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Dashboard Navigation

Navigation Bar Icons
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Keyboard Commands

CTRL+A Add a record.

CTRL+D Delete a record.

CNTL+C Copy a record.

CNTL +V Paste a record.

CTRL+F Find/ Search and then Apply Search.

CTRL+G Toggle to and from the grid view and single record view.
CTRL+L View the list box attached to a field with an arrow.
CTRL+T Display the last used auto-generated seed value for a field.
CTRL +N Move to the next record.

CTRL+P Move to the previous record.

CTRL +; Inserts the current date in a date field.

CTRL +1, 2, 3, etc. Move to another tabbed page on a screen.
(Example: if there are four tabbed pages, press CTRL +3 to move to the third page from the

left.)
F1 Display the help file associated with the screen you are viewing.

F5 Refreshes the screen.

ESC Cancel all changes to the record you are working on (since last “ENTER”)
TAB Move through the fields on a screen.

Shift + TAB Move backwards through the fields on the screen.

Selection Criteria

¢ Recommend using all upper case when entering alphabetic information-some fields are case-
sensitive

Use ‘.’ to specify a range

Both the ‘%’ and the “*’ can be used as wildcards

Use >’ for greater than

Use ‘<’ for less than

Use ‘>=’ for greater than or equal to

Use ‘<=’ for less than or equal to

Use ‘<>’ for not equal to

Use ‘, or ‘| to specify an OR condition (A,B would be A or B)
Use ‘=xxx,xxx’ to select text with commas
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Purchase Order Life Cycle

Create Pli) Y

Accounts are
pre-encumbered

Purchase Order
Life Cycle

- Accounts or PO
Modification adjustments
L/'“ are encumbered/ updated
-H_"‘—-\_ ==

Purchase Order Types
There are two types of Purchase Orders that can be created through the POUPPR screen, an itemized
standard PO and a Blanket PO.

1. Standard PO — An Itemized PO is the standard PO type. It lists an itemized description of goods, price
& quantity of each item. These PO’s are quantity driven and require receiving as BusinessPlus uses
three way matching (PO item, received item and AP invoice item). Invoices do not route for approvals.

2. Blanket PO - Blanket PO’s are used when the order is not itemized and is based on dollar amounts.
The most common type of Blanket is used to encumber money for services or supplies to be procured
from the vendor throughout the school year (e.g. supplies needed by Maintenance Dept.). These PO’s
are dollar driven and multiple payments can be made throughout the year. Instead of three way
matching, invoices for blanket PO’s are routed for approval (usually same routing as the initial PO). .

NOTE:
PR Request Date: Used to determine which budget year to check for available funds.

PO Print Date: Will update the encumbrance database by dis-encumbering the pre-encumbrance and
creating the encumbrance in the budget year indicated by this date.

M BusinessPLUS! Page 3
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Workflow Approvals

Definition of Workflow: An automated approval process that is initiated by the creator and sent through to
the appropriate approvers based on Purchase Request criteria and system workflow structure.

There are three methods that may be used to approve or reject a Purchase Request (PR). Approvals may
be applied (see below for instructions for each method):

» From an email response
» In BusinessPlus directly from the Purchase Request Entry screen - POUPPR

» In BusinessPlus from the Workflow Task list on the Home page

Regardless of where approvals are being applied, it is always important to closely review what is being
purchased, from which vendor, how much is being spent and to which account are the goods being
charged.
1. Approval from: Email Approvals

Emails will be sent to approvers and they can simply reply with:

To Approve: Y, YES or OK
To Reject: N or NO

@ Extra line breaks in this message were removed.

From: Birmingham, Test. Workflow@oakland.k12.mi.us

To: Brunette, Katrina

Co

Subject: WORKFLOW/Action BASE PR APRV created by CATCHPOLE)

To approve this, simply reply and type ¥, YES, or OK in the first line.

To reject this, reply and type N or NO in the first line.

To add comments, type up to 255 characters on subsequent lines delimited by double square brackets.
Example: [[this is an official comment to the e-mail response]] All other comments will be ignored.

WORKFLOW MODEL INFORMATION:

User=BRUNETTEK Field Descriptions:
Model=BASE PR APRV

Activity=A22 1 Purchase Request Number
Key=E22BDF48-A076-4340-8697-2FC7BF995425 2 Order Total

Version=1 3 Who entered the order

UniqueKey=AB31DCAT-F894-4A54-BF45-3497AB6C811D | 4 Vendor

5 Quantity, Unit Price, Extended Line
WORKFLOW INSTANCE INFORMATION: Total

------------------------------ 6 Account number

7 Item Description

Purchase Request = R1700545<ﬂf

Ship To =150

End Use =

PRTotals = $1,ssn.ooﬂr
Req Codes S

Requested By = Janette Catchpole o
Request Date = 2/8/2017

Entry Date =2/8/2017

PO Type =P

Vendor = 069450 - SCHOOL SPECIALTY & f

4F
0001 10.000 1859.00 .00 .00 lSBU.OU[N

1%
Account KeyDesc.  ObjectDesc. Split Amt/Pct )

110-111-0000-0000-120-1200-55910000 KELLER 12~ OFFCE SUPPLIES 100%

Description ﬂr

10 SPEED BLUE BIKE r

WABKED MM LIRTABRY INENERAATION-

SUNGARD
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Workflow Approval Options

When approving Purchase Requests in BusinessPlus, there are four options to select from when reviewing

records (purchase requests, etc.) in BusinesPlus:

v The green check mark will approve the Purchase Request

x The red X will reject the Purchase Request

i
J The white hand will place the record on hold indefinitely

™ The blue arrow will forward the Purchase Request to another user for them to approve.
NOTE: The blue forward arrow can be used in two ways:

e To REASSIGN (or replace) the approval to another person, or

¢ To obtain an ADDITIONAL approval; will route back to person that delegated for approval

To REASSIGN the PR to another approver:

1. Click the Reassignment Only Box (see #1 in screen shot below)
2. Select the Delegatee (#2 in screen shot below)
3. Enter any Comments for the approver (in the Text Box)

To obtain an ADDITIONAL approval:

1. Select the approver from the Delegatee list (#2 in screen shot below)
2. Enter any Comments for the approver (in the Text Box)

-
= POUPPR - Purchase Requests - SunGard - BirminghamProd - Windows Internet Explorer
Purchasing - Purchase Reguests Katrina
W Faverites 4 ¢ + %, =, R,
“f‘ Links er [mmmm W o ] status: |- scco ooz
&1 Workfl — . —
s = Remit || Ship Billm Aprv || Print Details Dates || Blank
” — cr P
Choose Delegatee 0042110 PEUIEY - | rer———— Tt
Andy Yediin YEDLINA STAPLES ADVANTAGE — - r Accourt.
CAR = Date |02,/15/2007
Angels Thomason  THOMPSONA *“jl_; :::_*:_f:\:;o“_svm EROEEE - | BuE
Ann Nicholls NICHOLLSA ' = el o
Colleen Barton BARTGNC G b Emuse [1ane roe
Craig DeRousse  DERDUSSEC LvahA =T FOTasl wod Bujer
Deborsh Fiesz FIESZD - — —
Deborsh Simmons  DSIMMONS Lol | Association Codes || Notes
Delynn Anderson  ANDERSOND {tem N Quanti] Units | Catsiog N Deserption | Unit Price| Acosunt
GL“FA“P' GLEEALIITOR 000L 1002 WHITE EOARD MARKER SET OF 4,194 110-111-1861-
HRPY Auditor HRPYAUDITOR o d ==
Inez Teomton THORNTONI
Inez Teomton |ITOZERS
e Ty LA, | TS | MSZEankoul | ADSSUNT DhaInbutan | e SEopng
Facl Sremaes STANOMISP = '+ bt -
Read Only Uset  READONLY - T =-
Rebecca Farwed FARWELLR
Sandi Samolinskl  SANDIFROD
Sandea Samcieski  SAMOLINSKIS
Seand Madhumer  SINTIRPS_
Feassgrenent Onby; | "
I Cancel | b
L4 b

After selecting one of these options it is necessary to click the Submit button

available to include any comments.

. There is a text box

SUNGARD
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Limit to 235

ErRcters
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NOTE: It is recommended to
use the Comments box if a
PR has been rejected to let
the Creator know why and to
provide further instructions, if
any.

2. Approvals from: Enter Purchase Requests — POUPPR screen
Approve by accessing POUPPR from the link on the Schools/Departments tab.

All

Home Schools/Departments

PR Entry/PO Receiving

Enter Purchase

Budget Transfers «

« Enter Budaet Transfer Request - GLBUBAUB
e Proof Budget Transfer Request - GLBUBABP

Documents Online =«

e BPLUS Archive

s CDD Archive

Direct Reimbursement Request <«

« Direct Reimbursement Reguest

New PEID Reguest «
+« New PEID Request

s Jobs Monitor

School/Dept Reports  «

Vendor Management &

« Person/Entity Information

0QSP03001: Purchase Order Status Inguiry
OSEN3102: SP - Summary by Reference (PO#)

QSP05006: Open PO by Location

QSP05010: Open PO by Responsibility Code
0SGL6004: Budget to Actual by Fund-Responsibility
0SGL60174A: Balance Sheet by Responsibility
0OSGL6017B: Balance Sheet by Location

Click on Workflow located on the side options menu.

A list of Purchase Requests requiring approval will display under the Direct Task Items Awaiting ID

Approval heading. These are all Purchase Requests awaiting the User’s approval.

.2 POUPPR - Purchase R - Sun(ird - B od - Internet Explorer [} 5@:.‘.5' !gﬂ
ra L Furchasing - Purchase Requests Katrina Brunstts | & Semings | P Help | @l Close
W Favorites Recodlefl w
& " l Status: || ﬂ cecce DOT l apr | Hest:
= | Request [T I L W] Dates || Blanket | Req Codes | ME
|32 B corlrf] | ovkarrina sruneres| e
Purchase Document AEECITE AL Date: 0F /15,2017 R
BIRMMGHAN FUBLIC SCHOOLS -02/15/2017 [ ¥ POT:
Uszr | | PoBOx 3004 e e
BRUNETTEK « X % O o2 PR Total $15T 11 = >
EndUse: JANE [KIE
TBA Furl | ammmchan W sz PO Tokal 50.00 i [ !
Diract Task ltems Mwaiting 10 Appr MR socociation Codes | Holes |
PR RIS - | Cuari] Uit | Catatog N ation I rount
T RITO0I00D ) 0001440 PR lGb01  O9EA  CBINIE  RED BALLOONS  1.8D6L 110-111-1861-0000-003-0000
i 1042110 PR Y |gogz o n.ooe. - - - - -
RAT0O0O0E 0017550 PR
RITO0Q07 0043345 PR <
VY e | Miscelaneous | Account Distibution | ltem Shipping |
12 + =
3 >
% Atrachments
B Tools
ot Table : pop_pv_dt]
Reports POp_Br_no
char (&)
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The Purchase Request(s) can be viewed by double-clicking on the PR number. The system will then
display the Purchase Request on the data entry portion of the screen.

Purchase Requests must be reviewed and approved one by one from this screen.

) Favorites 1 r ¥+ A, =, B, ) Favorites 1 » 4+ <
& Links pr: [r1601842 [} Po- P1601335 | & Links R 60184
Workflow " - - = Workflow v
Remit | Ship | Bil Req - Rer
Refresh | B il s |00000858
Purchase Documen | | SSMINI SALES DRG LLC i GEMINI SALES OF
——— e | | 2156 KEYSTONE DRVE ahe; 2166 KEYSTONE [
_ User . r Group NoTES
YLACROSS : P 538
PCALVIN ‘el 217 PR Purchasing] Forwarded to YLACROSS - please add attachme
YLACROSS J Any comments that were entered - 303 STERLING HEIGHT
during the workflow approval : 19263
YLACROSS process can be viewed by scrolling 314 .
PCALVIN the bar at the bottom of the workflow 3:32 PR Purchasing
section to the right. You will find the
comments under notes.
209 EACH q . o E}' '
I —p + | - -
= — | 0004 1lEACH
“*Aftachments - L -

3. Approvals from: Workflow Task list
Approvals may also be given through a task list accessed from the Home page of the Dashboard.

To approve Purchase Request’s, double-click on the ‘PR Approval’ link to access the task list window.
A list of pending PR’s will display by Entry User ID.

Home  Chonge Comlent  Chi

“l".ﬁ Dut of office?

P."Jsma‘ﬁ%ll
W

Select the Purchase Request to review by clicking on the PR number on the list. The system will display
details about the selected Purchase Request to the right and also show the approval history located on
the top right. The user may then approve, reject or forward the Purchase Request by using the check
mark, red x or blue arrow on either the left panel at the bottom or above the Request Summary.

SUNGARD
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Log Out Show Group Seot Out Of Office Help

Mistory

Tath st hermi Awvaiting Processny - 1D Asslgnmens

a0 —eh Nuw _ WeenOur Geow Somsew
ModitVenion:  PRAgpeoval-1 = MHEIEG 04/20/2015 13:48:11 Katna Brumette A

B Al Pyading Taska
L ] e

Vendar = TVOCAIFP-Stapies Business Avantage

B
R 500063 Voot PR ASCOUNT INFCEMATION
ITeemd  Suamtity Price Item Total e Fey telest Aat/Pet

It is possible to approve multiple Purchase Requests at once (after previously reviewing them) by
checking the box All Pending Tasks on the list and using the green check mark at the bottom of the list.
The Purchase Requests are not approved until the Submit button is clicked.

Task List oms Awaiting Protossing . |0 Assignments

ModelVemion PR Approval -1 *

NOTE: Any text entered
in the Comments box will
Eaiey Dot OUZO20T5 be viewable for all PR’s
selected for approval or
rejection.

B Al Pendiag Tasks

After the PR’s are approved or rejected, a message will indicate the number of PR’s that were
successfully processed.

Log Out Show Group Set Out Of Office + Successfully Processed 3 Approval Request(s).

Task List Items Awaiting Processing - ID Assignments

Model/Version: PR Approval-1 «

To return BusinessPLUS, click the X to close out the page and you will be returned to the Home
dashboard.

a :;." hatpspdusrochester.mipeer.ong s feockfiow taskl st

File Edit Veew Favorites Tools  Heip

Log Out Show Group * Swecessfully Processed 3 Approval Request(s)

Task List hems Awnkting Processing - i Assigamenis

Model Vorsion PR Appioval-1 =

M BusinessPLUS! Page 8
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Workflow Considerations

Rejected PR’s

When a PR is rejected, an email is sent to the creator of the PR. It is necessary for the creator to
make the appropriate changes to the PR in the POUPPR screen and re-submit through the workflow
process.

M BusinessPLUS! Page 9
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Reports

The Schools/Departments dashboard has a report section that includes frequently run reports.

REPORT: OSGL6004: Budget to Actual by Fund-Responsibility

This report displays account budget, encumbrances, actual expenses and the balance. Additional details

can be accessed by drilling down in the report (look for a drill as the cursor moves across the report).

‘05GLG004: Budget to Actual by Fund-Responsibility / Default

Download to Excel?

Current Date or a Prior Month End Date: v
Ledger Code:
Fund F ]
Function ]
Program: L]
Grant ]
Responsibility: l:l
Key: ]
Object L]
Budget Contral: :l

(Help )

] Sulbmit

Budget to Actual by Fund-Responsibility

As of 2/19/2017

% of
(Org Key / Object Key Description Ohbject Description Budget Encumbrance Actual Balance Utilizatior
Type: 3 EXPENDITURE
Fund: 110 GENEFRAL FUND
Resp. Code 0200
[110-252-0000-0000-000-0200-55910000 BUSINESS OFF 02 OFFICE SUFFLIES 3,000.00 23.1% 24521 4.731.60 5.36%
Resp. Code: 0200 FINANCE DIEECTOER. Total: £,000.00 2319 245821 4,731.60 £.36%
Fund: 110 GENERAL FUND Total: £,000.00 2319 24521 4,731.60 £.36%
Type: § EXPENDITURE Total: £,000.00 23.19 24521 4,731.60 £.36%
Grand Total -5,000.00 24521

M BusinessPLUS!
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REPORT: OSP0O5010: Open PO by Responsibility Code

This report will show all open purchase orders by Responsibility Code. This report defaults to allow the user
to export the data to Excel. If exporting to Excel is not desired, change the Y to N.

Enter a Responsibility Code to run the report on. Click Submit.

05P0O5010: Open PO by Responsibility Code | Default

as of Date: [e/19/2017 x|~
Responsibility Code: |* |
Export to Excel? ¥ |

(Help) 4 Submit

| OSPO5010: Open PO by Responsibility Code - Windows Internet Explorer l =| = ﬂ
fig, < » N'EE'OSPOS[HD: Open PO by Responsibility Code Page 1 of 10 Help Clos|
A
Excel Output To export the data to Excel, P .
elick on the yellow paper Birmingham Public Schools
clip, then click 'Excel Open PO by Responsibility Code
As of 2/19/2017
Eesp.  POE DateEntered  Vendor Name Item# Account £ Description Status  Type PO Amount Liquidation Encumbrance
0200 PI1S0012T 07202015  DICLEMENTE SIEGELENGINEI 0001  420-456-0003-0000-000-0200-56220000  ENGINEERSFOR 2015 PP B 51535805 51535277 3648
MECHANICAL REPLACES
POE140440
0200 P1600278 09282015 TMP ARCHITECTURE INC 0001  410-456-0003-0000-000-0200-56220000 DISTRICT WIDE PP B FDAL00 DAL 00
FACILITIES STUDY -
PHASE]
0200 P1600278 09282015 TMP ARCHITECTURE INC 0002  410-456-0003-0000-000-0200-56220000 DISTRICT WIDE bR B 3387500 3348750 338750
FACILITIES STUDY -
PHASED
0200 PIS00331 10282015  MACDONELL ASSOCIATES ARS 0001  410-456-0003-0000-160-0200-56220000  ARCHITECTURAL PP B 3654500 3616100 §782.00
SERVICES FOR DOOR
REPLACEMENT PROJECT
AT UPTON ELEMENTARY
SCHOOT.
0200 PI§00384 12022015  DICLEMENTE SIEGELENGINEI 0001  410-456-0003-0000-090-0200-56220000  HOUSELIGHTS AND P B S15300.00  $15300.00 000
ELECTRICAL DESIGN FOR
ROYAL OAK HIGH
ECHOOL AUDITORIUM
PROFCT 215031000
0200 P1600324 1240272015 DICLEMENTE SIEGEL ENGINE] 0002  410-456-0003-0000-000-0200-56220000 REIMBURSAELE o B F300.00 319270 30730
EXPENIES
0200 P1600385 120172015 TMP ARCHITECTURE INC 0001  410-456-0003-0000-090-0200-56220000 DESIGN AND PP B 31500000 $6430.04 58018
CONSTRUCTION
DOCUMENTS FOR ROHS

M BusinessPLUS! Page 11
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