Budget Services and Financial Planning
School Fiscal Services
Fiscal Year 2016-17

PC010 PURCHASE ORDER HISTORY REPORT JOB AID
Displays Purchase Order (PO) transaction details and status.

Log on to BTS

Business Tools for Schools

User * |
Password =

* Enter your Single Sign-On (email) username and password to Log In.

e.g. ot mary.smitt mret)
Do not add domain name (@lausd.k12.ca.us @lausd.net)
Account Problems? Get Support

Copyright ® SAP AG. All Rights Reserved w

Accessing the Report:
1. Go to Reports tab,
2. Click on sub-tab Procurement/Contracts
3. Click on PC010 Purchase Order History Report

£ Reports - SAP NetWeaver Portal - Windows Intemet Explorer provide by CITRIX R
@S“ I https,//btslausdnet/ir/pora PJ@@ 2 Renorts- SAP Netl.. xu Xt
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anagement | Human Resaurces | Materialinvenfory | Payrol | ProcurementiContracts | School | Travel

Reports 2 | History,  Back Forvard E
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Detailed Navigation

+ EPU10 CortactSunmay

|+ PCD10 Purchase Order History Repart
o SCO07 ShoppingCart Sfafus
+ PCard Disply Vendr Account Belnce
o PCard Disply Vendor L ems
+ PLard Reconclion Repor
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Variable entry screen

wariable Entry

e = Doicts Shone et Porsonatizaton
Gemncral wariabies

'] Trariable == Curren t Selection Description
e &P =o= 2a1e

PO Date (Selection Optional)
PO Mumber (Selection Optionall

Fund Center Hierarchy (Multiple Single Walues

Cost Center (Selection Optional) 12aes501 EEEVEE
Contract ID (Sek
Functional Area (Selection Optionaly
Fund (Selection Optional)

‘GL Account (Selection Optionaly
Grant (Selection Opticnaly

ion Optionaly

Delivery Complete (Selection Optional)

Product Category (Selection Optional)
Product Description (Selection Optional)
Product ID (Selection Optionaly

Project Definition (Selection Optionall
Purchasing Doc Type (Selection Optionaly
Purchasing Group (Selection Opticnaly
Reguester (Selection Optionall
Shopping Cart Mo. (Selection Optional)y
STO wendor (Selection Optional}
Storage Loc (Selection Opticnaly
Wendor Mo. (Selection Optional}

WWBS Element Obi. (Selection Optionaly

P <lcre= =GP

00000000000000300000030001

4. Enter Fiscal Year (required field)
5. Enter Cost Center

6. Click on Check (to validate entries)
7. Click on OK

Note: The more details you enter in the available fields the narrower the report information will be.
Example: Entering Fiscal Year, Cost Center, GL Account, and Functional Area will yield a report specific to
the information you enter. Entering only the Fiscal Year and cost center it will generate a report with all
programs and commitment items for your cost center.

SAP will generate a report in the system default format. All transactions will appear by PO Number.
| %
DR, History
Disclaimer:This information is the property of the Los Angeles Unified School District and is intended solely for internal use by authorized employees with a reasonable need to utiize # in order to perform those duties assigned by their supervisors. This information
means, including email, to any authorized or unauthorized persen or organization. This information is subject to conditions set forth in the LAUSD Acceptable Use Policy (Bulletin 839), the LAUSD Information Protection Policy (Bulletin 1077), and relevant Federal and ¢

[New Analysis | [Open |[Save As... | Dispisyas [Table ~] [info | [Send | Print Version | [ Export to Microsoft Excel | Notes |
Qty. Price” Tolal** Value Condiion** Ret=+ Encumbrances Amt
* Key Figures. Amt Amt Amt Amt
" Rows | POMumber- PODale= POlem: Seq Mo AcctAssign:= Vendor= Shopping Cart#=  Delivery Complete = H H H H H H H
* PO Numbs
umeer 4600073997  0BM1412015 10 1 # Notassigned 1000340746 X 1000 088 880 0.00 0.00| 000 0.00  9.80
* PO Date
oot 20 1 # Notassigned 1000340746 X 60.00 | 131 7860 0.00 0.00 | 0.00 0.00 7860
* PO ftem
30 1 # Notassigned 1000340746 X 200 499 98 0.00 0.00 | 0.00 000 9.8
* Seq. No. Acct.Assign
Vend 40 1 # Notassigned 1000340746 X 400 758 3032 0.00 0.00 | 000 0.00 3032
* Vendor
) 50 1 # Notassigned 1000340746 X 200 1049 2088 0.00 0.00 | 000 0.00 2088
* Shopping Cart #
60 1 # Notassigned 1000340746 X 200 1049 2088 0.00 0.00 | 0.00 0.00 2088
* Delivery Complete
= Free characteristics 70 1 # Notassigned 1000340746 X 3000 | 153 4590 0.00 0.00 | 0.00 0.00  45.90
Aot Asson Ot 80 1 # Notassigned 1000340746 X 700 699 4893 0.00 0.00 | 000 0.00 4893
+ AssetNo %0 1 # Notassigned 1000340746 X 1500 | 599 8985 0.00 0.00 | 000 0.00 8985
- Asset Sub No 100 1 # Notassigned 1000340746 X 100 5998 59.89 0.00 0.00 | 000 0.00 59.89
* Commt tem 110 1 # Notassigned 1000340746 X 100 | 5345 53.45 0.00 0.00 | 0.00 0.00  53.45
* Contract D 120 1 # Notassigned 1000340746 X 100 | 4999 49.99 0.00 0.00 | 0.00 0.00  49.99
* Contract tem 130 1 # Notassigned 1000340746 X 100 4599 4599 0.00 0.00 | 000 000 4599
* Cost Center 140 1 # Notassigned 1000340745 X 100 | 3385 3385 0.00 0.00 | 0.00 000 3385
* Deletion Ind 150 1 # Notassigned 1000340746 X 800 699 5592 0.00 0.00 | 0.00 0.00 5592
+ Delivery Address Name | 4ennn74003  08M42015 10 1 # Notassigned 1000340531 X 200 3599 7198 0.00 0.00 000 0.00 7198

This report includes functionality that allows users to drag and drop information on and off the report. Free
characteristics can be dragged onto the report and items in the columns and rows can be dragged off the
report or moved around. For assistance with drag and drop, see How to Use Drag and Drop in Reports.
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Adding Results (Totals)

8. Right click on the PO Number column header
9. Scroll to Properties
10. Scroll to Characteristic and right click

PCO010 PO History

-information is the property of the Los Angeles Unified School District and is intended solely for internal use by authorized employees with a reasonable need to utilize it in order to perform those duties assigned by their supervisors. This information
email, to any authorized or unauthorized person or organization. This information is subject to conditions set forth in the LAUSD Acceptable Use Policy (Bulletin 999), the LAUSD Information Protection Policy (Bulletin 1077), and relevant Federal and €

Save As... | Dwpisyas |Table -~ Send || Print Version | [ Export to Wicrosoft Excel

PO, MNet . PO Effective,  Price PO PO Open GR,_
Qty  Price  Total*= Vaue  Condiion*= Ret= Encumbrances Ami
res Amt Amt Am Amt
PO Numb| 5o ,lea No. AcctAssign = Vendor = Shopping Cart# = Delivery Complate = s ] s ] s s s
= 46000739 Fiter S # MNotassigned 1000340748 X 10,00 088  9.80 0.00 0.00 | 0.00 000 9.0
Change Drildown 3 # Notassigned 1000340745 X 6000 131 7860 0.00 000 | 000 0.00 7860
Distribute and Export v # Notassigned 1000340748 X 2.00 499 9.98 0.00 0.00 | 0.00 0.00 9.98
HEEEAETIT Save View ’
# Notassigned 1000340745 X 400 758 3032 0.00 000 | 000 000 3032
Personalize Web Application  »
| o # MNotassigned 1000340748 X 200 1049 2088 0.00 0.00 | 0.00 0.00 2088
s g Properties *| Characteristic # MNotassigned 1000340745 X 200 1049 2088 0.00 000 | 000 000 2088
—— Calculations and Translations » # Notassigned 1000340746 X 30.00 153 4580 0.00 0.00 0.00 0.00 4580
| 3
san Cat Documents All Data Cells # Notassigned 1000340748 X 700 699 4893 0.00 000 | 000 000 4893
Sort PO Number ¥| Axis
> o . # Notassigned 1000340745 X 1500 | 599 B89.85 0.00 000 | 000 000 89.85
i No 100 1 # Notassigned 1000340748 X 100 5999 59.99 0.00 0.00 | 0.00 0.00 S59.99
:m 110 1 # Notassigned 1000340745 X 100 | 5345 5345 0.00 000 | 000 000 5345
D 120 1 # MNotassigned 1000340748 X 100 4999  49.99 0.00 0.00 | 0.00 0.00 49.99
tem 130 1 # Notassigned 1000340745 X 100 4589 4588 0.00 000 | 000 000 4589
er 140 1 # MNotassigned 1000340748 X 100 3395 3395 0.00 0.00 | 0.00 0.00 3385
Ind 150 1 # Notassigned 1000340745 X 800 689 5582 0.00 000 | 000 000 5582
Address Name | 4500074003 081422015 10 1 # Notassigned 1000340531 X 200 3599 7198 0.00 0.00 | 0.00 0.00 7198
jraieesl 20 1 # Notassigned 1000340531 X 200| 4388 &788 0.00 000 000 000 8798
= 30 1 # MNotessigned 1000340531 X 100 | 27.65 2765 0.00 0.00 | 0.00 0.00 2765
= 40 1 # Notassigned 1000340531 X 100 2589 2588 0.00 000 | 000 000 2589
Fostal Cd
50 1 # MNotessigned 1000340531 X 1.00 | 137.99 137.98 0.00 0.00 | 0.00 0.00 137.99
State
- 60 1 # Notassigned 1000340531 X 100 7089 7088 0.00 000 | 000 000 7089
ree
e 70 1 # MNotessigned 1000340531 X 1.00 | 16825 168.25 0.00 0.00 | 0.00 0.00 16825
on in
I 4600080236 10/09/2015 10 1 # Notassigned 1000365606 X 300 2588 7787 0.00 000 | 000 000 7787
- 20 1 # MNotassigned 1000365608 X 100 67.93 67.93 0.00 0.00 | 0.00 0.00 6793
30 1 # MNotassigned 1000365606 b's 100 6793 67.83 0.00 000 | o000 000 6783

11. Go to Display Results

12. Click on the dropdown arrow to display selections
13. Select Always

14. Click OK

Properties of Characteristic Number (Result Set Context)
-~ General Sorting Advanced

Display: Key

hever |
Access Mode for Result Set; | Alway:

Newver

With More Than One Value
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15. The results will display at the end of the report.

@ PO ,_ Price PO PO Open GR
Qty Condition*=  Ret ==
Amt Amt

PO Number = PODate- POlem= Seq Mo AcctAssign= Vendor= Shopping Cart # = Delivery Complete = s s s s s s s
4600083871 110572015 70 1 # MNotassigned 1000380594 X 1.00 5.65 5.65 0.00 0.00 | 0.00 0.00 5.65
80 1 # MNotassigned 1000380594 X 3.00 5.65 16.95 0.00 0.00 | 0.00 0.00 16.95
90 1 # MNotassigned 1000380594 X 1.00 265 2565 0.00 0.00 | 0.00 0.00 265
100 1 # Notassigned 1000380594 X 10.00 8.99 89.90 0.00 0.00 | 0.00 0.00 £9.90
110 1 # Notassigned 1000380594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
120 1 # MNotassigned 1000380594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
130 1 # Motassigned 1000330594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
140 1 # Motassigned 1000330594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
150 1 # Motassigned 1000330594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
180 1 # Motassigned 1000380594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
170 1 # Motassigned 1000380594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
180 1 # MNotassigned 1000380594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
130 1 # MNotassigned 1000380594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
200 1 # MNotassigned 1000380594 X 7.00 33.89 | 237.93 0.00 0.00 | 0.00 0.00 | 23793
210 1 # MNotassigned 1000380594 X 1.00 35.25 35.25 0.00 0.00 | 0.00 0.00 35.25
220 1 # Notassigned 1000380594 X 1.00 14.99 14.99 0.00 0.00 | 0.00 0.00 14.99
230 1 # Notassigned 1000330594 X 1.00 8.96 8.96 0.00 0.00 | 0.00 0.00 8.96
240 1 # MNotassigned 1000380594 X 1.00 67.93 67.93 0.00 0.00 | 0.00 0.00 67.93
250 1 # Motassigned 1000330594 X 1.00 67.93 67.93 0.00 0.00 | 0.00 0.00 67.93
4600086401  12/03/2015 10 1 # Motassigned 1000391340 X 10.00 225 2250 0.00 0.00 | 0.00 0.00 2250
20 1 # Motassigned 1000391340 X 60.00 188 | 119.40 0.00 0.00 | 0.00 0.00 | 119.40
30 1 # MNotassigned 1000391340 X 1.00 53.99 53.99 0.00 0.00 | 0.00 0.00 53.99
40 1 # MNotassigned 1000391340 X 1.00 17.89 17.98 0.00 0.00 | 0.00 0.00 17.98
50 1 # Mot assigned 1000391340 X 2.00 15.70 31.40 0.00 0.00 | 0.00 0.00 31.40
[overai Resutt 358.00 | 1,799.80  2,826.11 0.00 0.00 | 0.00 0.00 | 2,526.11]

Printing the Report

16. Click on Print Version

orey PCO10 PO History

Disclaimer:This information is the property of the Los Angeles Unified School District and is. inter lely for internal use by authorized employees with a reasonable need to utilize it in order to perform assigned by their This information is not t
means, including email, to any authorized or unauthorized person or organization. This informatio iect to conditions set forth in the LAUSD Acceptable Use Policy (Bulletin 89), the: LAUSD Information Protection Policy (Bullstin 1077), and relevant Federal and State pr

——
New Analysis || Open || Save As_ | mispieyie [Table ~| [info ][ Sena | Print version Jf Export to Microsott Excel || Notes |
~ Columns PO Net Effective, . Price PO Open GR ..
ay Price Value Condttion=+ Encumbrance=  Ami
- Key Figures At £
{Raves PO Number= PODats= FPOtem= Seq No AcctAssion= Vendo Snhopping Cart# = Delivery Gomplsts s s s s s s s
* PO Number 4600083071 110512015 70 1 # MNotassigned 1000220594 x 1.00 585 585 0.00 0.00 | 0.00 0.00 ses
- PO Date
o 80 1 # MNotassigned 1000380594 x 300 565 1695 0.00 000 | o0.00 000 | 1685
- PO ftem
90 1 # Motassigned 1000380594 x 1.00 288 268 0.00 0.00 | 0.00 0.00 268
- Sea. No. Acct Assign
oo 100 1 # MNotassigned 1000380594 x 10.00 ss9  ss.%0 0.00 000 | o0.00 000 | @ss0
.+ Shopping Cart 110 1 # Motassigned 1000380594 x 1.00 350 250 0.00 0.00 | 0.00 0.00 350
+ Delvery Compiete 120 1 # Motassignes 1000380584 x .00 250 =50 0.00 000 | o000 0.00 250
o RETE TS 130 1 # Motassigned 1000380594 x 1.00 350 350 0.00 0.00 | 0.00 0.00 3s0
e 140 1 # Motassigned 1000380584 x 1.00 250 250 0.00 000 0.0 0.00 250
- AssetNo 150 1 # MNotassigned 1000380594 x 1.00 350 350 0.00 000 | o000 0.00 350
- AssetSub No 160 1 # Motassigned 1000320594 x 100 250 250 0.00 000 o0.00 0.00 250
« Commt hem ) p £ Mot assimnen 1nnnamnsas x 1an 2=n 2=n non nan | nan nnn 2=n

17. Click the dropdown
18. Select Landscape Format
19. Click OK

Export D

Scaling Factor
(=) Fit to Page Vidth
Repeat column headers Thems: Standard SAP -

) Fit to Page Size: [£4 210 x 287 mm ~]

O Poster Portrait Format EIl7

Portrait Format

Page

Alignment

Landscape Format @z

Header
Margins Left: [Mone -]
Center: [Mone -]
Top: Right:  [None ~]
Bottom:
Lan
Right: roeter
Left:  [Mone -]
Center: [Mone ~]
Right:  [None -]
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20. The report will open in PDF format and can be saved and/or printed

Stafic Filters
Deaertion i T
Fiscal poar TR0

Functonal Ama 1307
Funis Centsr

Dynamic Filters
Morw

“Wariables
Facal Yoar [Selostion Reguied] 2018
FO Duts [Selction Optional)

FO Mumber (Bslection Optional)

Fund Canler Fienanvy (Mullpes Sngie Values, Optonal)
Cooml Cantar (SelacSon CpSonal)
Coontract ID) (Selsction Opons}
Funclional Amma {Salecion Opfonal) 307
Fund (Seisctan Optanal]

AL Avemunt (S sbection Optonal]

Girant (Bslecon Oponal)

Deifvary Compes (Seieon Opiona)
Intemal Cirder {Sabecon Cplonal)

MEF R No. (Selection Opticnal)
Frostiuet Category (Selesfion Opional)
Frotises Daseption (S astoton Optoanal]
Froduct D [Selecticn Cpticnal)

Froject Defintion | Satection Cpteanal]
Furchasing Doc Type (Sehecticn Crticnal)
Furchasing Groun | Selection Oponal
Frensu st (Seetion Oporad]

Efopping Can No. (Selecion Oplional)
ST Vandor (Salestion Optional)
Slomge Loc (Selecton Opfonaly

Wandor Mo (Selscton Optonal)

WES Elament Ofj. {Sakection Optionsl)

PO Mumber> PO Deis = PO Hem =
4800073087  DBM4Z015 10

Download Report to Excel

21. Click on Export to Microsoft Excel

o
" Pcoo PO History

:This information is the property of the Los Angeles Unified School District and is intended solely for intern: authorized employees with a reasonable need to utiize it in order to perform those duties assigned by their supervisors. This information is not to
ding email, to any authorized or unauthorized person or organization. This information is subject to conditi forth in the LAUSD Acceptable Use Policy (Bulletin 999), the LAUSD Information Protection Policy (Bulletin 1077), and relevant Federal and State priv.

[
E\ Open |[ Save As... | Dispeyas Tabls N | Print Version | Export to Microsoft Excel | Notes |
_—
- PO, MNet . PO Effective,  Price PO PO Open GR .
X Qty Price Total*=  Value Condition*= Ret*= Encumbrance*= Amt
Figures Ant At Amt Amt
PO MNumber= PODate= POtem= Seg Mo.AcctAssign= Vendor= Shopping Cart# = Delivery Complete = 8 s 3 § § ] :
== 4500083971 11052015 70 1 # Not assigned 1000380594 X 1.00 565 5.65 0.00 000 0.00 0.00 565
Jate
80 1 # Not assigned 1000380594 X 3.00 565 16.95 0.00 000 0.00 0.00 16.95
&m
80 1 # Notassigned 1000380594 X 1.00 265 285 0.00 000 0.00 0.00 265
No. Acct Assign
- 100 1 # Notassigned 1000380594 X 10.00 899 89.50 0.00 000 0.00 0.00 89.90
. 10 1 # Notassigned 1000380594 X 1.00 3.50 3.50 0.00 000 0.00 0.00 350
aping Cart #
120 1 # Notassigned 1000380594 X 1.00 3.50 3.50 0.00 000 0.00 0.00 350
rery Complete:
—— 130 1 # Notassigned 1000380594 X 100 350 350 0.00 000 | 0.00 00 350
1 # X

t Assgn Cat 140 Not assigned 1000380594 1.00 3.50 3.50 0.00 000 0.00 0.00 350

22. Click on Open. The file can also be saved to a specific location using the save option.

Do you want to apen or save ZANALYSIS PATTERN_WEB.xls from bijava.ausd net! Open || Sae || Cancel
—
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23. Click on Yes
> |

The file you are trying to open, 'ZANALYSIS_PATTERN_WEE.xIs', is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source before opening the file. Do you want to

& l % open the file now?
Yes | No I Help |

24. File opens in Excel and can be formatted and saved.

B C D E F G H 1 J K L M N 0 P Q R S T U
PC010 PO History
PO Price. PO PO Open PO Pay
PO Net Effect GR GR R R T
Qy  Price m" Vaﬁe“ md"m m m“mmm A oy Am Qy (Pa:)rated} ;'.:g'w .
PO Number PODate PO fem Seq.MNo. AcctAssign Vendor Shopping Cart # Delivery Complete s H $ s 5 $ s s $ $
'46{10073897 08/14/2015 'm '1 # Not assigned ?deDHG X 10.00 0.88] 930 0.00) 0.00) 0.00 0.00) 9.80) 10.00 0.00) 0.00 0.00) 0.00)
'46110073&97 08114/2015 '2ﬂ '1 # Not assigned VWIHHKWJHG X £0.00. 1.3 7380 0.00 0.00 0.00 0.00 7860, 60.00 0.00 0.00 0.00 0.00
'46{10073897 DB/M.QMS%{) '1 # Not assigned ?deDHG X 2.00 4.89) 998 0.00) 0.00) 0.00 0.00) 9.98) 200 0.00) 0.00 0.00) 0.00)
'46110073&97 08114/2015 VW '1 # Not assigned VWIHHKWJHG X 400 758 30.32| 0.00 0.00 0.00 0.00 30.32 400 0.00 0.00 0.00 0.00
'46{10073897 DB/M.QMS'S{) '1 # Not assigned ?deDHG X 2.00 1049 2098, 0.00) 0.00) 0.00 0.00) 20.98; 200 0.00) 0.00 0.00) 0.00)
'46110073&97 D&/M{ZMSVW '1 # Not assigned VWIHHKWJHG X 200 10.49 2098, 0.00 0.00 0.00 0.00 20.98, 200 0.00 0.00 0.00 0.00
System Default Report Format
PO, MNet, PO Effective, Price PO POOpen CR .
Qty  Price  Total®* Vale Condtion®= Ret®* Encumbrance®~ Amt
Amt Amt Amt Amt
POMNumber= PODate- POMem= Seq. No AcctAssign:=  Vendor: Shopping Cart# = Delivery Complete = L L L L L L L

Commonly Used Report Format (Customized)

This format can be achieved by using the Drag and Drop feature.

For assistance with drag and drop, refer to the How to Use Drag and Drop in Reports job aid for
additional information.

PO, Nt PO Effecie, Pice PO POOen @R
Oy e Tl Vee  Condfiont Rt Encumbrance® Ant

At Ant At Amt
PONumbgr= PODatez  POfem:=  Seq.No.Accthssin:  Vendor: Shopping Cart%=  Fund=  Funclional Areaz  Commtkem=  Delivery Complets = § 4 § R §03
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