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Introduction to OLE 0.3

Welcome to Kuali OLE, milestone release 0.3!

Kuali OLE, or the Kuali Open Library Environment, is an enterprise-ready, community source software
package for academic and research libraries. OLE uses several tools to communicate its development and to
provide gateways to existing and new project partners to learn more about this exciting project.

e Kuali OLE website http://www.kuali.org/ole
e Kuali OLE Blog http://kualiole.tumblr.com/
e Kuali OLE Wiki https://wiki.kuali.org/display/OLE/Home

Both OLE’s website and blog are great resources to learn about OLE activities, conferences and release cycles,
while the wiki page is the “home” of OLE’s development activities as well as this Drivers Manual with its
supplemental resources.

For an install of OLE 0.3, please go to:
https://wiki.kuali.org/display/OLE/OLE+and+Docstore+Server+Installation

To try out OLE 0.3, please go to http://demo.ole.kuali.org/ole-demo/portal.jsp

OLE Development

Development of the OLE application began in 2010, and the design phase is scheduled to continue through
2012, with ongoing development and releases thereafter. The working draft of the OLE Roadmap illustrates
some tentative future release plans.

OLE 0.3 is the demonstration release of the software. OLE 0.3 is a milestone release, intended to showcase
progress on system design and technology infrastructure to support future document and library formats, but
with focus on selection and acquisitions for now. It is not intended to be a complete, functional system yet.
This manual will introduce some of the features in OLE 0.3, and show how to perform certain library
acquisitions functions within it.

As a milestone release, OLE 0.3 has been pre-loaded with some data to allow users to begin trying the
acquisitions functionality immediately, without first having to create users, vendors, bibliographic data, etc.
Throughout this Drivers Manual, you will be prompted to use sample specific data to try out various features.

For an overall description of what is included (or not included) in this initial milestone release, we have
provided a companion OLE 0.3 Release Narrative. While not exhaustive to OLE’s current functions in
development, this description, the OLE Roadmap, and this Drivers Manual will provide users with a preview
of what is to come.
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OLE 0.3 Acquisitions Functionality

The focus of OLE 0.3 is on acquisitions functionality, which is fundamental for later phases of OLE’s
development. In order to speed development and take advantage of other Kuali projects, OLE is being
developed in concert with other Kuali software. For financial transactions and activities, OLE is re-using the
Kuali Financial System (KFS) software. OLE also relies on a suite of enterprise class middleware products
known as Rice. The products include: KIM (Kuali Identity Management), KEW (Kuali Enterprise Workflow),
and KNS (Kuali Nervous System). In concert with OLE, these products apply workflow rules, routings and
approvals that can be configured locally. [For fuller information, please see the KFS and Rice Appendix.]

The following illustration shows the acquisitions functions currently in OLE, and how those features interact
with each other and other Kuali products:

v Ingest Orders
Staff Pickup
Dup-check
Write bib to DS
Create ltem
Save Tx to OLE-DB
KEW to route/notify
Create Bib
uisitions
Webform ingest
Manual
Requestors, Vendors, Funds Workflow
F Currency, Notes (KEW)
Create/Link to Bib
Create ltem
Order Holding Queue
Route to Workflow
Automatic PO option
¥ Purchase Orders
v Ingest
¥ Purchase Order Amendments
¥ Transmit Orders
Receiving
¥ Update ltem
Invoicing
ITEM & BIB simple Editors
Encumber/Expense to CoA and GL
Maintenance Documents & Tables
Users & Roles, Permissions
Workflows, Notifications & e-doc
Routing
Transactional Search, Saved Searches
Action Lists
Related Documents linking
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Introduction to Library Workflows

The workflows demonstrated in OLE 0.3 are meant to illustrate the breadth of options possible for managing
library processes; routing and notifications; and limited approvals. These “representative” workflows highlight
some of the desired functions of OLE’s 8 library development partners, and are further introduced within each
section of the Drivers Manual.

During future local implementations of OLE, libraries can configure workflows and permissions to best fit
local needs: creating highly-structured workflows and approval processes to manage communications, or,
minimizing “routing” or approvals ...whatever best supports local library policy.
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About this Drivers Manual

The OLE 0.3 Drivers Manual is intended to illustrate common scenarios for working within OLE. It is
designed with end users in mind to allow you to test-drive specific workflows. The Drivers Manual is not
complete user documentation for OLE, but instead provides a preview of future functionality. More complete
documentation for all functionality will be issued with release 1.0.

In recognition that not all library acquisitions requirements have been coded for this milestone release, OLE
0.3’s main screen illustrates development status with 3 colored icons:

o New or adapted OLE functions = New or adapted KFS functions being used by OLE, and accessible
for “test drive” by OLE users.

: Available for test-drive with inherited KFS functions = Unedited/inherited KFS functionality, to be
modified for libraries post OLE 0.3. Library users can access and use the KFS functions “as is”.

) Future OLE functionality to be coded = KFS functionality not yet adapted and available to libraries,
and to be reviewed post OLE 0.3 (no links).

| I-
<lvr-118
open library environment m Maintenance = Administration

] action list |[<%) doc search You are 1

Acquisitions Acquisitions Search OLE Beta 0.3 Legend
Purchasing / Accounts Payable Cataloging
. N (. Available for test-drive yith inherited Kuali functions
& Document Stare Search |% New or adapted OLE fugictions
@ Contract Manager Assignment Load Order Records
& Payment Reguest
@ Receiving @ Load Reports
& Requisition Balance Inguiries
Load Invoices
General Ledger
& Available Balances
Load Bibliographic Records & Balances(top level
& Cash Balances
Ingest r—
g & General Ledger Balance
Load Order Records & Geperal Ledger Entry
Purchasing /Accounts Payable & General Ledger Pending Ent
& Staff Upload & Open Encumbrances
@ Order Holding Queue
Load Invoices & Payment Reguests
@ Purchase Orders Reports
& Receiving
@ Receiving Queue Accounts Receivable

@ Requisitions
Load Bibliographic Records
@ Acauisitions Search

Illustrations for the Drivers Manual were made from the test instance of OLE during the development process.
It is possible that the look of any particular screen in OLE 0.3 may be slightly different than shown in the
illustrations. However, the functionality will be essentially the same.

Throughout this Drivers Manual, there will also be additional links to OLE resources, data definitions,
roadmap materials, and more at the OLE wiKi. Please use the OLE DEMO environment at

http://demo.ole.kuali.org/ole-demo/portal.jsp and use our Demo FTP drive in support of Ingest and
Transmission test drives.

FTP Site:
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docstore.demo.ole.kuali.org
Username: demo
Password: demONov01le

& Recommendation: Use an SFTP client to access

Files to use:

e Sample Ingest EOCR files:
/opt/docstore/demo/Order_Records/Orders_To_Be_Processed_By_ OLE

e  Samples of successfully transmitted/placed orders in: ....Orders_To Be Processed By Vendor

- — —
&, Order_Records - demo@docstore.demo.ole kuali.org - WinSCP

Local Mark Files Commands Session Options Remote Help

& B s e | = WS i Default - -
f;vc: 3 iE = Order_Records & ik - at (4
Ch Zopt/docstore/demo/Order_Records
MName Ext = * || Name Ext = Size Chanc
. B05df85e864739fd3 . 11/8/z
. Apps . Orders_To_Be_Processed_By_OLE 11/9/z
. bf7d96e82fefed02832003020806ale . Orders_To_Be_Processed_By_Vendor 11/9/2
o dell
2 Documents and Settings
. Drivers
. drvrtmp
2 Intel

Supplemental to this Drivers Manual is the OLE 0.3 Acquisitions Routing & User Roles: Reference Guide.
Users may easily reference this document for simulating different routing of acquisitions documents in OLE
0.3 workflows. We recommend users first “test drive” OLE using the complete manual, and then use the
supplemental guide for easy creation of sample documents. [To learn more about how workflows operate in
the OLE and Rice environment, please see the KFS and Rice Appendix.]

OLE 0.3 User Feedback

The Kuali OLE development team wants your feedback, either about the application, future functionality, or
about this Drivers Manual. To complete the OLE 0.3 Feedback form (and to access other OLE tools and
project information on the wiki), you’ll need a Kuali Information System (KIS) username and password.
These are free to anyone, and you can create one for yourself at:

https://kuali.org/kis/logins/create
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Key OLE concepts

eDocs

An eDoc is a virtual representation of a collection of data elements displayed via a user interface, that when
completed, can be stored or routed for other users to view, approve and access via OLE workflows. The
underlying structure of an eDoc is a collection of linked tables in a relational database.

The OLE eDoc concept has been adopted from KFS and Rice and consists of a document header and a
document body. The header in the upper right corner of the screen contains system information about the
document. The body is organized in a stack of labeled tabs that are similar to file folders. Based on the type of
document, the system displays different sets of tabs. To facilitate the document input process,

an initiated document opens with required tabs expanded and optional tabs collapsed. Workflow action buttons
appropriate to your role are displayed at the bottom of the screen.

The following is a “collapsed” view of a tabbed eDoc:

S con ) (i s DM |
Doc N 2504 Stabus: INTIATIC
Budget Adjustment | Document
Header Initiaton houmie;  Crestedi 05118 7% 0775 N300
Document
Type Name oo o _,:j‘:.",’,‘,

“expand

allcollapse all”

aneral Ledger Panding Enires » veee “showihide" Buttons
Notes asst AttacSements (0) " vaoe Buttons

Workfiow Action
Document Buttons
Body

2 basic forms of eDocs

OLE eDocs
1. Transactional eDocs: allow authorized users to complete simple transactions in purchasing,
accounting, and future circulation.

2. Maintenance eDoc: allow authorized users to create controlled-value selection lists that are used in the
transactional eDocs and for reporting, searching or filtering.

a. A subset of maintenance eDocs control system values tied to Rice middleware, and have
limited access or end-user editability. These documents control roles, workflows, and
security.
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eDoc tabs:
While the tabs introduced above vary by eDoc type, a set of standard tabs is included in every eDoc:
e Document Overview: includes the two standard numbers noted below, as well as an indication of who

initiated the eDoc, its creation date, its workflow status, and its business status.

o Related Documents: provides links to all related eDocs in the acquisitions lifecycle - Requisitions,
Purchase Orders, Purchase Order Amendments, Line Item Receiving, Payment Requests. Click on the
document id for each to view the related document.

¢ Notes and Attachments: displays user notes, attachments, or system-generated information about the
document. The number of notes and/or attachments is indicated on the tab.

e Ad Hoc Recipients: indicates OLE users who may also be notified of eDoc changes, but are not part of
the standard routing for the particular type eDoc.

e Route Log: identifies applicable routing information for the eDoc. Most financial documents require
one or more approvals before they impact the General Ledger. The process usually begins with
workflow identifying all account numbers used on the document and requesting the approval of the
fiscal officers associated with these accounts.

Additionally, financial transactions eDocs include Accounting Lines and General Ledger Pending Entries tabs,
too.

Document Number vs. PO (or other) Number
OLE has inherited two forms of identification for eDocs.

1. A unique number used to identify each document. OLE assigns a sequential number to each document
when it is created, regardless of the type of document. It can be used in the simple and detailed
searches.

a. Identified in header of each document as “Doc Nbr”
b. Identified in Search fields and search results as “Document/Notification Id”

2. A unique ordering or invoicing number that is used with external vendors, such as Purchase Order # or
Payment Request #. This “Purchase Order #” is what is to be used when processing receiving or
payments/invoicing on an existing order.

Status: FIMNAL
Created: 04:16 PM 11/02/2011
Purchase Order Status: Open

Doc Nbr: | 4461
Initiator: ole
1287

Purchase Order #:

expand all collapse all
* required field

Status: FINAL =
Created: [02:26 PM 11/02/2011
Payment Request Status: |Department-Approved

Doc Mbr:
Initiator:

ole-abeal

ment Request #: 1077

== =]
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Type Title Route Status Initiator

[Line Item Receiving Line Item Receiving - PO: 1287 Wendor: YBP Library Services SAVED HUNTLEY, KEISHA
Line Item Receiving Line Item Receiving - PO: 1286 Wendor: YBP Library Services SAVED HUNTLEY, KEISHA
Purchase Order Purchase Order - Library Material_kyh_11021607 FINAL Admin, OLE
Requisition Requisition - Library Material_kyh_11021607 PROCESSED HUNTLEY, KEISHA
Purchase Order Purchase Order - Library Material_kyh_11021607 FINAL Admin, OLE
Requisition Requisition - Library Material_lkyh_11021607 FINAL HUNTLEY, KEISHA

eDoc Help Icons
The help icons, in the form of question marks “[?]”, that appear next to some fields, are not functioning for
OLE 0.3. If selected, you will only receive an error message at this time.

| Zuali.

cpen |ibrary enviromnnent

Maintenance = Administration

[ ] action list || 3] doc search |

In future releases, these will link to the OLE online help and user’s guide.

eDoc Data Entry/Basic Navigation

Element Reference / Description

—

box (a.k.a. edit box, text box, or entry field): A rectangular box in which you can type text. If the
box already contains text, you can select that default text or delete it and type new text. Use a
keyboard to type or clipboard to paste text and numbers into the field.

check box (a.k.a. selection box): A square box that is selected or cleared to turn on or off an
option. More than one check box can be selected. Use a mouse to click within the box to place a
check mark symbol to indicate the option is selected.

option (a.k.a. radio button, option button): A round button used to select one of a group of
mutually exclusive options. Use a mouse to click within the circle. The dot symbol indicates that
the option is selected.

list (a.k.a. drop-down menu, combo box, or list box): A box with an arrow indicating a list that
drops (expands) downward for viewing (may expand upward to take advantage of available
screen real estate). Click the down arrow icon to list menu options, and then click the text to

OLE 0.3 Drivers Manual | Fuallo
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highlight and select an option.

button (a.k.a. command button, action button): A rectangular button with a text label that indicates
the action to be performed. Use a mouse to click the button to initiate the action.

Shortcuts:

e Browser memory can be utilized to let you select from past entries. To see previous entries, double-
click in field.

e If you already know a code, you may manually enter it without using the lookup. When you tab to the
next field OLE will populate with the coded value.

Required Fields:
“* (asterisk)

Date Fields
Dates must be specified in mm/dd/yyyy format. Alternatively, you may select a date by clicking the calendar.

Standard links & buttons
Because OLE is a web-based application, hyperlinks and icons are used for navigation. Clicking hyperlinks
and icons allows you to drill down into document detail and to obtain additional information.

Accounting Lines \_
Accounting Lines 2]
Source

*
* Chart Nﬁ.lcnill.;l;:t/ Sub-Account
- T [ LS

Field Lookup
The round magnifying glass or 'lookup’ icon informs you when entered information must be selected from a
controlled source of data values.

Status Customer #
1 @& |

| ~

After selecting the icon, OLE either displays a list of valid values for you to select from or takes you to a form
that allows you to search for the value you need.
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Balance Type Code: ?

Balance Type Name: ?
Short Name: ?
Offset Generation: | Yes |© No ® Both [7
Encumbrance: |© Yes C No @ poth |7

search chanr cancel

In this example lookup form, you may

1. Enter one or more search criteria or leave all search criteria fields blank to retrieve all.
a. To specify search criteria:

b. Type data into any combination, all, or none of the listed search fields. (Most search fields
change letters to uppercase for the search.)

2. Use wildcards at the end of or within a string of characters to represent any character or characters.
The symbols * (denotes any number of characters) and % (denotes a single character) may be used as
wildcards.

a. % Caution: Use * only at the end of a word and only when you have entered a single word in
the field

b. If desired, to enter a range of numbers or dates, use any of these range operators: >, <, >=, <=,
and ..

% Note: The “..” operator may be used only between two date values. It may not be used
with a single date. All other operators are used before single dates.

c. Specify dates in the format mm/dd/yyyy.
d. Using logical operators & (AND) and | (OR) with multiple search parameters.
3. Click the search button to run the search.
4. OLE displays the list of applicable values that you have requested.
5. You may take one of the following actions by clicking the hyperlinks labeled a through ¢ below.

1S mems retrieved, displaying all items. @-—Q:u&um with nQ value

Balance Type p short Name Offsct Encumbrance  REturm
Code Generation value
e gf‘ivmumcrs - LABOR LEDGER 51 matancES | Yes No : preturm vale
AC ACTUALS (BALANCE SHEET) ACTUALS Yes No return value
AS ACTUAL STATISTICS ACTUAL STATS No No eturn value
88 ADJUSTED BASE BUDGET AD) BSE BUDG No No eturn alue
8s BUDGET STATISTICS BUDG STATS NO No return yake
ce CURRENT BUDGET gggz[m No No eturn valus
CE COST SHARE ENCUMBRANCES CST SMR ENCS  Yes Yes return value
EX EXTERNAL ENCUMBRANCE EXTERNAL ENC Yes Yes retyrn valye
(a) Click “return value” to select the code.
(b) Click “return with no value” to cancel the search (or click “cancel”).
(c) Click the name of a column to sort the retrieved values by that column.
’ -
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eDoc workflows & routing

(see each OLE Drivers Manual section for specific roles, permissions and workflows for each eDoc)

OLE eDoc automated workflow is based on the Rice product KEW (Kuali Enterprise Workflow) (KEW). [For
fuller information, please see the KES and Rice Appendix.]

OLE routes eDocs for actions such as approvals, acknowledgements and FY| notifications. Workflow options
are accessible via Action List (described below) and eDoc searches available from the main OLE menu.
Additionally, the Route Log tab on OLE eDocs is a workflow feature that allows you to follow the progress of
given documents throughout the approval process.

Basic Document Workflow Statuses
INITIALIZED (1) - request has been created but is not in effect

ACTIVE (A) - request has been activated and is in someone’s inbox
DONE (D) - request has been acted upon and appropriate processing completed

For a complete list of document statuses unique to each document (Requisition, Purchase Order, Receiving,
Payment Request), see its Drivers Manual section.

Workflow Action Buttons

Action buttons are like “enter” buttons for either completing certain activities on eDocs or routing the eDocs
through workflows.

. Description
acknowledge Signifies that you have responded to the acknowledgement action request. This button is
available only to users to whom a document has been routed for acknowledgement.
See FY1 below.
approve Signifies that in your judgment the document represents a valid business transaction in

accordance with institutional needs and policies. A single document may require approval
from several users, at multiple route levels, before it moves to 'Processed’ status.

[ blanket approve | Bypasses all subsequent levels of approval and immediately moves a document to
'Processed’ or 'Final’ status. Anyone who would otherwise have received the document for
approval receives an acknowledge request instead. This action may be taken only by roles
associated with blanket approve document permission, such as the KFS-SYS Manager
role.

cancel Denotes that the document is void and should be disregarded. Canceled documents
cannot be modified in any way and do not route for approval.

close Allows you to exit the document. The system displays a message asking whether you
want to save the document before closing. No changes to action requests, route logs
or document status occur as a result of a close action. If you initiate a document and close
it without saving, it is the same as canceling that document.

copy Allows you to create a new document based on the existing document. Not all document
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disapprove

BrrOr Cormection

Frl

reload

save

submit

types can be copied.

Signifies that, in your judgment, the document does not represent a valid business
transaction. A disapprove action from any single approver prevents a document from
posting to the GL or updating a maintenance table.

Allows you to correct documents by creating a new document that reverses the original
transaction. This feature can be used only on documents that have

completed the routing process and have been fully approved. Not all document types are
eligible for error correction.

Signifies that you have responded to the FY action request. This action is available only
to users to whom a document has been routed for FY|I. The difference between
acknowledgement and FY1 is that FY| requests can be cleared directly from the action
list without opening the document. FY requests also have a different effect on the
document status than acknowledgements. A document with no pending approval requests
but with pending acknowledge requests is in 'Processed' status. A document with no
pending approval requests but with pending FY requests is in 'Final' status.

Refreshes the screen and displays the most recently saved information. Changes that are
made but not saved prior to reloading a page are not maintained.

If you are the initiator of this document, allows you to save your work and close the
document. The document may be retrieved from your action list for completion and
routing at a later time. If your permissions allow you to edit enroute documents, you can
also save changes to an enroute document in your action list.

Moves the document (through workflow) to the next level of approval. After a document
is submitted, it remains in 'Enroute’ status until all approvals have taken place.

Action Lists & Workflow

In OLE, you receive workflow action requests for eDocs through your “action list”. This list provides
summary information about each document that requires your attention, such as document type, title, route
status, the type of action requested of you, who initiated the document, when it was created, and whether or not
you've received this request because you are delegate or a member of a group.

*login as one of the OLE sample user logins to assume different user roles, view Action List, or approve

eDaocs.

1.  Click [ action st |

OLE workflow retrieves all documents that you have initiated and saved and any documents that are routed to
you to approve, acknowledge, or FYI.
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Action List Backdoor 1d rorenfro is in use

preferences refresh Pérer

Action List

51 ttems retrieved, displaying 1 to 10.[First/Prev] 1, 2, 3,4, 5, 6 [Next/Last]

14 Type Title Status | o ACUOD . Initistor Deleqator Date Created ST Log
Distribution Of *

ANAS Distribution Of Income HUNTLEY 04:38 PM

3292 Income And ENROUTE  APPROVE KEISHA Y 09/28/2009 g

Exriense And Expense - TEST

2. Inthe action list, click the document Id hyperlink to open the document.

The system displays a set of buttons at the bottom of the screen. The buttons you see depend on your role and
the requested action.

save reload approve | disapprove close copy

3. Click one of the workflow action buttons.

Documents sent to your action list may request various types of actions from you. The most commonly
requested actions are:

o Approve: Verify that the transaction is acceptable. Approved financial documents continue routing to
additional approvers, or if fully approved, are included in the next update to the General Ledger.

o Acknowledge: View and acknowledge a transaction, without the need for giving formal approval. You
must open the document from your action list to clear it out. This type of action request is generated to
prior approvers and the initiator when a document is disapproved.

e FYI: A courtesy request allowing you to view the transaction or to clear the request from your action
list without viewing it. You do not need to view the transactions sent for FY1 routing.

Route Log

To understand where a specific eDoc exists in current workflow, and what if any actions are pending, open and
review its Route Log tab. The Route Log annotates an audit trail for the transaction, and lets the user know of
any pending actions or approvals.

L]
— T e
— s Lt
— — B R e
T g S—
’ -
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Route statuses

Approved The document has been approved. The document is now a valid business transaction in
accordance with institutional needs and policies. See note below.

Canceled The document is denoted as void and should be disregarded. This status is applied to a
document when an initiator creates a document and cancels it before submitting it for approval.

Committed = The document has been committed to the database. See note below.

Disapproved . The document has been disapproved by an approver.

Enroute The document has pending approval requests.

Exception The document has been routed to an exception queue because workflow has encountered an
error when trying to process its routing.

Final The document has been routed and has no pending approval or acknowledgement requests.
Documents in 'Final' status are considered approved in that documents in this status affect
the General Ledger or update Chart of Accounts values.

Initialize The document has been created but has not yet been saved or submitted.

Processed The document has no pending approval requests but still has one or more pending
acknowledgement requests. Processed documents are considered approved, so they impact the
General Ledger or update Chart of Accounts values.

Saved The document has been started but not completed or routed yet. The save action allows the
initiator of a document to save his or her work and close the document. The document may be
retrieved from the initiator's action list for completion and routing at a later time.
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Document Store (Docstore)

The OLE technical architecture includes a Document Store (Docstore) for the management of library resource
descriptions — including bibliographic and localized item descriptions (for OLE 0.3) and other document types
in future releases. Docstore technology allows for the storage of multiple formats for both standardized,
structured content, e.g., MARCXML and Dublin Core, and unstructured content, e.g., tables of content,
licenses in Word or PDF. In the future, the addition of new document types will only require re-configuration
of the Docstore rather than the restructuring of a relational database structure.

The Docstore links documents (both within and across document types) according to pre-defined business
rules, and Solr/Lucene allows for indexing and retrieval across multiple document types/formats. Docstore
also provides for version control, and OLE 0.3 allows users to either edit documents with a proof-of-concept
editor or checkout documents for editing. Future releases will support document check-in as well as a full
range of audit controls.

In OLE 0.3, the Docstore is prepopulated with bibliographic data in MARC and Dublin Core formats and a
few Item descriptions in a legacy system format.

As part of the acquisitions lifecycle, bibliographic and localized resource descriptions are either ingested from
selections made on vendor web sites and linked to financial eDocs or are created from scratch using an editor
that is available via financial eDoc data entry screens.

More information about searching within the Docstore and making edits to documents in the Docstore is found
below.
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Logging into OLE

Logging In:
When launching OLE 0.3 you will be automatically logged in with the default userid: ole-khuntley.

» Note: You can disregard the “You are not logged” message. This message will appear on the page until
you begin to navigate through the system. This issue will be resolved in later OLE releases.

’ -
| Zuali.
m Maintenance Administration

[ ] action list | (£ doc search You are not logged in.

Acquisitions Acquisitions Search OLE Beta 0.3 Legend

Purchasing/Accounts Payable Cataloging
/4 Available for test-drive with inherited Kuali functions
© Document Store Search & New or adapted OLE functions

@ Contract Manager Assignment Load Order Records
@ pavment Request

e

s Caution: In OLE 0.3, while logged in as ole-khuntley, clicking the Logout button will cause a system
error to occur. If you do attempt to logout and receive this error message simply click your browser’s back
button to return to OLE 0.3. This issue will be resolved in later releases.

Switching Users

In OLE 0.3 you have the ability to simulate being logged in as various users (sample users noted below). To
accomplish this, type the userid you wish to login as into the text entry box next to the Login button and click
Login:

N BT

Click to go back, hold to see history

J Provide Feedback

open library environment

["Login | Logout
(=1 action list | (32 doc search | g?"ﬁ Logged in User: ole-khuntley I oo [
4
¢ S—ryon
Acquisitions Acquisitions‘ d
Purchasing/Accounts Payable Catalogg.\(4
| ~r test-drive with inherited Kuali functions 3
9 Docume. =d OLE functions L
@ Contract Manager Assignment Load Or/?;*ﬁ.
& payment Reguest " 4
|| @ peceivina | 9 1oad’

The ability in this demo environment to simulate being logged in as various users, gives you the permissions
required to try out each stage of specific workflows where approvals or actions are required by multiple user
types. (Since this functionality is only meant for testing purposes, it will not be included in version 1.0 or
later.)

@When logged in as ole-khuntley and impersonating another user, you may switch the user you are
impersonating by again entering the userid into the text entry box next to the Login button and clicking Login:
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Logged in User: ole-khuntley Impersonating User: ole-rorenfro

To return to the original state - logged in only as khuntley - click the Logout button:

Logged in User: ole-khuntley Impersonating User: ole-rorenfro

User ID’s & Roles

OLE_Load
OLE_Selectors

OLE_Selectors_ serial
OLE_Super-Selectors
OLE_Acquisitions

OLE_Acquisitions_serial
OLE_ACQ-Mgr

OLE_ACQ_mgr_serial
OLE_RCV

OLE_Receive_Mgr

OLE_Invoicing
OLE_Payment
Fiscal Officers

OLE-VND Reviewer

(super user & foreign
purchases)

User Id
ole-jpaul

ole-cstan

ole-lreeder
ole-mandrew
ole-fermat

ole-smills

ole-hachris, ole-
kgeorge
ole-bperser
ole-mshaun

ole-msmith

ole-jshowalter
ole-abeal

ole-rorenfro, ole-
jaraujo

ole-eurainer
ole-khuntley

Permission Descriptions

Staff upload interface and Load Reports search

Create requisitions

No acquisitions authority- REQ would route to Acquisitions staff
to complete.

Use Order Holding Queue on own requisitions

(above, for continuing orders)
Same as Selectors, plus Assign any requisitions in OHQ

All of above, plus processing Purchase Orders, Purchase Order
Amendments, APO-automatic Purchase Orders, Vendor.

(above, for continuing orders)
All of above, plus approval actions for above users.

(above, for continuing orders)

Staff users for receiving documents (blanket approve), and can
create unapproved Invoices/PREQ

Same as OLE_RCV, plus can approve Receiving Correction
documents.

Create PREQ- Payment Requests (ie vendor invoicing)
Approve Payment Requests (ie Payment)

Account/CoA or Fund, functions outside of Purchasing workflows
Final approver of fund payments (holding point for post-
November financial integrations)- after invoicing Blanket
Approvers in OLE_Invoicing or OLE_Payment roles approve
PREQ

Approve NEW vendors created by Acquisitions staff.

“Note: If you have issues in any of the purchasing workflows, user “ole-khuntley” can perform most actions.
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Searching OLE

OLE 0.3 includes several forms of Search, in the Main Menu under “Acquisitions Search”. Many of these are
further discussed in the specific section of this Drivers Manual for each function, and each is still under
development. As OLE grows to include more document types (patrons, bibliographic formats, licenses, etc.),
OLE will create integrated Search capabilities, where the search functions will provide inter-operability instead
of some of the localized wildcards, limits on bibliographic fields, or other search-specific criteria below.
Library users will be included in future testing and development of OLE Search, building upon our emerging
search types for

1. Document Store Search — full Bibliographic searching

2. Acquisitions Search — includes limited Bibliographic searching
3. Order Holding Queue

4. Receiving Queue

5. Fund/ Balance inquiries

6. Load Reports

7. Lookups (referenced as needed in several sections)

8. Dup-check (simple) on ingest/load records

9. Custom Doc Search (inherited from KFS)

a. Doc Search button
b. Saving custom (session) searches

* the inherited searches in the Acquisitions Search menu of OLE are “transactional” searches only, with no
additional bibliographic fields added: Payment Requests, Purchase Orders, Receiving, Requisitions.

The “Doc Search” (button) appears in the upper-left-hand corner of the Main Menu:

| Fual

Maintenance = Administration

Acquisitions Acquisitions Search
Purchasing/Accounts Payable Cataloging

‘@ Document Store Search

@ Contract Manager Assi ent Load Order Records
@ Payment Request

‘@ Receiving @ Load Reports
'@ Requisition

Load Invoices

Load Bibliographic Records
Ingest

Load Order Records Purchasing,/Accounts Payable

9 Staff Upload

&
'@ Order Halding Queue

Load Invoil @ Payment Requests
oad Thvoiees ‘@ Purchase Orders

& Receiving
@ Receiving Queue
@ Requisitions
Load Bibliographic Records .
agrap @ Acquisitions Search
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http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Fstandardlinksandicons.htm
http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Fperformingcustomdocumentsearches.htm
http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Fusingdocsearchtofindadocument.htm

This button allows you to quickly search for any transactional or acquisitions document by Doc-type, by
Selector/initiator, dates, or document ID number.

What are you searching for? Select the appropriate Search.
e Limited bibliographic fields in Searches (OLE) - no “saved search”

Acquisitions Search (on bibliographic fields, and transactional eDocs)
Order Holding Queue (search on requisitions: actions on individual documents, or
Approve/Cancel/Calculate return for further action, group of requisitions)
Requisition eDoc search: search on Title, Author, Publisher etc. added to eDoc transactional
fields (selector, vendor, dates, doc id, delivery info, account/fund, etc.,)
Tips for these searches:
= If you know the exact words or phrase, enter the text wrapped in quotes
= |f you want to return hits for any of the words entered, leave off the quotes
= Use the same case (upper or lower) for all characters entered in a field — do not use
mixed case
= Use * only at the end of a word and only when you have entered a single word in the
field

KFS inherited transactional Searches

OLE 0.3 Drivers Manual

Payment Request

Purchase Orders

Requisition

Receiving

Some OLE searches include the option to name and save your searches, so they can be
repeated later. Named searches are available for Requisition, Purchase Order, Receiving and
Payment Request searches. A field for naming your search is at the bottom of the search
screen:

Searches |

* raquined fald

Frpei pLD_RDOE b
mitistest %
D et et Pl b Tl
Buate Creaded Frwm)
Bate Crnated Ta;
imet wmmmarm B U i Vi
Thganiration (i emeni esber|
Pl b #1
Wasndaw #1 LY
Fapipatii i (st Cada L
Pl s Chogcuniis s ibies e | %
Pl gpaesbum Fiomt
Deleerry [ smpas b
elewery Tai
Releremie 11
Redeiwiis 51
Relsisais 01
B rgehing Acoggnbing Les H
hrphing Bass Org Revess
Ana0ng Coatant Apgravis =
Ehart Codda =~
L ] 3
D ol Cadar LY
Ladpar Darmmant Trps! .

Faguistion SRabes!

Total gty
Soarch Rl Fypei | % [comnn Spaciic Dare | e Dass
Hamss Bhis search (aptisaal ]t

T - presys
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From the Searches drop-down box in the upper-right-hand corner of these search screens, you can access your
named searches, as well as other searches you’ve done in your current OLE session:

Logi Ls t
Logged in User: ole-khuntley

_ | Aug23REQ kg

_|Document Type=P0O; Date Created=from 09/02/2011;

Searches ﬂ

Searches Supplemental Search

Actions

-Named Searches

-Recent Searches -
Document Type=P0; Date Created=from 09/02/2011;
Document Type=0LE_PO; Date Created=from 09/02/2011; |
Document Type=0LE_PO; Date Created=from 09/02/2011;
Document Type=0LE_PO; Date Created=from 09/02/2011;

m

See individual sections of Drivers Manual to learn more about the Order Holding Queue, Receiving
Queue, Acquisitions Search, Load Reports (part of Ingest), or Docstore Search.

& Note: All forms of Search are still in development, and many will be expanded to include more
library material fields and filters on bibliographic or holdings elements. OLE Search will also be
streamlined so that special characters, diacritics, sorting, wildcards etc. are in place and behaving
more uniformly across all search functions.
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Document Store: Search for Bibliographic
Documents

Introductory information about Docstore is found above as one of OLE 0.3’s key concepts.

In OLE 0.3, the Docstore is prepopulated with bibliographic data in MARC and Dublin Core formats, and
a few Item descriptions in a legacy system format.

Browser Optimization

OLE 0.3, Docstore search is optimized for the following browsers.
e Internet Explorer — versions 9 and 8 e Opera—versions 11.5 and 10
o Firefox — versions 7 and 6 e Safari—versions 5.1 and 4
e Chrome —versions 10 and 9

For more details on optimizing browser performance or accessing linked PDF files, please see Appendix C
below.

Bibliographic Search

From the Main Menu, click on “Document Store Search.”

| Fuali.

open library environment Mainbenance Administration

[ =] action list |[F] doc search |

Acquizitions Acquisiions Search

Purchasing/ Accounts Payable ataloging

Bulk Receiving @ Documnent Store Search
Claiming

@ Contract Manager &ssignmeant

@ Payment Regquest

Load

@ Receiving @ Load Reparts
@ Requisition
Shop Catalegs Load Invoices

Wendor Credit Mema
Load Reports

Load Bibliographic Records

ezt Load Reports

Load Order Record
oa er Records Purchasing/Accounts Payable

@ staff Upload

Profile Builder & Electranic Invoice Rajects

@ Order Holding Queue

Load Invoi x‘?PagmentReguests
gad tnuolces @ Purchase Orders

Staff Upload e Eeceiving

Profile Builder “_"W

@ Reguisitions

Load Bibliographic Records - Uendpr_ Q‘Edlt Mernos
@ Acquisitions Search

Staff Upload

The following search screen is displayed:
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| F I- Provide Feedback
Uil o

open library environment

(] action list | () doc search | Logged in User: ole-khuntley

Document Store Discovery

Advanced Search

Document Category [ Work Sort By [ Title (A-2)

Document Type Bibliographic } C |

Document Format ALL

(Allof these _3) in Search Field: [ All }49

® AND O OR O NOT

All of these %) in Search Field: | All

[+] Add

P PR W e
{_Search ) ( Clear )

Bibliographic data in the Docstore can be searched in a variety of ways.

“Document category” is the general category of documents being searched. OLE 0.3 comes pre-loaded with
only bibliographic data, so “Work” is the only valid category search type.

For “works”, the valid Document Types are Bibliographic and Holdings. Release 0.3 contains only
bibliographic documents (and a few linked Item documents), though, so a holdings search will not return any
data.

Document format defaults to “all”’, but you can use this field to limit to a specific data format (i.e., MARC,
Dublin Core).

Two search fields are presented as the default, but more can be added by clicking on the “Add” link below the
second field. Standard Boolean operators (AND, OR, NOT) can be chosen to combine the search terms.
Truncation is not automatic in OLE 0.3; the truncation symbol is an asterisk. An asterisk can also be used as a
wildcard character within a word.

©:Known bugs:
o  “All of these” search selection searches for the words in the order they are entered.

e “Asaphrase” search selection does not search for the words in the order they appear.

e Special characters such as ‘&’ and ‘:” are searchable only if part of a longer phrase and the entire
phrase is wrapped in quotation marks. (If the quotation marks are left off, no hits will be returned.)

A default sort for the result set can be specified from either the search or the results screen. After all search
and sort parameters are entered, press the search button to run the search.

So the following search:
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Document Store Discovery

Advanced Search

Document Category Iwurk vi Sort By |Pub date (new-old) j
Document Type |Bib|iographic 'l
Document Farmat IMARC 'I

IDt*eIID IAIIthhese j in  Search Field: |Title |
T anp © orR & NOT

Ishak* IAIIthhese j in  Search Field: |[Author/Creator =1
[+] Add

Search |

returns works containing either “Otello” or “Othello” in their title, but not written by Shakespeare, with the
newest works listed first:

Limit Your Search... Sort By |Pub date (new-old) ;I IShUW 25 =
Your Search: {Title:{ot*ello)INOT{Authar:{shak*))
Author Limited to: (Mo Limits applied)
® Verdi, Giuseppe, 1-25 of 58 results [Bpand All] | [Collapse Al
1813-1901. (13)
B . 1. An examination of Verdi's Otello and its faithfulness to Shakespeate £ o
® Dyo7ak, Antanin,
1841-1904. (5
o ) . Suthor: Hawes, Jane.
. ?;5;':‘;5‘;'”;0“'“”» Publisher: Lewistan, K.Y, USA : Edwin Mellen Press, c1994.
. ®) Description: x, 137 p. :il. ; 24 cm.
® iesker, SArnold, 1932- (2) Subject:
® Colwell, C Carter. (1] Location:
Formst: Book
more. .. .
Doc Type: hibliographic
Subject Doc Formst: marc

Operas. (14) Wiew XL Edit XL

® Operas Excerpts. (5)

® Operas Vocal scores with 2. Put money in thy purse : the filming of Orson Welles's Othello £ r’s
piano. (3)
® Overtures. (3) Author: Mac Liammdir, Micheél, 1899-1978.
® Drama. (13 Publizher: London @ Yirgin, 1994,
: Description: 268 p. il ; 22 cm
more... Subject: English drama Film and video adaptations.
Location:
Format
Formst: Book
* Book (23) Doc Type: bibliographic

Doc Farmat: marc

Sound recording (20)

Wideo (9] Vs schdl | it enar |

A short selection of fields from the bibliographic data is displayed for each title.
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To refine your search, you can use the “facets” on the left-hand side of the results screen:

Limit Your Search...
aAuthor

* Yerdi, Giuseppe,
18131901 . (13)

® Dyo?ak, Antonin,
1841-1904. (5]

® Rossini, Gioacchino,
1792-1568. (5]

® YWesker, Arnold, 1932- (2]
® Colwell, C Carter. (1)

mare. ..

Subject

® Operas. (14)
® Operas Excerpts. (9]

® Operas YWocal scores with
piano. (3]

* Overtures. [3)
® Drama. (1)

mare ...

Format

® Book (23)
® Sound recording (200

Clicking on these returns a smaller, more limited search result set. Clicking on more than one facet reduces the
result set even further. The facets being used for limiting are shown at the top of the results index:

LimiE Your Search... Sort By [Pub date (new-old) x| [Show 25 =]
Your Search: (Title:{ot*ello))NOT(Author: (shak*})
Ty Limited ta: Verdi, Giuseppe, 1813-1901. B Sound recording B3
* Verdi, Giuseppe, 1-10 of 10 results [Expand Alll | [Collapse All]

18131901, (10)
1. Ballet music from Les Vépres siciliennes, Macheth, Don Carlos, Otella, Aida a

Subject Author: Verdi, Giusepps, 1813-1901.
Publisher: New York, NY : Sony Music Entertsinment, p1883

* Dperaz. (8 Description: Les Vpres siciliennes : les quatre saisans, act |1l, scene 2 (ca. 28:23) -- Macbeth : ballabile, from act |1l (3:56) — Don Carlos : le

® Operas Excerpls. (3) ballet de la reine, from act 111, scene 2 (15:38) -- Otello : ballabile, from act 111 (6:10) -- Aida : danza di piccoli schiavi mari, act Il, scene
® Orchestral music 1 ; ballabile, act Il, scene 2 (ca. 5:47) |1 sound disc © digital ; 4 3i4 in
Excerpts. (1) Subject: Orchestral music. Excerpts.
Location
Format Format: Sound recording

Doc Type: bibliographic

® Sound recording (10) Daoc Faormat: marc

Language Wiew XL Edit XL I
o Rtalian (9) 252D a

Author: Verdi, Giuseppe, 1813-1901.
Publizher: London @ London, p1931.
Description: 2 sound discs (129 min.) : digital, stereo. ; 4 3/4in
Subject: Operas

Publication Date

* 19605 (5)
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To remove a limit, click on the red [x] next to it above the search results:

Your Search: (Title:{ot*elloINOT{Aukhor (shak* )

Limited to: Yerdi, Giuseppe, 1513-190 ound recnrdingm

a2 aan s -

The search results are then re-displayed with that limit removed.

If you need to see more titles on a screen, each entry can be “collapsed” to show only its titles. All entries can
be collapsed at once by using the “collapse all” link in the upper right:

vimit Your Search... Sort By |Pub date (new-old} d IShow 25 d
Your Search: (Title:{ot*elloINOT(Authar:{shak* )

Author
Limited ta: Yerdi, Giuseppe, 1813-1901. B sound recordingB
® verdi, Giuseppe, 1-10 of 10 results [Expand A\ [Collapze All
1813-1801. (10}

1. Ballet music from Les Wépres siciliennes, Macheth, Don Carlos, Otella, Aida -
Sl 2. otello -
® Operas. (6
P @ 3. Great scenes from Verdi's Otello -
® Operas Excerpis. (3)
*® Orchestral music. 4. Highlights fram Otello v
Excerpts. (1)
e
Format
B. Otello. [Complete recording -
® Sound recording (10)
7. Otello -
Language
g Otello. -

OLE is designed to search data in a variety of formats. OLE 0.3 contains bibliographic data in MARC and
Dublin Core formats, both stored in XML. The record format is shown at the bottom of the bibliographic
information.

Just below the bibliographic details for each title are links to the XML versions. The “View XML” button
opens an XML version of the record in a new window or browser tab:

Thiz 2L file does not appear to have any style mformation associated with it The document tree 12 shown below

- =0AT-PRH xsi:schemal ocation="http fwww openarchives org/ O AT2 OF httpfwwrw openarchives. org/ OAT2 000 AT PIH xsd">
— <ListRecords>
— <record>
— <header>
<identifier>oaquod b wmich eduIT01-010752290<fidentifier>
<datestamp=>2011-09-27T01:37:45Z=/datestamp>
=setSpec=hathitrustpd=/setSpec>
</header>
— <metadata>
— <oal_dc:de xsi:schemal ocation="http /fwww openarchives. org/ OAT2. Woal_de/ http /frww openarchives. orgf OAT2 Oom_de.xsd"=
— =de:title>
Going public : what writing programs learn from engagement / edited by Shirley K Rose, Irwin Weiser.
<fde:title>
— <dc:subject=
English language--Study and teaching (Secondary)--Tnited States.
=/dc:subject>
=de:subject>Language arts (Secondary)--United States. </de: subject=
<dec:description>259 p. ,</dc:description>
<=dec:publisher>Logan, Ttah : TTah State Truversity Presz, </de: publisher=
=dec:date=2010 </dc:date=

OLE 0.3 Drivers Manual | Fuall@ 24

open library environment



Iltem Descriptions

Some bibliographic search results may include a link to an Item description, for those created during
acquisitions:

Farmat: Book
Doc Type: hibliographic
Daoc Farmat: marc

View XML | Edit XML |

You may select the Item link to see an “Item” description. There is limited data in the Item descriptions that
have been added to the Document Store. To return to the Bibliographic description, select the Bibliographic
link.

¥ Known Bug: The bibliographic information (e.g., Title) is missing from the Item description. To see it,
click the “bibliographic” link to return to the bibliographic description.

Authar:
Publizher:
Description:
Subject:
Lacation: Format:
Doc Type: item
Doc Farmat: marc

View ML | Edit 3L |

Editor

OLE 0.3 includes a proof-of-concept editor for MARCXML, but not for Dublin Core. (Editors for other
supported formats will be included in later releases.) Clicking on the “Edit XML” link below a MARC
description brings up the MARC bibliographic editor:
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a  Original cataloging agencoy Il:l.l
d  Modifring agency |||_||_
100 Main Entry Personal Name A
X
a Fersonal Hame Herbst, Ludalf
245  Title Staterert &
x
a Title IDas nationalsozialistische Deutschland -
b Remaindear of title Idie Entfesselung der Gewalt--Rassismus
¢ Statement of responsibility, etc. ILu-:I-:-If Herbst.
ZE0 Fublication, Distribution, etc g
X
a  FPlace of publication, distribution, ete. IFrank‘furt am hdain :
b Mame of publisher, distributor, ete. ISuhrkamp,
¢ [ate of publication, distribution, etc. |1QQE.
200 Physical Description A
o K
a  Estent |494. Mp

Diacritics and non-Roman characters may not display correctly in OLE 0.3, but will be fully supported in
release 1.0.

% Note: In OLE 0.3, the Document Store Search only allows for the searching and updating of
bibliographic descriptions. You cannot retrieve a bibliographic or item document and then create a
Requisition. You can only create Requisitions from the main OLE screen. See section on

Requisitions.
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Library Acquisitions: Purchase Library
Materials

OLE 0.3 focuses on selection and acquisitions functions, which are cornerstones of integrated library systems.
For a graphical representation of the OLE acquisitions workflow, please see the OLE 0.3 Acquisitions Routing
& User Roles: Reference Guide.

OLE 0.3 acquisition functionality:

e Creating Vendors

e Ingest Records

e Create a PreOrder/Requisition

e  Create Purchase Order

o Create Requestor

e Receive Library Materials

e Pay for Library Materials

e Encumber Funds/Setup Accounts

o Create/Edit Supporting Maintenance eDocs

Detailed discussions of each function appear below.
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Creating Vendors

Vendor Lookup

OLE 0.3 comes prepopulated with hundreds of vendor records (a type of complex Maintenance eDoc), which
can be used for creating requisitions, purchase orders, and payment requests. For demo purposes, we suggest
you use the following library vendors that we specifically created for OLE. The other existing vendors may be
experimented upon to test editing, creating new, or adding Divisions to existing vendors.

Vendor name Vendor search alias | Foreign/domestic
Aleph-Bet Books ABB Domestic

D. K. Agencies (P) Ltd. DKA Foreign

Otto Harrassowitz BBHARRAS Foreign

YBP Library Services BBYBP Domestic

Getting Started

All Acquisitions staff members in OLE are permitted to edit existing vendors, however creating new vendors
requires approval.

Miscellaneous staff may attempt to edit Vendors, but they will route to workflow for approval.

Selections staff ole-cstan
Acquisitions staff and managers may also edit or create new Vendors and they “blanket approve” the changes
with no further actions required.

Acquisitions staff ole-hachris
Acquisitions manager  ole-fermat

Finally, any roles not specifically identified for editing or creating new Vendors, will have their changes routed
for approval.
Vendor approver ole- eurainer

Lookup Vendors

To find the existing Vendor, choose “Vendor” from the Main Menu screen, near the bottom of the middle
column. This invokes the Vendor Lookup screen.
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Lookup and Maintenance
Chart of Accounts

A Account

& Account Global

s Account Delegate

A Account Delegate Glabal

& Account Delegate Model

& Account Delegate Global From Model
. Object Code

4 Object Code Global
& Organization

s Qrganization Rewview
/. Droject Code
s
i
&

o

ub-Account

i

ub-Obiect Code
ub-Obiect Code Global

o

Contracts & Grants

Requestor{ Patron) Lookup
@ Reguestor
Vendor

@ Wendor

Users may now enter any search terms. Wildcards are particularly helpful for searching vendors: *ybp*, harr*.

o) SR Vst || 3] ot pdech
Yendor Lookup -

Logged in User: obe -kbastley m

EaTe wn

* raquirad fiald

Vender Hamaey 07
Tax Mumher:
Vendor #: ||

~
Active Indicatort © o © owy & o

Vondor Typa: | d A
State:
Coamamndity Coda: %
S | S
wamrch | chear | canos
Doing a blank search shows you all the existing vendor records:
68 iterns retrieved, displaying all iterns.,
Actions ¥endor Name Sea_rch ¥endor m:_tiue Yendor State Lommodity ¥endor Supplier Diversity
Alias # Indicator| Ty¥pe Codes
ﬁsigrneate ACCOUNTING COMSULTANTS 2005-0 |Yes PO INDIAMA vendaorSupplierDiversities=[]
ﬁsigrneate ALEPH-BET BOOKS ABE 1000-0 |Yes PO MEW TORK vendaorSupplierDiversities=[3B]
%Sig;eate Baclk Up withholding, DV VWendor 4107-0 |ves D MEW YORK vendorSupplierDiversities=[]
edit create 5.0 p withholding PO Wend 4108-0 |7 PO PEMMSTYLYANIA dorSupplierDiversities=
T ack-Up Withholding endar = H PO vendorSupplierDiversities=[]
ﬂ Lreate Barnes & Moble.comn LLC 4005-0 |ves PO ALASKA vendorsupplierDiversities=[]
division shep =~
sf'\jitsigrneate BASIC CORP ACTIVE 1003-0 |Yes DV INDIANA vendorSupplierDiversities=[SB]
edit creste  |pacic YENDOR ESTATE/TRUST 1010-0 |, PO KENTUCKY darSupplierDiversities=[SB
Tvision - es PO vendorSupplierDiversities=[SB]

or you can search for specific vendors by name, search alias (which you input in the “Vendor Name” field), or
other information. As usual, truncation is not assumed, and an asterisk is the truncation mark. Clicking on the
vendor’s name from a search screen brings up a view-only copy of the Vendor eDoc.
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Options from Search (permissions based):

“View” is the option to just see a display of the record.

o

by checking to see if a foreign currency present.
“Create Division”- see below for further options.
“Edit” in the left-hand column brings up an editable copy.

Edit Vendor

The first tab contains general information about the vendor:

Yendor =

Doc Nbr: |4292

<% Known bug: If the Vendor is Foreign, that field is not populating in the “is this a foreign
vendor display”- this is an issue inherited from KFS. Users can determine if vendor is foreign

Status: INITIATED

Initiator: ole-khuntley

Created:

02:30 AM 10/27/201

I -
Document Overview

Document Overview

* pDescription:

expand all collapse all

* required field

\

Organization Document Number:

Explanation:

Yendor

Mew

old
General Information

General Information

106-0

Yendor #: |12106-0 Yendor #: 12
Yendor Parent v ¥Yendor Parent v
Indicator: | =% Indicator: | '°

Yendor Name:

TBP Library Services

Yendor Name:

[VBP Library Services

¥Yendor Last Name:

¥endor Last Name: ||

Later tabs include
Identification of data transmission formats between the vendor and the library:

= hide By Format { EDI )
old New
Transmission Format: EDI Transmission Format: EDI
Preferred ¥ * Preferred v
Transmission Format: | ' ©° Transmission Format:
Transmission Type: |SFTP Transmission Type: |SFTP

Connection Address:

Eocstole.dev.ole.kuali. arg

Connection Address: |docstore.dev.ole.kuali.org
User Name: upload User Name: |upload
Password: |*###+krs Password: |*###FFxs
Active Indicator: Yes Active Indicator: | [V

Various types of addresses associated with the vendor:
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L CUTT I AUUrEsS | FUKLAMADIC UNKUCK - LUNLUULUUK §

old

New

Address Type:

PURCHASE ORDER

* Address Type:

PURCHASE ORDER * c\

and other related pieces of information:

Address 1: 999 Maple Street * Address 1: |999 b aple Strest
Address 2: address 2: ||
City: Contoocook * City: |E0ntoocook
State: NH_ State: Wc\
Postal Code: 03229 Postal Code: (03229
Province: Province: |
Country: |United States * Country: || United States ;Ic\
Attention: Attention:
URL: URL: ||
¥Yendor Fax ¥Yendor Fax ,7
Number: Number:
Email Address: Email Address: |
Address { REMIT - Atlanta )
old New
Address Type: REMIT * Address Type: | REMIT 'I c\
Address 1: |P.0. BOX 277991 * Address 1: ||P.0.BOX 277951
Address 2: address 2: ||
City: |Atlanta * City: |[atanta
State: |GA_ State: lﬁc\
Postal Code: |30384-7991 Postal Code: |30384-?991
Province: Province: |
Country: United States * Country: |United States ;Ic\
Attention: Attention: |
URL: URL: ||
Urnrndnw Caae Urnemdnw Eaa

In each case, staff with appropriate levels of security can add, modify or delete data in the vendor record.
Changes can be saved by clicking the “save” button at the bottom of the document, or based on permissions,
users may “submit” or “blanket approve” to commit their changes to the database.

Create New

Creating a new vendor is relatively straightforward. From the Vendor Lookup screen, click on the “Create
New” button in the upper-right-hand corner. A blank Vendor eDoc is created. You should fill in the required
fields (marked with an asterisk), and as many of the optional fields as desired. For descriptions of all the

Vendor

Supplier Diversity \,
a Shipping Special Conditions \
a ¥Yendor Commodity Codes \
a Search Alias &% \
a ¥Yendor Phone Number \
a Acquisition Unit Yendor Accounts \
a Contracts \
a Notes and Attachments {1} \
I 8d Har Rariniante & chowr | \

fields, review the OLE Vendor Data Elements.
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Beta 0.3 (rev: 3218) 2011-11-07_23-21-1

L« Le it
Logged in User: ole-khuntley
/ | create new | .>

* raquired field
o

Vendor Name:
Tax Number:
‘Vendor #:

Active Indicator: | (7 ez ) No @ poth
Vendor Type: [=] @
Stata:
Commodity Code: | LY
Supplier Diversity: || [=]&

[ search |[ clear || cancel

A blank Vendor eDoc will open. All required fields are noted with an asterisk. Take note of all fields in the
primary “Vendor” tab.

-
< Provide Feedback
[Zuali.
open library environment 3
m Maintenance  Administration Bota 0.3
i ) G soorch) ST — i o
Vendor | Doc Nbr: 3824 Status: INITIATED

Initiator: ole-khuntiey  Created: 02:55 PM 11/04/2011

expand ail | | collapse ail
* required field

Document Overview e \
|
S ——
* Description: || =
Organization Document Number: | Explanation: .‘
| vendor S e —
New
General Information
Vendor #:
Vendor Parent Indicator: Yes
Vendor Name:
Vendor Last Name:
Vendor First Name:
Corporate Information
* Vendor Type: AN
* Is this a foreign vendor: | No %
Tax Number:
Tax Number Type: ) FEIN () SSN @ NONE
* Ownership Type: e
Ownarchin Tuna Catasary: m®

Some Vendor tabs, such as Transmission Format, require that you select the button in order to add new
formats, contacts, addresses, etc.

Be sure to select at least one “preferred transmission format™ on the Transmission format tab.

" Tranamission Format v hide

New TransmissionFormat
* Transmission Pormats [ EDI 8
* Preferred Transmission Format: ¥
* Yransmission Type: | FTP ¢ 5
Connection Address: |docstore dev ole kuali org
User Name: | upload
Password: | password

Active Indicator: ¥
-

% Note: In many of the other tabs, at least one address or contact etc. must have an “active indicator”
selected, else when the user tries to submit the Vendor eDoc, the system will display an error message. If you
input any information on the other tabs, then their local tab requirements are noted with asterisks as well.
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Additional tabs that are helpful to fill in include:

e Search Alias: multiple aliases can be entered for the vendor, and have applied optional alias types.
These can be used in future lookups as abbreviated forms of long vendor names, or to denote external
vendor codes, or standard address numbers (SAN).

e Acquisition Unit Vendor Accounts: this is where libraries can record local account information for
different departments purchasing authority within the same vendor eDoc.

| Search Alias - hide

New Search Alias

* Search Alias Name: |

Alias Type: |
Active Indicator: | [/

|

[ Vendar Phone Number ~ hide

New Phone Numbers

S E—

* Phone Number: |

Extension:

Active Indicator: | |/

o]

(" Acquisition Unit Vendor Accounts + hide

New Acquisition Unit Vendor Accounts

* Acquisition Unit's Vendor account / Vendor Info Customer #: [
e e =
* Account Number Owner (Organization Code): [ | %
Discount: |
Discount Type: [ [ |
Standard Delivery Carrier: [ |3
Standard Delivery Carrier Interval: [

Active Indicator: | [/

|

Remember to always use the “add” button when multiple entries are allowed for a data element in order to
ensure your changes are saved to the eDoc.

As with other OLE eDocs, when you have made all the desired changes, select “Save” to save a working copy
that you can return to and continue editing; “Submit” to commit your changes and submit the document to
workflow; or, “Blanket Approve” (if available, permissions based) to submit and approve your eDoc in one
step.

4 Known Bug: When creating a NEW vendor, if logged in as member of OLE_Acquisitions staff,
such as ole-fermat, the new vendor eDoc will be processed, but stops at approval. Ole-khuntley or
ole-hachris, managers, may create and blanket approve a new vendor.

Foreign Vendor

If the Vendor is Foreign, then additional fields are required, such as Currency Type in the tab below, and “is
this a foreign vendor” in the Vendor main tab. These data values will tie into future workflows and currency
conversion on requisitions, purchase orders and payment requests, as well as financial accounting with
university systems.
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Detail Information
e —
e —
Pre-Payment: || [+]
Credit card: [ [ ]
Taxable Indicator:
Minimum Order Amount: | |
Shipping Titles: || [=]®
‘Shipping Payment Terms: || [=] &
DUNS Number: [
Vendorvri:[
Confirmation: || |+ ]
Sold To Vendor Number: [ %

Sold To Vendar Name:

Restricted By Principal Name: | -

Restricted Reason:

Remit Name:
Activa Indicator: |Ves
Inactive Reason:

Vendor Divisions

The Vendor document offers a unique option from the Vendor Detail Lookup screen, called Create Division.
This option is available only for ‘parent’ vendors (that is, vendors for which the Vendor Parent Indicator on
the Vendor tab is set to ‘Yes’).

Vendor Lookup - eote new

* required field

Vendor Name:  harr*
Tax Number:
Vendor #:

Active Indicator: Yes O No @ Both
Vendor Type:
State:

Commodity Code: S

Supplier Diversity:

search cloar cancel

Vandor Name Search Alias Vendor & Active Indicator Vandor Type State Commeodity Codes
viTZ BBMARRAS 12111-0 D

MARRASSOW] Yes BQ

The Create Division option allows you to group vendor entities under the same corporate office with the same
Tax ID (‘parent vendor’). You might use this feature to add information about the separate divisions or
branches, without having to duplicate the corporate information. A division has a different name from the
parent.

This is an inherited function from KFS. Divisions must be used for full Customer Relationship Management
(CRM) type functions. However, if you want to account for a library organization’s specific Vendor account
number without creating a division, you may enter the customer number and the Organization Code for the
Account Number Owner on the Acquisition Unit Vendor Accounts tab. You may also add specific vendor
discounts associated with the library organization’s customer number, as well as Standard Delivery Carrier and
carrier’s standard interval of service (expressed as days/hours).
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Acquisition Unit Vendor Accounts |v hide_ \

New Acquisition Unit Vendor Accounts

* Acquisition Unit's Vendor account / Vendor Info Customer # : |5240HI
* Chart Code: [ BL - BLOOMINGTON NS *

* Account Number Owner (Organization Code): [HIST 'S

Discount: |25.00

Discount Type:

g

Standard Delivery Carrier: [FED X

9

y Carrier ‘ 4.0
Active Indicator: | ¥
add |

Don’t forget to select .

Workflows & Routing

See permitted users and routing in introduction. Some simple edits can be processed in one step, while some
users’ edits require approvals, and all NEW vendors require approval.

Vendor
Limvitwnd tafT i o vesdon, wenn lrwst cin Cree rarw
&
:E Wendow
B
il
K-
-8
B
o
5 -
E ( FitiAL H"l
3 = =
o

Vendor Data Elements & Description
For descriptions of all the fields, please see the OLE Vendor Data Elements list.
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Ingest Orders & Load Reports

Vendor EOCRs

Presently, OLE 0.3 provides sample Electronic Order Confirmation Record (EOCR) vendor order files to test
ingest of firm, fixed orders in MARC format. Future versions of Ingest will also be coded in new OLE
releases to include other order types, bibliographic overlay, and other holdings or library data.

To access the order files to test-drive Ingest, sample order files that validate to our current coded schema are
found at the OLE demo FTP site:

FTP Site: docstore.demo.ole.kuali.org
Username: demo
Password: demONovO1e

The sample Ingest EOCR files are available from
/opt/docstore/demo/Order_Records/Orders_To_Be_ Processed_By OLE
% If technical users prefer to modify some of your own library records to match the schema, and upload
those into the DEMO environment, we request that you limit your file loads at this time to no more than 10-20
EOCRs. This is out of courtesy to other users navigating the demo system, and to maintain overall
performance.

Getting Started:

While all users should be able to view/display Load Reports, we have created a specialized role for ingesting
order records in OLE,.

Ingest Records permissions ole-jpaul (or, ole-khuntley)

The Acquisition Ingest interface in OLE 0.3 can be launched from the Main Menu in the Ingest section under
the Load Order Records heading:
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Mainlenance Administration

|21 action list || doc search |

A quisition:
Purchasing/Accounts Payable

Bulk Receiving
Clairming
@ Contract Manager Assignrent
@ Payment Request
@ Receiving
@ Requisition
Shap Catalogs
Vendor Credit Memao

Ingest

vad Order Reco

@ Staff Upload
Profile Buildey

Load Invoices

Staff Upload
Profile Builder

Load Bibliographic Records

Staff Uplaad

Acquizitions Search
Cataloging

@ Document Store Search

Load Order Records

@ Load Reports

Load Invoices
Load Reports
Load Bibliographic Records
Load Reports
Purchasing/Accounts Payable

& Electronic Invoice Rejects
@ Srder Holding Sueus
@ Payment Requests
@ Purchase Orders
@ Receiving
@ Receivin ueue
@ Requisitions
Vendor Credit Mermos
@ Acquisitions Search

From this screen, select a file to upload and optionally provide input in the description field.

“*Note: Provided sample files match a hard-coded schema. Later versions of OLE will include a full ingest
wizard for multiple vendors and formats. We have provided sample YBP- EOCR files to support Ingest. OLE
demo users can use their own files as well if they can be modified to match the schema and do not exceed

maximum file size of 10 EOCRs.

Click the Add button to process the file:
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Acquisition File Upload

s Manage Batch Files

Selected Load Profile:

Upload Your File

| YBP EOCR Firm Order-ADD [~ |

Locate file To Upload:

| Choose File | kg-marc1030.mrk

Description Of This Upload:

[10.28 YBP Test Ingest

(add |

Batch Load Summary

Load Summary

:
=
a
]
| 2

Name Of Load Profile:

YBP EOCR Firm Order-ADD

User Id:

OLE6162502038

Counts :

TOTAL: 3 SUCCESS: 3 FAILED: 0

Name Of File:

kg-marc1030

No Of PO's Created:

3

Description:

10.28 YBP Test Ingest

N

%'Note: The OLE .3 confirmation message does not display or link to the full load report or successfully-
created bib documents or purchase order documents. This will be included in future releases.

Load Reports & Confirmation messages
If a duplicate ISBN number is detected within the file you attempt to upload, OLE will display details about

each duplicate record detected in the file. In addition, a file containing a EOCR for each failed record can be
downloaded from this screen under the attachments tab:

Batch Load Summary

Load Summary @1 \
Name Of Load Profile: | YBP EOCR Firm Order-ADD
User Id: |OLE6162502038
Counts : | TOTAL: 3 SUCCESS: 1 FAILED: 2
Name Of File: kg-marc1028
No Of PO's Created: '1
Description: |10.28 YBP Test Ingest v2

Load Failure Details [~ hide | \

ISBN: TITLE: Vendor Order Line No: | Error Id:
9780199580102 MEANING, MIND, AND MATTER : PHILOSOPHICAL ESSAYS. 99943744622 ISBN_DUP_FOUND
MEDIEVAL FRENCH MIRACLE PLAYS : SEVEN FALSELY
5781846822103 ACCUSED WOMEN. 99943744623 ISBN_DUP_FOUND
Attachments [id:] \
™ d
@ -

The Acquisition ingest process will also detect duplicate orders numbers within the file:
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Batch Load Summary

0

Load Summary [~ hide | 7%
Name Of Load Profile: | YBP EOCR Firm Order-ADD
User Id: |OLE6162502038
Counts : TOTAL: 3 SUCCESS: 0 FAILED: 3
Name Of File: kg-marc1028
No Of PO's Created: 0
Description: 10.28 YBP Test Ingest v3
Load Failure Details [~ hide | \
ISBN: TITLE: Vendor Order Line No: Error Id:
LOVE POEMS, LETTERS, AND REMEDIES OF OVID; TRANS. BY
9780674059101a DAVID R. SLAVITT. 99943744621 VEN_NO_DUP_FOUND
9780199580102b MEANING, MIND, AND MATTER : PHILOSOPHICAL ESSAYS. 99943744622 VEN_NO_DUP_FOUND
MEDIEVAL FRENCH MIRACLE PLAYS : SEVEN FALSELY
9781846822103c ACCUSED WOMEN. 99943744623 VEN_NO_DUP_FOUND
Attachments [+ hide | \

If you attempt to ingest a file that does not match the ingest schema you will get an error message:

Load Summary Inquiry

 hide .\L

(" Load Summary

Load v Detail

User Id:

OLEE162502038

TOTAL:

No Of PO's Created:

SUCCESS:

FAILED:

Description:

bad3S60-rich

Name Of File:

Bad350

Name Of Load Profile:

YEP EQCR Firm Order-ADD

Attached File:

Load Failure Records

Download Attachment

[ = 1 | gad Failure Records

Error Id: |3 ‘ ( Error Message: ‘General Load Failure ) ‘

Vendor Order Line No: | 00000000001

Load Reports

To return to any previous Batch Load summary, select Load Reports from the Acquisitions Search section on
the Main Menu tab:

| Zuali.

OLE

‘ Main Menu I Maintenance Administration

[ =] action list | (CE doc seare

@ Contract Manager Assignment <

Load Order Recor
@ pavment Request
9 Receiving

@ Requisition

.

& Load Reports

Load Invoices

°
.

|[Zuali.
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From the Load Summary Lookup page, optionally enter details about the file ingest and click the Search

button. The Batch Load Summary can be selected from the search results:

Load Summary Lookup

Description:

all
Name Of File: ||
User Id: ||

13 items retrieved, displaying all items.
Actions [ Load Id | User1d | Description
edit 1000 |OLE6162502038 demo 630a
edit 1001 OLE6162502038 701a demo
edit 1002 |oLE6162502038 |702a demo
edit 1003 |oLE6162502038 707a demo
edit 1004 |oLEs162502038 ot
edit |1005 OLE6162502038 demo test
edit 1006 |oLE6162502038 dupcheck demo
edit |1007 |oLE6162502038 kg-fri
|edit 1008 |oLE6162502038 10.26 YBP Test Ingest.
i tne lnieaiancnonaa 1A 28 VAD Tact Tnmact 12

% Known bug: “edit” is permission based and in testing- it will show a blank edoc

Id to see a past load report.

Load Summary Inquiry

" Load Fallure Records

rror 14 5 Ervor Message; Rublicate lahn Vendor Order 4003793082 1s0: 9789004188921
" Load Fallure Records
Error 1d: 5 Error Hevsage: Dulicate fsbn Vendor Order 99943793601 150K: 9700814633298

T Load Fallure Records

search clear )( cancel

Name Of File

|52400630a
[s2400701a
|52400702a
1524007072
|524007011
[52400706
52400702

| marc-fri
|kg-marc1030

Lrmarsinna

TITLE: MULTICULTURALISH
: A DIALECTIC

e

WORLD RELIGIONS.

RELATION

BY BRIAN MCNEIL.

HANDBOOK OF

. Please click on Load

In OLE 0.3 a successful ingest will produce a requisition and purchase order for each EOCR contained in your

file. Future releases will allow for the creation of requisitions or purchases orders with multiple order line
items. To view the requisition and purchase order click the doc search button from the Main Menu tab:

| Zuali.

OLE

[[=] action list (& doc search | :>

| Acquisitions

Maintenance Admin

Purchasing/Accounts Payable

& Contract Manager Assignment
@ Payment Reguest

& Receiving

& Requisition
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Optionally enter any appropriate search criteria and click the search button. Included in the results should be a
requisition and purchase order for each EOCR successfully ingested. The vendor order id (982a field) will be
a part of the Document Description which will then display in the Search Results “title” column:

TwelpEro S
Imitiator: [ %
Document/Notification Id:
Date Created From: [11082011 (2
O e——
Document Description: [T5342744220]
Organiation Document Numhes:
Purchase Order #:
Requisition #:
Vendor #: | LY
Purchase Order Chart Code: [ |/
Purchase Order Organization Code: A
Requestor Name:
Assigned To User:
Delivery Campus: l— 3
Contract Manager: %
Previous Purchase Order #:
Purchase Order Last Transmit Date From: | |
Purchase Order Last Transmit Date To: | 7|
Date Required From: | |
Date Required To: [ |
Date Required Reason: || [=] &
Receiving Required: | (7) ve: (0 ng @ goth
Payment Request Positive Approval Required: | () vo: () pg @ poth

8 items found. Please refine your search criteria to narrow down your search.

8 items retrieved, displaying all items.

Document/Notification It TypE Titte
4401 Purchase Order Purchase Order - YBP_Firm_Ingest_kyh_103111_89943744621
4399 Requisition Requisition - YBP_Firm_Ingest_kyh_103111_99943744621
4398 Purchase Order Purchase Order - YBP_Firm_Ingest_kyh_103111_89943744621
4397 Purchase Order Purchase Order - YBP_Firm_Ingest_kyh_103111_99943744622
4396 Purchase Order Purchase Order - YBP_Firm_Ingest_kyh_103111_89943744623
4392 Requisition Requisition - YBP_Firm_Ingest_kyh_103111_99943744623
4391 Requisition Requisition - YBP_Firm_Ingest_kyh_103111_99943744622
4390 Requisition Requisition - YBP_Firm_Ingest_kyh_103111_99943744621

To view these documents click on the Document/Notification Id hyperlink:
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Purchase Order ]

( Document Overview

Document Overview

[whide] \

* Description: YBP_Firm_Ingest_kyh_103111_89994374462.

Purchase Order Detail

Financial Document Detail

Chart/Org: |UA / VPIT

Organization Document Number: i

* Year: |2012

Receiving Required: |Yes

Contract M

: |AUTOMATIC PURCHASE ORDER

Assigned To User:

Use Tax Indicator: |Yes

Order Type: |Firm, Fixed

e Delivery » show \

(" vendor [» show \

(" stipulati \
ipulations

[ el _ | Ty \

From the purchase order screen, OLE 0.3 provides the ability to view and/or edit the bibliographic information
for the ordered library resource by clicking on the edit button within the Titles tab:

=

Titles

whde] \

No. =
Item Item S List
Line Type Quantity P::ts UOM/ DESCEIption Price Discount
#
Item 1 //
EA LOVE POEMS, LETTERS, AND REMEDIES OF OVID; TRANS.
Qty 1.00 1 EACH BY DAVID R. SLAVITT.,OVID, 43 B.C.-17 OR 18 26.95
27 A.D,CAMBRIDGE HARVARD UNIV PRESS 2011
b Bib - . ? '7
- Editor edit Title LOVE POEMS, LETTERS, AND REMEDIES OF OVID; TRANS. BY Author OVID, 43B.C-17 C
1 Item
oetons | category i
Notes
[ show | Accounting Lines

Using the Bibliographic editor, changes can be made to the bibliographic description.

Note: Later versions of OLE will implement business rules for cataloging and editing of bibliographic
descriptions (and their associated item descriptions) post-order placement.
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Click Save to save the changes.

’ mm
| HRenzx2li.
OLE

Bibliographic - MARC XML Editor

uuiD 47eba951-cddd-4b2c-88ea-0553181071f4 L] Save @) Reset [ Download

Leader and Control Fields
Leader &

100436nam 2200145z 4500 \

001 Control Field E]
110630n oA\l |[\|lundu \

003 Control Field &
005 Control Field s
008 Control Field &
020 ISBN &
a ISBN |9780674059101jlkjhIkjhikhj ‘ %
040 Cataloging Source L
100  Main Entry Personal Name dh
) ” H
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Create a Pre-Order/Requisition

All orders begin in OLE as Requisitions. Requisitions or ingested vendor files are processed into Approved
Purchase Orders, or can be saved in support of ongoing Selection activities.

Getting Started:

Log into OLE using one of the following IDs based on the level of permission you have selected to test drive.

“Note:: When logging in as a new user, you do not need to first log out.:

Users who can create a requisition, that, when all required fields are entered and business rules are satisfied,
becomes an automatic/approved Purchase Order transmitted to Vendor:

Super-user ole-khuntley

Acquisitions staff ole-fermat

To simulate workflow of Selections staff, and only submit a saved or completed Requisition that still requires
Acquisitions staff to approve and complete a Purchase Order:
Selectors ole-cstan

Then this submitted requisition appears in the Action List of Acquisitions staff to complete the Purchase
Order, such as Approval only, adding Vendor, Accounting lines, or other required fields. Approvers include
the Acquisitions Staff or managers above.

See a complete list of all available users and their permission in the eDocs key concept section above.

» Note: Currently any authorized user of a Requisition eDoc can process it into an Automated Purchase
Order if all business rules and required fields are satisfied for firm, fixed orders. In future, the inherited routing
rules and business rules will continue to be modified to prohibit Selection-staff from submitting an order (i.e.,
via Account codes).

The menu item for manually creating a requisition can be found under the Main Menu tab, in the Acquisitions
section, under Purchasing/Accounts Payable:
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| Zuali. —

(=] action list | (2 doc sea

@intenance Administration

‘_ Acquisitions | Acquisitions Search

Purchasing/Accounts Payable Cataloging

@ Document Store Search

& Contract Manager Assignment Load Order Records
& payment Reguest
@ Receiving @ Load Reports

Load Invoices

V] Reguisition ‘—

Load Bibliographic Records

| Ingest

Load Order Records Purchasing/Accounts Payable

@ staff Upload o
A Ot & order Holding Queue

@ pavyment Requests
Load Invoices & purchase Orders

& Receiving
& Receiving Queue
#@o et

anuici Hane

Manually Creating a Requisition

After clicking the requisition link (as described above) you should see the Requisition screen. By default, the
Document Overview tab will be open and several of the form fields will be pre-populated with data such as
Description and Year.

24 Possible Bug: If the Chart/Org field is not filled in, please enter UA or BL.

Within this form, if the Receiving Required field is selected, payment cannot be requested in OLE until the
receiving process is complete. Even if you keep Receiving Required un-checked, a Receiving Threshold
business rule will offer a secondary business check (i.e., maximum allowable without physical receiving).
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OLE

| Maintenance = Administration

(5] action list | (8 doc search |

Requisition = t

Document Overview v hide \

Document Overview

* Description: ||Library Material_kyh_10141949 ’

/ Expl

Organization Document Num! =1

Financial Document Detail

. (“vear 200

Requisition Detail

Chart/Org: ua / vPIT &
Receiving Required: [ * Payment |
Use Tax Indicator: Yes
Order Type: |Firm, Fixed EI
e Delivery » show \

Delivery Information
To view the Delivery section of the requisition form, expand the Delivery tab by clicking the show button:

Requisition H

(" Document Overview v hide N\

Document Overview

|Library Material_kyh_10261856

—

* Description:

Organization Document Number:

Financial Document Detail

* Year: |2012

Requisition Detail

Chart/Org: |ya / veIT &

Receiving Required: | [

Use Tax Indicator: Yes

Order Type: IFirm, Fixed IZI

‘ Delivery \

The required fields on the delivery tab include: Addressl, Room, City and Country. These fields can be
automatically filled in by selecting a building from the list of buildings within OLE.
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$_Note: When implementing OLE, libraries can update the Building maintenance eDoc with their own
building designations.

To select a building click the magnifying glass icon 2 within the building field.

Dalivery w hide \
Final Dalvery
* Delivery Campusi BL - BLOOMINGTON 1
Bullding: . wiilding mob Found w0l a6 dedoul Duiding Ph
* Address 1:
Address 2: | D
* Room: | Date Req
* City: |
State: . e
Postal Code:
* Country: .

Recaiving Address

As a result OLE will display a Building Lookup page. From this page, you can search for and select a
building/address which will be populated back into your requisition form (screen print below).

DNote: If you select Wells Library as your building, you can use room 064 to indicate the receiving dock.
You can accomplish this by searching for Wells* as the building name during the Building Lookup.

| Zuali.

OLE

Maintenance Administration

(=] action list | (8 doc search |

Building Lookup [zl

Campus Code: |71 Y
Building Code:
Building Name: |
Active Indicator: | @ ves () No () Both
- = o 2 = r - - -
Click ‘return value' to S ———
P _. search |()clear )( cancel |
cede this — =
building/address into
197 items retriy@ymm&'M 100.[First/Prev] 1, 2 [Next/Last]
e "
[ Retfirn Valy/- Campus Code I _Building Code Building Name
jEetum valte 70 BL BLOO1 Law
return value BL BLOOS Poplars Parking
return value BL BLO0SC International Programs
return value BL BLO11 Mathers Museum
return value | EL BLOLIK CRAFT
return value BL BLO13 Glenn Black Lab
return value BL BLO13A Student Legal Services
return value | BL BLO13B Student Ethics/Alcohol-Drug Info Center
return value | BL BLO13Y Latino Cultural Center
| BL BLO14B 701 E 8th St
| Zuali
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Any required fields not populated through the lookup process will have to be manually filled in or looked up
using the magnifying glass icon next to the field (such as Room Number):

é Delivery ~ hide | R

* Delivery Campus: |BL - BLOOMINGTON &

Building: | 1nternational Programs (%) [ building not found | [ set as default building |

* Address 1: 201 N Indiana Ave

Address 2:

City: |Bloomington
State: |IN
Postal Code: |47408-4001
* Country: |United States
Receiving Address

Vendor Information

To input vendor information in the requisition, expand the vendor tab by clicking the show button next to the
tab. Similar lookup and data population steps can be performed for the vendor as are described above for
delivery address lookup. To search for a vendor, click the magnifying glass icon next to the Suggested Vendor
field:

( Vendor [= hide | Al
Vendor Address
Suggested Vendor: || \ &) [clfar vendor |
e

Vendor #:

Address 1: [
Address 2: [
Attention: l

The result will be a Vendor Lookup screen where you may search for and select a vendor for the requisition.
To generate a purchase order through the creation of this requisition it is important to search for and select
vendors of type “Purchase order” (which is part of the search criteria on this page).

OLE has built in functionality to support both foreign and domestic vendors. Using a foreign vendor will
require you to take the extra step of entering the Foreign List Price (illustrated in the instructions below).
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Foreign and Domestic Vendor Options

Vendor name Vendor search alias | Foreign/domestic
Aleph-Bet Books ABB Domestic

D. K. Agencies (P) Ltd. | DKA Foreign

Otto Harrassowitz BBHARRAS Foreign

YBP Library Services = BBYBP Domestic

The example below illustrates using YBP Library Services as a domestic vendor and D.K. Agencies as a
foreign vendor.

&@To search for YBP Library Services, type yb* into the Vendor name field, and click search:

(To search for D.K. Agencies, type dk* into the Vendor name field, and click search)

| Zuali.
OLE

m - : - e

(=] action list | (g doc search |

Vendor Lookup

Vendor Name: [ “yb’

Tax Number:
Vendor #:

Active Indicator:- .o

— - -
Vendor Type: |[Purchase Order

State: |
Commodity Code: ‘ Q
Supplier Diversity: ‘ E] [

. search [ clear cancel

53 items retrieved, displaying all items.

| R;turn Vz;iu \ Vendor Name | Search Alias | Vendor # @ Active Indicator | Vendor Type State

return value  |ACCOUNTING CONSULTANTS | |2005-0 |Yes PO | INDIANA

return value 7LEPH-BET BOOKS ‘ABB 7'1000-0 |Yes PO i NEW YORK
”|Back-Up Withholding PO Vendor | _|4108-0 jfersr |PO ;E’EN!\!SYL\{ANZ

weturn value

This same process can also be used to lookup and populate further vendor information (including vendor
ID/Customer #) by looking up the Acquisition Unit’s Vendor Account/Vendor Info Customer #.
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Vendor EL"E] \

Suggested Vendor: vgp Library Services '3 | clear vendor |

Vendor #: |12106-0

Address 1: |999 Maple Street Y

Address 2: I

Attention:

Vendor ™ “_

Acquisition Unit's Vendor account / Vendor Info
Customer # :

Notes To Vendor:

If you selected YBP Library Services in the vendor lookup (previous) step, when you search for the customer
#, you will be presented with two options to select from on the Acquisition Unit Vendor Accounts Lookup

page:

(= action list | () doc search |

Acquisition Unit Vendor Accounts Lookup [

Acquisition Unit's Vendor account / Vendor Info Customer # : |

Chart Code: | E] Y

Account ber Owner (Or ization Code): X

Active Indicator: | @ ves ) No () Both

|

|

| [ search |( clear || cancel |
| Conscianin D AR s B Wl

2 items retrieved, laying all items.
| Return Value Acquisition Unit's Vendor account / Vendor Info Customer # Chart Code Accoul
_J15240 BL LIBR
/ 5223 BL FOLK
rt options, | spreadsheet | XML

Titles or Library Materials

On the requisition page, expand the titles tab to fill in information about the library resource(s) being ordered.
On this tab, multiple ordered resources can be added to the requisition by filling in all of the required fields
and clicking the Add button. If you are using a foreign vendor, you must also fill in the Foreign List Price
pertaining to the item. OLE will then calculate for you the US Dollars Unit Cost.

To add information about the person requesting the title to be ordered, please input a new Requestor.
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5 Note: see below for sequential tip on inputting bibliographic information before “add” line item.
Titles [+ hide | N\

‘ [ \ [ [ [
Item * Item . No. of ik * s " ; Discount * Unit Extended Tax Total
T Tvpe Quantity ‘ Pa uoM 1 Description List Price Discount Tae Cost Cost Amou"t\ AN it
# | |
‘ ‘ | i .
ey = [fo 1 | 1 A |® | o 0.00

EACH

Foreign Currency Conversion

Currency Type * Foreign List Pric® Foreign Discount D.ir“:e"“‘ Foreign Discount Amt Foreign Unit Cost Exchange Rate
Indian Rupee \ [2300.00] / [%[~] 49.28734
Bib | [cesenew | S Requestor— | REEDER, LEWIS &
= |
[ Format | [v]| Ccategory ‘ = Itm.Prc.Src Publisher [~ Request Source Staff [~] ‘
L | | [
‘ [ setup | [ remove accounts from all items | [ remove codes from all items | | expand all accounts | [ collapse all accounts | [ clear all tax |

Although this is not apparent by looking at the Titles tab, the bibliographic Title and Author fields must be
populated as the minimum input via the linked Bibliographic Editor. The linked editor will populate a
concatenated Description into this Requisition line item. If these fields are not filled in, the requisition cannot
be approved (later in the process). If you fail to fill in the required information in the linked editor, and
attempt to approve this requisition, OLE will display the following error message: Description in Item X is a
required field.

@ Titles
Add Item g
Item * Item = No. of Discount * Unit Extended Tax Total Route To Public s
Line Type Quantity. Parts uoH Type Cost Cost A A R View Action
#
EA
oy [ fiw 1 | e [=E B
EACH = )
< Bib = —— |_add
Bib Info: Editor create Title Requestor HUNTLEY, KEISHA Y ' |
< Request Vendor Item ,7
Options Format i l C 5 Souice Staff j I ey

Bibliographic Editor:

Additionally, from the requisition form, bibliographic information about the item can be created (or edited for
an existing record) by clicking the create or edit button in the Item area under the Titles tab:

(ities [whee] \
Add Item
Item * Item No. of U s * List
Line Type Quantity Parts UOH De=cription Price
#
EA
oty [x]| [roo [1 N 0
EACH
i . Bib .
Bib Info: " Editor create Title | Author
B Item
Options Format :E Price
Carepaty Source

@ Tips on Editor for known development issues.
Users must complete the line item and linked bib in this sequential order. This will be fixed in future
releases.

OLE 0.3 Drivers Manual | Fuallg 51

open library environment



1. New line items: First “create new” to launch editor & save your bibliographic data, and then add
transactional data to the line (qty, price, category etc.). After both are complete, click on “add” to save
the line. This should update and link the bibliographic document and populate the Description field.
Then depending on the document, finish with rest of edits, add accounting lines, calculate, save etc.

2. Editing existing line items: Click on “edit” button to edit the linked bibliographic description of the
existing line item. When completed, you will be returned to your working purchasing eDoc.

You will not yet see your revised Description from the updated bibliographic description, until you
complete further actions on the overall purchasing eDoc, such as Save, Submit, or Blanket Approve. If
you are only saving your eDoc, and wish to see Description updates, you may need to SAVE or SAVE
& RELOAD the eDoc AFTER making updates in the bibliographic description in order to update the
Description field with linked bibliographic changes-- prior to Submit or Blanket Approve

Enter applicable information for the transactional line item and click Save.

| Senxxalli.

open library environment

Bibliographic - MARC XML Editor

uui [[J] Save #* Reset [ Download
Leader and Control Fields
Leader o
001 Control Field L]
003 Control Field o
005 Control Field £
008 Control Field el

Data Flelds

020 ISBN o

a ISBN o
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After the Add button is clicked, the bibliographic information will show up in the eDoc’s Current items
section. To add accounting information to each of the line items you have added, click the show button next to
Accounting Lines:

a Titles « hide \
Add Item (2]
Item * Item it No. of
Line # Type SRR EE Parts L LGS
[EA
ety [=]| [1o00 [ o
EACH

= < Bib E

Bib Info: Editor | create Title I

Options Format IEI Category |

| setup distribution | | remowve accounts f

P ———
{ Current Items

IEA
[1.00 [ o)
EACH
E ) Bib . ——— —
.. [F1® Bib Info: Editor I create Title ITeam of Rivals: The Political
Options Format IEI Category |

> show | Notes

1@'_& ccounting Lines

——

In the Accounting Line section of the requisition form, the required fields are Chart, Account Number and
Object.

Suggested Data Values to use:
Chart: BL

Account Number: 2947500
Object Code: 7119

A full set of valid demo values are available in the Chart Code/Account Appendix.

The example illustrated below uses the following values:

Chart: BL
Account Number: 2947489
Object Code: 7119
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When these values are entered into the fields, OLE will look up and display the text value associated with each
of the codes.

I Caution: It is important to select the chart code. The account number and object code look-up will
not work properly if the Chart code has not been selected:

| »show | Notes
1 f T
v hide | Accounting Lines
Accounting Lines H

§Source
~ *cChart | * Account Number Sub-Account | * Object
[BL_[+] | [2947489 S 3 s &
1E‘_DCH»%IT'».:E"CH’. iFF.ET'.C-a‘ B ITALIAN MONOGRAPH APPROVAL

|

Apply Multiple Accounts to Line Items

OLE allows you to add multiple accounting lines for each transactional line item. To add additional

accounting lines, populate all required fields (Chart, Account Number, Object and Percent) and click the Add
button:

_v hide | Accounting Lines X

Accounting Lines 4 s

|Source ‘
| * Chart * Account Numb | Sub-Account

[ o] |mowmems & f 3

Org Ref Id *pollar$ | * Percent /f

%ﬁ l0.00 Mo
| - :

If the total percent amount for all of the account lines does not equal 100%, the system will display an error
message.

You must ‘Add’ at least one accounting line for each item. If you do not, and attempt to approve this
requisition, OLE will display the following error message: Item 1 does not contain at least one account.

Adding at least one Accounting Line (with 100 in Percent) to each transactional line item will resolve this
error.

@1 you know the Chart, Account, and Object code you will use, you can skip the Lookups, enter the

data and use your keyboard “tab” to navigate between the data entry fields. If the value is valid, OLE
will populate it from the selection/lookup lists.

On the Additional Institutional Information tab there are further entry fields required for the requisition. The
method of PO Transmission is set by default to the preferred method in the vendor record. If the method of PO
transmission is selected as “NO PRINT”, an EDI file representing the purchase order resulting from this
requisition will be automatically created and FTP’d to a test server. The “PRINT” option should be selected if
the vendor does not have access to FTP and needs a printed copy of the purchased order. Several of the fields
of this tab are automatically populated with information. Required fields on this tab also include Requestor
Name, Requestor Phone and Requestor Email. If any of these fields are blank upon submission the system will
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display an error notifying you of required fields mission.

—

dditional Institutional Info

Additional

* Method of PO Transmissiolg

[+ hide | \

* Requestor Name:

* Cost Source: ESTIMATE

|
al
* Requestor Phone: |
al

|

Contact Name: ] { * Requestor Email:
Contact Phone: ‘ Reference 1: |
il ! !
Contact Email: ] Reference 2: ‘|
PO Total Cannot Exceed: Reference 3: ‘|

Before the requisition form can be submitted, the Calculate button - which appears at the bottom of the screen

must to be clicked:

[ Account Summary

> show_

-
View Related Documents

» show

View Payment History

[» show

Notes and Attachments (0)

» show |

(" Ad Hoc Recipients

» show

-
Route Log

| » show

calculate | (Jsubmit save |( blanket approve )( close ) cancel )

C) i

e The Submit button sends the form to the next person in the workflow chain.

e The Save button allows you to save the requisition to come back to it later.

e The Blanket Approve button fully approves this requisition without the need for any other approvals.
The Blanket Approve button is permissions based - not all sample logins will have this option.

o The Close button closes this requisition. Clicking the Close button will cause a prompt asking you if
you would like to save the document before it is closed.

e The Cancel will completely delete the requisition changes, but will show warning message first.

If during your creation of a Requisition in OLE you would like to generate a purchase order without any
further approval being required, select the Blanket Approval button for your requisition. As a result, OLE
will automatically create the purchase order.

After clicking the Blanket Approve button on you will be returned to the Kuali OLE Main Menu.

Creating a Requisition Using the OLE Webform

Getting Started:

OLE 0.3 provides a demo Webform which is meant to simulate a request that would originate from an
implementing Library Website. Because the OLE Webform was developed for demo purposes only, the screen
does not contain any validations.

The menu item for the Webform is labeled PreOrder Service and can be found on the Administration tab, in
the Testing Section under Testing:
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| Zuali
uall.
open library environment
Main Menu

Maintenance

(=] action list | (2 doc search |

d Administration .

| System Configuration
Identity Functional
& person @ Configuration Viewer
@ Group & Data Mapping Field Definition
9 Role @ Document Type

@ permission
@ Pprocessing Unit
& Responsibility

Security

@ Attribute
@ Definition
@ Model

@ principal

Locations

@ Campus

@ Country

@ County

& Ppostal Code
9 province

@ state

Reference

& Address Type
@ affiliation Tvpe
& Campus Tvpe
@ Email Type

@ Entity Tvpe

& External Identifier Tvpe

& Name Type

& phone Type

& Role/Group/Permission/Responsibility Tvpe

@ Functional Field Description

@ Message Of The Dav

& Namespace

9 parameter

& parameter Component

& parameter Type

& Routing & Identity Management Document Type Hierarch
& system Options

Technical

@ workflow Attribute
@ XML Ingester

(=

Data Dictionary

@ view Data Dictionary Configuration

Electronic Invoice

Webservices

O :Fiuoiiler Servica /

@ Default Table Column
9 Default value
& Default Table Column Value

Using the Webform to Generate a Requisition:

After clicking the PreOrder Service link (as described above) you should see the Webform screen. The

Webform allows you to make a request via Citation, Open URL or based upon item details entered in the Web
Form depending on the option you select within the form:
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e
(] action list | (£ doc search |

@ Citation
) Web Form
) Open URL

Select an Option

Citation String

Requestor Type PATRON E]

Requestor Notes

Requestor First Name
Requestor Last Name
Requestor Address1

4 OLE 0.3 offers simple webform processing and simple citation parsing based on the citation
example below, or other simple user/webform inputs. The open-source tools being used for more
complex citations and URL resolver are still being debugged, and users may see errors for this
functionality still in development.

To submit the Webform via Citation, select the Citation radio button and enter your Citation into the Citation

String field. In addition, optionally enter notes in the Requestor Notes field, and details about the requestor.
Then, click the submit button:
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Main Menu Maintenance Administration

(=] action list |[CE doc search |

© Citation
) Web Form
) Open URL

Select an Option

|Morgan, James P., James M. Coleman, and Sherwood M.
—. Gagliano. 1963. Mudlumps at the mouth of South Pass,
|Mississippi River; sedimentology, paleontology,
|structure, origin, and relation to deltaic

Citation String ‘processes. Baton Rouge: Louisiana State University
|Press.
v 4
Requestor Type F'ATRON E]
Testing the webform with a citation.
Requestor Notes
£|
Requestor First Name 1 Jane
Requestor Last Name Doe
Requestor Address] I1 Main Street|
Requestor Address2
Requestor City IBethlehem
Requestor State [ISA—
Requestor Zip Code 118032
Requestor Countrv Code IUnited States
Requestor Phone [6105551212
Requestor Email Ijane@doe.edu
Requestor SMS

(Submit] &——

The result will be a confirmation page providing you with a document ID number:
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| Zuali.

open library environment

Main Menu Maintenance Administration

Document Created successfully with Document ID

This Document ID can then be used to view the requisition that was created. To view the requisition, click the
current default doc search button.

From the Document Lookup page you can search for the requisition using the Document ID, or simply click
the search button and find the Document ID in the list of search results. To view the requisition, click the
Document Id URL:

&  Note: The current default search does not allow you to search by bibliographic information. However,
if you select the Acquisitions Search from the Main menu, you can use bibliographic search terms.
See Purchase Order Search section for more information about the Acquisitions Search.

(=] action list | (2 doc search |

Document Lookup (7 detailed search ||

Type: [
mitiator: | &
il Document/ Notification Id: ’7
Date Created From: (1—1104/2011— :-_"]
Date Created To: % g
Name this search (optional): | %

search clear cancel

clear

1 items found. Please refine your search criteria to narrow down your search.

One item retrieved.

. Document/Notification Id Type | Title | Route Status
Requisition Requisition - WebformRequest_jd_11040245 SAVED |HUNTLEY,

Export options: CSV | spreadsheet | XML

This requisition is considered to be in an ‘open’ status requiring Staff input and edits. At this stage staff
members may conduct additional research to determine if they want to order the item.

The requisition will contain a default description containing the word Webform and the date. The description
of the library resource will be a part of the requisition. The requestor information will also be available within
the requisition. To see additional details about the requestor entered through the Webform click the
magnifying glass next to the name of the requestor:
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« Document Overview

Document Overview

* Descriptioff

Organization Document Number:

Financial Document Detail

Requisition Detail

Chart/Org: ya / veIT &
Receiving Required: [ |
Use Tax Indicator: No
Order Type: | Firm, Fixed IEI
& Delivery [ » show \
(" vendor R
" Titles \
Add Item 2]
Item * Item - No. of e
Line # Type Quantity UOM Parts Description i
Qty ~]| [to0 [Ea g 1 [0
EACH
Bib |_C"3ate new | Requestor HUNTLEY, KEISHA Y (&
ovtic Format [ [s]| category | | |

| setup distribution || remove accounts from all items | [ remoy

™ Description V4

Current Items

Item
Line #

Quantity

Item 1

Mudlumps at the mouth of South

- Pass, Mississippi River;

IEA A l— sedimentclogy, paleontology,
Lgty_JE] |1'00 EACH 1 structure, origin, and relation to IO_

deltaic processes,Morgan James

P
Bib edit Requestor
I I

This requisition is partially filled in based on the data entered in the Webform. However, all required fields

must be filled in (as described in the Manual Requisition Creation instructions above) before the requisition

can be approved.

Dcitation Sample Data:

Morgan, James P., James M. Coleman, and Sherwood M. Gagliano. 1963. Mudlumps at the mouth of South
Pass, Mississippi River; sedimentology, paleontology, structure, origin, and relation to deltaic processes. Baton
Rouge: Louisiana State University Press.
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Requisition Workflow/Routing:

The Automatic Purchase Order (APO) is automatically generated when a requisition eDoc is fully approved
and all the APO rules are met. APO rules are:

e Requisition total is less than the APO limit for the departmental organization (value set by Purchasing)

e requisition total is greater than 0

o there are no restricted items

o the vendor has been selected from the vendor lookup

e the vendor is not a restricted vendor

o the requisition is not a recurring payment type of request

o the departmental organization has not set an 'PO Total Cannot Exceed' amount

o the requisition has not added alternate vendor names

o the funds will be encumbered in the current fiscal year

o the requisition does not contain a trade-in and discount line item

o the requisition does not have a capital asset object code on any line items.

An APO eDoc can only be created under certain conditions, as specified in the business rules set up by the
institution.

Manual Requisitions) Library Pre-Orders
Pr-arcers Crested by Wbenry sUlT s pad By OF TR it of s bl Tes Prom DaDAGA e kit 08 kbvary webipa e
=
=
B
_._5_ | Liseary Wabkarm
wr O Fiequeiy
=
=
L ¥ ]
Staffauthorzed User anbar OLE
L] ¥
:l:; ——————S DO S| DaE-DB Dvias Hiokdng (rasioh o Actign Lt
2 [ewlrlorm reguisition]
I o
.{u Tarsp b Tenpbes - ""I‘:':::' """:"" Crasts rew Bequadicn
&
- ] L )
1
L ]
=
= 2 ita¥ Eraaten/Lsrt
B a- Raquisticn
£ 3 Tinding el b lange
= E- g svalibla |
B
I ¥ )
= a Coitorn | CLE- BB
=
2 u |
£ E Bib Craated MM Crasted - Raquator Crasted
E s [ applcatle)
bR
2 3 v
w o Y
= 4 FilAL |
Ch-+ - -
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Purchase Order Search

Based on the rules described in the Additional Workflow Details (above), an approval of a requisition can
generate an Automatic Purchase Order (if vendor information was entered into the requisition). To search for

an Automatic Purchase Order click the Purchase Orders link under the Acquisitions Search section of the Main
Menu tab:

| Zuali.

OLE

intenance Administration

(] action list | (2 doc seareh |

Acquisitions j, Acquisitions Search

Purchasing/Accounts Payable

@ Document Store Search

& Contract Manager Assignment Load Order Records
@ payment Request
@ Receiving & Load Reports
@ Requisition .
Load Invoices

Load Bibliographic Records
| Ingest
‘ Load Order Records Purchasing/Accounts Payable

@ staff Upload r
: Staff Upload @ Order Holding Queue
/]

Payment Reguests
Load Invoices & pPurchase Orders G—
& Receiving '
& Receiving Queue
@ Requisitions

Load Bibliographic Records @ Acciicitions Seaich

The result will be a Document Lookup page with the Purchase order type code (OLE_PO) pre-populated and
the existence of fields on the form that will allow you to further narrow the search criteria. Click the search
button to perform the search.

The purchase order can be viewed by clicking the Document/Notification Id in the results table.
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Main Menu Maintenance Administration

(=] action list | (28 doc search |

Document Lookup | detalled search || superuser search || clear saved searches | [gear

Warnings for this Section:
= NOTE: Do not disclose purchase order numbers to vendors unless the status of the order is Open or Closed.

/——_\
| L e S)
| o —
Document/Notification Id: ’7
Date Created From: ’W E]
Date Created To: ,7 &=

Search Result Type: | © Document Specific Data ©) W

Name this search (optional):

(seard\ “Slear | cancel |

N A

110 items found. Please refine your search criteria to narrow down your search.

110 items retrieved, displaying 1 to 100.[First/Prev] 1, 2 [Next/Last]

| o =
| P Organization
Document/Notification = Hrdantzalion Purchase | Purchase Order Contract
id Document Description %ru;nﬁi:—t Order # | Status Description | Manager Name Chart/Orq| Ve
e AUTOMATIC YBP
4752 Library Material_kyh_10271259 1317 Open PURCHASE UA-VPIT Librz
ORDER Serv
AUTOMATIC YBP
4740 YBP_Firm_Ingest_kyh_102711_99943775691 1313 Open PURCHASE UA-VPIT  |Librz
ORDER Serv
AUTOMATIC YBP
4739 YBP_Firm_Ingest_kyh_102711_99943775693 1314 Open PURCHASE UA-VPIT  |Librz
ORDER Serv
AUTOMATIC YBP
4738 YBP_Firm_Ingest_kyh_102711_99943775692 1316 Open PURCHASE UA-VPIT  |Librz
ORDER Serv

Export options: CSV | spreadsheet | XML

Copyright 2010-2011 The Kuali Foundation. All rights reserved.
Portions of Kuali are copyrighted by other parties as described in the Acknowledgmg

Purchase Order:
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Purchase Order (5

Document Overview mﬁ] \

Document Overview

* Description: ILibrary Material_kyh_10271259
Organization Document Number:

Financial Document Detail

* Year: 2012
Purchase Order Detail

Chart/Org: UA / VPIT * Fundi

Receiving Required: No Payment Request Positive Approva

Contract : |AUTOMATIC PURCHASE ORDER Previous Purcha:

Assigned To User: Purchase Order Confirmed

Use Tax Indicator: |Yes isiti

Order Type: Firm, Fixed

Delivery [ show RY
Vendor [»show | e
Stipulations \
Titles [~ hide | 2\

Item Item Quantity No. of uoM D ipti List Discount Unit Extended
Line # Type BEE Parts ESCEISIOE Price Discount Type Cost Cost
Item 1
1.00 1 =FA, Sum of All Fears,John Doe 25 o0 ‘ % ‘ 22.50 22.50
Bib Info: E d?::r edit Title |Sum of All Fears Author [Juhn Doe Requestor
e Item
1 5 2 s Request
Options Format Price Publisher ‘ Staff
Category SRTE Source
> show | Notes
[ show Accounting Lines

From the purchase order screen, you can send notifications using the send ad hoc request button. You can also
void the order, amend the order, indicate payment hold or proceed to directly to the receiving step by using the
buttons at the bottom of the form:

[pshow| \

[bshow] \

[ payment hold i | amend |( void order | [ receiving | |_' send ad hoc request | l:close :|

Searching for a previously created requisition:
One way to search for a previously created Requisition is to select Requisitions from the Acquisitions Search
section on the Main Menu tab:
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Maintenance Administration

[ 2] action list | (£ doc search |

Acquisitions Acquisitions Search >i

Purchasing/Accounts Payable Cataloging

° E & Document Store Search

@ Contract Manager Assignment Load Order Records
@ pavment Request
& Receiving @ Load Reports

@ Requisition o
p Load Invoices

Load Bibliographic Records

Ingest »

Load Order Records Purchasing/Accounts Payable

@ staff Upload & tle

. @ Order Holding Queue
& payment Requests
Load Invoices & purchase Orders

& Receiving

: & Receiving Queue

’ 9 Reguisitit)nsPI

Load Bibliographic Records 00 A S
Acgquisitions search

B

You should see a Document Lookup page with the Requisition document type - OLE_REQS - pre-populated in
the type field. Additional search criteria can be specified prior to clicking the Search button:

|Fuali
cualli.
OLE 5 o .
m Maintenance Administration

(=] action list | (g doc search |

Document Lookup =l | detailed search || superuser search | | clear saved searches | [ Saarches

e —
Cowe: v D

S — —

Initiator:

NP Y Y o S et il W NG il e b S oy g

L A Ledger vocument . pe: ||

Total Amount:

Search Result Type:

@ Document Specific Data ©) Workflow Data

Name this search (optional):
—

‘ search ,clear |[ cancel |
/]

o
You can select your previously created requisition by clicking the Document/Notification Id link for your
requisition from the search results:
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Total Amount:

Search Result Type:

Name this search (optional):

| search || cle

9 items found. Please ri

9 items retrieved, @é€playing all items.

your search criteria to narrow down your search.

Document Description Organization Document Requisition Reguisitic_m _Status
document bescrplion Number # Description
Library Material_kyh_10271259 1240 In Process
KG test for RCV & PREQ -1027 1239 Closed
KG tg;t for RCV & PREQ-1027- 1232 Closed
multi line

One additional feature to note, the tabs on each page can be easily expanded or collapsed by clicking the

expand all or collapse all buttons:
|

r -
| Zuali.

Provide Feedback |

OLE = ; g
Main Menu Maintenance Administration = : L
(=] action list | (2 doc search | Logged in User: ole-khuntley I | oo | Logout
L Doc Nbr: |4404 Status: | INITIATED
Requisition 3] Initiator: |ole-khuntley Created: 01:00 AM 10/31/2011
Requisition #: Not Available Requisition Status: 14|
[ expand all_| [ collapse all_|

Requisition Data Elements & Description

For descriptions of all the fields, review the OLE Requ

isition Data Elements.
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https://wiki.kuali.org/download/attachments/312354634/OLE+Requisition+Data+Elements.pdf

Create Purchase Order

After manually creating a requisition, the next step is to turn it into a purchase order (PO). This finalizes the
purchasing decision, and transmits the request to the vendor, through whatever transmission method is defined
for that vendor. POs cannot be created without first creating a Requisition.

Purchase orders are currently created in one of several ways:

vendor ingest;

2. from a Requisition that met the APO rules (automatic purchase order)- after submitting from
Requisition or Order (pre order) Holding Queue; or,

3. upon "exceptions" during submission of a Requisition via Acquisitions staff/Contract Manager
assignment.

Note: Most Purchase Orders are automatically created via Vendor Ingest or completion of a Requisition by
satisfying the APO rules.

Getting Started

Log into OLE using one of the following test IDs based on the level of permission you have selected to test:
Below are users who can:
o Create a requisition, that, when all required fields are entered and business rules are satisfied, becomes
an automatic/approved Purchase Order transmitted to Vendor
e Complete data entry and approval on a submitted Requisition that did not create a Purchase Order
e Handle exception routing via Contract manager assignment, approvals.
Super-user ole-khuntley
Acquisitions staff ole-fermat

See a complete list of all available users and their permission in the eDocs key concept section above.

Order Holding Queue

The Order Holding Queue was designed to allow users a quick search interface that allowed some global
actions:

o Filtered Requisitions search - open or in process (not yet APO)

e Assign requisitions to other selection or acquisitions staff

e Use a “totals” tool to do simple calculations on a group of selected requisitions (think: year end,
budget)
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e Approve a group of Requisitions into the next workflow step (subject to user permissions and
requisition business rules)

e Delete (or archive) requisitions that the user no longer wishes to purchase/convert to approved and
transmitted purchase order (permissions based).

To view open or in-process Requisitions, click on the “Order Holdings Queue” link on the main menu.

| Fuali.

open library environment Mainlenance Administration

] action list || 5 doc search |

Aequisiions Aequisitions Search
Purchasing/Accounts Payable Cataloging
Bulk Receiving @ Docurnent Store Saarch
Claiming
@ Contract Manager Assignment Load Order Records
@ Payment Request
@ Receiving @ Load Reparts
@ Requisition
Shap Catalogs Load Invoices

Vendor Credit Mema
Load Reports

Load Bibliographic Records

Ingest

Load Reports

Load Order Records Purchasing/Accounts Payable

@ Staff Upload

i L f i jects
Profile Builder ; LS
@ order Holding Queue
7 O
Load Invoices @ Panmmentfequests

@ Purchase Orders

Staff Upload @ Receiving
Profile Builder @ Beceiving Queue
@ Requisitions
ibli i Vendor Credit Memos
Load Bibl hic Record
oaf Bitiographic Tecon®s @ Acquisitions Search
Staff Upload
| Zuali
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This allows you to search order-related eDocs in the system. You can search by specific data, or simply do a
blank search to return all orders in the queue.

F I- Provide Feedback
|Zuali.

OLE

Main Menu Maintenance Administration

[j action list ][C%j doc search ] Logged in User: ole-khuntley | oo Cogout
OrderQueueDocument
) ) * required field
( Order Queue Search + hide AN

Selector:

Document Number:

Requisition Status:

¥Yendor Name:

Requestor:

Format: [ ]
Workflow Status Change Date From: H

Workflow Status Change Date To: 3

Title: ||

Author:

When running Order Holding Queue Searches, keep the following in mind:

e If you know the exact words or phrase, enter them wrapped in quotes.
e If you want to return hits for any of the words entered, do not include quotes.
e Use the same case (upper or lower) for all characters entered in a field — do not use mixed case.

e Use the wildcard * only at the end of a word and only when you have entered a single word in the
field.

% Known bugs:
e Boolean operators used within search screens are not currently providing consistent results.

e  Multiple words not wrapped in quotes in the Author search field will return hits on any matching word
in any field in the bib record

e Search is not case insensitive.

o If you sort the search results by clicking on any of the column headings, the link to the document loses
the pointer to the document itself and goes to the home page when clicked instead.

The system displays the search results in the same window or browser tab, below the search fields:
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mrmrr er eamrerenag s

Packing Slip #:

Reference #:

Carrier:

|
|
| =S

Search Result Type:

* Document Specific Data © workflow Data

Name this search {optional):

| search || clear || cancel |

14 iterns found. Please refine your search criteria to narrow down your search,

14 items retrieved, displaying all iterns.

Document/Notification Document Organization Purchase Document Date Route
Id Description Document Number Yendor Order # Status Created Type Log
3707 PO 1080 Vendar: YBP B Library 1080 APPROVED 10/25/2011 Line Iterm j
_ Library Services Services Receiving
PO 1077 Vendor: YEP TBP Library Line Itern J
04 Library Services Services W7y AFPRCHYED 22Tl Receiving 1_\33
PO 1085 Vendor: TEP TBP Library Line Itern J
3677 Library Services Services 1085 DISAPPROVED |10/25/2011 Receiving 1_\33

The Order Holding Queue is simply a portal or view to open requisitions. These open requisitions will route
according to requisitions business rules and workflow.

ORDER HOLDMNG QUELE

Greer Hodfng Qemen |GHII Srfnata bo open. o0 b St e

:

k' —

] iy St b
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“ ]

i
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E L ]

= Teial Seinitnd e bt | ;I:‘ud D:'h:\:d

' — 1 I

= w TR ]

E E 1
£l g ™ ] -— Kaquisition FIR—— i
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[=]

Completing the Requisition and Creating a Purchase Order

To select a particular requisition, click on the DocumentNotification Id. The requisition opens in a new

window or browser tab. In order to complete the Requisition and turn it into a Purchase order, all required
fields must be entered and all business rules satisfied (see Requisition).
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See complete instructions for Requisition above.

Requisitions Exception Routing and Requisition Searches

Can’t find your Requisition or other document? Want to know where it routed, and whose Action List it is
appearing in for the next set of actions or approvals, in order to complete an Approved Purchase Order that
transmits to the vendor?

1. Conduct a Requisitions Search

| Zuali.

open library environment m Maintenance = Administration

] action list | |3 doc search.
isiti isitions Search
Purchasing/ Accounts Payable Cataloging
@ Document Store Search
% Contract Manager Assignment Load Order Records

@ Receiving @ Load Reperts
@ Requisition
Load Invoices

@ Payment Request
Load Bibliographic Records

Ingest

Load Order Records Purchasing/ Accounts Payable

@ Staff Upload

&

@ Order Helding Queue
. 9 Payment Requests
Load Invoices @ Purchase Orders

Receivin Ny

g
< @ Requisitions
Load Bibliographic Records ==

2. Select the appropriate Requisition from the search results.

208 items found. Please refine your search criteria to narrow down your search.

208 items retrigved, displaying 1 to 100.[First/Brav] 1, 2, 2 [Next/Last]

Document/Notification 1d Type Title Route Status |
3956 Requisition Requisition - copy- to show routing FINAL HI
3925 Requisition Requisition - YEP_Firm_Ingest_kyh_110811_99943744814 FINAL H
3924 Requisition Requisition - YBP_Firm_Ingest_kyh_110811_99943744812 FINAL HI
3923 Requisition Requisition - YBP_Firm_Ingest_kyh_110811_99943744812 FINAL HI
3922 Requisition Requisition - YBP_Firm_Ingest_kyh_110811_99943744811 FINAL HI
3921 Requisition Requisition - YBP_Firm_Ingest_kyh_110811_ 99943744810 FINAL H
3920 Requisition Requisition - YBP_Firm_Ingest_kyh_110811_99343744803 FINAL H
3919 Requisition Requisition - YBP_Firm_Ingest_kyh_110811_ 99343744808 FINAL H
3318 Requisition Requisition - YBP_Firm_Ingest_kyh_110811_99943744807 FINAL HI
3917 Requisition Requisition - YBP_Firm_Ingest_kyh_110811_39343744806 FINAL HI
3916 Requisition Requisition - YEP_Firm_Ingest_kyh_110811_993437448035 FINAL H!
3915 Requisitian Requisition - YBE_Firm_Ingest_kyh_110811_359343744804 FINAL HI
3314 Requisitian Requisition - YBE_Firm_Ingest_kyh_110811_39343744803 FINAL HI
3913 Requisition Requisition - YBE_Firm_Ingest_kyh_110811_99943744802 FINAL HI
3912 Requisition Requisition - YEE_Firm_Ingest_kyh_110811_59943744801 FINAL HI
3911 Requisition Requisition - YEP_Firm_Ingest_kyh_110811_9S9943744781 FINAL H
3907 Requisition Requisition - encumbrance TEST - Please Leave alone FINAL HI
3901 Requisition Requisition - Library Material_kyh_11081612 FINAL HI
3886 Requisition Requisition - Library Material_kyh_11081356 FINAL HI
3881 Requisition Requisition - Library Material_kyh_11081326 SAVED H
3880 Requisition Requisition - Library Material_kyh_11081319 SAVED H
EEE isitinn itinn - =nn 1 ritla 1 iram ETR AL ]

3. Look at the Requisition’s Route Log tab.
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07:13 PM 11/08/2011
07:16 PM 11/08/2011

Time/Date
07:16 PM 11/08/2011

Annotation

Route Log |
( 1Dz 3747 =
Title Requisition - test routing
Type Requisition Created
Initiator Charles, Stanley Last Modified
Route Status ENROUTE Last Approved
Node(s) NoVendor Finalized
" Actions Taken ~ e
Action Taken By For Delegator
COMPLETED Charles, Stanley
4 Pending Action Requests ~ hide
Time/Date
Havden, Chris
IN ACTION LIST Kennedy, Gearge §
b show APPROVE HUNTLEY, KEISHA Y 07:16 PM 11/08/2011
JACOB, EDWARD

Annotation

OLE-SELECT OLE_ACQ-Mgr

 Note: Above search approach and review of a document’s Route Log can be applied to any eDoc, whether
its via Requisition search, or Purchase Order, Receiving, or Payment Request eDocs that are in process.

If the Requisition has not met all business rules, or the logged in user does not have permissions to create
Automated Purchase Orders, then the Route Log shows where the document now requires future action. In
above example, the listed users all get a notification as they are Acquisitions managers, but only one is
required to open the requisition, review it, complete any required fields, and submit it to become an APO.

18till cannot find your requisition? If you are logged in as a user with “blanket approve” permissions, but fail
to satisfy APO rules (example, do not include Vendor, exceed PO $ limits), then the Requisition will route to a
group of Contract/Acquisitions managers for “Contract Manager Assignment”. This is a function that will be
modified in future releases, and instead of managing through routing/approvals, we will impose business rules
so that required fields or valid inputs could display warning messages so that users could submit valid
Requisitions and APOs. The exception for this additional routing might be for use of certain fund codes or

orders over $x.

If the Requisition is routed to the Contract Manager Assignment, follow the steps below to get the Requisition

approved and completed:

1. Log-in as ole-parke or ole-khuntley
2. Click on Contract manager assignment

'I Eual i@

open library environment

(] action list | [y doc search |

Acquisitions

Purchasing/ Accounts Payable

& Contract Manager Assignment >

@ Receiving
& Requisition
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3. Any Requisitions that failed to process correctly will route to the Contract Manager Assignment
queue. Login as: ole-khuntley or ole-parke to make assignments of these Requisitions to acquisitions
staff for the eDocs to be corrected and completed to turn into Purchase Order.

‘ Dncllh=|3952 ‘ Stalus:‘lNITIATED

Contract Manager Assignment =l

‘ Tnitiator: |n|E-garkE‘ Created: ‘n?:za BM 11/08/20

expond ail | [_collapse ol

* requirad field

(” Document Overview

~ hide

-

‘Organization Document Number: ||

Assign A Contract Manager | L \J
Contract Requisition 5 Vendar General % —~— First Item Commaodity First Object University Fiscal
- o Delivery Campus |\ """ e — Create Date First Item Description 3 & =
S 11/08/2011 04:43 | Title through Web Form author thraugh web form,Oberon
‘nw [y —— ‘ ‘tes(cma ‘ ‘ e 7110 2012
Notes and Attachmants (0) o= L
Ad Hac Recipients ¥show

Route Log ¥ show

submit_) (ciose | (_cancel

4. Use lookup to find an authorized Contract Manager (acquisitions staff) to assign the requisition, and
Submit.

5. The reassigned Requisition that was submitted should now be in the assigned user’s action list and
s/he can complete the Purchase Order.

4 Note: in OLE, the goal is to utilize the APO rule, business rules, and the Order Holding Queue to
replace this advanced processing.

Once you have an open Purchase Order to process, you may see additional fields and data entry required. All
the same fields from the Requisition will transfer over to the open Purchase Order, as well as additional tabs.

Be sure to review and fill in all required fields — a Requisition that failed to become an Automatic Purchase
Order is likely to be missing required information such as Vendor, accounting lines, prices.

Doc Nbr: [3963 |
Initiator: ol=

Status: |SAVED I
Created: |08:25 PM 11/08/2011

ackdoor Id ole-parke is in use ‘
[

Purchase Order |5

Purchase Order #: 1211 UNAPPROVED| Purchase Order Status: |In Procsss

NOTE: Do not disclose purchase order numbers to vendors unless the status of

{” Document Overview

expand ail | [ collapse ail
* required field

Delivery

~

Vandor

Stipulations

Titles

Payment Info

Additional Institutional Info

Quote.

Account Summary

View Related Documents

View Payment History

Ganaral Ladger Panding Entrias

Notes and Attachments (0)

Ad Hoc Recipients

Route Log

Tips for completing the PO:

sensitive data

praview FOF

submit

reload

close

o The Titles tab includes the bibliographic information entered on the Requisition. It also includes an

“add item” section, for adding additional titles if desired. See tips on editing the linked Bibliographic

record!
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Vendor — if a vendor was not supplied already, or if you want to change the vendor previously
supplied, you can do so here. Valid vendor codes can be looked up by clicking on the Lookup icon.
4 Note: With open POs, there is an additional required field for “Vendor Choice”.

Delivery addresses — If your institution has multiple campuses, you will have specified a campus
when creating the Requisition. You must now tell OLE where on that campus the order is to be
delivered to. You can specify two delivery addresses, if desired, and use the radio buttons to tell OLE
which one to transmit to the vendor. If you only need one delivery address, you can put it in the
“Final Delivery” field.

“Additional Institutional Info” tab, you can set whether to generate a printed purchase order or not:

Additional Institutional Info

* Method of PO Transmission:

\

MO PRINT vI

* Requestor Name: |[HUNTLEY, KEISHA Y

R

* Cost Source:

ESTIMATE

* Requestor Phone: |812-332-3DQD

Contact Name:

* R tor Email:

[test il.edu

Contact Phone:

Reference 1:

Contact Email:

Reference 2:

PO Total Cannot Exceed:

Reference 3:

OLE 0.3 is not currently utilizing the following tabs, but will re-evaluate when we process aggregated
databases, packages, and similar purchases.

e Stipulations
e Payment Info
e Quote

-
Account Summary

Account Summary 1

PPN < account summary.

Account Summary & General Ledger Pending Entries:

e Once the line item pricing and accounting lines are applied, and you have clicked on
“calculate” for the PO, you can see the Account Summary totals showing the pending
encumbrances that will be incurred upon submission and approval of the PO. Click “refresh
account summary” if your accounting totals do not display.

o General ledger pending entries will display after any PO has been processed. So while the
following illustration does not show pending GL entries, any completed purchase orders
should display results (as would the “view payment history” if any payments have been
applied to the PO).

Account Number |

ion Dacument Number | Amt

Chart.

I
|BL |z347500

I I I
[ 7110 [ | | | 3,000.00

Ttems of
|

1
i [

Item ‘Amount |

|ttem 1

| Descri
[ Title through web Form.auther thraugh web form,Oberon Bosks |s.000.00 |

View Related Documents

» shaw N

View Payment History

¥ show L

General Ledger Pending Entries  ride

General Ledger Pending Entries &
Seq # Fiscal Yaar Chart

Obj. Type Amount B/C

Account Number Sub-Account Object Balance Type

| 1 |2012

[ 2 |2012

BL |2047500 [ — |7110 [ | — |oLE p0 Ex EE [0.00 o |
BL 2947500 [omemm sg32 = | oLE pO Ex FE [0.00 = |

OLE processes encumbrances to the General ledger for purchases upon approval of a Purchase Order (not
Requisitions).
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If you have added a new title to the requisition, or changed the price of an existing title, you will need to first
click the “calculate” button at the bottom of the screen. This apportions the cost to the correct funds.

When you have filled in all the required fields, and as many of the optional fields as you want, you can
approve the purchase order by clicking the “Blanket approve” or “Submit” button at the bottom of the screen.

If all required fields have been correctly filled in, and you click on “approve”, the system will then approve the
PO. Ifany required field is blank or contains invalid data, the system places a warning note at the top of the

screen, and by the appropriate field. You will be unable to approve the purchase order until you resolve the
problem.

[PITTETITPeTINYS Fratus. e Le
Initiator: [ole-khuntley Created: (01:34 PM 10/26/2011
Requisition #: Not Available Requisition Status: |In Process

Requisition 5

S error(s) found on page.

expand all collapse all

* required field

(" Document Dverview A\

Document Overview

* pDescription: |Lihrar_u taterial_kyh_10261334

—

Explanation:

Organization Document Number:

Financial Document Detail

Requisition Detail

Chartforg: ua ; wpIT'™

Receiving Required: - Payment Request |

Use Tax Indicator: |ves

Order Type: |Firm, Fixed LI

Errors found in this Section:
= Address 1 {Address 1) is a required field,
» Room (Room) is a required field.

= City {City) is a required field,

= Country (Country) is a required field,

Once a PO is approved, the system:

* changes the status of the PO document to “Final”

* queues it for printing and/or transmission, by whichever method is specified
* returns you to the Main Menu screen.

% In OLE 0.3, the transactional line item order status and receipt status are not yet displayed in the User
Interface. There is a linked library resource Item description document that links to its Bibliographic

description document in the Document Store, but only the Bibliographic descriptions is available via the
editor.
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Purchase Orders Workflow:

Purchase Orders
Furchase Dedars are aibar APGysenorsanic from REC o ingess, or RECL revas thiru Comract maager mnsignment 1o isitiss open PO
- VENCOR INGEST APQ S brmittecd
.‘i [ Fagamition] (L TR ] Meqeiiian
E
¥
Costram
. Masage Asiigrs
£ sppsivced
s Mg inimian-
3 creates PO
L
E {
= | Syvinm-gararaind)’ el C reaten/ T
k" ] Arprnd Purciurs Pumbazs Orfar
= |
a
Cuninprw
E¥
¥ W
Ed Bib Ham
3
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¥
=
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=
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For descriptions of all the fields, review the OLE Purchase Order Data Elements.

Amending Purchase Orders

OLE allows you to add or modify certain data elements on an approved PO via a Purchase Order Amendment.
By so doing, the system creates a new version of the eDoc called a Purchase Order Amendment (POA) that

can be independently processed or routed. The POA then serves as the new version of the purchase order and
will be transmitted to the Vendor.

Purchase Order Amendments are created from:

e “Amend” button manually from a Purchase Order
e Automatically from the entry of Unordered line items on Receiving eDoc
e Automatically from the entry of Unordered line items on Payment Request eDoc
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The same business rules and permissions apply to a Purchase Order Amendment as to a Purchase Order. To
create a Purchase Order Amendment too, business rules and the status of the PO must allow amendment (i.e., a
closed and paid PO would have to be reopened first to be amended).

Acquisition Search

To amend a PO, you call up the existing PO by choosing the “Acquisitions search” option on the Main Menu, ,
or the simple (no bibliographic fields) Purchase Order search. You can search by whatever data you know
about the PO: document number, PO number, title, author, etc. (OLE does not assume truncation; textual
searches should be truncated with an explicit asterisk.)

| Fuali.

open library environment

Maintenance Administration

[ 21 action list || doc search |

Acquisitions
Purchasing/Accounts Payable

Bulk Receiving
Claiming
@ Contract Manager &ssiqnrment
@ Payment Request
@ Receiving
@ Eequisition
Shop Catalogs
Vendor Cradit Merma

Ingest

Load Order Records

@ Staff Upload
Profile Builder

Load Invoices

Staff Uplaad
Profile Builder

Load Biblicgraphic Records

Staff Upload

OLE 0.3 Drivers Manual

Acquisitions Search
Cataloging

@ Docurnent Store Search

Load Order Records
@ Load Reports
Load Invoices
Load Reports
Load Bibliographic Records
Load Reports
Purchasing/Accounts Payable

& Electronic Invoice Rejects
@ Order Holding Qusue

@ Payment Requests

@ Purchase Orders

@ Receiving

@ Receiving Queaue

@ Requisitions

@ Acquisitions Search
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Acquisitions Search

- Acquisitions Search

~ hige

Document Type:
Document Mumber:
Purchase Order #:
¥endor Name:
Date Created From:
Date Created To:
Initiator:
Requestor:
Account Number:
Organization Code:
Chart Code:

£ ||untold sisters™

Tite

Author:
Publisher:
ISBM:

* required field

&
&

—
—
—

Search Type: | ' [y cument Search © Bib Search

search cancel

Search Results - hide \

2 items retrieved, displaying all items,

Document Number Type Document Tite Route Status Initiator Date Created Route Log
3824 OLE_PO Purchase Crder - YBP_Firm_Ingest_kyh_102611_ 99943793279 Cpen ole Dot 26, 2011 12:50018 PM _j»
2772 OLE_REQS |Requisition - YBP_Firm_Ingest_kyh_102611_99943793279 Closed ole-khuntley |Qct 26, 2011 12:49:38 PM _j”

When running the Acquisition Search, keep the following in mind:

o If you know the exact words or phrase, enter them wrapped in quotes.
e If you want to return hits for any of the words entered, do not include quotes.
e Use the same case (upper or lower) for all characters entered in a field — do not use mixed case.

e Use the wildcard * only at the end of a word and only when you have entered a single word in the
field.

2Known bugs:

e Boolean operators used within search screens are not currently providing consistent results.

e Multiple words not wrapped in quotes in the Author search field will return hits on any matching
word in any field in the bib record

e Search is case-sensitive.

o If you sort the search results by clicking on any of the column headings, the link to the document
losses the pointer to the document itself and goes to the home page when clicked instead.

Once the PO is displayed, click on the “amend” button at the bottom of the screen. The system will ask you to
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supply a reason why the PO is being amended.

Are you sure vou want to Amend this Purchase Order?

* Please enter the reason below:

Yes no

Once you supply a reason, OLE will display the PO, and allow you to change almost any field. (In OLE 0.3,
accounting lines cannot be edited in the PO Amendment process, but can be changed during the payment
request process, except for new lines.)

If you add titles to the PO or change prices, you should click the “calculate” button at the bottom of the screen.

A note is attached to the PO showing the reason for the amendment, when it was done, and by whom.

. 5
Motes and Attachments (1) ~ hide i

Notes and Attachments

Posted Timestamp Author * Note Text

add:

1 10/26/2011 01:58 PM HUMTLEY, KEISHA ¥ |Mote entered while amending a Purchase Order : testing amendment {Frevious Docurnent Id is 3851)

Once you’re done with your edits, and have recalculated if necessary, you can approve the amended PO using
the “blanket approve” button at the bottom of the screen. If successful, the amended PO will disappear from
your screen. You can call it up again, though, by doing an acquisitions search, and it will show the date and
time of the amendment.

An amended PO follows the same rules for routing as an original PO, so approving it may cause it to be routed
to other staff members. Approving an amended PO does not cause it to be re-transmitted to the vendor,
though.

Purchase Order Amendments Workflow
Mirrors standard Purchase Order
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Purchase Order Amendments
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OLE-F5 Process

Purchase Order Data Elements & Description
For descriptions of all the fields, review the Purchase Order Data Elements.

Transmitting Purchase Order/Place Order
OLE 0.3 is currently setup to place orders as follows:

o Ingested vendor orders (EOCRS): no transmission

o Staff-generated manual requisitions and approved purchase orders and purchase order amendments:
transmit automatically real-time to vendor FTP site (no staff interface currently for transmit
confirmation reports etc.).

o If transmit method of Vendor or PO “no print” with format of FTP, or SFTP, then resulting
EDIFACT order file is transmitted to OLE “mock” vendor FTP site per below.

o Iftransmit method of Vendor or PO is “print” with format of Email, Fax, etc., then at
completion of an approved Purchase Order, a “print” button will appear on the eDoc allowing
the user to print, email, or fax a PDF of the Purchase Order. The PO will also route to
Acquisitions staff” Action Lists as notification to complete the action.

FTP Site (to see transmitted orders):
docstore.demo.ole.kuali.org
Username: demo
Password: demONov0le
*Samples of successfully transmitted/placed orders in: ....Orders To Be Processed By Vendor
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Sample Purchase Order Statuses:

Code Status
CANC Cancelled
CLOS Closed
OPEN Open

See all statuses in Purchase Order Status Appendix.

Purchase Order Versions in OLE

To facilitate routings and approvals, and maintain detailed audit trails, OLE has adapted the KFS versions of
Purchase Orders. Not all of these may be needed in support of future library processes, but we are providing
them for review.

Purchase Orders and Purchase Order Amendments: as detailed above.

The “versions” or eDocs available are permissions-based, and dependent upon the Purchase Order status in
workflows. Is Receiving complete? Are open and outstanding payments in progress?

Below are a few of the options users may be able to view and test-drive:

Purchase Order Void: This button only appears if no payments have been processed against this Purchase
Order. Click this button to cancel the Purchase Order and disencumber all related items..

Purchase Order Split: available if permissions and workflow allow- user can split an open and unapproved
multi-line purchase order into several POs (prior to order transmission to separate into fiscal years, change
vendors on some lines).

Purchase Order Reopen: This button is only available on a Purchase Order where the status is closed. This will
reopen the Purchase Order and re-encumber any lines that were disencumbered when the order was originally
closed.

Purchase Order Retransmit: (only available for POs transmitted via “print” transmission method). Click the
“retransmit” button if you wish to re-print a copy of the Purchase Order. You will be taken to an interim screen
(Figure 21, below) where you can choose to only re-print parts of the Purchase Order document.

Purchase Order Close: See Payment Requests, as closing a PO is tied to business rules during or following
payments. Click this button to change the status of the purchase order to closed. Any encumbrances associated
with the remaining items will be disencumbered. No new PREQ documents can be generated. Items already
paid will be unaffected.

Purchase Order: Payment Hold/Remove Hold(future releases, but action button displays): Click this button to
change the PO Status to “Payment Held” and prevent any Payment Request documents from being initiated
against the Purchase Order.

You can determine what actions are available to you by looking at the button options of a PO:

This is a “closed” purchase order, with the only options to reopen or receive against it:

OLE 0.3 Drivers Manual | Fuallw 81

open library environment



Doc Nbr:

3977

Status: |FINAL

Initiator:

ale

Created: |11:00 PM 11/08/2011

Purchase Order #:

1192

Purchase Order Status: |Closed

[Ceollapse ail |

* requirec field

[ open order |[ receiving |[_send ad hoe request | [ close

This is a “retired version” which does not allow any actions- there is a linked Purchase Order Amendment

which must be used for future actions:

Doc Nbr:

3972

Status:

FINAL

Initiator:

ale

Created:

08:57 PM 11/08/201

Purchase Order #:

1212

Purchase Order Status:

Retired Wersion

[expand ot | [colbpse ai |

* required field

[_send ad hoc request || close

This is a PO that is still open. It can be amended, received against, voided (ie cancelled), or have payment
holds placed on it (this latter is not yet coded for OLE 0.3, but available in future releases.
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Doc Nbr: 3367 Status: [FINAL
Initiator: ole-khuntley Created: |07:52 PM 11/08/201
Purchase Order #: 1210 Purchase Order Status: |Open

_expand ail_| [_collapse all_|

= requirad fisld

]

£
T e 2 e

[ payment hold | amend |( void order | receiving | ( send ad hoc request | ( close

Create Requestor

Create, Select & Edit Requestors in Requisitions & Purchase Orders

Requestors in OLE are the pre-cursor to Patron records and functionality and will eventually link-to or sync
with university identity management systems or data. In OLE, we are testing linkages with KIM (Kuali
Identity Management), and have provided minimal functionality for creating internal (staff, students) and
external (patron) Requestors.

In the Requisition or PO line item, click on the lookup link to select a Requestor for this order. The default
value is to the logged in user.

M Mo. of Parts Description ;""n':t Discount DiTs:::“t
IS T P 1| [ 1| [=&
—— —
7Requ5but HUNTLEV, KEISHAT™Y
= | AE/‘ Item Price Source | Publisher [« ‘

[ setup distribution | | remiove accounts from all items | | remove commedity codes from all items | [ expand all accounts. |

In the lookup screen, enter your search criteria:
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Person/Requestor Lookup |5,

Person/Requestor Id:
Reference KRIM Id:
First Name:

Last Name:

E-mail:
Phone Number:
Requestor Typa: =]

[ search |[ clear | cancel | [ create new |

“531f you do not find a Requestor to use, you may either go out to the Requestor maintenance eDoc on the
Main Menu to create an entire Requestor record (details below), or utilize a modified (still testing!) quick

selection and creation tool.

For below search of “Smith”, you find 3 people. If Iggy Smith is the staff person you want to use, you can
either just select/return value to the Requisition, or...

‘erson/Requestor Lookup

3 items retrieved, displaying al\_
Return Value - | Person/Requestor 1d Reference KRIM 1d Name Eirst Name Last Name Requestor Type E-mail Phone Number
=t }w ole-jsmith JOHN SMITH STAFF
OLE1001 ole-msmith MARC SMITH STAFF
OLEI000000007 ole-ismi th 1GEY SMITH STAFF

ns: CSV | spreadsheet | XML

Export op

...create a new linked Requestor record, by copying the Person/Requestor ID to this person from the search
results row into the “Reference KRIM Id” into the search box, add first or last names, email, phone or

Requestor type, and select “create new”.

Now you will see your new Requestor, and you may “return value” to have this requestor attached to the
Requisition line item.
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Person/Requestor Lookup Bl

+ Document was successfully submitted,

Person/Requestor Id: ||
Reference KRIM Id: |[LEIDI0000007
First Name: lzay
Last Name: [Smith
E-mail:
Phone Number:
Raquestor Type: | STAFF [=]
(“searen | ciear |( cancel ) [create naw
One item retrieved.,
uestor Id Reference KRIM Id [ Hame [ Eirst Name [ Last Name Reguestor Type 1

[ Return Value |
|return value 110

|LEInoDOOO0O7

|Smith,Lagy

[teay |Smith |sTarF |

Maintain or create full Requestor records
OLE 0.3 provides a standard maintenance eDoc for creating new or editing existing Requestors. The linkages
to KIM are not yet available for selection in this interface, but will be included in future releases.

From the Main Menu, go to center column, Lookup & Maintenance - Requestor (Patron) Lookup

| Zuali. '
e et - R

[ con . (5 doc sewren

somsicies

m

[z e Trmims

From this point, you may search for existing Requestor records, but at present, no Patrons/requestors are being

persisted, so users may need to “Create New”.
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| Zuali.

open library environment m Maintenance  Administration

Tl action list | (3] doc search Logged in User: ole-khuntley

Ole Requestor Lookup [ create new |
N " required field |

Beta 0.2 (rev: 3340) 2011-11-08_14-35-4

2011 The Kuali Foundatian. All rights reserved,
by other parties as describad in the Acknowledgme:

In the new window, whether editing or creating new, you may input as little or as much information as you
have to create a requestor record that can then be linked to other acquisitions documents or requests for library
materials.

*Descriptions |
Explanation:
‘ Organization Document Number: | planation: )

Edit Requestor Detail [cnee] \ J

* Requestor FirstName:
* Requestor LastName:
Requestor Type: =]
Requestor Addrass1:
Requestor Address2:
Requestor CityName:
Requestor StateCode:
Requestor PostalCode:
Requestor CountryCode:
Requestor PhoneNumbar:
Requestor Email:

Requestor SMS:
Requestor Province:
Active Indicator: =
Notas snd Attachments (0) vehon] L
Ad Hac Recipients [¥shon |

Route Log vehow|  \

)11 The Kuzli Foundation. All rights reserved.
ribed in the Ac

Bortions of Kuzli are copyrighted by other parties as desc \cknonledgments screen.

Future tabs will be added to allow copying, linking, and selecting from staff or student records in the IdM.

Based on permissions, you may Save, Submit, or Blanket Approve this eDoc.
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Receive Library Materials

Getting Started

In order to receive an item in OLE, you need a corresponding open purchase order that has not been
completely received. You should be logged in as a staff member with receiving permissions.

Anyone in the Receiving staff roles can create/complete Receiving documents via “Blanket Approve”
permissions, with no further approvals required. In addition, these staff can create unapproved vendor
invoices/payment requests.

Sample role: ole-mshaun
Receiving Corrections must be approved by Receiving managers.
Sample role: ole-msmith

Purchase Order Amendments resulting from added line items on receiving documents cannot be created or
approved until a Receiving manager approves the Receiving documents.

Receiving approval: ole-msmith
POA: See acquisitions staff, such as ole-hachris

Receiving Acknowledgements are also initiated into users’ Action Lists, where multiple users share the same
permissions. At least one of the users must complete the Acknowledgment prior to additional line item
receiving or payment requests being completed against the PO.

If you have an approved purchase order already displayed on your screen, you can initiate receiving by
clicking on the “receiving” button at the bottom of the screen. If you do not have an open, approved PO on
your screen, see the sections below: “Receipt method 1: Receiving from the Main Menu” or “Receipt method
2: the Receiving Queue: Express Receiving”.

» show S

payment hold amend woid urd@end ad hoc request closa

This will open the Line Item Receiving screen in a new tab.
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. - | Dochbr: |4164 Status: [SAVED
Line ttem Receiving =] | Initiator: |gle-khuntley | Created: 07:24 PM 10/26/2(
| | | Line Item Receiving Status: |In Process
[Cespandail | [colispse sl

* required fielc

* Description: |[PD: 1117 Vendor: YEP Libraty Services
Explanation:
Organization Document Number:
" ¥endor S
Yendor Address
* Yendor: | VBP Library Services * Gitys [Gontoocoak
Vendor #112106-0 resteel Sf::t"s NH
* Address 11| 393 Maple Street *m:."i::;'fi‘:d;s: 03229
Address 2t * Country: |United States
* Date Received: |[10/26:2011
Packing Slip #: | Reference #: |
Bill OF Lading #: | Camrier: |
(" Tittes \
Receiving Line Ttems
No i i Qty
N Yendor [tem e Oty W _ Prior  Prior Parts Parts Parts Qty Parts
Lns Identifier O AT Format | o fered | PFts UOM: | opy | parts | ¥ | tobe | QU Red Red Qty Rtd Rtd Damaged | Damaged
Ordered be
Red | Red Red
Red
7 D
I e | EA 3 000 Jo.00 o.00 oo Jo.00 jo.00 [
| cac
Bib Bib Editor create
0123456 789ABCDEF| OHQ TestTest Author Book ‘1.00 |LUU |Em’éN |U‘UU ‘U.UU |1‘UU |1‘UU |\u.uu “u a0 ||u w0 |b.uu “u 0 ||u ) ‘
Bib Editor | edit
1 Enception Notes
[} shon | Receipt Notes
[¥shon | special Processing Instructions

Delivery

" ¥iew Related Documents » shaw

” Notes and Attachments (0)

3
i

H
H
~ A

" Route Log

To actually receive the item in hand, you record the number of copies in hand in the “Qty Rcd” column, and
the number of Parts in: “Parts Rcd” on the line(s) under the blank line of the Titles tab:

Titles \

Receiving Line Items

No " . Oty
- Yendor Item I Qty o . Prior | Prior Pa Parts
Line Identifier Description Format ordered Parts UoM: oty Parts to to Be Qty Red Red Oty RI
# Ordered be
Rcd Rcd Red Rdd

| — Ea— e
Bib Editor [ create \
0123456 7894BCDEF| OHQ Test,Test Authar Baook |1uu |1.uu |E§CH ‘u.uu ‘U‘EIEI ‘1.00 |1.uu ||UUU ‘i]EDU ‘W

Bib Editor edit

Bib Info:

ception Notes

=

and cliél_<_the Save button at the bottom of the screen.

Receiving Notes
OLE provides three forms of receiving line item notes that are specific to receiving activities:

e Exception Notes: to note damaged, unusual, or other exceptions for the line item. Future workflow
rules will be tied into exception notes.

e Receipt Notes: general notes for recording receipt statements on the item in hand
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e  Special processing instructions: users cannot input these instructions during receiving, but are required
to check-off, or acknowledge any special instructions transferred from the PO for this line item- this
must be completed prior to submitting the document.

Receiving Comrection Title
Prior Prior Prior Prior Prior Prior Comected Correct Correct

Line | Catalog Description Qty Parts Qty Parts Qty Parts !
# # Format| UOM | o, ojved| Received | Returned| Returned | Damaged | Damaged | Recerved Recaived
e
[TREATMENT PROTOCOLS FOR
1 STUTTERING.,HEGDE, M.N. ([MAHABALAGIRI EA 1.00 1.00 1.00 1.00 0.00 0.00 1.00 1.00 1.00 1.00 0.00 0.00
N.),SAN DIEGO PLURAL PUBLISHING 2007

Bib Bib
Info: IR B
~ Nide | Exception Notes
Exception Type: Note:
Exception Type: Note: Action

Received-damaged Received damanged b 4 Qty Damaged

~ lide | Receipt Notes
Note Type: Note: Action

[ Miscellaneou: s/Other Note =] ‘ 2dd

~ Iide | Special Processing Instructions
Special Processing Instructions Acknowledge

OLE will allow you to receive a greater guantity of items that were originally ordered, via receiving
Thresholds.

Adding New Line Items: PO Amendment

Users may also add additional unordered items on the new blank line, which creates a Purchase Order
Amendment document, which gets routed appropriately to Acquisition staff (to apply accounting lines and
approve).

For any new line items, users can also utilize the Bib editor to create a linked bibliographic record.

Please refer to the Bibliographic Editor section for adding bibliographic descriptions.

% Routing a POA from “unordered” line item during Receiving is automatic from authorized receiving staff.
The resulting POA must be edited by Acquisitions staff or managers, and Submitted . Please note a bug fix to
complete the approval process related to authorized users on fund or account codes for “unordered” items is
planned for the next release. Default user login ole-khuntley can be used to complete the related Purchase
Order Amendment and approve it.

Complete the Document

Once you have received all the items you want on this PO, you can click the “Blanket approve” button at the
bottom of the screen. This changes the status of the Receiving eDoc to “Complete”, and prevents any further
receiving on it.

% Note: the “Blanket approve” option will only appear if you are logged in as a member of the OLE_RCV
or OLE-Receive-Mgr groups. Otherwise (if you are a member of OLE-Invoicing), you must click on the
submit button, review the route log by opening the Route Log tab and click “show” next to Future Action
Requests. In OLE 0.3, you can also log in as user “ole-msmith” to approve the Line Item Receiving
document.
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Doc Nbr: 4164 Status: PROCESSED
Initiator: ole-khuntley Created: 07:34 PM 10/26/2011
Line Item Receiving Status: |Complete

expand all_| [ collapse all

* required field

Line Item Receiving =

/" Document Overview Y
Document Overview
* Descripl PO: 1117 Vendor: YBP Library Services i
= Explanation
[ Organization Document Numbi |
vendar N\,
Yendor Address
* ¥endor: |YEF Library Services * City: Contoocook
State:
vendor #: |12106-0 #required for Us "M
* Address 1: 999 Maple Street Postal Cade: |, g
8 P *required for US
Address 2: * Country: United States
* Date Received: [10/26/2011
Packing Slip #: Reference #:
Bill Of Lading #: Carrier:
Titles AN
Receiving Line Items
Line Vendor Item Qty Pa’::s Prior | Prior qt:]y Parts | 1| parts| Qty | Parts Qty Parts | . qdition | Available
& Identifier Description | Format | Ordered | ( ®70 | *uoM:| Qty | Parts| 0 | tobe | "OTE | o TR | Damaged | Damaged | ot 0| DR SRE | act
Red Rcd red Rcd
| hide |
OHQ Test,Test EA
0123456789ABCDEF 3 1 F Book ‘1.00 |1.00 |mCH ‘1.00 |1‘00 |0‘00 |D.DU ‘1.00 |1‘00 |0‘00 |0‘00 |0‘00 |0‘00 | ‘es
Bib Info: Bib Editor edit

[»show | special Processing Instructions

If you do not have a PO displayed on your screen, there are two primary ways to start receiving:

Receipt method 1: Receiving from the Main Menu
If you have the PO number, you can click on the Receiving link on the Main Menu in the Acquisitions box.

fuali.

open library environment

Maintenance

[ -] action list | (& doc search |

Acquisitions

Purchasing/Accounts Payable

@ Contract Manager Assignment
o LEreTTTent R = \
9
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This will take you to a Line Item Receiving Initiation screen:

Doc Nbr: 4475 Status: INITIATED
Line Item Receiving Initiator: ole-khuntley Created: 01:15 &M 11/03/2011
Line Item Receiving Status: |In Process

expand all | [ collapse all

= required field

Line Item Receiving Initiation

* Purchase Order #:
* Date Received: =

Packing Slip #:
Bill Of Lading #:

Carrier:

(" Line Ttem Receiving Initiation \

continue | clear |

The required fields are Purchase Order # and Date Received. When you have entered those, click on Continue.

There is a check behind this initiation screen that will let you know if a receiving document for this PO is
already in process or completely processed.

Warning: A Receiving Line Document for the Purchase Order (ID 1222) with the same
Wendor Date already exists

Do you want to continue?

[ ves |[ mo |

In addition, if other receiving or payment actions are in progress against this PO and receiving document (i.e.,
and not yet approved), you may be prohibited from processing additional receiving until completed.

If you do not see this message or if you click the yes option, the system will open the Line Item Receiving
screen. Continue as above.
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Document Overview —hde]

* Description: [P0, 1222 Vender. 1P Livary Servces

- Explanation:
Organization Document Number:
[ vendor = hide
Vendor Address
* Vendor: YEP Library Services * City: Contoacook
s Y State:
Vendor £ 12:06-0 |
. N Pastal Code:
Address 1: 938 Maple Street o 03220
Address 2:
* Date Received: (11022011
Packing Slip #:
Bill Of Lading #:
o £
oty recetved | | clear gty recetved
iy | Description Format o | pars cyom: | Prior | prior | S| parts | grpcq | Parts | gy | Pants ) LD Addition | available
Tdentifier Ordered " Qty Parts to be Red Rtd Damaged Damaged Reason Actions.
. Ordered be to Public
Red | Red | o Red
[ | - [Er 3 00 e 00 ) 0 ) Not on Order [7]| @ -
Bib Info: Bib Editar cmte
< hide
ALCHEMY OF GLASS : COUNTERFEIT, IMITATION, AND. .
108 CIE! KING., SAGAMORE 1.00 1.00 =) 0.00 000 100 100 (000 (L [poo jo.oo [0 [oo0 v
BEACH SCIENCE HISTORY PRESS 2009
Bib Editor odt
1
[+55 exception Notes
[+3hm | gaceipt notes
|39 Special Processing Instructions.
[ Delivery ¥ show
[ View Related Documents » show ..k
Netes and Attachments (0) * show
Routetos [

Receipt method 2: Receiving Queue: Express Receiving

The Receiving Queue is intended to be a quicker way to do straightforward receiving, when you have in hand
the title and quantity that were originally ordered, with no changes needed. The Receiving Queue screen also
allows users to search by bibliographic data.

To successfully complete receiving with this method you must be logged in as a member of one of the
following groups: OLE_RCV; OLE-Invoicing; OLE-Receive-Mgr. If you are not logged in as a member of
OLE_RCV or OLE-Receive-Mgr, the receiving document will be routed to a member of OLE_RCYV for final
approval.

The Receiving Queue is intended only for straightforward titles. Purchase orders with special processing
instructions are filtered out of Receiving Queue searches, and must be received via the standard Line Item
Receiving document.

Clicking on the “Receiving Queue” link from the Main Menu
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| Fuali.

open library environment

|21 action list || doc search |

Mainlenance

Administration

A quisition:

Acquizitions Search

Purchasing/Accounts Payable

Bulk Receiving
Clairming
@ Contract Manager Assignrent
@ Payment Request
@ Receiving
@ Requisition
Shap Catalogs
Vendor Credit Memao

Ingest

Load Order Records

@ Staff Upload
Profile Builder

Load Invoices

Staff Upload
Profile Builder

Load Bibliographic Records

Staff Uplaad

brings you to this screen

Cataloging

@ Document Store Search

Load Order Records
@ Load Reports
Load Invoices
Load Reports
Load Bibliographic Records
Load Reports
Purchasing/Accounts Payable

& Electronic Invoice Rejects
@ Srder Holding Sueus

@ Payment Requests
@ Purchase Orders

9 Raeetyimg

Feceiving Queue

Vendor Credit Mermos
@ Acquisitions Search

| Zuali.

open library environment Main Menu

Maintenance

Administration

Provide Feedback

Beta 0.3 (rev: 3297) 2011-11-06_22-15-28 (Oracle9i)

[_'Ilcuonhtj[r_i-jdocmrd'l]

Receiving Queue Search

Logged in User: ole-khuntley

i Receiving Queue Search

= required field

[vrge] \ .
Purchase Order Number: | Serials: | O
ISxN: | Standing Orders: | |
Monograph: | [
Title: Status: | [
Vendor: | [
Journal: Purchase Order Date: | [

/

F -
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In the left-hand fields, you can search by PO number or certain bibliographic fields. The right-hand column
boxes allow you to limit your searches to certain material types.

& Note: the first four boxes are not yet functional in OLE 0.3.

Doing a blank search brings up all POs eligible for receiving. This search filters for all POs with Open status,
that have no existing receiving documents associated with the PO, and that have no Special Processing
Instruction Notes that may have been entered on the original Requisition. (Special Processing Instruction
Notes require acknowledgement during receiving. Titles with special processing instruction notes therefore
cannot be received via the Receiving Queue.)

Click the check box to the left of the title(s) you want to receive, then click the “receiving” button at the
bottom of the page:

' ESUHE‘:LIE,F:FJF){I;\I‘\IéUEYI;(EI\;“E‘I"I:“‘ Mo PRSI I MO T, L7 SCRANTON PRESS 2010 e * LUTE | TS IULLTU OO Services

~ SHAKER VILLAGE. BIAL, RAYMOND kEEEI'II'“UiTI?YNZ%I;ISU PR GF 1.00 1 1039 |9760813124596| 24,95 ‘S":’:WLC";;‘E”'

r SHARING MARY : BIBLE AND QUR'AN SIDE BY SIDE. TER BORG, MARLIES null CREATESPACE 2010 1.00 1 1095 071451583137 30,00 |1BP Library

,7 SITTING [ OBLIVION : THE HEART OF DASIST KOHN, LIVIA DUNEDIN THREE PINES L0 1 e |o7miseranaiez zses |TOF Hbrary

select all from all pages ) ( deselect all from all pages || select all from this page ) deselect all from this page
newennlyorder ebsco partll RE 47503, xlsx
e ~hde] \
receiving || payment request

\ J

If this action completes the receiving expected for a given PO, the system replies:

- SHARING MARY : BIBLE AND QUR'AM SIDE BY SIDE. |TER BORG, MARLIES null CREATESPACE 2010 1.00 1 1095 |9781451583137|50.00 'S:;V'i'g;';” !
SOLAR THROAT SLASHED @ THE UNEXPURGATED MIDDLETOWHN WESLEYAN YBP Library

r 1548 EDITION. CESAIRE, AIME UNIY PRESS 2011 1.00 1 1022 |9780619570703|26.95 Services
SAN FRANCISCO TBP Library

r SON OF HAMAS, TOUSER, MOSAR HASSAN SALTRIVER 2010 1.00 1 1094 | 9781414333076(26.99 Zervices

salact all from all pages | [ deselact all from all pages ) [ selact all from this page | [ deselect all from this page
g Actions neweanlyorder ebsca partll RE 47503, xlsx “'k
receiving | [ payment request

~
—wmr informational messages:
> P ID - 1092: Receiving Complete (Document ID - 4167},

Receiving Correction

Receiving corrections are a version of receiving for use after receiving has been completed and approved.
While authorized users may continue to initiate multiple receiving documents on a single Purchase Order
(subject to quantities ordered), “corrections” to a single document are accomplished via Receiving Correction.

Receiving Correction documents must be approved by a receiving manager
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‘ Line ltem Receiving |-

Workflows & Routing

Document Overview

* show

Vendor

* show

Titles

* show

Delivery

* show

View Related Documents

* show

Notes and Attachments (0)

* show

Route Log

L

* show

o~ —
|_correction J)| send ad hoc request || close

In addition, if other receiving or payment actions are in progress against this PO and receiving document (ie,

and not yet approved), you may be prohibited from processing additional receiving until completed.

Line [bem Receiving

Racaking Dot for fobsl or maki ks neceiving withost suteptions; BOV-L for sweptions

=
:; Rl s f Caiank s Rem Race sy
&
= — —_—
o pudat sl
Mo spwe i pesemiaing
N i e
u
E
W
]
] ¥
& _Caf-DF E— -
E' |
& Becarcng
E Distmsatis) s meu
E —— !
£ | *
g I,—"' T Perchms
| FluAL ; L Didar
E \4,-‘"1 Amardman
|
(=}

Receiving Data Elements & Descriptions

For descriptions of all the fields, review the OLE Line Item Receiving Data Elements.
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Pay for Library Materials

OLE 0.3 uses the term “Payment request” for the processing of Vendor invoices. OLE 0.3 also assumes there
will be only one purchase order per invoice. (This will be expanded in future releases.)

Getting Started

OLE 0.3 breaks down vendor invoicing permissions into several roles:

To create unapproved invoicing and payment requests, please sign into OLE as:

Invoicing staff ole-jshowalter
Receiving staff ole-mshaun
Payments staff ole-abeal — for approving a payment request

Note: For OLE 0.3, we have not yet coded full university financial integrations. To “stub” this functionality
at present, and to simulate how general ledger, fund/account updates, and expenses might be approved and
processed thru the university financial system, all payment requests stop at the relevant Fiscal/Accounts staff
for final routing/export/batch processing.

Fiscal officer ole-rorenfro
Fiscal manager ole-jaraujo

Search for Purchase Order:

Before initiating a payment request, you’ll need to know the purchase order number for the title(s) on your
invoice. This can be found by doing an Acquisitions Search (also described above) or Purchase Order Search
screen:
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Acquisitions Search

(" Acquisitions Search

* required field

Document Type:

L &

Document Number:

Purchase Order #:

¥endor Name:

L

Date Created From:

I | =

Date Created To:

1™

Initiator:

a

Requestor:

ay

Account Number:

C___

Organization Code:

19

Chart Code:

1@

Title:

|untold sisters”

Author:

Publisher:

ISBN:

Search Type:

& Document search O Bib Search

| search | cancel |

" Search Results

2 items retrieved, displaving all items,

Document Number Type

Document Tite

3824 QLE_PO

Route Status

Purchase Order - YBP_Firm_Ingest_kyh_102611_99943793279

Open ale

Initiator

Date Created

Route Log

ot 26, 2011 12:50:18 PM

3772 OLE_REQS

Requisition - YBP_Firm_Ingest_kyh_102611_99943793279

Closed

ale-khuntley

Dot 26, 2011 12:49:38 PM

el

acquisitions search to locate its PO #

With above Acquisitions Search, a user would need to open the document from this generic

You can search by whatever data you have in hand, or do a blank search to see all POs. Clicking on the
document number brings up the PO in its own tab.

While these search-options will be combined in future, note that the results view of a Purchase Order Custom

Doc search provides the actual PO #:

—
Document/Notification S ‘Organization 4 Purcha Purchase Order Contract Manager
Document Liesorip bion P_— L
1d Document Description Document Num Order # \ Status Description Name £
X . AUTOMATIC
3758 WBP_Firm_Ingest_kyh_110811_753437449350 1135 hange in Process PURCHASE ORDER
. AUTOMATIC
2744 REQ_Testing_POA 1140 BET PURCHASE ORDER |*
. . . AUTOMATIC
3743 REQ_Testing 1140 /“Et'"!d Version |5 RCHASE ORDER
X AUTOMATIC
3721 YBP_Firm_Ingest_kyh_110811_75343744884 1139 Open PURCHASE ORDER L
X AUTOMATIC
2719 YBP_Firm_Ingest_kyh_110811_753437449%93 1138 Open BURCHASE ORDER
X AUTOMATIC
3717 YBP_Firm_Ingest_kyh_110811_75343744992 1137 Open s erer Y
X AUTOMATIC
2712 YBP_Firm_Ingest_kyh_110811_75343744991 1136 Open PURCHASE ORDER |t
X Pending AUTOMATIC
3710 YBP_Firm_Ingest_kyh_110811_75343744950 1135 e N R BREE

Once you have the PO number in hand for the title on your invoice, you can begin the payment process.
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% Note: Be sure you have the Purchase Order # and not the system-generated document-identifier to
initiate Payment Requests.

Create Vendor Invoice/Payment Request

Click “Payment request” on the Main Menu,

| Fuali.

open library environment Mainlenance Administration

[ 51 action list || doc search |

Acquisitions

Acquisitions Search

Purchasing/Accounts Payable

Bulk Receiving
Clairming

@&

@ Requisition
Shap Catalogs
Vendor Credit Memao

C réssignment
Pavrent Regquast
aivin

Ingest

Load Order Records

@ Staff Upload
FProfile Builder

Load Invoices

Staff Upload
Profile Builder

Load Bibliographic Records

Staff Upload

Cataloging

@ Document Store Search

Load Order Records
@ Load Reports
Load Invoices
Load Reports
Load Bibliographic Records
Load Reports
Purchasing/Accounts Payable

& Electranic Invoice Rejects
@ Order Holding Qusue
@ Payment Requests
@ Purchase Ordars
@ Eeceiving
@ Receivin ueue
@ Requisitions
Vendor Credit Mermos
@ Acquisitions Search

the system displays the Payment Request Initiation screen:
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r, I- Provide Feedbac
[Tuali.
OLE m Maintenance || Administration (rew: 3003) Z011-10-24_20-57-26 [Cracledi]

| action list | [zl doc search Logged in User: ole-khuntey I | Logi | [ Logam
Doc Nbr: |4725 Status: |IMITIATED
Payment Request [z] Initiator: [ole-khuntley Created: |05:28 PM 10/27/20:
Pay t Request #: |Mot Available| Payment Request Status: |Initiated

* required field

Payment Request Iniiation
* purchase Order #: * Invoice Number:

* Invoice Dates || ] * Yendor Invoice Amount: |

Special Handling Instructions: Foreign ¥endor Invoice Amount:

" Payment Request Initiation N\

| continue || dear | close |

The following fields are required:

* Purchase Order Number

* Invoice Number

* Invoice Date

* Either the vendor invoice amount (if the billing is in your institution’s base currency) or the foreign
vendor invoice amount (if the invoice is in a different currency).

Clicking “continue” at the bottom of this screen creates a new Payment Request eDoc. It imports some
information, like vendor, , line item details, accounting information, etc. from the relevant PO:

Doc Nbrz [4725 Status: |SAVED

Payment Request |5 | Initiators [ple-khuntley | Created: 05:28 PM 10/27/2011
| PaymentRequest #: | 1069 | Payment Request Status: |In Process
oxpan:

* requirsd fisld

( Document Overview “hie| L

* Dascription: [P0: 1012 Vandor: YBP Library Services
Explanation:
Organization Document Number:

Financial Document Detail

Document Overview

Totulamowne 000

Payment Request Detail

Receiving Required: |Ves Payment Request Positive Approval Required: |Mo
Use Tax Indicator: | ves | change to sales iax
Order Type: |Firm), Fixed vI

" ¥endor A
" Invoice Info A
* Invoice Number: 21370 * Purchase Order #: 1012
Pay Date: [11762011 |5 | (Immedists Pay) PO Notes: Ho
* Inuoice Date: |10/19/2011 Payment Request Cost Source: | ESTIMATE
PO End Date: Payment Classificati
Payment Attachment Indicator: | [~ * ¥endor Invoice Ameunt: |422.50
Extract Date: AP Processed Date:
TInvoice Type: & TInvoice SubType: &
TEST
* Bank Code FIRST MATIOHAL TEST Bk OF f Uil

Completing the Payment Request
Some fields in the top section are optional:

* The “Explanation” field is a free-text box for any relevant notes you want to add about the invoice.
* The “Pay Date” is calculated based on the “Payment Terms” field of the Vendor record. You can manually
adjust the pay date, though, if desired. You can also check the “Immediate Pay” check box, which overrides
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the pay date and causes the vendor to be paid immediately.
* The “Invoice sub type” field allows you to specify a type of invoice being paid. In OLE 0.3, the two types
defined are “regular” and “supplemental”.

In OLE 0.3, you cannot change the vendor on the Payment Request to differ from that on the purchase order.
This functionality will be available in future releases.

Edit line items:

The “Process items” tab is where the title being paid for is listed. If a price was listed on the purchase order,
that price is automatically supplied in the “unit cost” field:

Process Titles
Add Ttem
* 5
Item | Open | YendorItem | *Qty * List * Unit Tax Total | Assigned
Line | Oty Lz "“'VE“ (et Identifier Invoiced Price * Discount | DiSCount | Prorated Cost Eatended | ;o 0ot | Amount | To Trade L=nrton Action
# Price Fiﬂs Type | Surcharge Cost T
£
=1 | (T ] — 5 ‘ ‘
Bib Bib | o
Info: L
Cumrent Items
Item | Open ro VendorItem | *Quy | o List Unit Tax Total | Assigned
Line  Qty ot "':"./E"t (Rozren Identifier Invoiced o Price (Mo | [ord - Fhaed Cost | utended | o nt| Amount| To Trade (=X Action
. rice Parts Type | Surcharge Cost i
LOWE AND
GYMNASTICS: TRANS.
e | BY DAVID
oo B8 14.95 1 14.95 o oo000 143 14.95 000 14.95[M0 CHAPMAN.DE AMICIS,
& EDMOMDO,
1846-1908,LONDON
1 HESPERUS PRESS 20
Bib
Editor edit
| »5100 | Inusice Notes |
[ #5104 | pccounting Lines |
Invoice Total Prior to Additional Charges: 14.95
Additional Charges [DEINI
[¥endor Remit Amount] Grand Total Prior to Taxt 14.95
Grand Total Tax: 0.00
Grand Total: 14.95
= —

You should change the supplied price to the amount listed on your invoice, and supply the number of copies
being invoiced:

Process Titles
Add Item

“ra.
Ttem Dpen . Vendor Ttem * List * Unit Tan | Total | Assigned
Line uoM """VE“ Format Identifier | Invoice Price | * Discounf Discount | Prorated Cost | ERtEnded | it Amount | To Trade Description Action
- Price e Type | Surcharge Cast o
£
A [ = | [1.00 ' b o r ‘ ‘
Bib Bb |
FUGN Editor | | T8
Current Ttems
*Na. . _ .
Item | Open . YendorItem | *Qty List . . Unit Tam | Total | Assigned -
Line | Qty et "':;tf'E“t (Ratiaeet Identifier | Inveiced | .°F Price Moo Foencit Coelmd | gy B e Aot 1o e D Action
. rice Parts Type | Surcharge Cast o
LOVE AND
GYMNASTICS; TRANS.
] BY DAVID
ron B2 14,95 1 14.95 o 00000 [1435 1495 000 14.95Mo CHAPMAN.,DE AMICIS,
& EDMONDO,
1846-1308,LONDON
1 HESPERUS FRESS 20
Bib
Editor et
[*510% | Invaice Notes |
[#510% | pccounting Lines |

Invoice Total Prior to Additional Charges: 14.95
Additional Charges [IETTN
[¥endor Remit Amount] Grand Total Prior to Tax: 14.95
Grand Total Tau: 0.00
Grand Total: 14.95
—
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Foreign Currency

If your vendor is defined (in its vendor record) as billing in a foreign currency, the system will display a
foreign currency line in the line item display:

PO Vearrdar
Thewn gty tMe, Lt Prorated it Tax Tatal | Assigeed
Ogen | UGN | Wit Farmat Tmen Discount  [Hsesnt Unteraded [
l.h:. by Tyl Erwabcnd F:L Frice Teps Surchaga | Cowt =y Baround Arsesunt rnT:h
SLAM [
BRITAL
: AND TER
1.00 (7Y L 102 1 ELDA42 O De2a30 10443 &1.0% BLOE o ABDHAL
GHatlik 14
LB
Pish
1 T orsign
Ty # Fisrwiges Lint Pidn Forumigrs v umars! [ R [EEPEErnt ) Frorwingay et sl Ewith s Rabe U
At
[ 50 0 % =] 5 45 0.737347 8.0463
—_ — ——
Enfos Edkirer wi

When you input the price in the foreign currency, the system converts it to your base currency, according to the
current values in your foreign currency conversion table. (In future releases, OLE will have a system for
regularly updating this table with current conversion rates.)

Accounting lines, for fund accounting, are hidden beneath the Items section; they can be shown by clicking the
“show” button next to “Accounting lines”.

Process Titles

Add Item
*
Ttem | Open | , 000 ,5‘: . Format VendorTtem | * Qty R st piscount | Prorated | UM | Eriended | | TO% Total | Assigned Descript
Line | Oty iD= orma Tdentifier Invoiced o Price  Discount | Dooum rora Cost wtended | pmount | Amount| To Trade escriplion Action
. Price Parts Type | Surcharge Cost o
Ee.
a [ = [1.00 t o o [ =] Il ‘ ‘
Bib Bib | o
LN Editor | | T=°
t Ttems
PO *No. - . .
Item| Open . YendorItem |  *Qiy List y . Unit Tax Total | Assigned L
Line | Qty L | Ui (oLt Identifier Invoiced o Price et | o o) Cost | Ewtended | o Lot Amount| To Trade e i Action
. Price Parts Type | Surcharge Cost o
LOVE AND
GYMNASTICS; TRANS,
Ea BY DAVID
1.00 iA 14.35 1 14.35 o oooo0 (1435 1495 0.00  14.95No CHAPMAN.,DE AMICIS,
-4 EDMONDO,
1846-1908,LONDON
HESPERUS PRESS 20
Bib Bib
[nfn: Editor edit
| * 5ho% | Invoice Notes |
1 |~ hié | Accounting Lines
Accounting Lines g [ i cetar |
Source
* Ghart * Account Number Sub-Account * Object Sub-Object Project OrgRefId * Dallar § * Percent Actions
[ T — e [ [ s s ] -
* Chart * Account Number Sub-ficcount * Object Sub-Object Project Org RefId * Dollar § * Percent Actions
poaraes | & Tz | & % 14.95 100
BLOCHINGION | FRENCHAITaUAN HOROGRAPH FIRH

OLE 0.3 comes pre-loaded with a small number of valid funds. The payment request will automatically show
the fund numbers associated with the purchase order. If you want to change them for this payment, you can do
so here. Some sample funds you can use:

Chart: BL
Account numbers: 2497486, 2947482, 2947491, 2947488
Object codes: 7112, 7115
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Add Accounting Lines

Charges can be shared among multiple funds by percentage. A blank line for adding an additional fund
appears for each title, above the line already in use:

T Accounting Lines

Accounting Lines
Source

* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Dollar § * Percent Actions
[ - [ LY & ] & — [ 0.00 [ o

* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Dollar § * Percent Actions
BL * [Z54 7483 Y 2 Fiiz ) a 2 [ 0.00 =5 Gokte
| Ay l " " . ‘ | bad inquiry |
BL = ] £y Y] Fiz | — & — [ 0.00 £ dawen

Ty i . Bl inquiry

Add New Line Iltems

It is possible to add additional titles or other miscellaneous line items which are listed on the invoice, even if
they were not originally on the purchase order:

Process Titles
Add Item

PO 3 . . 2
Item | Open| ., . Yendor Item | * Qty * List . * Unit Tax Total | Assigned -
Line | Qty WEY, Ui et Identifier Invoiced i Price * Discount | DiSCOUnt | Prorated cost | Entended | o nt| Amount| To Trade D cHp e Action
. Price Parts Type | Surcharge Cost o
£
o I =1 [100 [ o o r ‘
o
Ttem | Open| o, ,:.‘: + Format Yendor Item | * Qty B List Discount | Discount| Brorated Unit L ged TR Total | Assigned Descripti
Line | Oty Ongs orma Tdentifier Invoiced o Price iscoun iscoun vora’ Cost Htended | pmount | Amount| To Trade escription Action
o Price Parts Type | Surcharge Cost I
LOVE AND
GYMNASTICS: TRANS.
e | BY DAVID
oo |2 14,35 1 14.95 o o.o000 1435 1495 0.00]  14.95Mo CHAPMAM.DE AMICIS,
& EDMOMDO,
1846-1908,LONDON
1 HESPERUS PRESS 20
Bib Taa
Editor edit
Invoice Notes |
Accounting Lines |
Invoice Total Prior to Additional Charges: 14.95
Additional Charges
[¥endor Remit Amount] Grand Total Prior to Tax: 14.95
Grand Total Tam: 0.00
Grand Total: 14.93

== —

@ Tips on Editor for known development issues.
Users must complete the line item and linked bib in this sequential order. This will be fixed in future
releases.
1. New line items: First “create new” to launch editor & save your bib data, and then add
transactional data to the line (qty, price, category etc.). After both are complete, click on
“add” to save the line. This should update and link the bib and Description. Then depending
on the document, finish with rest of edits, add accounting lines, calculate, save etc.
2. Editing existing line items: Click on “edit” button to edit the linked bib of the existing line

item. When completed, you will be returned to your working purchasing document. You will
not yet see your revised Description from the updated bib, until you complete further actions
on the overall purchasing document, such as Save, Submit, or Blanket Approve. If you are
only saving your doc, and wish to see Description updates, you may need to SAVE or SAVE
& RELOAD the eDoc AFTER making updates in the bib- in order to update its description
with linked bib changes-- prior to Submit or Blanket Approve
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| HRenzxali.
LE

o

Bibliographic - MARC XML Editor

uuiD 5] save @) Reset [ Download
Leader and Control Fields
Leader £
001  Control Field E
003 Control Field &
005 Control Field gp
008 Control Field s

Data Fields

020 ISBN E]

a ISBN %

Enter applicable information for the item and click Save.

‘““Note: In OLE 0.3, changes made to the Title of an item in the Bibliographic editor will populate the

Description field for the eDoc transactional line item (which by default includes Title information), but only

after the purchasing document has been saved.

After the Add button is clicked, the Bibliographic information will show up in the Process items section. To

add accounting information to each of the items you have added, click the show button next to Accounting

Lines:

Purchase Order Amendment Created

Above creates a Purchase Order Amendment (POA) document, with the new title added. The POA document

is then routed according to the routing rules established in your system for POA approvals.

%% Routing the POA from “unordered” line item during Payment Request is automatic from authorized

receiving staff. The resulting POA must be edited by Acquisitions staff or managers, and Submitted. Please
note a bug fix to complete the approval process. Ole-khuntley can be used to complete the related Purchase

Order Amendment and approve it.
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Additional Charges and Prorating

Once you’ve finished adding titles to the payment request, you can add other charges (shipping, handling,
insurance, etc.) that appear on your invoice. On the Process Items tab, just below the titles, you can display the

Additional Charges section:

Additional Charges [EXTEN

Original B
Outstanding Tax Total
*
Item Type Amount | oo ed Extended Cost Amount Amount
from PO A TOITI
Freight
Freight : 0.00 0.00
[»show | pccounting Lines
Shipping and Handling
Shipping and Handling : 0.00 0.00
|=|’ show | pccounting Lines
Minimum Order
Minirnurm Order 0.00 0.00
|=|’ show | pccounting Lines
Miscellaneous or Overhead
Miscellaneous or Overhead @ 0.00 0.00

|=|’ show | Accounting Lines

OLE 0.3 allows four additional charges per invoice
assign the charge to your preferred fund:

Miscellaneous or Overhead

. Each charge has an accounting line below it, so you can

Miscellaneous or Overhead :

5.00

0.o0

5.00

 ~ hide | Accounting Lines

Accounting Lines H

Source

* Chart * Account Number Sub-Account * Object Sub-Dbject Project Org Ref Id i
BL =] 24700 | & 729 |™ CY & 0.0t
BLOOMIMGTOM LIBRARY &CQUISITIONS SEMERAL SERIAL SERVICE

If you choose, you may also prorate the additional charges to the invoiced titles.
Enter the amount of the additional charge, select to prorate by Quantity, Dollar, or Manually. If Manual

prorate is selected, enter the amount you would like prorated to each title.
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Tax Total
Amount  To Trade
n

Description

List Price Discount Dl:ev:u‘m Surcharge

Unit Cost | Extended
t

1000 | 22.00 10.00 1 22 [ (%] 27273 24.7273 247.27 0.00  247.27 No test Te,1est author
r ; . e
100 1 0.00 1.00 1 0 o x_-] 2.7273 327273 32.73 0.00 32.73 No Tast TRie for

5 L Prorating, Publc, Jane Q.

Involce Total Prior to Additional Charges: 260.00

Orsoinal | o ata Tox Total

nding
* Item Typo M‘&:; Encumbered Extonded Cost Amount A Description
i Amount
Frelght
Freight 10.00 0.00 woo‘
o Accounting Lines
Shipping and Handling
Shpping and Handling [ 0.00 0.00
¥ Prorate By Quantity
P Accounting Lines P o
orate >
Minimum Order o~
Manual Prorate
Miaimum Order © 0.00 0.00

Finishing the document

Close Purchase Order:
An authorized user can opt to “Close Purchase Order” at the completion of the Payment Request, via a
checkbox by the document total charges:

[¥endor Remit Amount] Grand Total Prior to Tax: 50.00
Grand Total Tax: 0.00
Grand Total: so.00 (| [~ Cloze F‘OB

p— L

Alternatively, Purchase Orders can be closed via action buttons at the bottom of POs once payments have been
completed. Accounts Payable staff has the PO Close flag for non-recurring purchase orders available while
processing the payment request

After you have made your changes to the payment request screen, you must tell OLE to update its fund
balances, by clicking the “calculate” button at the bottom of the screen. (OLE will expect you to “calculate”
an invoice before you “submit” or “save” it.)

You can then either “submit” or “approve” the payment request, based on your OLE permissions and the
workflow at your institution. “Submitting” a payment request uses the OLE internal routing mechanism to
route it to the designated approving officer at your institution. First, though, it checks the record for
consistency, and warns you of any problems:
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@
oL
Maintenance | Administration

(revi 300%) 2011-11

Logged in User: ole-khuntley —‘

Warning: The Paymant Requast total does not match the total entered on the start screen, Do you want to continue?

Summary Detail Below:

¥endor Inveice Amount entered on start

422,50

Invoice Total Prior to Additional Charges:
Grand Total Prior to Tax:

Grand Total Tax:

Grand Total:

ves no |

“Approving” a payment request is only available to authorized users. (In OLE 0.3, you can log in as user “ole-

abeal” to have approval capabilities).

An approved payment request will trigger the system to transmit data to another designated system, like a
university’s accounts-payable system. This will be in future releases.

Workflows & Routing:

Per above, some users can process the Payment Request, but then it routes for approval. OLE 0.3 functionality

“stubs out” at the action list of Fiscal officers as a holding area for future university financial integrations.

Vendor Involce- Payment Reguest
Conate Fagman P gusis 47 ' eaiice’ | Bepars |Rort pary wabat]
-]
2 [ —
r
g l
4 = - " - — r—
1]
!S - - o] s B et
£ g \_ i Purchans
& { AL —— ;"'1 Oirder Pict ety
i S A e ad FES—
A P
=
=]

Sample Purchase Order Statuses:

Awaiting Fiscal Officer
AFOA Approval
AUTO Auto-Approved
INIT Initiated

See all statuses in Payment Requests Statuses Appendix.
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Payment Requests Workflows & Routing

Vendor Invoioe- Payment Reguest
Comain Py ) Fob bt L et | e | et e it
-
E Py et Bd Gpabin
=
g l
L]
a
E s =, E""‘""""':"" Purchazs
& { AL — El Cirdar p— | Pty
w L __.-" ;::': AmardTanr
w
=]
o

Payment Request Data Elements & Descriptions
For descriptions of all the fields, review the OLE Payment Request Data Elements.

While receiving and invoicing staff may initiate Payment Requests, in OLE 0.3 all such requests route to staff
with the role OLE_Payments for Approvals.

Search Payment Request Documents or Purchase Orders

To view existing payment requests for additional processing or to view status of existing payments, users may
search Purchase Order or Payment Requests from the Main menu> Acquisitions Searches.

|Fuali.

open library environment

Maintenance = Administration

[ action list | (] doc search |

Acquisitions Acquisitions Search

Purchasing/Accounts Payable Cataloging

@ Document Store Search

@ Contract Manager Assignment Load Order Records
& Payment Request
@ Receiving @ Load Reports
@ Reguisition
Load Invoices

Ingest
Load Order Records

& Staff Upload

' 1}

@ Order Halding Queus
@ Payment Requests
@ Purchase Orders

@ Receiving

& Receiving Queus
Reguisitions

Load Invaoices

Load Bibliographic Records

uisitions Search

N
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Search fields include account numbers, dates, vendors, etc. The Acquisitions Search as noted previously also
includes some bibliographic fields.

Date Created From: ||11/08/2011 EI

Date Creatad To: el

Acquisition Unit's Vendor account / Vendar Info Customer # :
Invoice Date From:

Invoice Date To:

Pay Date From:

Pay Date To:

AP Processed Date From:

AP Processed Date To:
Extracted: | (0 vas ) no @ poth
Hold: | () © 9 Both
Request Canceli | ) ves O no @ Both
Auto-Approved -
e e i::::::g ézaﬁ\izgruval E‘
Awaiting Fiscal Officer Approval T
Receiving Required: | () vez 0 g @ Both
¥ Positive Approval Required: | ) vas (0 no @ goth
ChartCodes || [+ ]'®

Payment Request Search Results

S items retrieved, displaying all items.

Document/ Notification I1d Type Title Route Gtatus |
3757 Payment Request Payment Request - PO: 1140 Vendor: ALEPH-BET BOOKS SAVED HI
3755 Payment Request Payment Request - PO: 1137 Vendor: YBP Library Services ENROUTE HI
3754 Payment Request Payment Request - PO: 1138 Vendor: YBP Library Services SAVED HI
3752 Payment Request Payment Request - PO: 1139 Vendor: YBP Library Services ENROUTE HI
3751 Payment Request Payment Request - PO: 1131 Vendor: YBP Library Services ENROUTE HI

You may select any of the open or past payment requests to view or complete next actions as permitted.

Once a payment request has been approved, an audit-trail entry is added to the request’s route log tab too:
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Route Log \\.
Route Log

1D: 4159 Y
Title Payment Request - PO: 1229 Yendor: YBP Library Services
Type Payment Reguest Created 01:36 A
Initiator HUNTLEY, KEISHA ' Last Modified 01:358 A
Route Status PROCESSED Last Approved 01:38 A
Node(s) JoinvendorlsEmployeeOrionResidentalien Finalized

Actions Taken A%

Action Taken By For Delegator Time/Date
SAYED HUNTLEY, KEISHA Y 01:36 AM 10/28/2011

‘? show | BLANKET APPROYED HUNTLEY, KEISHA Y 01:37 AM 10/28/2011

If you submit the payment request to be approved by another staff member, a similar entry is added, showing
to whom it was routed and when.

Further, if you search via Purchase Order, or link to the related Purchase Order from the “Related Documents”
tab of the Payment Request, you can see additional information about:

e Reversed encumbrances

e Incurred expenses

e Account Summary

e Pending general ledger entries

Account Summar

Account Summary 1

| Chast | ‘Account Number | Sub-Account | Object [ Sub-Object | Project | ‘Org Ref Id | ion Dacument Number | Amt
BL |o1a2500 [ lo110 | [ [ [ | 175.00
Ttems of 1 |
Ttem I Amount |
[Te=m 1 |Sage Handbook of Sociclagy [175.00 |
View Related Documents [vshow |
‘View Payment Histary ~ nide

No Cradit Memos
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Create/Edit Supporting Maintenance eDocs

Many OLE eDocs contain data fields that must be filled in from a controlled list, either by choosing from a
drop-down menu, or by doing a lookup search to find valid values. The choices for these fields are defined in
another OLE eDoc, called a maintenance document.

The Maintenance menu tab has links to look up the valid values for most of these controlled fields. (A few of
them spill over on to the Administration menu tab.)

All of the maintenance eDocs are viewed and maintained in a similar fashion. Selecting the desired table from
the Maintenance menu tab takes you to the lookup screen. From that screen you may create a new eDoc by
clicking the “create new” link or search the table to view, edit, or copy a table value. OLE maintenance eDocs
and Rice (Admin menu) maintenance eDocs have varied permissions and access. Most users can perform
lookups and selections, or view some of the data, but not all users can edit or create new “controlled value”
lists.

OLE Maintenance & Administration Menus

@ Newor adapted OLE functions
New or adapted Kuali Financial functions being used by OLE, and accessible for “test drive” by
library users.
See list of permissions below, with definitions provided in linked data elements.
Definitions of inherited KFS Purchasing/Accounts Payable Attribute Maintenance docs
Definitions of inherited KFS Vendor Attribute Maintenance docs
Includes: Purchasing/Accounts Payable, Vendors, Requestors, some Systems; plus, on Administration
tab (permissions-based), some of the System and Configuration settings.

% Available for test-drive with inherited Kuali functions

Unedited/inherited KFS functionality, to be modified for libraries post OLE 0.3 release- library users
can access and use these functions and eDocs “as is”.
See KFS online help guide for full definitions
Definitions of inherited KFS Chart of Accounts Attribute Maintenance docs
Includes: Chart of Accounts, some financial processing & system settings; Batch & monitoring
functions on Administration tab.

Future Kuali functionality to be coded

KFS functionality not yet available to libraries, and to be reviewed post OLE 0.3 release (no links).
See KFS Online Users Guide for full definitions.

Includes: most of Financial Processing, Accounts Receivable, Contracts & Grants, Pre-Disbursement
Processor.
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Aoocenits Reoeivable Cooniras & dranis

m

. mazsl Teae mamcian Czete
. Bomgiee Dooel Bxd

Pre-Disbursement Frootsser

Searching Maintenance eDocs

(alternatively, a user will make “selections” from the Lookup buttons inside transactional documents- the
values of these “selection” or “controlled value” lists are maintained via the maintenance docs in the
Maintenance menu)

1. Select the desired maintenance eDoc from the Maintenance menu.
2. When the lookup screen appears, enter appropriate search criteria or leave blank to retrieve all.

Click \_3=arch ]
3. Click the edit link for the value you want to view:
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Account Type Code:
Account Type Mame: |
Active Indicator: f_vd?uJFM

fm’z;lni)

Yes
Yes
Yes

Yes
Yos

"4@.1‘”.{.‘.@‘.1 B0 ” & Gspm- x @ M o
*Fuulu |48« Calfoss State Universty . X, Funcionsl Tesing « KFS K. B hetp-rwwwcobtmesdu P @8 Sugpeited e w @) Wik S5cn Gatlery @
[y T — F— v B v 0w v Pages Seeye Teokw @

3 @ Wome| Prteted ode On s wiox -
T

4. Click the

Logged in User: khuntley U ——

* required field
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Initiating New Maintenance eDocuments Data Values

1. Select the desired maintenance eDoc from the Maintenance menu.

2. Click the | create new

The document appears with a new Document ID.

3. Complete the common Document tabs -- Document Overview tab, Notes and Attachments tab, or Ad Hoc
Recipients tab as needed.

4. Complete the New section in the Edit tab

Edit Account Type v hide

New
* Account Type Code: [
* Account Type Name: [

Active Indicator: |V

5. Click submit
6. Review the Route Log tab.

Editing Maintenance eDocument data values

1. Select the desired eDoc from the Maintenance menu tab.
2. When the lookup screen appears, enter appropriate search criteria or leave blank to retrieve all.

Click search
3. Click the edit link in the Actions column corresponding to the table value you want to edit.

Actions Account Type Code Account Type Name Active Indicator
gdt Loy Al A-21 ACTIVITY IDENTIFIER Yes
e cey L3 BALANCE SHEET ACCOUNT Yes
Al coow QP DIS UISHED PROFESSORSHIP ACCOUNTS Yes
&J == Rl DESKYOP COMPUTER ACCOUNTS Yes

edt cooy £ FINANCIAL AID IWIUF ENDOWED MERIT-BASED Yes

The document appears with a new Document ID.

4. Complete the common document tabs: Document Overview, Notes and Attachments, and Ad Hoc
Recipients tab as needed.

5. Complete the New section in the Edit tab.

té Account Type . rew

0Od New
Accomnt Type Code: 2! Acceant Type Code: Al
Account Type Nasse: 221 ACTIVITY [OENTIFIER * Accoust Type Name: AJ! ACTVTY DENTFER
Active Indicater: ves Acteve Indicator: ¥

6. Click\ Submit
7. Review the Route Log tab.

You are allowed to edit non-identifying fields only. In edit mode, note that certain fields are not editable.
You are only allowed to change the non-identifying fields associated with the OLE code you are trying to edit.
When the active/inactive flags are available for the reference table, you can first make the existing code
inactive and then create a new code to change the identifying fields. If the active/inactive flags are not
available, the changes must be made by the technical staff.
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Maintenance Document Permissions, Roles & Workflows

Maintenance [attribute) documents

L — e —

Routing Appravals

OLE-FS Process
“
H
f
i

For full list of Maintenance Documents and Routing Approvals see the Maintenance Document Appendix.
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Managing & Encumbering Library Funds

Chart of Accounts, Fund Codes

OLE 0.3 includes sample library fund data within the inherited KFS (Kuali Financial Chart of Accounts)
functionality to support and illustrate library fund accounting and fund codes. General queries can be initiated
from the OLE Main Menu, while simple Maintenance eDocuments may be initiated from the OLE
Maintenance menu tab. The primary purpose of the Chart of Accounts functionality in OLE 0.3 is to allow
one or multiple accounting lines to be added to transactional line items on purchasing transactional eDocs.

Full Fund Accounting will be provided in OLE pending coding and specifications for Fund codes, library
budgets, and university financial integrations.

All user help is provided via existing KES Users Guide - Chart of Accounts.

Encumbering Funds
See sections on Requisition (OLE_REQ), Purchase Order (OLE_PO) and Payment Request (OLE_PREQ).

At submission of a PO, funds will be encumbered. At submission of a Payment Request, funds will be
disencumbered, and an expense will be applied.

See “Accounting Summary” tabs in each document to see total encumbrances by document type, or see linked
Balance Inquiries functions to look at budget funds in the General Ledger.

Query Chart of Account Available Balances Menu

Getting Started:
The menu item for viewing available balances can be found under the Main Menu tab in the Balance Inquiries
Section under the General Ledger heading:
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| Zuali.
OLE

(=] action list ] (g doc seareh]

Acquisitions

Purchasing/Accounts Payable

@ Contract Manager Assignment
@ payment Reguest

@ Receiving

@ Reguisition

Ingest

~!

Load Order Records

@ staff Upload

Steps to review available balances:
After clicking the Available Balances link (as described above) you should see the Available Balances Lookup
screen. The fiscal year field will be pre-populated with 2012.

Logged in User: ole-khuntley

OLE Beta 0.3 Legpnd

& Available for test-drive with inherited Kuali functions
@ New or adapted OLE functions

WP s
Balance Inquiries

General Ledger

& Available Balances ‘——
& Balances(top level

& Cash Balances

& General Ledger Balance

& General Ledger Entry

& General Ledger Pending Entry

& Open Encumbrances

For OLE 0.3, use the following values to see Available Balances Lookup:

Chart Code: BL

Account Number: 2947489

Next, click the Search button. The search results will show the amount of money that has been budgeted for
this account broken down by Object Codes. To see further details including Actuals and Encumbrance

Amounts, select ‘All” on the ‘Include Pending Ledger Entry’ field and click the Search button again.
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| Zuali.

OLE

Maintenance

Administration

(=1 action list |2 doc search |

Available Balances Lookup 5|

* Fiscal Year:

* Chart Code:

* Account Number:

2947489 8

Sub-Account Number:

1 ®

Object Code:

[—R

Sub-Object Code:

[_“ )

Consolidation Option:

© Consolidation © Detail

Include Pending Ledger Entry:

D No © Approved @ All

| search || clear || cancel
items retrieved, displaying all items. /
:friF'iécaerear Erichal;trcrode ! 'Accour;tiﬁuml‘)err;‘\ﬂ - éu;‘.lgef Amou;ltgi l@duais Amoun}: F éncum’branceiAimouni ;;\Vlialzianceii
012 |BL |2947489 ’ 0.00 0.00 20,000.00/
2012 |BL |2947489 0.00 0.00 20,000.00|
2012 BL _|2947489 A b 000 0.00/  20,000.00|
2012 BL 12947489 0.00 0.0 20,000.00|

Export options: CSV | spreadsheet | XML

Each underlined piece of information in the results grid is an active url which when clicked can provide you
further details about each piece of information. For example clicking on the Actuals amount gives you a
monthly breakdown of payment requests that have been processed.

General Ledger Balance Lookup

View Accumulate Amount

One item retrieved.

2012 BL 2347489 | ALL* Z115 *ALL* |AC
July 0.00° October January
August 0.00 November February
September 0.00 December March

These monthly amounts can also be clicked on to view the individual documents that generated this amount:
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General Ledger Entry Lookup

One item retrieved.

Fiscal Chart Account Sub-Account [ ob ect Sub-0b ed( Balance | Object | Fiscal 7Documen! Origin | Document T Transaction
Year Number = Number Code | Code |TvpacCodg I-“sc“e Period  Type Code | Number Lcdn:r_f.nmmm
! |l =
P z = " YBP Library

2012 |BL 2547489 i 7115 ‘ }L [ EE 04 OLE PREQ Egl !M SGM":BS
Export options: CSV | sareadshest | XML 3%,
These individual eDocs can also be viewed in their entirety by clicking on the document number:

(" Document Overview v hige >\

* Descr |PO: 1007 Vendor: YBP Library Services

Organization Document Number: |

Financial Document Deltail
* Year: 2012
Payment Request Detail

Receiving ed: Yes
Use Tax Indicator: Yes

,\' b

- ~
Invoice Info v hide \

L E
Vendor » show

Invoice Info
* Invoice Number: ASDF654465
Pay Date: 11/17/2011  Ne (Immediate Pay)
* Invoice Date: 10/20/2011

The same process can be repeated using the amounts under the Encumbrance column. Drilling down into this
amount will show you outstanding purchase orders:

7 items retneved, displaying all items.

| Iransaction | Iransaction |

Fiscal Chart Account Sub-Account Object Sub-Object | Balance Qbiect Fiscal Document | Origin | Document Debit | 7., saction
| | Code L ription | Amount Code

2012 |BL 247489 [--a- 7115 |- EX es 04 OLE 0 01 3343 ;2:/"-;’;?” 220.00/D 10/20/2011
e |
2012 (8L  [2947489 7115 EX *‘5 04 QLEPO |01 3324 YBP Library ‘ 220.00/D 10/20/2011
2012 23474 i sl Services 5

T
2012 |BL 2047480 [~ 15 |- Ex lee 04 OLE PREQ 01 3336 ‘g;’v‘;'é?"/ ‘ 132.00/C 10/20/2011
T T = e = Ex o 04 OLE PO 1m 3358 YBP Library ‘ 220,000 10/20/2011
[ i [ | | | | ¥ |Services | ol %
2012 [BL  |2947489 (- 7115 |- EX =3 04 oLEPO (01 3352 YRE Lbenry, ‘ 220.00/0 10/20/2011
2012 |BL (2947489 (- s |- |Ex lee 04 olEr0 |01 3347 Mad i 220.00/D 10/20/2011

| !

!

2012 |BL  |2947489 [-e-- s |- EX 3 04 QLEPO (01 3383 ;2':":";’:’7 770.00(0 10/20/2011

Export options: CSV. | spreadsheet | XML

Query Available Account Balances: Requisition (Purchase Order,
Payment Request) Line Item

Available Balance details can also be accessed from the Requisitions page by clicking on the bal inquiry button
after you have added an accounting line:
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Fd Tax Total Route To Public
= < + A +
Quantity ‘ Cost Al Requestor‘ View
Item 1 ¥
EA
oty  [=]| [roo 1 & \ 0.00 0.00 0.00 ] ®
EACH j
Bib Ed?tl:r create Title | |Frank Lioyd Wright’ PPl HUNTLEY, KEISHA Y &
B Vendor Item li
Optio Format I:E Category L( Identifier
[@ Notes |
. B3 [ = hide | Accounting Lines |
Accounting Lines 2] hide detail
Source
* Chart * Account L Sub-Account * Dollar § * Percent Actions
@ ) \ 0.00 add
[ B S L9 I
* Chart * Account Number |  Sub-Account * Dollar $ * Percent Actions
(L [~] 2947489 S @ 0.00 =
BLOOMINGTON FRENCH & ITALIAN bal inquiry
A R — et

From the Balance Inquiry Report Menu, select Available Balances:

Balance Inquiry Report Menu

Available Balances Q)
Balances by ation Y
Cash Balances a
General Ledger Balance Q
General Ledger Entry C\
General Ledger Pending Entry (&
Open Encumbrances Q

I cancel |

To return to the requisition, click the cancel button on each screen.

Sample Library Chart of Accounts, Accounts and Object Codes

It is recommended that users utilize the following library accounts and object codes ONLY when inputting
Accounting Lines in Requisitions, Purchase Orders, Purchase Order Amendments, and Payment Requests.

There are hundreds of other existing accounts, sub-accounts, object codes, sub-objects, projects and
organizations in the OLE sample data inherited from KFS. Do not use those other accounts if you wish to see
demonstrable library workflows. The other sample data will be deleted in future releases (maintained currently
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due to outstanding coding and analysis for final fund structures and options).

Fiscal Year | Chart Code | Account | Possible Object Codes

2012 BL 2947486 7112,7115,7122,7125
2012 BL 2947430 7112,7115,7122,7125
2012 BL 2947485 7112,7115,7122,7125
2012 BL 2947483 7112,7115,7122,7125
2012 BL 2947498 7112,7115,7122,7125
2012 BL 2947489 7112,7115,7122,7125
2012 BL 2947488 7112,7115,7122,7125
2012 BL 2947491 7112,7115,7122,7125
2012 BL 2947492 7112,7115,7122,7125
2012 BL 2947493 7112,7115,7122,7125
2012 BL 2947494 7112,7115,7122,7125
2012 BL 2947495 7112,7115,7122,7125
2012 BL 2947496 7112,7115,7122,7125
2012 BL 2947490 7112,7115,7122,7125
2012 BL 2947497 7112,7115,7122,7125
2012 BL 2947500 7119,7129

2012 BL 1047410 7100

For full and detailed list of OLE sample library fund codes, with related Budgets, organizations, object codes,
and owners, please see Appendix D.

Roles/Permissions:
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Sample FUND data utilizes the following users/roles:
Fiscal Officer: ole-rorenfro (OLE-SYYS),

Account manager: ole-jaraujo (OLE-PDP/Processor, OLE-SYS/C&G Project Director, User)

Account supervisor: ole-rorenfro (OLE-SYS)

Basic Account Maintenance Document Process

g Initiate a
= document
£
|
-
= o = —
[ —_—
2% g 83 Approve a ew Fisca
8 = 0 = document Officer?
3 0L 5
o =
Yes
— g -
s D
§ i3 Approve a N
g T E document
8 x 20
e
- v
@
e § Approve a | X
(@] 2 document
o
= 2 4
5 §' Approve a
5 ® document
=
1
A 4
2 5
g § -y Approve a
25 S document
5 =
=
- -
2%
Lf g Approve a
a3 document
@
S
T Approve a
T O
5 =< Lt document
(=)
=
£ L ‘
w Update Chant
l§ ‘i N FINAL of Accounts
wn
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Appendices

Linked Resources

KFS & Rice

Browser Optimization

: Chart of Accounts, Fund Codes

Document Statuses

nmmoow >

Maintenance Documents
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Appendix A: Linked Resources

OLE Library Glossary of Terms

OLE Drivers Manual Wiki/Confluence pages
OLE Data Elements

e Vendor

e Regquisition

e Purchase Order
e Receiving

e Payment Request

OLE 0.3 Ingest Schema and Mapping Document
KES Online Users Guide
KES Chart of Accounts

OLE Roadmap
OLE 0.3 Release Narrative Descriptions

OLE 0.3 Acquisitions Routing & User Roles: Reference Guide

OLE 0.3 Installation Information
Please go to https://wiki.kuali.org/display/OLE/OL E+and+Docstore+Server+Installation for OLE 0.3
installation information.

Feedback Survey
To complete the Feedback Survey, please go to https://wiki.kuali.org/display/OLE/0.3+Feedback+Survey

OLE 0.3 Demo Site
To try out OLE 0.3 go to http://demo.ole.kuali.org/ole-demo/portal.jsp
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https://wiki.kuali.org/display/OLE/OLE+Glossary
https://wiki.kuali.org/display/OLE/OLE+0.3+Milestone+Release+Documentation
https://wiki.kuali.org/download/attachments/312354634/OLE+Vendor+Data+Elements.pdf?version=1&modificationDate=1320856911228
https://wiki.kuali.org/download/attachments/312354634/OLE+Requisition+Data+Elements.pdf?version=1&modificationDate=1320857050311
https://wiki.kuali.org/download/attachments/312354634/OLE+Purchase+Order+Data+Elements.pdf?version=1&modificationDate=1320857224995
https://wiki.kuali.org/download/attachments/312354634/OLE+Line+Item+Receiving+Data+Elements.pdf?version=1&modificationDate=1320857255336
https://wiki.kuali.org/download/attachments/312354634/OLE+Payment+Request+Data+Elements.pdf?version=1&modificationDate=1320857269068
https://wiki.kuali.org/download/attachments/312354634/OLE+0.3+Ingest+Schema+and+Mapping+File.pdf?version=1&modificationDate=1321028937818
http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Foverview.htm
http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Fchartofaccountscoa.htm
https://wiki.kuali.org/display/OLE/OLE+Roadmap
https://wiki.kuali.org/download/attachments/312354634/OLE_NovReleaseRoadmap_narrative_111111.pdf
https://docs.google.com/a/kuali.org/viewer?a=v&pid=explorer&chrome=true&srcid=0B12Szsfm4hYaY2QyMWYzMzItOGQzYS00MTAxLTk4MTUtNmMzMDZlMGNmYzhi&hl=en_US
https://wiki.kuali.org/display/OLE/OLE+and+Docstore+Server+Installation
https://wiki.kuali.org/display/OLE/0.3+Feedback+Survey
http://demo.ole.kuali.org/ole-demo/portal.jsp

Appendix B: KFS & Rice

As mentioned above, OLE makes use of existing Kuali software products to support certain functionality,
particularly involving permissions, roles and workflows.

OLE and KFS

OLE uses KFS as the underpinning for selection and acquisitions functions. KFS is an enterprise-level
financial management system, for use by large institutions like universities. More information about KFS is
available at:

http://www.kuali.org/kfs.

To minimize complexity, only certain relevant segments of KFS are reused in OLE. Sites installing OLE in
production will receive those portions of KFS as part of their installation package.

There is no expectation that a site running OLE must also be using KFS as their enterprise-level financial
system. OLE is being designed to interface with any outside financial software.

More detailed documentation about KFS is available from the KFS 4.x Online Help document.

OLE and Rice

OLE also builds upon Kuali Rice, a middleware suite which helps support infrastructure and user interface
issues. More information about Rice is available at:
http://www.kuali.org/rice

The average OLE user need have no familiarity with Rice, beyond the functionality (like document routing)
that its products provide.

General OLE plans for employing Rice:
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http://www.kuali.org/kfs
http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Foverview.htm
http://www.kuali.org/rice

KFS Translations: Goals

Leverage KFS & Rice to support library business processes, making use of pre- and post-processing routines,
KNS related-document links, route logs, workflows, action lists, saved search functions, and batch processes.

<

Maintain KFS e-docs in initial Acquisitions and financial-funds-budgeting design and coding, with extensions for
library attributes and processes, and links to descriptive metadata documents -bib, until all financial and business
processes native to KFS are evaluated or leveraged (general ledger, budget, university financial integrations).

Define and link bibliographic, holdings, authority, licensing and related document-types in the Docstore, with full-
indexing, utilizing Rice workflows, KNS, and Action Lists to support library processes across multiple document
types and user transactions (Docstore —to- relational OLE-DB/transactional), and “linked data”.

Utilize Kuali workflows and future KRMS to facilitate workflows and communications/notifications across library
processes (acquisitions-to-cataloging-to-circulation), leveraging native e-doc approach to “capture” histories,
KEW document-linkages, and eventual patron histories. Reuse the inherent KNS features to improve library process
KRMS throughout the lifecycle of staff-interactions on a title/bib/holding, license, knowledge-base, fund, or patron.

QUGS

«

Improve library interactions with vendors, 3 party websites, university financial, and university IdM through use of
enhanced APIs that work with KNS workflows, audit trails, action lists, and notification schemes, in support of

BPM . . .
batch or real-time communications, imports and exports.

Enhance OLE-FS interfaces with UXD and future KRAD (Rice 2.0) to create gateways to common library processes
and workflows, predicated upon the completed functionality of federated Search across all document-types (i.e.,
“Search Executive”), and the to-be-developed ERMS and linked knowledge-bases like SLICK. Acquisitions and
Describe requirements also need to be completed to identify intra-process, and common workflows.

<

SLICK

<

Kuali (Rice) Modular Architecture:

Rice Wiki & Documentation - includes overviews, past presentations, and official release documentation and
the Rice 1.0.3.3 Documentation Portal.

KNS  Kuali Nervous System

KIM  Kuali Identity Management — see also KIM and OLE below
KOM Kuali Organization Management

KEN  Kuali Enterprise Notification

KSB Kuali Service Bus

KEW  Kuali Enterprise Workflow — see also KEW and OLE below

SR

Simple introduction to the suite of products may be found in the KES online help — specifically for
[ )

KEW
e KFS
¢ KNS

Coming Soon in 2012 - Rice 2.0
e Includes
o KRMS Kuali (advanced) Rules Management System
o KRAD Kuali Rapid Application Development
e First public beta release of Kuali Rice version 2.0 is now available!
o Release Notes: http://site.kuali.org/rice/2.0.0-b1/reference/html/release-notes.html
o Rice 2.0 Beta 1 test drive/demo: http://demo.rice.kuali.org
o Loginas
= admin, or
= quickstart.
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https://wiki.kuali.org/display/KULRICE/Documentation
https://wiki.kuali.org/display/KRDOC/Home+%281.0.3.3%29
http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Fkeykualicomponents.htm
http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Fkeykualicomponents.htm
http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Fkeykualicomponents.htm
http://testdrive.kfs.kuali.org/kfs-ptd/static/help/default.htm?turl=WordDocuments%2Fkeykualicomponents.htm
http://site.kuali.org/rice/2.0.0-b1/reference/html/release-notes.html
http://demo.rice.kuali.org/

Information about all Kuali applications is available at www.kuali.org.

e KFS Kuali Financial System
e KMM Kuali Materials Management (coming)
e Rice (above middleware, modular architecture)
e KS Kuali Student
e KC Kuali Coeus
¢ KPME Kuali People Management for the Enterprise
e KR Kuali Ready
¢« KM Kuali Mobility
KIM and OLE

OLE Workflow relies on Kuali Identity Management (KIM) to specify when workflow action requests are to
be generated and who should take action to fulfill them. Functional users employ the KIM interfaces to make
changes that affect the routing of documents.

Documents route by progressing through a series of route levels (also called 'route nodes"). All eDocs support
both pre-established workflow routing and ad hoc routing.

When a document routes through a particular route level, the KEW evaluates it against the responsibilities that
reference this document type and route level. A responsibility acts like a trigger: If the document meets its
criteria, the system sends an action request to a particular user or group of users.

Responsibilities are associated with roles in KIM. Roles have members or assignees that are represented in the
system as persons, groups, or other roles. Users assigned to a role inherit the role's responsibilities, meaning
that they receive action requests from Workflow when specified conditions are met.

KEW and OLE

KEW (Kuali Enterprise Workflow) is a general-purpose, content-based electronic routing infrastructure or
workflow engine. Its main purpose is to automate the routing of electronic documents (eDocs) to individuals
and groups for approval, yet the KEW can also be used to orchestrate complex processes between business
components and applications. Approval routing is based on institutional or departmental business rules and
policies.

Many facets of Workflow (such as the route nodes that define how a given document type routes) are stored in
workflow process definition files for the various document types. These files can be easily modified to alter the
default routing of documents in your KFS implementation, but doing so requires a technical resource and as
such is beyond the scope of this documentation.
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Appendix C: Browser Optimization

1. The OLE Drivers Manual is published to the OLE wiki with embedded Adobe PDF files. If you have
any trouble in displaying these files, you may right-click and download any of the files or adjust or
Acrobat or Browser settings like below.

Firefox> Tools>Options> Applications  Adobe Acrobat> Preferences>Internet

(= Adobe Acrcbat

Options , 1 L .
g - " n @ 2 [£3 coe- |9 22 e
| N = [ = 3 [
B a Q [ : o —
W Geneal Tabs Content Applications Privacy Security Sync  Advanced
o
»
Content Type » Action
T Adobe Acrobat Document i Use Adobe Acrobat (i Firefox)

"% Adobe Acrobat Forms Document (ap... il Use Adobe Acrobat (in Firefox)
"= Adobe Acrobat Forms Document (ap... i Use Adobe Acrobat (in Firefox)
"2 Adobe LiveCycle Designer Document i Use Adobe Acrobat (in Firefox)
%] Flash Movie (application/futuresplash) @l Use Shockwave Flash (in Firefox)

7 Duaplay POF  browser

CProgram Fies (46 Adobe\Acrobat 10.0\Acrobat Acrebat exe

¥ Deplay in Read Mode by defaut

% Flash Movie (application/x-shockwav... [l Use Shockwave Flash (in Firefox)

& irc 2 Always ask
& ircs 7 Always ask
q | & maito 7] Use Microsoft Outlook (default)

W |E Podcast mailto |/ Preview in Firefox
) Video Podcast
) Web Feed

-

j L Cancel J [ Help

Internes Setungs

2. OLE works best with the following browser versions (particularly for Search):

Internet Explorer — 9 and 8
Firefox — 7 and 6

Chrome —10and 9
Opera—11.5and 10

Safari —5.1 and 4

When using IE 9:
Press F12 key
Select ‘Browser Mode’: TE9
Select ‘Document Mode’: Internet Explorer 8 Standards
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kuali.org/cle-ts

= Kuali Portal Index

File Edt View Favorites Tools Help

cuali.
bpen library environment m Maintenance

Administration

Logged in User: ole-khuntley

OLD PORTAL
Acquisitions Acquisitions Search OLE Beta 0.3 Legend
Purchasing/Accounts Payable Cataloging
1 Available for test-drive with inherited Kuali functions
@ Document Store Search % New or adapted OLE functions £
& Contract Manager Assignment Load Order Records
O Payment Request
& Receiving & Load Reports
@ Reguisition P Balance Inquiries
Load Invoices
General Ledger
4 Available Balances
Load Bibliographic Records % Balances(top level)
4 Cash Balances
Ingest {& General Ledger Balance
& General Ledger Ent
Load Order Records Purchasing/Accounts Payable 4 General Ledger Pending Entry
& Staff Upload i = s
& Order Holding ¢ W h IE p f OLE
o s \With IE9 open for OLE,
oad Invoices @ Pur; = .
. click the F12 key.
eceiving Queu
9 Requisitions Accounts Receivable
Load Bibliographic Records & Acquisttions Search
| Search System (PDF Samples Only)
@ httpi//tst.ole kuaki.arg/cle-tst/portal dotselectedTabzmain £ = & % | @ Kuali Portal Index x s
l ' I Provide Feedback
o " . IQ Beta 0.3 (rev: 3318) 2011-11-07_23-21-18 (Oraclesi)
open library environment m Maintenance  Administration
] action list | (¥ doc search Logged in User: ole-khuntley _
OLD PORTAL
Acquisitions | | Acquisitions Search OLE Beta 0.3 Legend
Purchasing/Accounts Payable

Cataloging

L Avai for test-drive with i
& Document Store Search % New or adapted OLE functions

M r Ags Load Order Records
& payment Request =
el CYTTETE R
@

€55  Conscle Script Profiler  Metwork

File Find Disable View Images Cache Tools Validate Ewwsu—Mod: 1 Documel lode: 1ED standards

=h HTML...

-|> Rd4BHE

+<!DOCTYPE HTML PUBLIC “-//W3C//DTD HTML 4.81 Transitiona
@-<ntml>

butes
Ingest

Load Order Records

@ staff Upload

Browser Mode: 1E9 [al1d

Load Invoices

Load Bibliographic Rec

Finaneial Transactions

Account Transactions
L Consolidated Account Status

- R - e Accounts Receivable

OLE 0.3 Drivers Manual

open library environment

in

128



i © Document Store Search % New or adapted OLE functions |
9 3 Load Order Records
5
& Receiving
& Requisition
- |THTML]| css  Console Script Profiler Network Internet Explorer 7
hmds OHAZ Bzt Explorecs
Ingest ~<IDOCTYPE HTML PUBLIC “-//W3C//DTD HTML 4.01 Intefact Explorer 9
#-<html> Internet Explorer 9 Compatibility View
Load Order Records
S Intemet Eplorer
Load Invoices ’1 J Intt dEm'orﬂg
Load Bibliographic Rec Intemet EXP’Of!fg Compatlbt(rty lew
[ Finaneial Transactions

e v v s s s

Load Order Records

[HTML] S Console Script Profiler Network N [Search HTML..

h = = Style Trace Styles  Layout  Attributes
| <!DOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.€1 Transitional//EN" “httg
#-<html>

Load Order Records
& Staff Upload —————————————————————————————

Load Invoices

Load Bibliographic Rec

Financial Transactions
1o

When using IE 8:

Press F12 key

Select ‘Browser Mode’: IE8 Compatibility View
Select ‘Document Mode’: Internet Explorer 8 Standards

- Kuali Port

ot i - 1 lecbich e

File Find Disable View Images Cache Tools ‘i"aﬁd.ll.!l AL LG R L Document Mode: TEE standards

|rj‘_j]| CS5  Console Script Profiler Network Quirks mode AR-Q pl
h w5 H 4y “j [g = Internet Explorer 7 standards Alte7

~—<!-- DOCTYPE HTHL PUBLIC "~//M3C//DTD HTHL 4.01 Transitionats) ¥ | IntemetExplorer8 standards Bz

@-<html> Internet Explorer 9 standards (Page default) Alt+9

_ Internet Explorer 7 standards
1| Y| Intemet Explore 8 standards

Receving Queue
9 Requisitions |
sic Records e ety Internet Explorer 9 standards (Pag
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- Kuali Portal Index -

File Find Disable View Images Cache Tools ?ﬂlid&z! Browser Mode: B9 Documnent Mode: 1ES standards =
[HIMLT €35 Comsole Scipt Puofiler Memwork [ seareh s P
L 5t d» ot Syle Trace Styles  layout  Ateribuces
L Close the F12 pop up window. ©
H-fhTAl> .
Document Store Search will now work with IEQ
.3 Drivers Manua 4 ®
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Appendix D: Chart/Account Codes

Type Chart Account # Name

university acct BL 1047410 Library Monographs

university acct BL 1047415 Library Serials

Fund code BL 2947486 CHEMISTRY

Fund code BL 2947482 EDUCATION

Fund code BL 2947430 GEOLOGY

Fund code BL 2947485 BIOLOGY

Fund code BL 2947483 MEDICAL SCIENCES

Fund code BL 2947498 COMM & CULTURE

Fund code BL 2947499 CENTRAL EURASIAN

Fund code BL 2947487 COMPARATIVE LIT

Fund code BL 2947489 FRENCH & ITALIAN

Fund code BL 2947488 FOLKLORE

Fund code BL 2947491 HISTORY

Fund code BL 2947492 HIST & PHIL OF SCI

Fund code BL 2947493 LATIN AMERICAN

Fund code BL 2947494 LINGUISTICS

Fund code BL 2947495 RELIGIOUS STUDIES

Fund code BL 2947496 SOCIOLOGY

Fund code BL 2947490 SPEECH AND
HEARING

Fund code BL 2947497 SPANISH/PORTUGESE

Fund code BL 2947484 COLLEGE OF ARTS
AND SCIENCES

Fund code BL 2947500 SCHOOL of
MEDICINE
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Object Code

Chart Name

Object Short Name

Object Name

7110 19) MONO MONOGRAPHS

7120 U SERIAL ACQ SERIAL
ACQUISITIONS

7100 BL LIB ACQUIS LIBRARY BOOKS

7110 BL MONO MONOGRAPHS

7112 BL Mono Firm Monograph Firm

7115 BL Mono Appr Monograph Approval

7120 BL SERIALS SERIALS

7122 BL Serials Firm Serials Firm

7125 BL Serials Appr Serials Approval

Chart Codes with related Accounts/Object codes: BUDGETS

Fiscal ‘ CB Budget
Account | Acct Name Year Obj | Obj Name Amount
BL 2947486 | CHEMISTRY 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947486 | CHEMISTRY 2012 7115 | Approval 20,000
BL 2947486 | CHEMISTRY 2012 7122 | Serials Firm 20,000
BL 2947486 | CHEMISTRY 2012 7125 | Serials Approval 20,000
BL 2947482 | EDUCATION 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947482 | EDUCATION 2012 7115 | Approval 20,000
BL 2947482 | EDUCATION 2012 7122 | Serials Firm 20,000
BL 2947482 | EDUCATION 2012 7125 | Serials Approval 20,000
BL 2947430 | GEOLOGY 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947430 | GEOLOGY 2012 7115 | Approval 20,000
BL 2947430 | GEOLOGY 2012 7122 | Serials Firm 20,000
BL 2947430 | GEOLOGY 2012 7125 | Serials Approval 20,000
BL 2947485 | BIOLOGY 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947485 | BIOLOGY 2012 7115 | Approval 20,000
BL 2947485 | BIOLOGY 2012 7122 | Serials Firm 20,000
BL 2947485 | BIOLOGY 2012 7125 | Serials Approval 20,000
BL 2947483 | MEDICAL SCIENCES 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947483 | MEDICAL SCIENCES 2012 7115 | Approval 20,000
BL 2947483 | MEDICAL SCIENCES 2012 7122 | Serials Firm 20,000
BL 2947483 | MEDICAL SCIENCES 2012 7125 | Serials Approval 20,000
BL 2947498 | COMM & CULTURE 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947498 | COMM & CULTURE 2012 7115 | Approval 20,000
BL 2947498 | COMM & CULTURE 2012 7122 | Serials Firm 20,000
BL 2947498 | COMM & CULTURE 2012 7125 | Serials Approval 20,000
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BL 2947499 | CENTRAL EURASIAN 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947499 | CENTRAL EURASIAN 2012 7115 | Approval 20,000
BL 2947499 | CENTRAL EURASIAN 2012 7122 | Serials Firm 20,000
BL 2947499 | CENTRAL EURASIAN 2012 7125 | Serials Approval 20,000
BL 2947487 | COMPARATIVE LIT 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947487 | COMPARATIVE LIT 2012 7115 | Approval 20,000
BL 2947487 | COMPARATIVE LIT 2012 7122 | Serials Firm 20,000
BL 2947487 | COMPARATIVE LIT 2012 7125 | Serials Approval 20,000
BL 2947489 | FRENCH & ITALIAN 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947489 | FRENCH & ITALIAN 2012 7115 | Approval 20,000
BL 2947489 | FRENCH & ITALIAN 2012 7122 | Serials Firm 20,000
BL 2947489 | FRENCH & ITALIAN 2012 7125 | Serials Approval 20,000
BL 2947488 | FOLKLORE 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947488 | FOLKLORE 2012 7115 | Approval 20,000
BL 2947488 | FOLKLORE 2012 7122 | Serials Firm 20,000
BL 2947488 | FOLKLORE 2012 7125 | Serials Approval 20,000
BL 2947491 | HISTORY 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947491 | HISTORY 2012 7115 | Approval 20,000
BL 2947491 | HISTORY 2012 7122 | Serials Firm 20,000
BL 2947491 | HISTORY 2012 7125 | Serials Approval 20,000
BL 2947492 | HIST & PHIL OF SCI 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947492 | HIST & PHIL OF SCI 2012 7115 | Approval 20,000
BL 2947492 | HIST & PHIL OF SCI 2012 7122 | Serials Firm 20,000
BL 2947492 | HIST & PHIL OF SCI 2012 7125 | Serials Approval 20,000
BL 2947493 | LATIN AMERICAN 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947493 | LATIN AMERICAN 2012 7115 | Approval 20,000
BL 2947493 | LATIN AMERICAN 2012 7122 | Serials Firm 20,000
BL 2947493 | LATIN AMERICAN 2012 7125 | Serials Approval 20,000
BL 2947494 | LINGUISTICS 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947494 | LINGUISTICS 2012 7115 | Approval 20,000
BL 2947494 | LINGUISTICS 2012 7122 | Serials Firm 20,000
BL 2947494 | LINGUISTICS 2012 7125 | Serials Approval 20,000
BL 2947495 | RELIGIOUS STUDIES 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947495 | RELIGIOUS STUDIES 2012 7115 | Approval 20,000
BL 2947495 | RELIGIOUS STUDIES 2012 7122 | Serials Firm 20,000
BL 2947495 | RELIGIOUS STUDIES 2012 7125 | Serials Approval 20,000
BL 2947496 | SOCIOLOGY 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947496 | SOCIOLOGY 2012 7115 | Approval 20,000
BL 2947496 | SOCIOLOGY 2012 7122 | Serials Firm 20,000
BL 2947496 | SOCIOLOGY 2012 7125 | Serials Approval 20,000
BL 2947490 | SPEECH AND HEARING 2012 7112 | Monograph Firm 20,000
Monograph
BL 2947490 | SPEECH AND HEARING 2012 7115 | Approval 20,000
. " z
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BL 2947490 | SPEECH AND HEARING 2012 7122 | Serials Firm 20,000

BL 2947490 | SPEECH AND HEARING 2012 7125 | Serials Approval 20,000

BL 2947497 | SPANISH/PORTUGESE 2012 7112 | Monograph Firm 20,000

Monograph

BL 2947497 | SPANISH/PORTUGESE 2012 7115 | Approval 20,000

BL 2947497 | SPANISH/PORTUGESE 2012 7122 | Serials Firm 20,000

BL 2947497 | SPANISH/PORTUGESE 2012 7125 | Serials Approval 20,000
LIBRARY ACQUISITIONS

BL 2947500 | GENERAL 2012 7119 | Mono Services 45,000
LIBRARY ACQUISITIONS

BL 2947500 | GENERAL 2012 7129 | Serial Services 45,000

BL 1047410 | Library Acquisitions 2012 7100 | LIB ACQUIS 0
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Appendix E: Document Statuses

Purchase Order Statuses

Code Status

AMND Pending Amendment

CANC Cancelled

CGIN Change in Process

CLOS Closed

CLPE Pending Close

CNCG Cancelled Change

CXER Error occurred sending cxml
CXPE Pending cxml

DACG Disapproved Change

DBUD Disapproved Budget

DCG Disapproved C & G

DCOM Disapproved Commodity Code
DPUR Disapproved Purchasing
DTAX Disapproved Tax

FXER Error occurred sending fax
FXPE Pending Fax

INPR In Process

OPEN Open

PHOL Payment Hold

PHPE Pending Payment Hold

PRPE Pending Print

QUOT Out for Quote

RHPE Pending Remove Hold

ROPE Pending Reopen

RTPE Pending Retransmit

RTVN Retired Version

VOID Void

VOPE Pending Void

WBUD Awaiting Budget Approval
WCG Awaiting C & G Approval
WCOM Awaiting Commodity Code Approval
WDPT Waiting for Department
WNUI Awaiting New Unordered Item Review
WPUR Awaiting Purchasing Approval
WTAX Awaiting Tax Approval
WVEN Waiting for Vendor
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Payment Request Statuses

ACHA Awaiting Chart Approval

AFOA Awaiting Fiscal Officer
Approval

APAD Awaiting AP Review

ARVR Awaiting Receiving

ASAA Awaiting Sub-Account Manager
Approval

ATAX Awaiting Tax Approval

AUTO Auto-Approved

CANC Cancelled

CIPR Cancelled - In Process

DPTA Department-Approved

INIT Initiated

INPR In Process

PEIN Pending Route Electronic
Invoice
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Appendix F: Maintenance Documents

Maintenance Document
Name

Purchasing/Accounts Payable

Edit/save/submit or Blanket approve
permissions:

*blanket approve available if no approver listed
in next column

Routes for Approval to (if
approval required):

Billing Address

OLE-Acquisitions

Carrier OLE-Acquisitions
Category OLE-Acquisitions OLE-ACQ-Mgr
Exception Type OLE-Receive OLE-Receive-Mgr
Format Type OLE-Acquisitions OLE-ACQ-Mgr
Funding Source OLE-PAYMENT
Invoice SubType OLE-PAYMENT
Invoice Type OLE-PAYMENT
Item Price Source OLE-Acquisitions OLE-ACQ-Mgr
Material Type OLE-Acquisitions OLE-ACQ-Mgr
Note Types OLE-Acquisitions OLE-ACQ-Mgr
Order Type OLE-Acquisitions OLE-ACQ-Mgr
Payment Method OLE-PAYMENT
Purchase Order Item Status OLE-Acquisitions OLE-ACQ-Mgr
OLE-Acquisitions, OLE-Selectors, OLE-Super
Receiving Address Selectors, OLE-ACQ-Mgr
Receiving line item Note Type | OLE-Receive-Mgr
OLE-PAYMENT, OLE-ACQ-Mgr, OLE-
Receiving Threshold Receive-Mgr
Request Source Type OLE-Acquisitions OLE-ACQ-Mgr
Requestor
OLE-Acquisitions, OLE-Selectors, OLE-Super
Requestor Selectors, OLE-ACQ-Mgr
Vendor
Commodity Code OLE-Acquisitions OLE-PAYMENT
Contact Type OLE User OLE-ACQ-Mgr
Contract Manager OLE-Acquisitions ole-khuntley
Cost Source OLE-Acquisitions OLE-ACQ-Mgr

Ownership Type

OLE-PAYMENT

Ownership Type Category

OLE-PAYMENT

Payment Terms Type

OLE-PAYMENT

Phone Type

OLE-Acquisitions

Shipping Payment Terms

OLE-PAYMENT

Shipping Special Conditions

OLE-Acquisitions

Shipping Title

OLE-Acquisitions

Vendor Search Alias Type

OLE-Acquisitions

OLE_Selectors ole-cstan, ole-khuntley
OLE_Super-Selectors | ole-mandrew, ole-khuntley
OLE_Acquisitions ole-fermat, ole- khuntley
OLE_ACQ-Mgr ole-hachris, ole- khuntley, ole-kgeorge,
OLE_Receive_Mgr ole-msmith, ole-jfunk, ole-khuntley
OLE_Payment ole-abeal, ole-khuntley
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OLE- Reduced Access Maintenance Docs & Admin Menu Functions
Not openly editable by all users in OLE 0.3 (locked to systemAdmin roles, due to relationships with
workflows. Super-users can access/edit).

vendor ~ |ADMINISTRATION MENU

Address Type Identity
Campus Parameter Person
Connection Type Group

Supplier Diversity Role

Vendor Inactive Reason Permission
Vendor Transmission Format Processing Unit
Vendor Transmission Type Responsibility
Vendor Type Security
Purchasing/Accounts Payable Attribute

Credit Memo Status Definition
Currency Type Model

Delivery Required Date Reason Principal
Electronic Invoice Item Mapping Locations

Item Reason Added Campus

Item Type Country

Line Item Receiving Status County

Method of PO Transmission Postal Code
Negative Payment Request Approval Limit Province
Organization Parameter State

Payment Request Auto Approve Exclusions Reference
Payment Request Status Address Type
Purchase Order Contract Language Affiliation Type
Purchase Order Quote Language Campus Type
Purchase Order Quote List Email Type
Purchase Order Quote Status Employee Status
Purchase Order Status Employee Type
Purchase Order Transmission Format Entity Type
Purchase Order Vendor Choice External Identifier Type
Recurring Payment Frequency Name Type
Recurring Payment Type Phone Type
Requisition Source Role/Group/Permission/Responsibility Type

Requisition Status
Sensitive Data
Vendor Stipulation
Requestor
Requestor Type
System

Building
Origination Code
Room

Tax Region

Tax Region Type
Unit Of Measure
University Date
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