Common Financial System 9.2

I‘F i Staff
Job Aid

Purchase Order Inquiry

On occasion, you may need to review the information for specific purchase orders. The Purchase Order Inquiry
allows you to look up purchase order information, schedules, line item details, distribution chartfield

information and much more. It answers the question, “how do | find out what chartfields go with an invoice?”

1.  Openyour Internet Explorer by clicking the icon
on your desktop.
¢ In the address bar, type the following:

http://www.csub.edu/cms

2 R

From the CSUB webpage,

C5UB | ACADEMC | ADWISTIONT & A5 | STUDENT LFE | ATIAETICS. | NEWS & BFORMATION

Click

o Click the Faculty / Staff link.

Under the Login To heading, O
T RETE Login To:
myCSUB
BlackEoard
L4 CSU Portal >
Class Roster Toolkit
Facllities Management Work Order System
FirstClass
MeetngMaker
25LIve Event Scheduling Systems

e Click the CSU Portal link

4.  Onthe CSU Portal page, perform the following
tasks: m The California State University

o Select Bakersfield from the Campus drop down

menu 0% e‘
. CAMPUS ( Bakersfield ) Login |
« Click the -1 | putton S =

Login Help

5. Onthe CSU Bakersfield authentication page,

e Enter your Net ID and Password

e Click the button
NetID | iknow32 Oon't know your NetID?
ord | Horgot your f ord?
Legin
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6. Onthe CSYOU page, click the CFS Login link.

HHY0U

EMPLOYEE
RESOURCES

TOOLS &
SERVICES

DIVISIONS &
ORGANIZATIONS

PROJECTS &

INITIATIVES COLLABORATE  POLICIES

FORMS

Common Financial System
(CFS)

CFS Non-Production

CFS Data Warehouse Login
CPO Process

Common Financial System (CFS)

The Common Finandial System, referred to systemwide as the CFS,
replaced the California State University PeopleSoft Finance 9.0

CFS opens to your home page.

Fevorites~ | Main Menu~

Home | Addto Favortes

Sign out
ORACLE"

Personalize Contert | Layaut 2 Help

Top Menu Fealures Descriplion & @=
Our menu has changed!

The menu is now lovated across the top of he
page. Glick on Main Menu 1o gel started

Highlights

Recently Used pages
now appear under the
Favorites menu
lacated at the top loft

Breadcrumbs visualy
display your
newgation palh and
anve you access (o lhe
contents of subfolders

Menu Search, located
under the Main Manu,
now supports fype
ahead which makes
finding pages much
faster

Navigate to Purchasing > Purchase Orders > Review

PO Information, Purchase Orders

On the Find an Existing Value page,

e |n Business Unit, enter the business unit,
such as BKCMP, or use the L iconto
search for one.

e InPOID, enter the purchase order
number, such as 1001007805

o Clickthe S22 | pytton

Business Unit: =B (GCIET
POID: begins with ~K{7001007805
Contract SetiD: Dbegins win x|

Contract ID: [oegnswin =] |
Release Number:  |= =] [ |
Purchase OrderDate:[= =] [ |
PO Status: g |
ShortVendor Name: [pegnswmn ]| |

]

Vendeor ID:

Buyer: [oegins win =1

Buyer Name: Degins wilh = —
PO Type: = =

[™ case sensitive

Clear | pasic Searcn |8 Save Search crit

10.

The page opens showing the summary information about your purchase order.

Purchase Order

Vendor: Cherry Tree Chopping Sve
Vendor 1D: 1001002851 Vendor Details
Buyer: Washington, George

Buyer '

Unie: BKCMP PO Number l PO Status: Compl PO Status '
PO ID: 1001007806 Budget Status: Walid
Change Order: 2

[~ Header | v_
PO Date: 04/D4/2011 =

Backorder Status:

Receipt:

Amount Summary

Hone

Mot Recvd
I Hold From Further Processing

PO Reference: BI1G55 Merchandise:
. . PO l
Hesader Details All BTV Matching Freight/Tax/Misc.: 0.00 Amount
Header Comments Document Status Total: 4.50 USD
Change Order
PO Schedules lcon J
Line term Details Line ltem Purchased Line item comments
[item Descrption
1 i) Gas Chain Saw 96200 1.0000 LOT oo [
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11. In the Lines section, click the icon
Customlze Find | View All i First %) 1 0f1 L= Last

Line | [ttem Item Description Category UOM |Amount Status I

1 [—" VALLEY FEVER VACCINE RESEARCH 96200 1.0000 LOT 4.50 USD Closed O @
12. In the Schedules section, click the Eﬁ icon

Schedules First ) 10f1 L Last

Details  [IStatlses

Sched liDue Date Time Due Revision Ship To

1 [ 0410412011 RECEIVING 10000 185,574.50000 450 USD Closed 0 & (%) @
13. The Distributions for Schedule 1 page appears. It shows your PO information, such as status, schedule

quantity, merchandise amount, document base amount, etc. In the Distributions section, you will find
the associated chartfield values for fund, department, program, and class.

Distributions for Schedule 1

VALLEY FEVER VACCINE RESEARCH B

POID: 1001007805 Line: 1 Sched: 1 Item:
STUDY.
Status; Closed Sched Qty: 1.0000
Distribute by: ~ Amount Merchandise Amt: 4.50 USD Chartfield Values

Doc. Base Amount: 450 USD

—

Distributions

[ chartfiess | Detailsmar T assetinformation | ReqDetai

’LT Status Percent Amount ’_ GL Unit  |Account (Oper Unit ] Fund Dept Program |Class

Bud Ref

Product Project

1 Complete 100.0000 4.50 USD BKCMP 613001 MT033  D10730 C0004
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