing Addresa
Notes: Public Notes:
NAICS
NAICS Code Descrpton |
444130 (] Hardware Stores =
<double-dick or begin typing here to add a new row.>

BS8A Message Center

3.5: Bidders

Discard Changes Close

Sowces— |

Messurement... |

Posting Date - 03/21/2013

L8O

CLOSE X

Purchase Order
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Lesson 3.6: Bid Sources

The Bid Sources screen lets you set up a list of bids sources to be selected on requisitions.

Fie Vew WNaigstion DatmEnty Tasks Reports BS8A Applications  Heip

£ Purchase Crder Entry
{[] Tables: PORequsition
72 Program Selup
Quick Search
o . P4
e = =]
s |
i [
g &t $iha
Eirfs
) it #0040
[T g
l Lig Amt £0.00
et Ry shen
=11

Awalting Appraval
liowe

Oeders | Created
Powe

Unyournanzed POs:
o

s

3.6: Bid Sources

1. Databal

OFTWARE

Bid Sources_

Setup your

O

| Echin Bid Sources List

Qi Add ) Delete 2 el Audt
Bid Sources lst

B Source

Indtial Bidder Lt Entry

wdouble-dick or begin typing here to add a new item.»

Close

PO Courseware - Section 3

I Bid Sourres.. |

Units of Measurement... |

CLOSE X

Purchase Order
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Lesson 3.7: FOB Terms

The FOB Terms screen lets you set up a list of FOB options to be selected on purchase
orders, letting you dictate to the vendor the delivery terms you will accept.

Fle View MNavigaton DataEnty Tasks Reports BS8A Applcations  Help
Q-
(T T | rosTerms-
- _ Setup yours ~
[ Purchase Order Entry Edit Fob Terms List ﬁ L
[J Tables: PO, e — 1
—g Program Setup 1. Databa | Ak Delete | 4 Audit [} =
Quick Search o
= L
[ F4 ﬂ
Regquston » P r | FOB Term > i
DELIVERED (%] Bid Sources...
il i | | pEsTINATION = Units of Measurement... |
Reg Amt $0,00 | | FacTORY l]
Bids 0 ‘——l| | FoBPROJECT STTE (]
FO Amt $0.00 NET 30 DAYS *
Irw At $0.00 ]
Lig Amt $0.00 e >
Amt Rem $0.00 ORIGIN (%
SHIPPING POINT )
Notifications | PPPORADD =]
Bwaiting Appraval WWT ;,\]
2 Waiting.. Il ;]
Orders [ Created <double-click or begin typing here to add a new item.> -
1P0s
Unjournalized POs: Discard Changes Close ]
Nz :
-~ ~ iy o e a1r] -
Lesson 3.7: FOB Terms
SOFTWARE
BS3A Message Center PO Courseware - Section 3
3.7: FOB Terms CLOSE X
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Lesson 3.8: Payment Terms

The Payment Terms screen lets you set up a list of payment terms to be selected on the
requisition, letting you define the payment terms expected with the order placed.

Fle View MNavigation DataBntry Tasks Reports BSSA Applications  Help
O -
; SEtUp yours "
[5] Purchase Order Entry Edit Payment Terms List [
¢ | Receiving
[ Tables: PORequisition _.Dauh1 | A elete | & A | 8
= Pr |
=] Program Setip - Payment Terms list
Quick Search L .
= e ) Payment Term - i
Raguseon s - Met 7 (%] Bid Sources...
NET DAY :)\] Units of Measurement... |
| |nereom (]
Req Amt £0.00 5
|| |Mone >
I Bids 0 NOW = [
PO Amt $0.00 ]
Pl $0.00 Payable by the 10th (%
Lig Amt: $0.00 PREPAY (%]
Amt Rem; £0.00 TR =]
Noucatons pewey =
peresp— caamert 5,
waiting Approval — E
=
e =]
<double-click or begin typing here to add a new item.> -
Orders I Created
12P0s . s -
View changes... | Discard Changes Close ]
Unjourn=' o4 POs: L L
1 3.8: Pavment Terms
J.0. Fayment lerms
PO Courseware - Section 3: Database Setup

3.8: Payment Terms CLOSE X
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Lesson 3.9: PO Types

The PO Types screen lets you set up PO Types in addition to the default ones included with

the program.

Fie View MNawgation

DataEntry Tasks Reports BSGA Applications  Help

Gl |

Close

[T — | rorvwes
5 SEup yours
IR Purchese crder erary Edit Po Types List
[J Tables: PO, . -
[7=] Program Setup 1 Dauh1 |: 5)ada &) Delete Audt
Quick Search Pa PO Types list
= L
o & R4
Pasiion # i ) | | POType Name Actual PO Type
Reguiar Regular
—
/PO Confirming Confirming
Reg Amt. £0.0 N | Blanket Blanket
Eids 0 | [newd Reguiar
PO Amt 50.00 <double-click or begin typing here to add a new item.»
v At $0.00
Lig Amt: s0.00
Amt Rem: £0.00 b
Bwaiting Appraval
None
Orders I Created
None
Usjourmoltzed POs- View changes... | Discard Changes
hae ” 1
SOFTWARE
BSAA Message Centar PO Courseware - Section 3

Bid Sources...

[ Units of Measurement... |

3.9: PO Types

CLOSE X
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Lesson 3.10: Shipping Address Setup

The Shipping Address Setup screen lets you set up all of the different addresses to which
goods can be shipped to. When entering the purchase order, simply select the appropriate

address.

Fie View Navigation DataBntry Tasks Reports BS8A Applications Help

Department: __
! Name: BS3A SOFTWARE
Name 2:
Address: 14365 ABBEY LANE

View changes... |Discard Changes | [

Close ‘

0-
[T | Stovns AddrssSetus_
[£5] Purchase Order Entry s 9‘:“ i 5;
{’_.iﬂzmvfu — Shipping Address Code Setup L
%Lﬁmﬁﬁum * 0% IEPAE @ QlAK g)Deete | [WlAudt | i Toos ~ New shipping code
Ay Sagech =T Code: BSA
st = o B54A SOFTWARE [ sdsomes |

[i] <Not Set> Units of Measurement...

3.10: Shipping Address Setup

Posting Date - 03/28/2013

L8O

CLOSE X
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Lesson 3.11: Units of Measurement

The Units of Measurement screen lets you define different types of quantities to be
selected when entering a requisition. Units of Measurement can be set up in either
Accounts Payable or Purchase Order; both databases (when linked) reflect
additions/changes to this list.

1. Go to Program Setup>Database Setup>Units of Measurement.

ﬂg, Tools -

2. (Optional) Click >Add Defaults. This adds:

« - 4
o Edit Unit Of Measure List
e T Y I : ] ==
[ Setup your] | QJAdd ] Delete | g5 | j8l Audt {3 Tools ~ ‘ I
[£5] Purchase Order Entry .
H Unit of Measure list
=] Receiving
{ Tables: PORequsiton LDatabag | I ofMeasrement Descrotion -
[] Program Setuwp J 2 ™
= BOXES x|
Quick Search | s x|
: kion & : EA ] Bid Sources.. |
scuzto - =
| oS I Units of Measurement...
|l |iss =
Req Amt $0.00 L REAMS (J
Bids 0 TS ]
PO Amt $0.00 cases [>]
Inv Amt $0.00 ]
Lig Amt $0.00 QUARTS £
L3
Awaiting Approval €
None
Current Default:
Orders 1 Created Selected Value: <none>
12P0s Set selected value as default Unit of Measure
Unjourr- 4 POs:
Lesson 3.11: Units of Measurement
SOFTWARE
PO Courseware - Section 3: Database Setup
3.11: Units of Measurement CLOSE X

3. To add your own, double-click the bar labeled
<double-click ar begin typing here to add a new row.>|

4. Type a unit of measurement and press Enter.
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Lesson 3.12: Contracts

Some purchase orders may be related to contracts with certain vendors. The Contracts
screen lets you set up contracts for selection.

@
- Setup you
=) :"C"’* Order Entry Edit Contract List X
24 Receiving p—— —
T : PORequisition 2 ete Audt
ables: PO/R: 1.Databdl | 5 add &) Deh -
== Pr |
1#=] Program Setp |Sehm <item> list below.
2 | POJ
Quick Search -
5 e 4| [ contractriame Start Date End Date Scp Biing
N P ph ‘ | |STAPLES CONTRACT 01/01/2011 12/31/2011 (> SN SOt = )
| | srommomam conmmact 10/17/2011 12/31/2012 vl X | S of Measurement... |
U = <double<click or begin typing here to add & new item.>
Reg Amt $0,00
Bids 0
PO Amt $0.00
v Amt 50,00 Q
Lig Amt $0.00
Amt Rem $0.00
Notifications |
Awaiting Approval
None
Orders I Created
12P0s
. Discard Changes Close
Unjourp”, 52 =

Lesson 3.12: Contracts

SOFTWARE

PO Courseware - Section 3: Database Setup

Posting Date -03/29/2013 | 1, 8 Q@

3.12: Contracts CLOSE X
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Lesson 3.13: Product Categories

The Product Categories screen lets you set up a list of product categories that can be used
in conjunction with product codes for broader reporting.

Fie WView Mavgation DataBntry Tasks Reports BS8A Applications  Help

(RN | rosecs categories
5 SEtup yours \
[5] Purchase Order Entry Edit Product Category List [
*3 Receiving pr— e :
[ Tables: PORequisition LDauh1 | A Delete | & Audt | &
FE pr
[==] Program Setup PE Setup <item> list below.
Quick Search L
T - ) Product Category = |
Requistion # [ oFFl| [>] Bid Sources...
E : =
| <double-click or begin typing here to add a new item.> Units of Measurement
— 1
Rleq Amt £0.00 I
Bids 0
PO Amt $0.00
I At $0.00 b
Lig Amt: £0.00
At Rem: £0.00
Awaiting Approval
None
Orders I Created
12P0s - -
View changes... | Discard Changes Close
Unjourr 4POs: L L
necnn % Deadds it (Catarmmarimne
Lesson 3.13: Product Categories
PO Courseware - Section 3: Database Setup

3.13: Product Categories

CLOSE X
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Lesson 3.14: Staff Members

The Staff Members screen lets you set up a list of staffers for selection on purchase orders.
The availability of this button is determined by a setting elsewhere in Program Setup (see
page 28).

o If the Use BSA Users for Staff List setting is checked, the Staff Members button is not
available.

o If the Use BSA Users for Staff List setting is unchecked, you may still use that user list
by selecting Tools>Import Staff Members from Users Table.

Another tool lets you import staff member emails from the users table.

| Purchase Order User: B

Fle View Navgation DataBntry Tasks Reports BS8A Appications Help

Q-
[
£ Purchase Order Entry £dit Staff Member List ===
[ Tables: PO, B
[23] Program Setup QlAdd g)Delete & |8 Audt [IF Tools N
Quick Search Staff Member list 6 Update Staff Member Emails From Users Table
0 T = T Import Staff Members From Users Table =y
ADAM SMITH ADAM SMITH 751 (%] ADAM.SMITH@MUNICT 555-555-5555 [
|| | JANE RICHARDS JANE RICHARDS 000 (%] 1anE RICHARDSBMUN 555-555-5555 (%]
JOHN DOE JOHN DOE 25 [#¥] JOHN.DOE@MUNICIPA 555-555-5555 >

<double-click or begin typing here to add 2 new item.>

Awaiting Approval
2 Visiting
Orders I Created
1POs
Unjournalized POs:
None

Discard Changes Close

Posting Date - 03/21/2013

L8O

3.14: Staff Members

CLOSE X
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Section 4: Purchase Order Entry/Management

BS&A

SOFTWAR E-.

In this section you will learn how to:

o Enter a purchase order

o Enter a bid

o View order history

o Add attachments and receivers

o Cancel/liquidate purchase orders



Lesson 4.1: Entering a Purchase Order

Purchase Orders start out as Requisitions. Municipalities may take different routes to
achieve Purchase Order status (e.g., using an approval process; requiring bids), and the
program allows for those scenarios. Examples of the flexibility available in using Purchase
Order:

o Bids may be required or may be optional. If required, a maximum amount may be set
so that requisition amounts beneath that maximum will not require bids. Please
review page 35 for more information.

o Approvalis optional. If used, rules can be set that will bypass certain levels based on
the requisition amount entered. For example, requisitions less than $100 can bypass
approval levels to be considered "approved." Please review page 31 for more
information.

o If using Bidding in conjunction with Approval, you may select the approval level at
which to begin accepting bids.

o If using Approval, the approval process can be bypassed when entering Department-
Emergency requisitions.

Fields colored orange are designated by the program (in some cases, designated by you;
see page 28) as required. Information must be entered before the requisition can be saved.

Za Purchase Order r BSAT D8:Democ Group: DEMO Vi . 03/15/ - ]
gatior T
Audit | = Attmnt [0] surnakze er Hist H Tools 4, Options
Purchase Order Ent Req #: [Next Available] PO #: N/A State:  Requisition
Vaties: PO ng Sl Awaiting Approval From:  BSAT (BSAT@BSASOFTWARE COM) Stats:  Pending
Program Set. I
1, Order Info | 2. Bids | 3. Approval
Vendor: R || [ vend Info... | Name: UNKNOWN VENDOR On Hold
PO Type: |Recuiar v| shoTo: 7| Contract: |
JROOFING - CITY HALL
Req Amt 0.00 - —
&; £ - Department: __ [#] Postoatedf03/22/2012 RI1) " 3
ads = -
—_ =
PO Amt $0.00 Requrred Date: ||  ExpDate: =)  EnteredBy: BSAT
v At $0.90
Canc Amt $0.00 Pmt Terms: |hone >| Shipva:
At Rem $0.00 FOB Terms: [bone > User Defined... | Appr, Dened Date: N/A
‘Notificstions Price Source: [‘ar': L]
Awaiting Approval Qty  Inv. Code | Units NAICS Code ___tem Description Unt Pnce  GL Number :
. < “—
2Waiting. 1,000 (2 (& 238160 || Roofing Contractors 5000.000 101-265-930.000 {M){GL J{ 0 J[x]
Orders I Created <double-click or begin typing here to add a new row.>
1P0s
Unjournalized POs:
None
Bidder Apps/ChangeReqs: Requisition Amount: $5,000.00
No Apps (No Changes)
i Addng New Purchase Order View changes... [ Saw
BSSA Message Center L 3 w chang | Save| | Cancel |
Sort Index: PO Number Posting Date -03/22/2013 | 1, 88 Q@
— —
il o K2
00:15 e e
4.1: Entering a Purchase Order CLOSE X
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Lesson 4.2: Entering a Bid

1. Go to Purchase Order Entry and locate the requisition.
2. Click the Bids tab.

Click [ Bt

Double-click the bar labeled |<double-click ar begin typing here to add a new row.>|

Select a bidder manually or add bidders with a default Product/NAICS code:
o Manually, select the Bidder Code and continue with step 6.
o If by Product/NAICS code:
i. Click Bidding Tools and select one of the following:
e Add all bidders with specified Product/NAICS code
e Add all bidders with Product/NAICS code on requisition
e Add all bidders meeting advanced filter conditions
ii. If "specified...," select the Product/NAICS code.
iii. If "advanced filter...," select the conditions and click Ok.
Select the bid Status.
Verify or enter the appropriate dates:
o If Sent, verify or change the Date Sent.
o If Received, verify or change the Response Date.
Enter the Amount of the bid(s).

Click D to edit/view additional bidder information.

Section 4: Purchase Order Entry/Management
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10. Click Close to return to bidder entry.

Fle View Navgation DamEnty Tasks Reports  BSBA Appications  Help
) - L i | o] Add Edit | [ad Audt | S Attt [0] Journalze | Order History [0] Irvv. Hstory [0 s Tocle ~ -‘%Onbons
Req=: 000039886 PO NA State:  Requisition
Awaitng Approval From:  Multple Status:  Pending (Bids Required)
1. Ordar Info 2 Bids | 3.Approval ‘ 4. Raceivers |
CEE
- e otai Lt &
s | Bder Code | Bidder Name Stats | DateSent Response Date | Acceptance Status Amount | ]
Req Amt. $1.500.00 6491 || rooeine, e Received | = 03/27/2013 o3/z013 Pending 1500.00 [ 0 J(%]
Bl = EZB =] > s consmrucTion Not sent [+ Pending o.m [0 ]>]
PO At $0.00 6492 () nouse TopPNGs Not Sent (] Pending 0.0 [0 (%)
Inv Amt: $0.00 6493 [#) eesTrooFmG Not sent [ pending .00 [0 |[>]
Niuﬂtnm- ::: <double-click or begin typing here to add a new row.>
Awaiting Approval
None I
Orders I Created
14P0s
Unjournalized POs:
1 Waiting
Bidder Apps/ChangeReqs:
No Apps (No Changes) Ty Editng Existing Purchase Order —
3 ges...
sl B v Seve| [ cancel
Sort Index: PO Number Pasting Date - 03/27/2013 | {, 8 @

4.2: Entering a Bid

CLOSE X

11. If added manually and another bid is required, repeat.
12. Click Save.
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Lesson 4.3: Viewing Order History

When viewing an existing purchase order or requisition, and the Order History button has
a number in it, clicking that button pops up a dialog showing a history of actions (changes;
approvals; etc.) that have occurred, along with the date and user involved.

Fie WView Mavgation DataBntry Tasks Reports BS8A Applications  Help

Q- ¢ & 2F S olad |[Feat |[ladt S atmt D] | G doumalze | Order Hstory [1)* ~ | & Inv. History [0) | £ Tools ~ | %, Options

‘Application Views W Requisition/Purchase Order
Purchase Order History
[ Purchase Order Entry Req &  (0OD039EI5 ol
(i Recsiving Awaiting Approval From: N/
[ Tables: PO, .
[7=] Program senp (L orderTfo | 2 8ids | 3.4 | | Cancelled or Liqudated:  Liquidated
' — User:  BSAT
Quick Search e
POw A ¥ l Date:  04/01/2013 old
Requstion # F5 PO Type: I Amount Liquidated:  $300.00 &
. — 1l . <None>
Req Amt: $300.00 Department: ,
Bids: 0 Requred Date:
PO Amt: $300.00 Current [Purchase Order] (04
Inv Amt: $0.00 Pmit Terms: (1) [Requisition] BSAT (04/01,
Lig Amt: $300.00
Amt Rem: 50.00
Notifications | i — _—
Awaiting Appraval 300,000 101-265.956.000 [6L][ D
1 Waiting..
Orders [ Created
11P0s
Unjaurp~,
- . A 2. \/; L S P Purchase Order Amount: £300.00
Lesson 4.3: Viewing Order History
PO Courseware - Section 4 ave | | Cano

4.3: Viewing Order History

CLOSE X

Section 4: Purchase Order Entry/Management
Purchase Order 81




Notes

82

Section 4: Purchase Order Entry/Management

Purchase Order



Lesson 4.4; Adding an Attachment

1. Locate the Reqg/P.O.

2. Click | = Atme L
3. Click @1
4. Add an Attachment From an Existing File is the default selection. If necessary, select

Add an image from a TWAIN device and then the device.

5. Click Ok.
6. Browse to the file and double-click it.
7. Enter a Caption for the attachment and click Ok.
8. (Optional) Enter a Description (appears below the Caption).
File nm DataErtry Taske Reports BSAA Appications  Help
Q- ¢% A0 & alad [[Fedt | Wlaudt | S atmot ] G dumolee | Order History 0]+ | (55 Inv. Hstory [1] | [ Tools + | %, Options
N
[ Show This Image to the Public
Flename:  quotepdf.pdf
i 50,438
. Date Created:  03/26/2013
et i :  D3fze/2013
2 Waiting .
Orders I Created View Attachment
2P0s
Unjournalized POs:
Hore
Bidder Apps/ChangeReqs:
No 49 (No Charges) !
BS3A Message Center (L) Ve st Rurchuse uder =
Sort Index: PO Number Posting Date - 03/26/2013 | 1, @ Q
4.4: Adding an Attachment CLOSE X
9. C(lick Ok.
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Lesson 4.5: Receivers

Receivers are only available when you are set to Use Receiving in Program Setup (see page
28). Receiving must be used when Purchase Order is used in conjunction with Inventory
Management. When receiving is enabled, a Receiving item appears in Application Views.
Click this item, select the vendor, and fill out the applicable information. You may then
choose to Add Single Purchase Order (used in this example) or Add All Open POs for
Current Vendor. Enter the quantity and click Save.

Audt | =k Attmnt [0)
Vendor: N SCOTTS LAWN CARE
Receiver Number: [Next Available]  DateReceived: 04262013 | Location: BSA (=)
Package Sip #: 0001122
Comments:
=
b Received By:
Ry PO Surrmmary Add Single Purchase Qrder Add All Open POs For Curent Vendor
Req At $0.00 PO Number Qy  Unts tem Descrption View PO
TR — = o
Bds 0 T (%] HEDGE TRIMMER Vewro %]
PO Amt $0.00 <double-click or begin typing here to add 2 new row >
inv Ame $0.0¢
Ug Amt £0.00 D
At Ry $0.00
 Notifications |
Awaiting Approval
None
Orders 1 Created
2P0s
Unjournalized POs:
2Wsting.
Bidder Apps/ChangeReqs:
No Apps (No Changes) C;b Adding New Recenver View changes.. ‘ Save | Clnre‘l
oo g L
Sort Index: i Posting Date -04/26/2013 | 1, B Q

4.5: Receivers

CLOSE X
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Lesson 4.6: Cancelling/Liquidating Purchase Orders

1. Click Purchase Order Entry and locate the purchase order.
{ETDDIS -

Click

Select the appropriate tool: Cancel Purchase Order or Liquidate Unrelieved
PO Encumbrances. Open purchase orders are cancelled (1). Partially-relieved
purchase orders are liquidated (2).

O Version: 03/15/201

4.6: Cancelling/Liquidating Purchase Orders

| Fie View Navigston DataEntry Tasks Reports BSSA Appications  Hep
| N B S glad |[Fed Audt | = Attmnt [0) | Gl View JE | Order History (1] ~  [5] Inv. History [0 Tools p. "%, Options
2R & a > i m o & [} :
‘ Requisition/Purchase Order Information B et
P 1
7] Purchase Order Entry Req#:  0O0029874 PO #: 000039858 State: mm}d‘a“ Sl Ul Ofdes e
: | Receiving Awaiting Approval From:  N/A Status: Open” |0F Liaudate Urvelieved PO Encumbrances 2 Journalized
[ Tables: PORequisiton . +
[#3) Program Setup 1, Order Info | 2 Bids | 3. Approval | 4. Receivers
Nk Smechs Vendor: %) [Vend Info... | Name: ROOFING, INC On Hold
0w e [t N
Reguzzon 5 PO Type: Ship To: # | Contract: »|
[ Notes...
Req Amt: $1,500.00 Department: (] Post Date: Ordered By: [*]
Bids 0 Required Date: Exp Date: EnteredBy:  BSAT
PO Amt $1.500.00 : )
v Amt $0.00 Pmt Terms: Ship Via:
gt #5,00 Fo8 Terms: [ User Defined... | Appr. [Deried Date: 03262013
Amt Rem $1,500.00
Price Sawree:  From Vendor | vs.Received... |
Notifications———————— [ B |7 Gly] [w.C I T NACS oo [ ke Dencr I 1 - L 1]
Awaiting Approval 1,000 ROOFING MATERIALS/LABOR 1500000 101-265-956. {GLj{o |
2 \aiting
Orders 1 Created
4P0s
Unjourn»"__d POs:
Requisition Amount: $1,500.00
Cance
Posting Date - 03/26/2013 | 1, 88 @

CLOSE X
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Section 5: Purchase Order Approval Process

BS&A

SOFTWAR E-.

In this section you will learn how to manage the approval/denial process.



Lesson 5.1: Viewing Approval Status from the Purchase
Order

Fle View Navigation DataBntry Tasks Reports BSSA Appications Hep
O- <5 AR & olad [[Feat |[iadt & atmt ] G Joumalze | Order Hstory [0] + & Inv. Hstory (0] | Tools v | %, Options

R | [ ——

Iamd—&ﬂ&wy Req #: 000039900 PO #: N/A State:  Regqusition

Bych == Awaitng Approval From:  MFELDPAUSCH (MFELDSEMAIL COM) Status:  Pending
%mﬂu;w . -
Program Setup 1. Orde

Quick Search

0 This requisition is awaing approval from one of the following users: Resend Emails

|User Nanme E-Mail Adresss

IMFELDPAUSCH MFELD@EMAIL.COM

Bidder Apps/Ch
o Apps (No Changes) T | Viewng Exstng Purchase Order ! Sve || Concal

Sort Index: PO Number Posting Date - 04/03/2013 | ¢, 8 Q

5.1: Viewing Approval Status from the Purchase Order CLOSE X
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Lesson 5.2: Individual Approval

When a level is approved, the date appears in its node (1). The level awaiting approval is
pink (2). Click the green Approve button to approve the level. When all levels have been
approved, you have the option of creating the purchase order at that time or later.

Za Purchase Order _User: BSAT_DB:Demo _Group: DEMO_ Ve 01/201:
Fie View Navigation DataBntry Tasks Reports BSS8A Applications Help

Q- % 2R & olad |[Hedt |[laudt | = Attt [0] | Gl Journalze | Order History [0] ~ | [&] Inv. Hstory (0] i Tools ~ | &, Options

S w—

Requistion information
3] Purchase Order Entry Req#: 000039899 PO N/A State:  Requisition
24 Receiving Awaiting Approval From:  BSAT Status:  Pending
[ Tables: PORequisition !
[#3] Program Setp 1. Order Info | 2.Bids [ 3. Approval | 4. Receivers
Quick Search ® & | Growp: DEFALLT GROWP \Z Approve | €3Deny | Hstory (1)
PO 4
Requseon # =3
~~- FINANCE/PURCHASING:
||| e > g | ez |
Bids 0
PO Amt $0.00
I Amt 50,00
Lig Amt $0.00
Amt Rem $0,00
Notifications | &
|| | Awaiting Approval y
1 aiting .
Sekys [Coet DENIED/CANCELLED | REQAPPROVED
None
Unjourn*” 4 POs:
T

Lesson 5.2: Individual Approval

Section 5 Purchase Order Appiovai Process

SOFTWARE
= retun PO Courseware - DRV Jig wess

Posting Date -0403/2013 | 1 8 @

Sort Index: PO Number

N e

00:05

5.2: Individual Approval CLOSE X
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Lesson 5.3: Mass Approval

This task can also be accomplished via the Notifications pane by clicking the [n] waiting
command link. As requisitions are approved (or denied) they are removed from the list.

Fie View Navgation DataBntry | Tasks | Reports  BSSA Appications  Help )
» Proamvml ~ | & tnv. Hestory (0] | i Tools + | &, Options

O- 3% 2R & ol Jouraeefost
I T
5 Pschase Ovdes Entry Mass clopte PO's From
4 Receving Bidder Tasks
[ Tables: PO/Requsition ——
[52) Program Setip Year£nd Closing... —— - o
Quick Search AP Requested Date: / B // = Clear Filters | | [] Show Entered By’ Print...
) e —] Requred Date: / 5 o / =) [ Explicit Access Only | ||| Show Requested By'
Roqustion # I poType: [ o i Sow 1
ﬁ] Descripon: {11~ * 11| = b 17| Show 'OverBudget’
Rea At S Deparirer: R | @ Eoeow Oy g brs 7] Show Vendor Code
e 5 R Approval Level: [Al Groups And Levels = 7] Show Cur. Approval Level

Dept

03/29/2013
03/29/2013 380,00 View ve

TREE PLANTING

TIRES

you and drag across the rows you want
10 select, or you can hoid down the Control key and clck on the requisiiions you woud lke t
select, Addtonaly, the Shift key equistions.

5.3: Mass Approval
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Section 6: Journalizing Purchase Orders

BS&A

SOFTWAR E-.

In this section you will learn how to journalize and post purchase orders.



Lesson 6.1: Journalizing One Purchase Order

By default, purchase orders are automatically journalized as they are created. A setting in
Program Setup lets you tell the program to allow manual journalization (see page 28).

Za Purchase Order User. BSAT D8:Demo  Group: DEMO  Versicn: 03/15/201:

Fie View Navgation DataBntry Tasks Reports BSSA Appications  Help
Q- ¢ 2 & oladd |[Fedat |[Wladt | awmt ] G Joumalze | Order History [1] » 5 Inv. Hstory [0] | Tools ~ | %, Options
‘Requisition/Purchase Order Tnformation
[£] Purchase Order Entry Req &  (O0OZESE PO #: D00C35681 State:  Purchase Order
i Receving Awaibng Approval From:  N/A Status:  Open
[ Tables: PORequisiton
{75 Program Setup 1. Order Info | 2 Bids | 3.Approval | 4, Receivers
Reichc Sumwch Vendor: [#] [Vend Info... | Name: RODFING. INC On Hold
0. [ e e
s PO Type: [ Ship To: | Contract: P
‘;]Nn:ei..
FVLre 4 —— - — - S
Roq At $1,500.00 Department: (*] Post Date: Ordered By: »)
Bids 2 Required Date: Exp Date: Entered By: BSAT
PO Amt $1.500.00
v Ame $0.00 Pmt Terms: | Shp a: G
Lia Amt £0.00 B Lmer DIRAEE | Appr. Derved Date: 03/27/2013
Amt Rem $1,500.00 ; < e .
Price Saurce:  From Viandor \ vs. Received...
T | | T TiBiE " THIAKES o Tivem e T~ U Poce |G i =i1=
Awaiting Approval 1.000 ROOFING & LABOR 1500000 101-265:956.000 [6L] o |
None
Orders 1 Created
12P0s
. : ; 5 _ Purchase Order Amount: $1,500.00
Lesson 6.1: Journalizing One P urchase Ordel
SOFTWARE =
PO Courseware - Section 6 s

6.1: Journalizing One Purchase Order

CLOSE X
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Lesson 6.2: Journalizing Multiple Purchase Orders

1. Go to Tasks>Journalize/Post>Journalize Purchase Orders.

2. Select the Date option for both filters (all or a date range): Purchase Order Entry Date
and Posting Date.

3. (Optional) Select additional filters. One filter will not negate the other; however, if two
or more filters are used, the invoice data must meet all sets of criteria in order to be
selected for journalization.

4. Select the Population.

Fie View MNavgetion DataBntry Tasks Reports BSSA Appicatons  Hep
Q- <N B & glad |[Fed !ﬂ-'j‘ i Dttt SO il Sosnakon. . Oxsec Hictoca il w
Journalize Purchase Orders. "
 Application Views “ W) Requisition /Purch _ —
Frcom o
|54 Receiving Awartng Approval Purchase Order Entry Date Filter
[ Tables: PORequisition .
[7% Program Setup rﬁm_«ﬁé“‘_ [ |+ petet 03/27/2013 027720
Quick Search Vendor:
F4 Posting Date Filter i
Reguseon » 153 PO Type: I @ All Dates
ik
Req At £362.20 Department: | Filter By User BSAT s [~ Filter By Department »
Bids ° Required Date: | Filter By PO Number | Print Vendor Address
PO Amt: §36220
i 620 Pmt Terms: | | Filter By Population ~ Select Population
Liq Amt: $0.00 on e [
Amt Rem 836220 I ; T
Price Source:  Fi
== ‘ that you firs! 2 PROOF RUN. This will allow you to verify o General
T | | [ | edow e ok before Gesing ol enves. = [ =t |
Awaiting Approval 4,000 | ; Proof run (Generate report anly) 90550 101-537-956.000 {6t o}
Hone ve run (Create journal entries and generate report)
Orders 1 Created
15PO0s [ Pun [ cancel |
Unjournalized POs: -
TG Purchase Order Amount: §36220
Bidder Apps/ChangeReqs: L — ==
o Apps (No Changes) ﬂmmmmw Save| | Ca
Sort Index: PO Number Posting Date - 03/27/2013 | £, 8 Q@
6.2: Journalizing Multiple Purchase Orders CLOSE X

5. Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct; click Run.

Select the (print) Destination and click Ok.

7. Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.
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Section 7; Tasks Menu

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Create purchase orders from requisitions en masse
o Export purchased items to BS&A Fixed Assets
o Run the Year-End Wizard



Lesson 7.1: Mass Create POs from Approved ReqQs

This task requires your Purchase Order numbers to be automatically generated by the
program (see page 44).

Go to Tasks>Mass Create POs from Approved Regs.
Set the Requisition Filters. The more filters, the fewer records.

Check the columns (Options pane) to show.

N =

(Optional) Click a View command link to view the requisition screen; do the same for
any Attach links).

5. Using thetip in the lower left corner of the screen as a guide, select the requisitions
to convert to purchase orders. Each can be converted separately by clicking the
Create PO command link located at the end of the requisition line item.

6. Click Create POs from All Selected.

Check the Are You Sure... box and click Yes.

Requested Date: (i 1)) | ) shaw ‘Entered By' Show Vendor Code
Required Date: B (5] | 7| Show Requested By’
Department; ‘,‘ ‘ Show Required Date’
| 7] Show ‘OverBudget’
Entered By: Requested By: | Print.
Req Number Desaription Dept x:‘m Amount ::"mw Attach g;“
569 LAWN CARE/TREE PLANTING 03/27/2013 280,00 yew reate §
00035385 RE-ROOF TOWN HALL 03/27/2013 1,500.00 Vi Craats P
Convert Requisitions To Purchase Orders
l@ You are about to convert 2 requisitions into purchase orders.
L
To select multiple rows you can dick the left mouse button and drag across the rows you want to select, Create POs From All Selected...
or you can hold down the Control key and dick on the requisititons you would ke to select. Additionaly,
i you hold down the Shift key you can select a range of requisitions.
7.1: Mass Create POs from Approved Regs CLOSE X

8. Verify or enter the Posting Date and click Ok.

If set as such, the purchase orders are automatically journalized and posted.
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Lesson 7.2: Export Purchased Items to Fixed Assets

Go to Tasks>Export Purchased Items to Fixed Assets.
Select the Population.
Select the PO Date Filter (All Dates or Date Range).

Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct.

P w N -

Fie View Navigation DataEntry Tasks Reports  BS8A Appications  Help
O- 20 2R & olad |[Fea N‘jwwmvcwm— m
e o [ Deserptn
3] Purchase Order Entry Req #: (00033 This utikty exports purchased items that have been fiagged as assets vathin the
5] Receiving 24 | Order System. Once has been exported from the system, it
0 Tables: PO Awaitng wil no longer be indhuded in future reports.
[ Program Setp
PUrChaGE DFder Pop
Quick Search
o " i e N ares =] Population |
Reguston # 5 POType: | All available records will be used when generating this report.
Req Amt. $1,500.00 Department:
Bids 0
PO Amt. $1.500.00 —
v Amt. $0.00 Pmt Tesms: PO Date Filter
Lig Amt: $0.00 08 Terms: ) &ll Dates
Amt Rem: $1,500.00 = > - =
e | @ DateRange  From: 010y2013 (2] twough: 03872013 [
| e sl £os
Awaiting Approval 1500000 101-265556.000
None i
that you first 2 RUN. This wil allow you to verify the process
Orders I Created before oot changes. 2 %
o
Unjournalized POs: ‘_ e tun (Commit changes and generate report)
2o Purchase Order Amount: $1,500.00
Bidder Apps/Ch
No Apps (NoCl:nosl -.;(. - - = Save| | Cance!
Sort Index: PO Number Posting Date -03/28/2013 | 1 8 @
7.2: Export Purchased Items to Fixed Assets CLOSE X
Click Run.

Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.

7. Go to Fixed Assets and run the import. Instructions are in the Fixed Assets User
Manual.
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Lesson 7.3: Year-End Wizard

The Year-End task should be performed before closing out and rolling over your fiscal year
in General Ledger. The following requirements must be met before completing your
rollover:

o Post all unposted journal entries to General Ledger. When you begin the task, you will
be prompted if any unposted journal entries are found. If your database is set up to
post to General Ledger at the time of journalization (see page 28), this warning will
not appear.

o Two backups of your data need to be made. The Year-End Closing task gives you two
opportunities, or you may make the backups prior to beginning the utility.

o Requisitions that you want to carry forward into the next fiscal year must be
approved. If you have not already done that, you are given an opportunity to during
the Year-End Closing task.

1. Go to Tasks>Year-End Closing.

Fle View Navigstion DataEntry Tasks Reports BS8A Applications Help
o AR 4 ) Add | [ Edt Audt | = Attmnt [0] | G Joun Order History [1]* + | & Inv. History [0] Tools ~ | ‘%, Options
> O ARS8 - = o] nalze 0 O X
Requsition/Purchase Order Tnformmation
E g = P——
Frmeen | oo oy
|53 Receiving Awaiting A
[J Tables: PORequisiton |
53] Program seup 1. Order I YEAR-END CLOSING FOR 06/30/2013
Quick Search This process should be run AFTER all Purchase Orders and Requisitions have been entered for the current fiscal
Vendd | year. Once the year is wrapped up, you WILL NOT be able to enter items for that year.
e 2]
Recustion # =3 PO This wizard wil help you complete the following steps:
1 1) Choose which requisitions to convert to PO's, and which to deny,
M 2) Choase which PO's to carry forward as Budget Amendments, and which to Cancel/Liquidate,
Req Amt. $300.00 3)Pmdmnde\vnmtedmhma\duvmﬁb&nailedpu.
Bids 0
O e BEFORE RUNNING THIS UTILITY YOU MUST:
H_wm $0.00 Pt T4 MAKE SURE YOU HAVE 2 BACKLIPS OF YOUR DATA;
A:" n:: $00.00 Click here 1o craste 3 backup now
. aad Fr - Make sure you have entered all PO'sRequisitions for the current fiscal year,
m -Make sure all Requesitions which you would ke to carry forward as Purchase Orders are fully approved
Rt Aot Chick here to run the Mass Approve/Deny Requisitions utility now
4 Vaiting
Orders I Created
11P0s
Unjournalized POs:
P Purchase Order Amount: £300.00
Bidder Apps/ChangeReqs: !
No Apps. (No Changes) | | Viewing Existing Purchase Order (Press Escape to ey | o
TerTTERSagETEnTer =~ return to the PO/Reouisition table.) € e
Sort Index: PO Number Posting Date - 04012013 | 1 88 @

7.3: Year-End Wizard CLOSE X

2. Read the warning. If you made a backup prior to performing this task, click Yes to
proceed. If not, click the <Click here to create a backup now...> command link and
follow the prompts.
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3. When you return to the task, determine your next step:

o All Requisitions to Carry Forward Have Been Approved or You Don't Use
Requisitions. Continue with step 4.

o Still Need to Approve/Deny Requisitions. Proceed with the instructions
immediately following. These instructions are a condensed version of those in
the Mass Approve/Deny topic:

Vi.

Vii.

4. Click Ok.

Click the Click here to run the Mass Approve/Deny Requisitions utility now
command link.

Using the tip in the lower left corner of the screen as a guide, select the
requisitions to approve or deny.

If approving/denying "all selected," check the Are You Sure... box and click
Yes.

Enter a Brief Note (and an optional additional Note) and click Ok.

You are asked if you want to convert fully approved requisitions into
purchase orders at this time; answer accordingly.

Click Ok to exit and return to the Year End Task warning.

Continue with step 4.

You are prompted again to make a backup. It is highly recommended you make
another backup.

Click Yes in response to having the second backup to proceed with the task.
Check the Yes, | Wish To... box and click Yes.

The Year End Wizard Step 1 - Requisitions screen appears. Any requisitions not yet
converted to purchase orders appear in this screen.

i. Using the same methods outlined beginning in step 3.ii, determine the actions
to take on these requisitions. Your options are: Convert to PO; Take no action;

Deny.

ii. Click Ok (Preview).

iii. Carefully review the report before you close it. You are then prompted to
proceed with the task. Provided everything is correct, click Yes.

iv. Click Ok (Live Run).
v. Checkthe Yes, | Wish To... box and click Yes, then Ok.

Purchase Order
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9. The Year End Wizard Step 2 - Purchase Orders screen appears. Any open or partial
purchase orders appear in this screen.

Vi.

Using the same methods outlined beginning in step 3.ii, determine the actions
to take on these purchase orders:

Toggle Create BA. This creates a budget amendment in the new fiscal year for
the POs that will be carried forward, essentially adding the previous year's
unspent budget related to this PO to the new fiscal year's budget. You would
then change the setting for each from Cancel/Liquidate to Carry Forward.

Take No Action on Selected POs. The Year End close process will not actually be
completed until some action has been taken on all of these POs, whether to
Cancel/Liquidate, or to Carry Forward in some fashion. This option can be
useful when trying to narrow down a list of many POs that must be dealt with.

Carry Forward All Selected POs. This allows the POs to be utilized in the new
fiscal year, but does not create a budget amendment. By using this option, the
amounts spent from these POs will come from the new fiscal year’'s budget.

Cancel/Liquidate All Selected POs. This assumes that these POs are no longer
valid, since they are from a previous fiscal year. In order to purchase these
goods or services, a new PO will need to be entered for the new fiscal year.

Click Ok (Preview).

Carefully review the report before you close it. You are then prompted to
proceed with the task. Provided everything is correct, click Yes.

Click Ok (Live Run).
Check the Yes, | Wish To... box and click Yes.
If prompted, enter a Brief Note and click Ok.

10. Follow the prompts according to the actions you took.
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