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PURCHASING MAIH MEHU

= Create new purchase reguisition. = Inguire on existing purchase orders.
Creste a new purchase requisition by entering order specifications, e.q., Search and vieve existing purchaze orders and link to relasted
vendor nameaddress, delivery deadines, tem lines, etc. requisitions.
* Pending Requisitions From SuperQUOTE = List document history.
Create a requistion based on a SuperQUOTE kid. List histary relsted to a document including all change orders and
payments.
= Work with existing purchase requisitions. = List purchase orders. (future)
Modify existing requisitions, print requisition forms (FMIS-30) or transfer List purchase orders based on selection criteria. —

a reguisition to a purchase arder.

= Work with existing purchase orders.
modify existing purchase orders or print purchase order forms (FMIS-
3.

= Process change orders.
Creste a purchase order change form (FhMIS-32).
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Select “Work with existing purchase requisition”. Enter requisition number for
“Submitted” or “Approved” requisition and hit ENTER or click on SEARCH.
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SEARCH FOR PURCHASE REQUISITIONS How TO DO A PURCHASE REQUISITIONS SEARCH
Requisition Mo {30175 = Please note that search criteria requisition number iz & unigue number for all

documents. Mo other search criteria should be used if requisition number is known.

Yeandor Name : I =yWWhen using the Wendor Mame fiter, enter the vendor name as it appears on the
. clocument.
Status |-"—"«|| Statug ;I = Search will return 10 matches by defautt.

Records Per Screen: I 10 records = I
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<< SEARCH FOR OTHER REQUISITION

UNIVERSITY OF HAWAII REQUISITION (FiIS-30)
Reguisition # RBO1755 01-10-2003

PURCHASING APPLICATION OPTIONS - WORKING WITH EXISTING REQUIS]
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<< RETURH TO MAIH OPTION
ON FORM STEP 2 - REVIEWING PURCHASE REQUISITION

FO CODE:

SUBMITTED 00067

camrus: MA b

2

DELIVER TiO: FEDERAL FUNDS AFFLY: No FURCHASE ORDER #:
Department: University of Hawaii REQUISITIONER: FHOMWE HUMBER:
Address: Athletic Department Paula Asato 808-956-6505
1337 Lower Campus Rd FURCHASING OFFICER: FHOME HUMBER:
Marilyn Moniz-Kahoohanohano 808-956-4325
DELIVER OMEEFORE: WENDOR TERMS:
City: Honolulu State: HI
Zip Code: 96822 Country: DELIVER FREFAID via: Best Way
WENDOR: QUOTE DATE/REFERENCE: PRICE LIST: No
Code: V0oo0054510
Hame: CQ COMMUNICATIONS INC OTHER WENDORS COMTACTEDR AMD THEIR QUAOTATIONS (2 line
Address: 1111 DILLINGHAM BLVD STE E7 mesimum) &l
|&] Done l_l_ 4 Internet
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199 1255 WAIUA PL STE 1
City: HONGLULU State HI
Zip Code: 95817 Country:
ITEMS
ITEM
HO. aTy UHIT DESCRIPTION SUBCODE UHIT PRICE EXTEHNSION
1 (i3 ea Stubby antenna, Kenwood tk360 3408 14.00 84.00
SUBTOTAL 84.00
RATE DESCRIPTION AMOUHT
Tax 4.1666 % TAX 3.50
Shipping
Discount
TOTAL 87.50
ACCOUNT INFORMATION
CAMPUS ACCOUNT HO. TITLE RESP PERSOH SUBCODE AMOUNT
MA 327423 FACILITIES-SPECIAL EVENT SHERIFF, RICH 3408 $87.50
ARENA
TOTAL % 87.50
EQUIFMENT LOCATION: (BLDG & ROOMY; INCORPORATE Wi DECAL OR F.O NO.: EQUIFMENT OWHED BY Ll
|&] Done l_l_ # Internet
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SUETOTAL 100 ;l
RATE DESCRIPTION AMOUNT
Tax 4.1666 % TAX 3.50
Shipping
Discount
TOTAL 87.50
ACCOUNT INFORMATION
CAMPUS ACCOUNT HO.  TITLE RESP PERSOH SUBCODE AMOUNT
ma 327423 FACILITIES-SPECIAL EVENT SHERIFF, RICH 3408 % 87.50
ARENA
TOTAL $ 87.50
EQUIFMENT LOCATION: (BLDG & ROOMY; INCORPORATE Wi DECAL OR P.O NO.: EQUIFMENT OWHED BY

NO ATTACHMENT EXISTS

/ Compose eMail

Copyright © 2001 University of Hawai'i
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Click on the Transfer button and the following pop up screen will appear.
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SUBTOTAL BL.00 =]
RATE DESCRIPTION AMOUNT
Tax 4.1666 % TAX 350
Shipping
Discount
3 Purchasing - Financial Managemenkt ak Sljﬂ
ACCOUNT INFORMATION Univarsity of NawsalT )
CAMPUS e A om e financlial management information 3]3{8:#:!::- UBCODE AMOUNT
B L]
MA 327423 :33:]:. . . 108 $87.50
SELECT TRANSFER OPTION: ToTaL | *,57350
* Purchase Order
EQUIPMENT LOCATION: (BLDG & ROOK): & OGS Payment A/ ENT DWNED BY
DCS Check Type: I Goodz/Services 'I
NG ATTACHMENT EXISTS SRR

7
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Click on “DCS Payment”. Click on DCS Check Type options (arrow) and select check
type. Click on Continue button.
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This will take you straight into “Process Payment “. By selecting DCS Payment, an “In
Process” payment has been created and a payment number assigned.
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<< RETURH TO MAIN OPTION

PURCHASING APPLICATION OPTIONS - PROCESS PAYMENT ENTER PAYMENT INFORMATION
UNIVERSITY OF HAWAII PAYMENT b
Requisition # R801755 FO Code: 00067
ORDER WVENDOR: VOo000n54510 Payrment 2 1569 PAYMEMT STATlBt/

IN PROCESS
Name: CO COMMUNICATIONS INC Invoice Number: I— CREDIT MEWD: EHC Chi:

] -

Address: 1111 DILLINGHAM BLVD STE ET Invoice Date: I

Description/CustomerAccount: I

Invoice Total: a7 50
City: HONOLULU State: HI Dizcount IU— il Tope; | = ,I

Amount:
Zip Code: 968817 Countny: CHECK:
OFTION:
FMIS YWendar Code: I = UHGaA
[l TE R TN o - LLELITE I Mhak Mo RAarnlk: LI

o8 Internct
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Continue to enter your invoice information like any other payment.
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<< RETURH TO MAIN OPTION

PURCHASING APPLICATION OPTIONS - PROCESS PAYMENT ENTER PAYMENT INFORMATION
UNIVERSITY OF HAWAII PAYMENT e
Requisition # R801755 FO Code: 00067 /
ORDER WENDOR: VOoo0054510 Fayment # 1569 PAYMEMNT STATLIS:

IN PROCESS

Name: CO COMMUNICATIONS INC Invoice NHumber [pan7e5, 4E:?,DIT MEMDO: Ey

-
Addrass: 1111 DILLINGHAM BLVD STE E7 nvoice Date:  [1ZjoRinz
Description/CustomerAccount: I

Invoice Total: IB?.5D

City: HONOLULU State: HI Dizeount IU_’; BiseEm Toma; | R v[‘

r g

Amount:
Zip Code: 96817 Country: CHECH,
OFTION:
FhIS Wendor Code: — O mes
PR AR S - Rarnal Mhad Mac Aarnlk: ;I

4 Internet
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The FMIS Vendor Code field may be used to enter P vendor codes that were created in
FMIS DCS Vendor Maintenance, Screen 462, and have not yet been copied overnight
to ePurchasing. Use of this field instructs the system to bring in the vendor name and
address from the FMIS Vendor Tables. This supports the DCS goal to expedite
payment.

DCS payments must be made with either V or P vendors. By clicking on Select Remit
Vendor, a search of FMIS vendors copied into ePurchasing can be made. See
Payment User Guide for more information.

Once the DCS Payment option has been selected from the Transfer pop up screen a
change cannot be made to select UHGA instead. If a change is needed the payment
must be “Deleted” and a new requisition copied or created.

If typing a manual DCS check outside the system, enter the Manual Check No.

The bank and DCS Check Type will default from the Transfer Screen.

The DCS Check Type may be changed prior to Submitting Payment.
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J SBack ~ = - D) it | Q) search (Gl Favorites £ History ||%. =N |

J.ﬂ.ddress IE hktp: fiEs0Z ks, haveaii, edu: 083/ Fmis/modR egSubm. do j @J?Gc-
| P - oo T7 Coary. CHECF. .
/ OFTION: [
FhlS Wendar Code: I  UHGaA
REMIT VENDOR: Select Remit Yendor *  pes e Sk ;| Henky
VOooons4510 IDE|352
Name: CQ COMMUNICATIONS INC BCS Chec Type: | Goods/Services -
Address: 1111 DILLINGHAM BLVD STE ET
Blheck hHoncling: I_ Enclosure I_ Special
199 1255 WAIUA PL STE 1
City: HOMOLULU State: HI r COMPLETED TAX FORM ATTACHED (ifH-1, -a)
Zip Code: 96817 Country:
10881042 C WH Ind: X
ITEMS (click here to shawhide items) Price List No
ILI:)M aTy UHIT DESCRIPTION SUBCODE UHIT PRICE EXTEHSION
1 6 ea Stubby antenna, Kenwood tk360 3408 % 14.00 % 84.00
SUBTOTAL $ 84.00
RATE DESCRIPTION AMOUNT
Tax 4.1666 % TAX % 3.50
Shipping j
|@ Done ’_|_|% Internet
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Enter Payment Amount in the ACCOUNT INFORMATION section. Select “P” or “F” to
indicate Partial or Final Payment.
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RATE DESCRIPTION AMOUNT
Tax 4.1666 % TAX $ 3.50
Shipping
Discount
ITEM{S) TOTAL $ 87.50
ACCOUNT INFORMATION
ACCOUNT FMIS
CAMPUS Ho. TITLE RESP PERSOH SUBCODE AMOUHT BALANCE PAYMENT PF
FACILITIES- X »
SPECIAL
I UH - Manoa ;I |32?423 EVENT SHERIFF, RICH |34UB $ 87.50 $0.00 IS?.ED I F = I
ARENA

Add More Accounts |1 'I TOTAL 3 |D.UD
Eld Payrnent Submit Payment Submit Credit Memo

Attachments

Copyright @ 2001 University of Haweai'i
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Click on the Submit Payment button and the following message should appear.
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<< RETURH To MAIN OPTION

<< SEARCH FOR OTHER PAYMENT
ACTION COMPLETED: /

This payment submitted successfully.

PURCHASING APPLICATION OPTIONS - PROCESS PAYMENT STEP 3 - REVIEW PAYMENT INFORMATION
UNIVERSITY OF HAWAIl PAYMENT
Requisition # R801755 FO Code: 00067
ORDER WVENDOR: V0000054510 Payment #: 1569 PAYMEMNT STATUS: SUBMITTED
Mame: CO COMMUNICATIONS INC Invoice Number: RBO1755a CREDIT MEMO: No ENC Chi: No
Address: 1111 DILLINGHAM BLVD STE E7 Inwoice Date: 12-05-2002

Dezeription/Customeni®ecount:

Invoice Total: 87.50
City: HONOLULU State: HI Discount Amount: 0 Discount Type:  Percentage
Zip Code: 96817 Country: CHECK OPTION: Trans/Check Date: 01-10-2003
REMIT WEHDOR: V0000054510 ncs Manual Ched Ho: Bank: 00352 ;I

|@] Dore [ [ 4 meemet

;ﬂﬁtart”J HE R = EE @ = JEI@IE”E@IiﬂsoftExcel-DCSeditsl.xlsﬂ@ﬁE 4:19PM
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PROCESS DCS PAYMENT AGAINST A PURCHASE ORDER
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PURCHASING MAam MENU

= Create new purchase requisition. = Inquire on existing purchase orders.
Creste a new purchase requisition by entering order specifications, e.g., Search and vievw existing purchasze orders and link to relsted
vendor namefaddress, delivery deadines, tem lines, etc. requisitions.
* Pending Requisitions From SuperQUOTE = List document history.
Create a requisition based on a SuperQUOTE bid. List histary related to & document including all change arders and
payments.
= Work with existing purchase requisitions. = List purchase orders. {future)
Modify existing requisitions, print requisition forms (FMIS-30) or transter List purchase orders based on selection criteria,

a requisition to a purchase order.

» Work with existing purchase orders.
Modify existing purchase orders or print purchase order forms (FMIS-
3.

* Process change orders.
Creste a purchase order change form (FhlS-320.

/

= Process payments. = Payment Attachments

Enter payment information on purchasing documents. Retrieve payment attachments for completion and printing. |
= Release payments. = Vendor Search

Revievy and releasze payments to FIMIS. Search FMIS vendor database.
L] Rﬁlease DCS payments. L] Maintain Users ;I

|_|_|a Internet
@Start” HRERBEEEaMEL | KB el ale B 2 @ = R @B com

Click on Process payments. Enter PO # and hit ENTER or click on Search.
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<< RETURH TO MAIN OPTION

PURCHASING APPLICATION OPTIONS - PROCESS PAYMENTS STEP 1 - SELECT PAYMENT
SEARCH FOR PURCHASE ORDER/PAYMENT How To D0 A PURCHASE ORDERPAYMENT SEARCH
Docurment Mo ngm 347 = Please note that search criteria purchase order number and search critetia payment

numkber are unigue numbers for all documents. Ko other search criteria should be used

Vandor Name : | it purchase order number or paymert numkber is knoven.
. =When using the Yendor Name fitter, enter the vendor name as it appears on the
Invaice Mo.: | document. |-
. = Search will return 10 matches by default.
FPayment Mo.: |
Search Other Payments?: IﬁllStatug vI

Records Per Screen: I 10 records = I

RECENT PURCHASE ORDER /PAYMENT DOCUMENTS
& recent purchase arderfshpayment!s) found (Displaying 1 to 6

PO NO. & IHVOICENO. DATE REQUISITIONER ORDER VENDOR AMOUNT F.O. STATUS OF ;I

mAnar Moo

|@ javascripk: sorkiith; "'name" ,_|_|° Internet
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Note: This will take you into a New Payment , no

payment number is assigned.

| Purchasing - Financial Management Information System | University of Hawai'i - Microsoft Internet Exp! =&l =]
J File Edit Miew Faworites Tools Help i
J aBack ~ = - 2} 7at | @ search [ Favorites  S&History | - S
Jnddress I@ hittp: fiks02.iks, hawaii, edu: 9083 Fmis/modPaySrch.do j .f'{}Go

purchasing | fina

<< SEARCH FOR OTHER PAYMENT
PURCHASING APPLICATION OPTIONS - PROCESS PAYMENT
UNIVERSITY OF HAWAII PAYMENT

FPurchase Order #P801347  01-10-2003 FO Code: 00067
ORDER WENDOR: VOooo054510

MName: C0O COMMUNICATIONS INC

Address: 1111 DILLINGHAM BLVD STE ET7

City: HONOLULU State: HI
Zip Code: 96817 Country:

FMIS Wendor Code:

—

ial accounting | contracts & grants | accounts payable | fixed assets | logout

University of
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<< RETURN TO MAIN OPTION
STEP 2 - ENTER PAYMENT INFORMATION

PAYMENT STATLE:/

Fayment #:
NEW PAYMENT

Invoice Humber: I— CREDIT MEMO: EMC Chi:
| r

Invoice Date:

—

Description/CustomerAccount: I

IEI.EID
ID.DU Driscount Type:|$ 'I

Invoice Total:

Discount
Amount:

CHECK
OFTION:

& UHeA

=
. T

|@ Done

l_ I_ |4 Internet
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Enter your invoice mformatlon like any other payment.

a Purchasing - Financial Management Information System | University of Hawai'i - Microsoft Internet Exp ;[ilﬂ
J File Edit ‘“iew Favorites Tools Help i
| wBack - = - D tat | @isearch [GFavorites CHistory | - S

Jnddress I@ hiktp: fiks02.its . hawaii. edu: 3083 FmisfmodPaySrch.do j (‘?Go

<< SEARCH FOR. OTHER PAYMENT
PURCHASING APPLICATION OPTIONS - PROCESS PAYMENT
UNIVERSITY OF HAWAII PAYMENT

Purchase Order # P801347  01-10-2003 FO Code: 00067
ORDER WEMDOR: Voooo0n54510

Mame: CQ COMMUNICATIONS INC

Address: 1111 DILLINGHAM BLVD STE ET7

City: HONOLULU State: HI
Zip Code: 965817 Country:

FhlS Wendor Code:

——

purchasing | financial accounting | contracts & grants | accounts payable | fixed assets | logout

Uiversity of Hawar’
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<< RETURH TO MAIN OPTION
STEP 2 - ENTER PAYMENT INFORMATION

FPayment #: PAYMEMNT STATUS:
NEW PAYMENT

Invoice Humber: PE01347a CREDIT MEMO: EMC Chi:
| r

Invoice [ate:

|1 2/03/02

Description/Custome fAccount: |C4558

| E re
|2.UU Dizcount Type:lofo 'I

Invoice Total:

~

Discount
Amount:
CHECK
OFTION:

© UHGA

=
- T —

|@ Daone

l_ I_ |ﬂ Internst




The FMIS Vendor Code field may be used to enter P vendor codes that were created in
FMIS DCS Vendor Maintenance, Screen 462, and have not yet been copied overnight
to ePurchasing. Use of this field instructs the system to bring in the vendor name and
address from the FMIS Vendor Tables. This supports the DCS goal to expedite
payment.

DCS payments must be made with either V or P vendors. By clicking on Select Remit
Vendor, a search of FMIS vendors copied into ePurchasing can be made. See
Payment User Guide for more information.

In the CHECK OPTION FIELD, click on DCS.

If typing a manual DCS check outside the system, enter the Manual Check No.

Enter the Bank number and select the DCS Check Type.
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Zip Code: a6817 Country: CHECK ﬂ
OFTION:
FhlS Wendar Code: / I = UHGaA
RIS GG Select Remit Yendor ¥ pos Mlemmel By EEs
Yo0oo0s4510 IDE|352
Name: €Q COMMUNICATIONS INC DCS Check Type: | Goods/Services =] Y
Address: 1111 DILLINGHAM BLVD STEE7
e (e M I_ Enclosure I_ Spacial
109 1255 WAIUA PL STE 1
City: HOMOLULU State: HI O COMPLETED TAX FORM ATTACHED (ifH-1, -a)
Zip Code: a6817 Country:
10991042 C WiH Ind: X
ITEMS (click here to showrhide items) Price Listt No |
ILE)M aTy UHIT DESCRIPTIOH SUBCODE UHIT PRICE EXTEHSION
1 6 ea Stubby antenna, Kenwood tk360 3408 $14.00 % 84.00
SUBTOTAL % 84.00
RATE DESCRIPTION AMOLUNT
Tax 4.1666 % TAX $3.50
CThinninn j
|@ Done ’_|_|% Internet
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Enter Payment Amount in the ACCOUNT INFORMATION section. Select “P” or “F” to
indicate Partial or Final Payment.
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Jnddress I@ hktp: {fiks0z.its, hawaii, edu: 2053/ Fris/modPaySrch.do LI ﬁGo
SUBTOTAL $ 84.00 -]
RATE DESCRIPTION AMOUNT
Tax 4.1666 % TAX $ 3.50
Shipping
Discount
/ ITEM{S) TOTAL $ 87.50
ACCOUNT INFORMATION
FMIS
CAMPUS ACCOUNT HO. TITLE RESP PERSOH SUBCODE AMOUNT BALAHNCE PAYM?/ P/
FACILITIES-
MA 327423 SPECIAL EVENT SHERIFF, RICH 3408 $ 87.50 $ 87.50 IS?.ED Iii - I
ARENA

Add More Accounts |1 -I TOTAL $ |8?.50
Sl Payrent Submit Payment Submit Credit Memo

Attachments

Copyright @ 2001 University of Haweai'i
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Click on the Submit Payment button and the following message should appear.
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=< SEARCH FOR OTHER PAYMENT << RETURHN TO MAIN OPTION
ACTION COMPLETED: /

This payment submitted successtully.

PURCHASING APPLICATION OPTIONS - PROCESS PAYMENT STEP 3 - REVIEW PAYMENT INFORMATION

UNIVERSITY OF HAWAII PAYMENT
Purchase Order #P801347  01-10-2003 FO Code: 00067

ORDER WVEHDOR: V0000054510 Fayment# 1572 PaYMENT STATUS: SUBMITTED
Mame: CO COMMUNICATIONS INC Inwoice Humber: P801347a CREDIT MERO: No EHNC Ch: MO
Address: 1111 DILLINGHAIM BLVD STE ET Inwoice Date: 12-03-2002
Description/Customenéecount: C4598
Invoice Total: 87.50
City: HONOLULU State: Hi Dizcount Amount: 2.00 Discount Type:  Percentage
Zip Coda: 96817 Country: CHECK QFTION: Trans/Chedk Date: 01-10-2003
REMIT WEMDOR: V0000054510 DCs Manual Chedd Ho: Bank: 00352 Ll
|&] Done |_|_|ﬂ Internst

(R @B sosem
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RELEASE DCS PAYMENT

2} Purchasing - Financial Management Information System | University of Hawai'i - Microsoft Internet Ex

J Fil= Edit Wiew Favorites Tools Help

J &Back ~ = - £} ot | @ search (G Favorites  S#History ||%v =N |

Jnddress I@ Rkt ffib=02 ks, hawaii, edu: 2053 Fmis)ispipurchasing. jsp

= Work with existing purchase requisitions.
Modify existing requisitions, print requisition forms (FMIS-30) or transter
a requisition to a purchase order.

» Work with existing purchase orders.
Modify existing purchase orders or print purchase order forms (FMIS-
3.

* Process change orders.
Creste a purchase order change form (FhlS-320.

= Process payments.
Erter payvtnent information on purchasing documents.

= Release payments.

payments.

= List purchase orders. (future)
List purchase orders based on selection criteria.

= Payment Attachments
Retrieve payment attachments for completion and printing.

= Vendor Search

Revievy and releasze payments to FIMIS. Search FMIS vendor database.

= Release DCS payments. 4/

Reviewy and release DCE paymerts.

= Maintain Users
Add, updste or delete ePurchasing users.

Copyright & 2001 University of Haswai'i

[l

&]
Hseare|| | A K B = E & EV
Click on Release DCS payments.

[ [ [ meermet
| B Bl od efe B B 2 35| [ REUsd @ swoem

a Purchasing - Financial Management Information System | University of Hawai'l - Microsoft InEernet Ex ;[ilﬁl
J File Edit “iew Faworites Tools Help i
J aBack ~ = - 2} 7at | @ search [ Favorites  S&History | - S

Jnddress I@ hitkp: ffiks02 ks, hawaii, edu: 9083 Fmis/relDesPaysrch.do j .f'{}Go

M of Hawal' | (111 I.I
financial management infermation ﬂ'ﬂ;ﬂﬂl

purchasing | financial accounting | contracts & grants | accounts payable | fived assets | logout

<< RETURH TO MAIN OPTION
PURCHASING APPLICATION OPTIONS LEASE DCS PAYMENT
SEARCH FOR DCS PAYMENT(S) /

Document Mo.: |HEU1?55 Invoice Mo.: |

Records Fer Screen:

I 10 recaords = I

Search found no payment matching your query
Please check your search criteria and try again

Copyright & 2001 University of Hawai'i

[
|#] ane |_|_|ﬂ Internet
Sstant] | 14 K () 2 (€] @ @ I NEsaE e Ep D [ REsiass sem
Enter document number and hit ENTER or click on Get DCS Payment(s).
11




This will take you into the screen below. This is a summary of payment information
entered for this one document.

Note the Vendor Code, Name, Address, 1099/1042 and WH Ind fields.

Under the DCS Payments Search Results the following fields are listed:
Invoice No.
Invoice Date
Description
Vendor No.
Vendor Name
Transaction Date
Invoice Amount
Status
Release button

The DCS custodian may review and release the transaction from this screen by clicking
on the Release button. By clicking anywhere else on the line (not the Release button),
the transaction can be opened up.

Once the Release button is clicked, no further action may be taken in ePurchasing. The
transaction is fed in real time to FMIS AP and DCS.

a Purchasing - Financial Management Information System | University of Hawai'i - Microsoft Internet - | g |5|

J File Edit ‘Wiew Favorites  Tools  Help ﬁ
J sBack ~ = - (@) ot | Q) search [EFavorites  CAHistary ||%v =N |

Jnddress IE http: ffibs02. ks, hawail, edu: 9083 Fris relDesPaySrch.do j WGD

University of Bawai'’ sssse
financial management information Sfﬂ'ﬂﬂl

purchasing | financial accounting | contracts & arants | accounts payahle | fived assets | logout

g

<< RETURH TO MAIH OPTION
PURCHASING APPLICATION OPTIONS - RELEASE DCS PAYMENT
SEARCH FOR DCS PAYMENT(S)

Cocument Mo IF|801?55 Imvaice Mo | Fecards Per Screen: |1urecmds .[

Get DCS Payrment(s)

“endor Code: /
V0000054510

Name: Address: 10929M042: WH Ind:
CO COMMUNICATIONS INC 1111 DILLINGHAM BLVD STE E7---199 1255 WAIUA PL STE 1-HONOLULU, HI-96817 C X
/ T OCS pavrmentis found iDVsplaying § o i} —
DCS PAYMENTS SEARCH RESULTS
INVOICE INVOICE DESCRIPTION  VENDOR NO.  VENDOR NAME TRANSACTION INVOICE/ICM STATUS RELEnSE/
No. DATE DATE AMOUNT
RE017455a 12-05-2002 YO000054510 CQ 01-10-2003 $E87.50 SUBMITTED
COMMUMNICATIONS
I
|@ Done

12



| Purchasing - Financial Management Information System | University of Hawai'i - Microsoft Internet Ex

| File

Edit  View Fawvorites Tools  Help

J <=Back ~ = - £} ot | ‘@ Search  [GeFavorites £ #History ||%v =N |

J.ﬂ.ddress I@ hktp: fiks0Z iks, hawaii. edu: 2083 Fmis/relDosPaySelPay. do

<< RETURH TO PREVIOUS SEARCH
PURCHASING APPLICATION OPTIONS - RELEASE DCS PAYMENT
UNIVERSITY OF HAWAII PAYMENT

dniversity of Hawar7
financial

purchasing | financial accounting | contracts & grants | accounts payable | fixed assets | logout

management information system_

=< RETURH TO MAIN OPTION
ENTER. PAYMENT INFORMATION

Requisition # R801755  01-10-2003 FO Caode: 00067
ORDER WENDOR: V0000054510 Payment #: 1569 PAYMEMT STATUS: SUBMITTED fo
MName: CO COMMUNICATIONS INC Imwoice Humber: R801755a CREDIT MEMS: NO ENC Chd: NO
Address: 1111 DILLINGHAM BLVD STEET Invaice Date: 12-05-2002
Description/CustomerAccount:
Inwaice Total: 87.50
City: HONCOLULU State: HI Dizcount Amount: $ 0.00 Discount Type: Percent (%)
Zip Code: 96817 Countny: CHECHK OFPTIOHN: TransChed D ate: 01-10-2003
REMIT VENDOR: \OO0D0054510 DCs fanual Check No: Bank: 00352
MName: CQ COMMUNICATIONS INC DCS Check Type: Gooids/Services
Address: 1111 DILLINGHAM BLVD STEET Chedk Handling:
Chedd Type: Combined
a0 1255 WANIA P STE 1 LI
|&] pone |_|_|ﬂ Internst
(RW sl @B seapm
a Purchasing - Financial Management Information System | University of Hawai'i - Microsoft Internet Ex - | & |£|
J File Edit Wiew Favorites Tools Help ﬁ
| &Back + = - D 7| @isearch [Favores (BHistory | By Spomd
Jﬂddress I@ http:fits02.iks. hawail, edu: 2083 Fmis/relDesPaySelPay . do j an
SO 233 WAIUHFL STE T ;I
City: HONOLULU State: HI COMPLETED TAX FORM ATTACHED [WH-1, Ww-3]: No
Zip Code: 965817 Countny:
10991042 [ WiH Ind: X
ITEMS (click here to shawhide items) Price List No
ITEM
Ho aTy UHIT DESCRIPTIOH SUBCODE UHIT PRICE EXTEHSION
1 6 ea Stubby antenna, Kenwood tk360 3408 $ 14.00 $ 84.00
SUBTOTAL $ 84.00
RATE DESCRIPTION AMOUNT
Tax 4.1666 % TAX $ 3.50
Shipping
Discount
ITEM(S) TOTAL $ 87.50
ACCOUNT INFORMATION
FMIS
CAMPUS ACCOUNT HO. TITLE RESP PERSON SUBCODE AMOUNT BALANCE PAYMENT PF
FACILITIES-SPECIAL
MA 327423 EVENT ARENA SHERIFF, FICH 3408 % 87.50 $0.00 87.50 F |
TOTAL = §87.50
<< RETURN T0 PREVIOUS SEARCH —
<< RETURH TO MAIN OPTION m m ;I

|@ Done

[ [ 4 meemet

I EdeamEuE [RUaI@sh s
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DCS custodian may Edit, Deny, or Release the transaction.

By clicking on the Edit button the fields would be data enterable and changes can be
made to these fields.

The Deny button would put the payment back “In Process”. The person entering
payment would then be able to access this transaction from the “Process Payment”
main option.

The Release would send the payment to FMIS Accounts Payable for viewing on Screen
113 and the following message will appear, “Payment Release was successful”.

Note: If the system/server is down the message will read, “Payment could not be fed”.
Immediately call someone on your contact list or Disbursing - Pre-Audit, to notify them
the system is down.

/3 Purchasing - Financial Management Information System | University of Hawai'i - Microsoft Internet

J File Edt Wiew Faworites Tools Help

J P Back + = - @ i) | @Search (] Favarites @Histor\; |%v =N /|

Jnddress IE hittp: fits02,its, hawail, edu; 9053 Fmis/relDcsPayProc.do

purchasing | financial accounting | contracts & grants | accounts pavable | fixed assets | logout
<< RETURN T0O PREVIOUS SEARCH J << RETURH T MAIH OPTION
PURCHASING APPLICATION OPTIONSK RELEASE DCS PAYMENT ENTER PAYMENT INFORMATIOHN
Payment Release was successful
UNIVERSITY OF HAWAII PAYMENT
Requisition # R801755  01-10-2003  FO Code: 00067 b
ORDER WENDOR: V0000054510 Payment # 1569 PAYMENT STATUS: RELEASED
Hame: CO COMMUNICATIONS INC Imvaice Number: R801755a CREDIT MEMO: No ENC Chi: No
Address: 1111 DILLINGHAM BLVD STE E7 Invaice Date: 12-05-2002
Dezcriptionf/CustomenAecount:
Imvoice Total: a7.50
City: HONOLULU State: HI Discount Amount: $ 0.00 Discount Type: Percent (%)
Zip Code: 96817 Countny: CHECK OPTION: Trans/Ched: Date: 01-10-2003
REMIT WENDOR: VOOO0054510 necs Manual Check Ho: Bank: 00352
Hame: CO COMMUNICATIONS INC DCS Check Type: Goods/Services
Address: 1111 DILLINGHAM BLVD STE E7 Check Handling:
Chedk Type: Combined
[
|@ Done |_|_|ﬂ Internet

Hstar IFEslela mELE & RUsE@In s
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Successful release of the payment, allows the user to immediately verify the feed to
FMIS Accounts Payable on Screen 113.

_ 1 - Default {(prodmys.its.hawaii.edu)

—1=1 x|

File Edit Transfer Fonts Opkions Macro  View  Window Help
= 1 sF F Fr | & = = |2 [X | PAL PA2 PA2 | ENT CLR

113 VYendor Analysis CO COMMUNICATIONS IHNC 01/10/2003 17:51
FY 2803 CC MA
Screen: Vendor: Youcher:

Paid: History: Due:
Held: 1099: Paid:
Disc Lost: Select: Bank:

Invoice/Oesc H Doc Mo

8798632 3274233408 143 R8B0O1755A RB0B1755 611603

Total
Total
Total

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PFl12---
HELP HNotes Exit Vndr Extnd Invst 1098

1 |Sess-1 12G.171.245.32 TCFFT119 4/12
Rstart R g DB, swesem
There will be no liquidation of the document on Screen 26 because the requisition was
not encumbered. For DCS payments against purchase orders, the payment will be
posted on Screen 26 as well as Screen 113.

On Screen 124, DCS payments will be batched daily with batch numbers consisting of
the FO code followed by DCS. UHGA payments will be batched with the FO code
followed by PUR. The screen below does not apply to the exercise above, it just
illustrates the two batch numbers assigned by ePurchasing.

& 1 - Default (prodmys.its.hawaii.edu) - == =]
File Edit Transfer Fonts ©Oplkions Macro View ‘Window Help

% 1= B | sF F Fr | & =2 = | N2 [ |PAL PA2 PR3 | ENT CLR

124 AP Session/Batch Header List 02/18/2003 13:01
FY 20803 CC S
Screen: [ Batch Ref: Select Description:
Bank HNo: Run Date:
Batch Batch Proc
ODescription

B68D0CS 82/11/063 1 E-PURCHASING FEED 1,185.33 2 00106 B2/11/63
068PUR 02/11/03 1 E-PURCHASING FEED 87.50 1 00030 02/11/03

Enter-PF1---PF2---PF3---PF4---PF5---PFG6---PF7---PFB8---PF9---PF10--PF11--PFl12---
HELP MNotes Exit Extnd Trans

4-12) 1 |Sess-1 1258.171.245.32 TCPRTOS1 4/12

lstare || | T BY [ =2 = E = W 2 5 2 @gg%ﬂ@ﬂﬂ@ U N s <f g U0 12:55PM
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