Purchase Order
SJSU ‘ FINANCE Process: View PO Activity
Module: CFS Purchasing
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Overview

This business process guide demonstrates ways to search and review activity (Requisition, PO, voucher, and
payment) for a purchase order in Common Finance Services (CFS).

Please contact FinanceConnect with any questions at financeconnect@sjsu.edu or 4-1558.

Log into CFS

The following instructions show how to log into CFS.

1. Goto MySJSU .

2. Click the CFS link to log in.

MYSISU | SPARTAN APPS PORTAL
SAN 10SE STATE UNIVERSITY

Employees Students

15U Home » Spartan Apps Portal

MySJSU
(PeopleSoft)

SISU @ Work

Student-related things:

Employee-related things:

* report time

* training
* benefits
* payroll
e PLUS: Alert-SJSU sign-ups
FASN .
. Canvas [N SISU Email

$1SU Handshake

"' Software Downloads

S Spartan Success Portal O Zoom ® 7. Finance Data Warehouse
& Immunization # Docusign ® @ Student Data Warehouse
D) Library Onesearch C Curriculog (=) ongase
() sote/soLate ) elogs &8 skilport

‘Q), Qualtrics ﬁ Finance (Legacy)
'@ isupport [a4 Google Analytics
Video Conference
Scheduler

aeFacuIty

= Event Calendar

& FTs

I SISUOne
Logout

Password Help

Open University

Q Look Up Your
515U0ne ID

@ Alumni
TIranscripts
== (Class

=== Search

m Browse
Catalog
Admissions Info

Canvas Support

Sian up for Alert-SJSU

Campus Ma

IT Service Desk
R o 408-924-1530
itservicedesk@sjsu.edu

Open a Help Ticket
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CSU The California State
University page displays.

3. Inthe Campus field, select
San Jose State University
from the dropdown menu.

Tip: Hit the S key five times to
get to San Jose State.

m The California State University

CAMPUS SanJose -

4. Click Login.
Login Help
The SJSUOne login page
displays.
5. Enter your SJSUOne ID and
Password. SJSUOne
6. Click Log In button. SISDORaE0
000033
Password
00000000 OS
Forgot password?
Forgot S1SUQne ID?
Need more help?
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CSYou page displays.

7. Click CFS Production Login.

CFS 9.2 (Oracle) homepage
displays.

View PO Activity

HH3Y0U

EMPLOYEE TOOLS &
RESOURCES  SERVICES

HOME  TOOLS & SERVICES

Common Financial System
(CFS)

CFS Non-Production

Financial Information
Systems (FIS)

CFS Login

Finance Data Warehouse
Login

Finance DW Home Page

CPO Request

ORACLE

DIVISION &
ORGANIZATIONS  INITIATIVES

PROJECTS &

ToOLS FINANCIAL (cFs)

Common Financial System (CFS)

The Common Financial System, referred to systemwide as the CFS,
replaced the California State University PeopleSoft Finance 9.0
environment in July 2011. CFS was instituted in an effort to achieve
database consolidation across all campuses.

Please utilize the CFS 9.2 and Data Warehouse 11G Training
materials available in the links provided below.

CFS System Outages

Title Distribution Date
Scheduled Maintenance: CO Network — 4/10/2018 1:59 PM

4/22/2018

View All..
CFS Application Development Documentation

CFS 9.2 Application Documentation (CMS Project Site)

COLLABORATE  POLICIES  FORMS

NEWS &
INFORMATION

CFS PRODUCTION LOGIN

Systemwide Technical
Support

Requests for assistance begin
by contacting the ITSupport
Center by email or by
telephone (562) 951-8500.

Requests are routed to
technology service providers
24 hours a day, 7 days a
week, 365 days a year.

Open a Ticket

Open a ticket using
ServiceNow

Outage Bulletins

CFS is just one of the finance applications to use for following purchase order activity. To view backup
documentation associated to the PO, use FTS system. This section demonstrates how to check the purchase

order (PO) activity by the Requisition or PO number.

Section 1. By Purchase Order Number

The following instructions demonstrate how to view activity with a PO number in the Purchasing module.

1. From the CFS 9.2 (Oracle)

homepage, click the

NavBar icon.
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NavBar menu displays.

The instructions will go through
using the Navigator tile to
navigate to a module. For
instructions on using the Recent
Places and My Favorite tiles,
refer to Navigation Basics guide.

2. CIle on the Navigator
Navigator tile.

The Navigator menu displays
the modules a user has access
to.

3. Select Purchasing module.

NavBar a

Navigator

Recent Places

My Favorites

NavBar: Navigator ﬂ
E General Ledger 3
Navigator
Purchasing 3

==L
ﬁ
= Suppliers 3

Recent Places

+*

Customers 3

tut_cfs_voucher_pymt_status
5/8/18

Page 4


http://www.sjsu.edu/finance/docs/tut_cfs_basic_navigation.pdf

4. In the Purchasing module,
select Purchase Orders.

5. In Purchase Orders, select
Review PO Information.

NavBar: Navigator

E <= Purchasing Y
Navigator Requisitions >
L Request for Quotes 3
u
{8
R Pl
EEERTEs Purchase Orders >
* Receipts >
My Favorites
Return To Vendor / Supplier >
A
#’ Analyze Procurement >
My Preferences
CSU Req to Check Notification >

NavBar: Navigator

E <» Purchase Orders Y
Rusiaion Stage/Source Requests 5
LI Manage Change Orders >
:©
L}
Recent PI
e Reconcile POs b
* Review PO Information 3
My Favorites
Reports 5
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6. In Review PO Information,
select Document Status.

NavBar: Navigator ﬂ
E ¢ Review PO Information ry
Navigator Purchase Orders

a

.' Activity Summary

Recent Pl
LRSS PO Accounting Entries

ﬁ Print POs

My Favorites

Document Status

# CSU PO Remaining Balance Inq

My Preferences

Purchase Order Document
Status page displays. S Navigator ~ | Search

7. Inthe Business Unit field,
enter SJO0O. Purchase Order Document Status

Enter any information you have and click Search. Leave fields blank for a list of all va
8. Enter the 10-digit Purchase

Order Number in the PO Find an Existing Value

Number field. -
Search Criteria

9. Click Search.

Business Unit| = ¥ SJ000 Q

PO Number begins with ¥ |3000026799
Purchase Order Date = v )
Origin| begins with ¥ Q

Purchase Order Reference begins with ¥

LJ Case Sensitive

=
Search Clear Basic Search & Save Search Criteria
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Document Status page
displays.

The top part of page provides
Purchase Order summary:

¢ Document Date:
Purchase order date

e Buyer: Name of Buyer in
Contracts and Purchasing
Services

e PO ID: Purchase Order
number.

Note: Click the PO
number hyperlink to view
the purchase order
details, if needed.

e Status: Purchase order
status

¢ Merchandise Amount:
PO Amount

Under the Associated
Document section, the
Documents list will display the
activity for PO.

Note: By default, only the first
four transactions appear. Click
View All, if needed, to display all
lines in list.

ORACL I /. -c-c scocn B Las Searcn Resuts

| Hew Window | Help | Personalize Pz

Document Status

Business Unit  5J000

Currency USD

Document Date 02/06/2018

Buyer Micu Rosario

PO ID 3000026799
Status Compl
Document Type Purchase Order
Merchandise Amt 127.00
Budget Status Valld

* % ”

Requisitions{1)

Show All

Associated Document

Documents Related Info

=»

=4l
RecsiptsT) Vouchers{1) Payments(1)
Personalize | Find | Viewall |2 | B Fi

ORACLE’ Advanced Search Bl Last Search Results

Document Status

Business Unit 500

Document Date
Currency USD

Buyer Micu Rosano

POID 2000026799
Status Compl
Document Type Purchase Order
Merchandise Amt 12/ 00

Budget Status Valid

| Mew Window | Help | Personalize

#* -
| I ot < 0
Requisihons(1) Receipls(1) Vouchers(1) Payments{1)
Show Al
Associated Documesnt Personahze | Find | View All | L2 | ...-l-l Furst ‘A
i = Business - fE
Actions SetiD e Uscument Typs DOC 1D Status Document Date  Supplier 1D Location
= Actions 5000 Requisition WRO0OTSTAT Complete
= Actions. 54000 Receipt 0000136817 Recewed MAIN
= Actions. 54000 Vioucher 00356515 Posted MAIN
= Actions  SJ000 Payment 539237 Posted MAIN

2 Retumn (o Search

14of4 b Last
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The Documents section
provides the following
information:

Document Type column
identifies the transaction

type-

o0 Requisition:
Refers to the
request submitted
by the department
in FTS.

0 Receipt: Tangible
goods such as
books, equipment,
and furniture
require a receipt
confirmation to be
entered by the
department in CFS.
This confirmation is
needed by
Accounts Payable
to pay a supplier's
invoice.

o0 Voucher: Accounts
Payable creates a
voucher when
invoice is received
from supplier.

o0 Payment: When
invoice meets
Accounts Payable’s
payment criteria, a
check is issued to
the supplier to pay
the voucher.

DOC ID column gives you
the Requisition Number,
Receipt number, CFS
Voucher ID and Payment
check number.

Document Date refers to
the date of transaction.

Document Date 02062018

Currency IS0

Buyer Micu Rosang

*

Requisitions{1)

Show All

Associated Document

Business

Actions SwiD Unit

Docusment Type

Avanced Search B Last Search Resulis

POID 3000026799
Staws Compl
Document Type Purchase Order

Merchandise Amt 127 0

Budget Status Valid

Bl b "D
Recempts(1) Vouchers{1) Payments{1)

Personalize | Find | View Al | £ 5

Document Date  Supplier ID

| New Window | Help | Persanali

First ‘& 1.40f4 ‘& Last

Location

w Actions 5000

= Actions SH000

54000 Voucher

- Actions 5000 Payment

3" Retum io Search
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Each number in the DOC ID
column is a hyperlink that will
provide additional information
about the Document Type.

To view Receipt details, refer to
the Receipts tutorial.

10. Click the Requisition Number
(WRO0xxxxxx) hyperlink in
DOC ID column, for the
Requisition page.

The Requisition page gives a
summary of the request. Click
the Requisition number
hyperlink to view the details to
the request.

11. Click the Voucher Number
hyperlink in DOC ID column,
for the Voucher Inquiry

page.

On the Voucher Inquiry page,
the Voucher Details panel
provides the supplier’'s invoice
information.

On the same Voucher Inquiry
page, click the Amounts tab
to view supplier’s invoice
amount.

* 7

Requisitions(1)

Show All

Assoclated Document

Documents | Related Infa | [F708

DociD

. Business & e
SetlD Unkt Document Typs

WRODOTSTIT

00356515

= Actions  5J000 538237

Requisitions
Req Inquiry

EI

Unit Requisition

WR00075737 i

Details | Status

Requisition Name i

S5J000 WR00075737

Voucher Inquiry

: 1 Search Criteria
Sort Criteria
Display Currency Criteria

Voucher Inquiry Results

I Voucher Details I Amounts More Details Supplier Details | [F==)

Requisition

Complete

: - O]

Vouchers{1) Payments(1)

Personatize | Find | View Al | LY | & Fwst ‘A 140l4 ‘& Last

Location

Supplier ID

Status Decument Date

Complete

New Wind

Personalize | Find | View All | X | E First ‘4" 10of 1

Requester Req Date Total Amt

Le Kim-Hoan 02/05/2018 127.00 UsSD

New Wmdnw| Help | F

Personalize | Find | View All | 2 | =2 First @ 10f1 @

Invoice Date

Business n
Invoice Numbera o

Voucher
Unit D

Actions Supplie

~ Actions SJo00 00356515  3280881-0 02/21/2018

0000022102

Match )
rID  |Entry Status  Incomplete e Short Supplier Name

Matched SIER OFFI-001

Postable

Voucher Inquiry

Zearch Criteria
Sort Criteria
Display Currency Criteria

Voucher Inquiry Reaults

cher Details | Amounts | IMore Details

oss Invoice
Amount

Businuss
Unit

Actions Voucher 1D

Balance

wAchons  SJ000 00356515 USD 138 75 0.00

Personalize | Find | View All | L2 | G First ‘4 1of1 & Last

Unapplicd Todal Non. Entered  Gross Amount

Propayments Merch VAT Paid Het Amount Paid

tut_cfs_voucher_pymt_status
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12. Click the payment number
hyperlink in DOC ID column
for the Payment Inquiry

page.

On the Payment Inquiry page,

the Payment Details panel
shows the check number
(Payment Reference ID),

amount, date of check, and if it

has reconciled (cashed).

Note: The Reconcile Date
refers to the date SJSU

uploaded the bank file and not
the day check was cashed. In

this snapshot, the reconcile

date is 4/25/18, so the check

reconciled in the month of
April.

New Window | Help | Personalize Pa

Payment Inquiry

Search Criteria

Sorting Criteria

Payment Inquiry Result Personalize | Find | View All | &2 | B8 First & fof1 W Last
m Additional Info Supplier Details Einancial Gateway | [TTH
Source " " " reathos

Payment Payment Payment | Payment Reconclilation "
Refersnca 10 | Method i Date Status tatus Reconciis aw

wActions  VCHR 536237 .“.;’I';"":' 138.75 JJsD 03082018 |03082018 | Paid Reconciled 047252018

Section 2: By Requisition Number

Follow the steps below to view activity by Requisition Number in the Purchasing module.

1. From the CFS 9.2 (Oracle)

homepage, click the

NavBar icon.

vLFS92
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NavBar menu displays. — E‘F
NavBar a

2. Click onthe M
Navigator tile.

3. Inthe Purchasing module,
select Requisitions.

Navigator

Recent Places

My Favorites

NavBar: Navigator

Navigator

¢2 | Purchasing

Requisitions

H

Recent Places

Request for Quotes

Purchase Orders

tut_cfs_voucher_pymt_status
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4. In Requisitions, select )
Review Requisition NavBar: Navigator s}
Information.

E 4= Requisitions *
Navigator Reconcile Requisitions >
-]

Review Requisition Information

E

Recent Places

Reports 5

5. In Review Requisition Info,
select Document Status.

NavBar: Navigator #
¢= Review Requisition Info... &
Na;%nr Requisitions
Som® Document Status

E

Recent Places

tut_cfs_voucher_pymt_status Page 12
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Requisition Document Status
page displays. ORACLE
6. Inthe Business Unit field
’ Requisition Document Status
enter SJ00O. q
Enter any information you have and click Search. Leave fields blank for a list of all values.
7. Enter the 10-digit Requisition : —
. L Find an Existing Value
Number in the Requisition
ID field. Search Criteria
8. Click Search. Business Unit = ¥ S$J000 Q
Requisition 10| begins with ¥ |WR00075737
Requisition Status| = v v
Requisition Date| = v [34)
Origin| begins with ¥ Q
Requester| begins with ¥ Q
Description| begins with ¥
Case Sensitive
Search Clear Basic Search Ll:'n Save Search Criteria
Document Status displays. Document Status ' )
The tOp part Of page prOVIdES Business Unit SJ000 Req ID E\{_V_RQQQZ_E_;?@?
P . . ) Document Date 02/05/2018 Status Complete
ReqUIsnlon InfOI’matlon Currency USD Document Type Requisition
Requester Le Kim-Hoan Merchandise Amt 127.00
° Document Date Budget Status Valid
Requisition date — = ——
S | / &% 0 8o o~ =n
R Purchase Receipts(1) Vuuﬁsﬁ) Payments(1)
e Req ID: Requisition Orders(1)
Number
Note: Click the PO Show Al
H H Associated Document Personalize | Find | View All | 2 | 2] First ‘4 1-40f4 '*' Last
number hyperllnk to VIeW Documents Related Info E‘
the purchase order _ Business . ‘
. . Actions SetlD Unit Document Type DOC ID Status Document Date  Supplier ID Location
details, if needed.
- Actions SJ000 Purchase Order 3000026799 Compl 02/06/2018 0000022102 MAIN B
° Status RGQUISIIIOI’] StatUS = Actions SJ000 Receipt 0000136917 Received 02/23/2018 0000022102 MAIN @
« Actions S$J000 Voucher 00356515 Posted 02/21/2018 0000022102 MAIN @
. ~Acions  $J000 Payment 539237 Posted 0310812018 0000022102 MAIN B
e Merchandise Amount: 1
. e G Return to Search
RGQUISItIOH amount :
tut_cfs_voucher_pymt_status Page 13
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Under the Associated
Document section, the
Documents list shows the
entire activity for PO.

Note: By default, only the first
four transactions appear. Click
View All, if needed, to display all
lines in list.

Document Status

Business Unit 000
Document Date 02/052018
Currency USD

Requester Lo Kim-Hoan

Status

Documant Typs |

Merchandise Amt 127 00

Budget Status Vabd

7 g m g_ § g |
ﬁ = i }E ol =
Purchasa Receipts(1)
Orders{1)
Shaw All
Associated Document Personaiize | Find | View anl | (2| R
Documents | Related Info | [FTH)
Actions SulD ﬁ::;‘r'““’ Document Type  DOC 1D Status Document Date Supplies I0
= Actions 5J000 Purchase Order 3000026799 Comgpl 02082018 0000022102
 Achions 53000 Receipt 0000136917 Recenved 027232018
= Actions 5J000 Voucher 00358515 Posled
= Actions 5000 Payment 530237 Paosted

[ Retum to Search

Vouchers(1) Paymanis(1)

st 4

Location

MAIN

MAIN

MAIN

MAIN

1-4 of 4 & Last

tut_cfs_voucher_pymt_status
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The _Documents sgctlon Document Status
provides the following
Informatlon Business Unit SJ000

Document Date 02/05/2018 Status Complete

° Document Type Column Currency USD Document Type Requisition
. Y - Requester Le Kim-Hoan Merchandise Am )
identifies the transaction e e L

type-

Req ID WRO0075737

Budget Status Valid

% . _j, i g o b 0= |
o PU rChase Order: g%g?;ﬁ Receipts(1) Vouchers(1) Payments(1)
A PO is issued by
Contracts and

Purchasing Show Al

SerV|CeS Associated Document Personalize | Find | View All | 2 | [ First ‘&' 1-40f4 » Last
Documents Related Info | [0

o RECEiptZ Tangible Actions SetiD Business  DocumentType  DOC ID Status Document Date  Supplier ID Location
goods such as
books, equipment,
and furniture
require a receipt
confirmation to be
entered by the
department in CFS.
This confirmation is
needed by
Accounts Payable
to pay a supplier’s
invoice.

« Actions $J000 Purchase Order 3000026799 Compl 02/06/2018 0000022102 MAIN B
 Actions $J000 Receipt 0000136917 Received 02/23/2018 0000022102 MAIN B
~ Actions $.J000 Voucher 00356515  Posted 02/21/2018 0000022102 MAIN B

~Actions  SJ000 Payment 539237 Posted 03/08/2018 0000022102 MAIN B

|@h Return to Search

o0 Voucher: Accounts
Payable creates a
voucher when
invoice is received
from supplier.

o Payment: When
invoice meets
Accounts
Payable’s payment
criteria, a check is
issued to the
supplier to pay the
voucher.

e DOC ID column gives you
the PO Number, CFS
Voucher ID or Payment
check number.

e Document Date refers to
the date of transaction.

tut_cfs_voucher_pymt_status Page 15
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Each number in the DOC ID
column is a hyperlink that will
provide detailed information
about the Document Type.

To view Receipt details, refer to
the Receipts tutorial.

9. Click the PO Number
hyperlink in DOC ID column,
the Purchase Order page.

The Purchase Order page
provided the details to the
orders such as type of
commodity ordered and price

10. Click the Voucher Number
hyperlink in DOC ID column,
the Voucher Inquiry page

appears.

On the Voucher Inquiry page,
the Voucher Details panel
provides the supplier’s invoice
information.

Document Status

Business Unit SJ000

Document Date 02/05/2018

Currency USD

Requester

Le Kim-Hoan

=¥

Req ID WR00075737
Status Complete

Document Type Requisition

Merchandise Amt 127.00

Budget Status Valid

= ien
=8 & ] 4ol o =
Purchase Receipis(1) Vouchers(1) Payments(1)
Orders(1)
Show All
Associated Document Personalize | Find | View All | (| & First ‘4 1-40of4 ‘b Last
Documents | Related Info | [F=5H
Actions SetlD &L:is‘inass Document Type DOC ID Status Document Date  Supplier ID Location
~ Actions SJ000 Purchase Order | 3000026799 |Compl 02/06/2018 0000022102 MAIN B
~ Actions SJ000 Receipt 0000136917 |Received 02/23/2018 0000022102 MAIN B
~ Actions SJ000 Voucher 00356515 Posted 02/21/2018 0000022102 MAIN E]
v Actions  SJ000 Payment 539237 Posted 03/08/2018 0000022102 MAIN B

[@h Return to Search

Purchase Order Inquiry

Purchase Order

Header

Supplier ID
Buyer M

PO Reference VX

Header Details

Supplier Details

| Mew Window | Help | Persanaln

PO Status Comgl
Budget Status

&k

a

Backorder Status Nol Backordered
Receipt Status Received

Hold From Further Processing

Amount Summary

Merchandise
Freight/Tax/Misc.

AIRTV L
Matching Document Status Tol
i eigabllous Encumbrance Balance
= Achicns
Lines Personalize | Find | View Al | &0 | B Fiest 4 10r1 & Last
Line liem 1D Item Description Category POy UOM Easiee Stanis
: rating houes s5an § = =
.} Cperating hours sign for | gsa1g 1.0000 EA 12700 USD  Closed -
! front
& Retum 1o Search =] Notify 22 Related Links
| e U | e ) e
Voucher Inquiry
Search Criteria
Sort Criteria
Display Currency Criteria
Voucher Inquiry Results Personakze | Find | Viewad |G| B Frst & 1011 @
Voucher Detalls | Amounts || More Detals Supplier Details | [TTH
= Py Jouche Involce Dare 4 e atich "
Actions “:m"' e }LI\ ucher Involce Numbera " 2 ®  SupplieriD niry Status  Incomplete ';‘I:,IIIUI\ Short Supplier Name
= Artiong 5000 00356515 A780881.0 0272112018 0000022102 |Postable Matched IER O 1

tut_cfs_voucher_pymt_status
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11. On the same Voucher Inquiry
page, click the Amounts tab
to view supplier’s invoice
amount.

Advanced Search B Last Search Resulls Add To =

Voucher Inquiry

Search Criteria
Sort Criteria
Display Currency Criteria

Voucher Inquiry Results Personalize | Find | View All | & | B First ‘&' 1of1 % Lant

Glwearsie || o | eoled | Chupan| Sed oA i
=Actons  SJ000 138
12. Click the payment number Payment Inquiry

hyperlink in DOC ID column, e G

for the Payment Inquiry Sorting Critera

page.
Payment Inquiry Result Personalize | Find | View Al | &0 BR First ‘& 1011 & Last
Payment Details ! ate [

On the Payment Inquiry page, | “™ ™~ Amoun. | Cursncy  CrestonOma | gt |Sent [Rsoreteten  puconca Ot

the payment details panel

shows the check number
(Payment Reference ID),
amount, date of check, and if it
has reconciled (cashed).

Note: The Reconcile Date
refers to the date SJSU
uploaded the bank file and not
the day check was cashed. In
this snapshot, the reconcile
date is 2/1/16, so the check
reconciled in the month of
January.

References

e Navigation Basics: http://www.sjsu.edu/finance/docs/tut_cfs_basic_navigation.pdf

o Receipts: http://www.sjsu.edu/finance/docs/tut_cfs_receipts.pdf
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