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Chapter 1. Accounts
1.1. Creating a Budget Account

The "New Budget" option under the Accounts menu is used in creating and posting new budget ac-
counts. Selecting "New" will open a blank budget account window that can be used to enter the informa-
tion for a new budget account as displayed here:

Figure 1.1. Creating A New Budget Account

The cursor will automatically be placed in the fund dimension field. Only selected fields are accessible
when creating a budget account (they are denoted with an asterisk (*) below). The rest of the fields are
calculated fields that aren't modifiable.
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• Account Number Dimensions* - The budget account entered needs to be a valid budget account
code

• Click on "New Budget" under the Accounts Menu

• Enter 009 1100 552 0000 000000 001 00 000 for the account code

• Description* - Enter a description for the budget account. If the field is left blank, it will default to
the description provided by the Auditor of State's USAS manual.

• Enter "Workbooks - Elementary" for the description

• Status* - If the Active status is selected, it will allow requisitions, purchase orders and receipts to be
processed against this account. If the Inactive status is selected, it will disallow requisitions, pur-
chase orders and receipts to be processed against this account. The default status is Active.

• Initial Budget - is the amount that is initially approved for the budget account

• Carryover Encumbered - is the amount of encumbrances from the prior fiscal year

• Fiscal Year Additions* - is the total of all additional amounts budgeted to this account during the
current fiscal year

• Fiscal Year Deductions* - is the total of all deductions to this account's budgeted amount during the
current fiscal year

• Month Additions* - is the total of all additional amounts budgeted to this account during the current
month

• Month Deductions* - is the total of all deductions to this account's budgeted amount during the cur-
rent month

• Expendable - is the total of Initial Budget + Carryover Encumbered + Fiscal Year Additions - Fiscal
Year Deductions

• Fiscal Year Actual Expended - is the fiscal year total expenditures charged to the budget account

• Month Actual Expended - is the month to date total expenditures charged to the budget account.

• Calendar Year Actual Expended - is the calendar year to date total expenditures charged to the
budget account.

• Encumbered - is the amount currently encumbered to the budget account

• Unencumbered Balance - is the total of Fiscal Year Expendable - Fiscal Year Actual Expended -
Fiscal Year Encumbered

• Future Encumbered - is the amount that has been encumbered for a future month within the current
fiscal year (using future purchase orders)

• Requisitioned Amount - is the amount of the remaining balance that is currently posted to open re-
quisitions. The requisitioned amount can optionally be used in balance checking as requisitions and/
or purchase orders are being created and modified.

Note

The "Track Requisitioned Amount" flag is USASDAT/USACON must be set to "yes" to activ-
ate this field. When set to "yes", the Requisitioned Amount is automatically calculated and

Accounts
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stored on the budget account. If the flag is set to "no", the Requisitioned Amount will not be
tracked.

• Remaining Balance - is the total of the Unencumbered Balance - Future Encumbered - Requisi-
tioned Amount

• GAAP Original Budget* - contains the first budget amounts covering the entire fiscal year for the
fund. It is used as a comparison to the current budget throughout the fiscal year. Once this initial
budget is set, the value in this field becomes the benchmark for budget changes that may occur dur-
ing the course of the year.

• Project-to-Date Actual Expenditure - contains the expenditures made to the budget account for a
particular project.

Note

The PTD flag on the related cash account must be set to "Y" in order to track PTD expenditures
for the associated budget accounts.

• Next FY Proposed* - is the amount proposed for this account for the next fiscal year

• Future Year Encumbered - is the amount that has been encumbered for a future fiscal year using
future purchase orders.

• Future Year Requisitions - is the total dollar amount currently posted to requisitions for a future
fiscal year

• Available Percent - is the calculated percentage of the Remaining Balance amount

• Start Date* - the account will only become active after the date entered in the Start Date field.

• Stop Date* - the account will only be active up until the date entered in the Stop Date field.

• User Defined Fields* - are optional fields for the district's own use.

Figure 1.2. New Budget Account Functions

• Accept - The Accept function will add the budget account to the USAS system. Any warnings or er-
rors encountered will be displayed at the top of your browser window. The message, "Account Ad-
ded Successfully" will be displayed at the top of your browser if no errors were encountered. If fatal
errors are encountered, the account will not be added. Modifications will need to be made to correct
the errors before the account can be posted.

• Cancel - The Cancel function will erase any entries made to the budget account currently displayed
on the screen. A pop-up box will appear in your browser ensuring that the budget account will be
cancelled. Clicking on OK will cancel the budget account.

Accounts
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Note

The New Budget Account function options appear at both the top and the bottom of the screen
for easier access.

• Select "Accept" to add the budget account.

1.2. Query Budget Accounts
The "Query Budgets" option under the Accounts menu allows you to search for budget accounts that
currently exist on the USAS system. It is necessary to first query a budget account in order to do any of
the following:

• View the details of the existing budget account

• Make modifications to the existing budget account

• Clone an existing budget account

• Delete an existing budget account

Figure 1.3. Budget Account Query Screen

To search for a budget account, select the "Budget Query" option. To search for a specific budget ac-
count, enter the entire budget account and click on Search. If you do not know the entire account code or
in order to select a range of budget accounts, the portions of the account that are known may be entered
into the corresponding dimensions. Click on Search and a list will be brought up displaying all budget
accounts matching the criteria entered. Along with the budget account code, the corresponding descrip-
tion, available balance and available percent of the budget account will be displayed. In order to select a
specific budget account, click on any of the account code dimensions or the description of a specific
budget account and it will display the detailed record of the budget account.

Note

Any of the column headings may be clicked on to change the order in which the budget ac-
counts are currently being displayed. By default, the accounts will be displayed Fund/SCC,
Function, Object, Subject, OPU, IL, Job. Simply click on the column heading that you wish to
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have the budgets sorted by. For example, to display by OPU, click on that column heading. The
current listing of budget account will then be sorted by the OPU.

• Click on Query Budgets under the Accounts Menu

• Enter 009 in the Fund dimension

• Select Search

1.3. Modify Budget Accounts
Budget accounts that have been previously posted to the USAS system may be modified through the
USASWEB application. In order to modify a budget account, it must first be queried by selecting the
"Query" option under the main Accounts menu. Please refer to the "Query Budget Accounts" section for
help on selecting budget accounts to be queried. Once the account has been queried, it is selected by
clicking on the account dimensions or description. The details of the budget account will be displayed in
your browser window as shown below:

Next, select the Modify button located under the Budget Account Details. Once you have selected to
modify, the budget account record changes slightly. Only selected fields are opened and accessible for
modifications.

• Select budget account: 009 1100 552 0000 000000 001 00 000.

Accounts
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• Click on Modify in order to modify the budget account data.

Figure 1.4. Modifying a Budget Account

The following fields are modifiable:

• Description

• Status

• Fiscal Year Additions

• Fiscal Year Deductions

Accounts
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• Month Additions

• Month Deductions

• GAAP Original Budget

• Next FY Proposed

• Start Date

• Stop Date

• User Defined Fields

Use Accept to post the modifications made to the budget account. Use the Cancel function to leave the
account unchanged and return to the Query page.

• Enter 100.00 in the FTD Additions and MTD Additions fields.

• Select Accept to accept the modifications made to the budget account.

1.4. Cloning Budget Accounts
The Clone feature may be used to load all information from an existing budget account into a new
budget account. In order to clone a budget account, the account must be queried using the "Query" op-
tion located under the main Accounts menu. Please refer to the "Query Budgets" section for help on se-
lecting budget accounts to be queried. Once the budget account has been queried, it is selected by click-
ing on the account dimensions or description. The budget account details will be displayed in your
browser window as shown below:

Accounts
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Next, click on the Clone function. The only fields that will be copied to the new budget account are the
entire account code and description. The status will default to active and the rest of the fields will be left
blank.

• Click on Query Budgets under the Accounts menu.

• Enter the 499 2920 510 9401 000000 000 00 000 account and click on Search.

• Select the above account and click Clone.

Figure 1.5. Cloning a Budget Account

Accounts
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The account code and description must be edited to reflect the correct account code. If any further modi-
fications or additions are to be made to the new budget account, they may be done so prior to adding the
budget account. Use the Accept function to add the budget account to the system. Use the Cancel func-
tion to cancel out of the account without adding it to the system.

• Change the OBJECT from 510 to 550

• Modify the description to "Supplies - BEST Practices Gift

• Select Accept to add the new budget account.

1.5. Deleting a Budget Account
The Delete function may be used to delete a budget account. It is important that you run the DELACT
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program prior to deleting an account. The DELACT program will list the budget accounts that have no
transactions associated with them, and therefore have all zero figures in them. If the budget account
show up on DELACT, it is safe to delete the account in USASWEB.

In order to delete a budget account, the account must be queried using the "Query" option located under
the main Accounts menu. Please refer to the "Query Budgets" section for help on selecting budget ac-
counts to be queried. Once the budget account has been queried, it is selected by clicking on the account
dimensions or description. The budget account details will be displayed in your browser window as
shown below:

• Click on Query Budgets under the Accounts menu.

• Enter the 432 2120 510 9590 000000 001 00 000 account and click on Search.

• Select the above account

Next, click on the Delete button located under the Budget Account Details. Once you have selected to
delete, you will receive a pop-up box prompting you if you are sure you want to delete this budget ac-
count.

Figure 1.6. Deleting a Budget Account

Accounts
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Once you have selected to delete, you will receive a pop-up box prompting you if you are sure you want
to delete this budget account. Select "OK" to delete the account and return to the Query page or click on
"Cancel" to cancel out of the pop-up box.

• Select Delete to delete the account.

• Select OK to confirm that you want to delete the selected account.

1.6. Creating a Revenue Account

The "New Revenue" option under the Accounts menu is used in creating and posting new revenue ac-
counts. Selecting "New" will open a blank revenue account window that can be used to enter the inform-
ation for a new revenue account as displayed here:

Accounts
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Figure 1.7. Creating a Revenue Account

The cursor will automatically be placed in the fund dimension field. Only selected fields are accessible
when creating a revenue account (they are denoted with an asterisk (*) below). The rest of the fields are
calculated fields that aren't modifiable.

• Account Number Dimensions* - The revenue account entered needs to be a valid revenue account
code

• Click on "New Revenue" under the Accounts Menu

• Enter 009 1720 0000 000000 001 for the account code

• Description* - Enter a description for the revenue account. If the field is left blank, it will default to
the description provided by the Auditor of State's USAS manual.

• Enter "Sale of Workbooks - Elementary" for the account description.

• Status* - If the Active status is selected, it will allow receipts to be processed against this account. If
the Inactive status is selected, it will disallow receipts to be processed against this account. The de-
fault status is Active.

Accounts
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• Initial Revenue - is the amount that is initially approved for the revenue account

• Fiscal Year Additions* - is the total of all additional amounts estimated to this account during the
current fiscal year

• Fiscal Year Deductions* - is the total of all deductions to this account's estimated amount during
the current fiscal year

• Month Additions* - is the total of all additional amounts estimated to this account during the cur-
rent month

• Month Deductions* - is the total of all deductions to this account's estimated amount during the
current month

• Receivable - is the total of Initial Revenue + Fiscal Year Additions - Fiscal Year Deductions

• Fiscal Year Actual Received - is the fiscal year total receipts credited to the revenue account

• Month Actual Received - is the month to date total receipts credited to the revenue account

• Calendar Year Actual Received - is the calendar year total receipts credited to the revenue account

• Remaining - is the total of the Receivable - Actual Received

• GAAP Original Estimate* - contains the first revenue amounts covering the entire fiscal year for
the fund. It is used as a comparison to the current revenue throughout the fiscal year. Once this initial
revenue is set, the value in this field becomes the benchmark for revenue changes that may occur
during the course of the year.

• Project-to-Date Actual Receipts - contains the receipts made to the revenue account for a particular
project.

Note

The PTD flag on the related cash account must be set to "Y" in order to track PTD receipts for
the associated revenue accounts.

• Receivable Percent - is the calculated percentage of the Remaining Balance amount

• Next FY Proposed* - is the amount proposed for this account for the next fiscal year

• Start Date* - the account will only become active after the date entered in the Start Date field.

• Stop Date* - the account will only be active up until the date entered in the Stop Date field.

• User Defined Fields* - are optional fields for the district's own use.

Figure 1.8. New Revenue Account Functions

Accounts
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• Accept - The Accept function will add the revenue account to the USAS system. Any warnings or
errors encountered will be displayed at the top of your browser window. The message, "Account Ad-
ded Successfully" will be displayed at the top of your browser if no errors were encountered. If fatal
errors are encountered, the account will not be added. Modifications will need to be made to correct
the errors before the account can be posted.

• Cancel - The Cancel function will erase any entries made to the revenue account currently displayed
on the screen. A pop-up box will appear in your browser ensuring that the revenue account will be
cancelled. Clicking on OK will cancel the revenue account.

Note

The New Revenue Account function options appear at both the top and the bottom of the screen
for easier access.

• Click on "Accept" to add the revenue account.

1.7. Query Revenue Accounts
The "Query Revenue" option under the Accounts menu allows you to search for revenue accounts that
currently exist on the USAS system. It is necessary to first query a revenue account in order to do any of
the following:

• View the details of the existing revenue account

• Make modifications to the existing revenue account

• Clone an existing revenue account

• Delete an existing revenue account

Figure 1.9. Revenue Account Query Screen

Accounts
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To search for a revenue account, select the "Revenue Query" option. To search for a specific revenue ac-
count, enter the entire revenue account and click on Search. If you do not know the entire account code
or in order to select a range of revenue accounts, the portions of the account that are known may be
entered into the corresponding dimensions. Click on Search and a list will be brought up displaying all
revenue accounts matching the criteria entered. Along with the revenue account code, the corresponding
description, receivable balance and receivable percent of the revenue account will be displayed. In order
to select a specific revenue account, click on any of the account code dimensions or the description of a
specific revenue account and it will display the detailed record of the revenue account.

Note

Any of the column headings may be clicked on to change the order in which the revenue ac-
counts are currently being displayed. By default, the accounts will be displayed Fund/SCC, Re-
ceipt, Subject, OPU. Simply click on the column heading that you wish to have the revenue ac-
counts sorted by. For example, to display by OPU, click on that column heading. The current
listing of revenue account will then be sorted by the OPU.

• Click on Query Revenue under the Accounts Menu

• Enter 006 in the Fund dimension and 0000 in the SCC dimension

• Select Search

1.8. Modify Revenue Accounts
Revenue accounts that have been previously posted to the USAS system may be modified through the
USASWEB application. In order to modify a revenue account, it must first be queried by selecting the
"Query" option under the main Accounts menu. Please refer to the "Query Revenue Accounts" section
for help on selecting revenue accounts to be queried. Once the account has been queried, it is selected by
clicking on the account dimensions or description. The details of the revenue account will be displayed
in your browser window as shown below:

Accounts
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Next, click on the Modify button located under the Revenue Account Details. Once you have selected to
modify, the revenue account record changes slightly. Only selected fields are opened and accessible for
modifications.

• Select revenue account 006 3200 0000 000000 000 from the query

• Select Modify in order to modify the revenue account data.

Figure 1.10. Modifying a Revenue Account

Accounts

16



The following fields are modifiable:

• Description

• Status

• Fiscal Year Additions

• Fiscal Year Deductions

• Month Additions

• Month Deductions

• GAAP Original Estimate

• Next FY Proposed

• Start Date

• Stop Date

• User Defined Fields

Use Accept to post the modifications made to the revenue account. Use the Cancel function to leave the

Accounts
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account unchanged and return to the Query page.

• Enter 2000.00 in the FTD Additions and MTD Additions fields.

• Click on Accept to accept the modifications made to the revenue account.

1.9. Cloning Revenue Accounts
The Clone feature may be used to load all information from an existing revenue account into a new rev-
enue account. In order to clone a revenue account, the account must be queried using the "Query" option
located under the main Accounts menu. Please refer to the "Query Revenue Accounts" section for help
on selecting revenue accounts to be queried. Once the revenue account has been queried, it is selected by
clicking on the account dimensions or description. The revenue account details will be displayed in your
browser window as shown below:

• Click on Query Revenue under the Accounts menu.

• Enter the 440 3200 9704 000000 000 00 000 account and click on Search.

• Select the above account and click Clone.

Next, click on the Clone function. The only fields that will be copied to the new revenue account are the
entire account code and description. The status will default to active and the rest of the fields will be left

Accounts
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blank.

Figure 1.11. Cloning a Revenue Account

The account code and description must be edited to reflect the correct account code. If any further modi-
fications or additions are to be made to the new revenue account, they may be done so prior to adding
the revenue account. Use the Accept function to add the revenue account to the system. Use the Cancel
function to cancel out of the account without adding it to the system.

• Change the SPCC from 9704 to 9705.

• Select Accept to add the new revenue account.

1.10. Deleting a Revenue Account
The Delete function may be used to delete a revenue account. It is important that you run the DELACT
program prior to deleting an account. The DELACT program will list the revenue accounts that have no
transactions associated with them, and therefore have all zero figures in them. If the revenue account
shows up on DELACT, it is safe to delete the account in USASWEB.

Accounts
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In order to delete a revenue account, the account must be queried using the "Query" option located under
the Query Revenue Accounts menu. Please refer to the "Query Revenue Accounts" section for help on
selecting revenue accounts to be queried. Once the revenue account has been queried, it is selected by
clicking on the account dimensions or description. The revenue account details will be displayed in your
browser window as shown below:

• Click on Query Revenue under the Accounts menu.

• Enter the 440 3200 9704 000000 000 revenue account and click on Search

• Select the above account

Next, click on the Delete button located under the Revenue Account Details. Once you have selected to
delete, you will receive a pop-up box prompting you if you are sure you want to delete this revenue ac-
count.

Figure 1.12. Deleting a Revenue Account

Accounts
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Select "OK" to delete the account and return to the Query page or click on "Cancel" to cancel out of the
pop-up box.

• Select Delete to delete the account

• Select OK to confirm that you want to delete the selected account.

Accounts
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Chapter 2. Receipts
2.1. Creating a Receipt/Reduction of Expendit-
ure

The "New" option under the Receipts menu is used in creating and posting receipts and/or reduction of
expenditures. Selecting "New" will open a blank form that can be used to enter the information for a
new receipt or reduction of expenditure.

Figure 2.1. Creating a Receipt or Reduction of Expenditure

The cursor will automatically be placed in the Receipt Number field. The Tab key or the mouse can be
used to navigate from one field to the next. The following fields are available for entering receipt in-
formation prior to adding receipt line items:

• Receipt Number - stores the number assigned to each receipt. Receipt numbers must be numeric
and may contain up to six digits. The receipt number will be automatically assigned to the next avail-
able number on file unless you override the auto assign by entering a desired receipt number.

• Receipt Date - stores the desired receipt date. The date automatically defaults to the current system
date. If a different date is desired, it can be entered in this field. The date must be within the current
processing period.

• Received From -stores the details of who/where the transaction was received from for the Auditor
Form

• Description - stores a general description of the receipt for the Auditor Form

•
• Click on "New" under the Receipts menu.

• Skip Receipt # (system will automatically assign next number available)

• Enter Receipt Date: 02/01/2006

• Enter Received From: Betty Crocker
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• Enter Description: Cafeteria Receipts

• Select to add your first receipt line item.

Select the icon opens the item detail section of the receipt form. The following fields are available

for entering information in the detail portion of the receipt:

• Amount - enter the dollar amount for the item that is being receipted in. Enter the dollars, decimal
point, and cents only. Do not enter the dollar sign or any commas in the amount field.

• Enter 238.32 for the amount

• Type - select the type of receipt you are processing. The options available are receipt and reduction
of expenditure.

• Description - enter a description for the item that is being receipted in.

• Enter "Student Type A Lunch" for the description.

• XREF - if your district utilizes XREF (Cross Reference) codes for the account codes, the XREF
code associated with the account code to be receipted may be entered. If one has not been estab-
lished for the account code to be credited, this field can be left blank and the account code dimen-
sions fields should be used instead. If XREF codes are not used, the XREF field will not be dis-
played.

• Account Code - enter the account code to be credited for the item being receipted in. The account
code entered must be a valid revenue or budget account on file. If the account code is known, it can
be manually entered. The icon can be used to search for the account code if the entire account

code is not known. The portions of the account that are known may be entered into the correspond-
ing dimensions. Next, click on the . A budget or revenue account query screen will be brought

up displaying all budget or revenue accounts matching the criteria entered. From this query, the cor-
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located in the Select column next to the account. You will be taken back to the receipt form and

the account code will be automatically filled in. Once the account code has been entered, the

may be used to verify the description, status and remaining balance of the account. Clicking on the
will bring up a separate budget or revenue account view window in your browser. This window

simply displays the account number, corresponding description, available balance, available percent
and status. The icon may be used to clear any data that is currently being displayed in the ac-

count code fields. When creating a receipt with multiple line items, the account code will automatic-
ally default to the account code entered in the previous item. If the current item's account is different
than the previous item, clicking on the will clear the previous account code allowing you to enter

or search for the account code to be charged for the current item.

• Enter 006 for the FUND

• Enter 1512 for the FN/RC

• Click on the to verify the account is the correct one.

The icon will cancel the current item detail.

Once all of the information has been entered for the current item, the icon or the icon may be se-

lected to post the item and proceed.

• - Posts the current item.

• - Posts the current item and at the same time opens a new blank item to begin adding the next

line item.

• Select to add Item #2: (which will simultaneously add line item #1)

• Amount: 158.30

• Description: Student A La Carte

• Account: 006 1513 0000 000000 000

• Select to add Item #3: (which will simultaneously add line item #2)

• Amount: 50.32

• Description: Student Milk

• Account: 006 1514 0000 000000 000

• Select to add Item #4: (which will simultaneously add line item #3)

• Amount: 37.50

• Description: Adult Lunch
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• Account: 006 1522 0000 000000 000

Once an item has been posted, it may be modified by clicking on the icon next to the item number.

Clicking on the will open the item details allowing you to make modifications to any of the fields.

Once the modifications have been entered, click on the to post the changes. Clicking on the will

cancel the modifications and leave the item posted as is.

Once an item has been posted, it may be deleted by clicking on the icon next to the item number. A

pop-up box will appear in your browser ensuring that the item is to be deleted. Clicking on Yes will de-
lete the item. Selecting Cancel will cause the item to not be deleted.

Once an item has been posted, the icon can be used to copy the item to a new item. Clicking on the

icon will create a new item identical to the item copied. Any modifications that may need to be

made to the new item may be done so prior to posting the item.

Figure 2.2. New Receipt Functions

Note

The New Receipt Functions options are displayed at the top and the bottom of the screen for
easier access.

• Validate - The Validate function will validate all of the information that has been entered for the re-
ceipt. If the validation is successful, meaning no errors or warnings are encountered, the message
"Validation Successful" will be displayed at the top of the browser window. Likewise, if any warn-
ings or errors are encountered during the validation, the associated messages will be displayed.

• Post - The Post function will validate and post the receipt. Any errors encountered will be displayed
at the top of your browser window. The message "Receipt Posted Successfully" will be displayed at
the top of your browser if no errors were encountered. If errors are encountered, the receipt will not
be posted. Modifications will need to be made to correct the errors before the receipt can be posted.

• Cancel - The Cancel function will erase any entries made to the receipt currently displayed on the
screen. A pop-up box will appear in your browser ensuring that the receipt is to be cancelled. Click-
ing on Yes will cancel the receipt. Selecting Cancel will cancel you out of the pop-up box.

• Save Draft - Please refer to the SAVE/LOAD DRAFT section for further details on how to use Save
Draft.

• Click on Validate to valid the receipt.
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• Click on Post to post the receipt.

• Create a Reduction of Expenditure

• Click on "New" in the "Receipt Details" menu.

• Skip Receipt # (system will automatically assign next number available)

• Enter Receipt Date: 02/10/2006

• Enter Received From: Sue Jones

• Enter Description: Lasagna Dinner Reimbursement

• Select to add line item #1:

• Amount:258.30

• Type: Reduction of expenditure

• Description: Food for Lasagna Dinner

• Account: 006 3120 560 0000 000000 000 00 000

• Select to add line item #2:

• Amount: 18.91

• Type: Reduction of expenditure

• Description: Supplies for dinner

• Account: 006 3120 560 0000 000000 000 00 000

• Select Validate and/or Post to post the reduction of expenditure.

2.2. Printing Receipts
The Print function may be used to print a copy of a new or existing receipt. Once you click on Print, the
following receipt print file will be displayed:

Figure 2.3. Sample Printed Receipt
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Click on the printer icon (or print option under the File menu) provided on your browser and print off a
hard copy of your receipt.

Currently, USASWEB is only able to print off one receipt at a time. In order to print off a range of re-
ceipts, please use the RCFORM program in USAS.

• Print the Receipts

• Access RCFORM in USAS

• Enter receipt numbers of the receipts you just entered.

• View the RCFORM.TXT file generated.

2.3. Query Receipts
The "Query" option under the Receipts menu allows you to search for receipts that have been posted to
the USAS system. It is necessary to first query a receipt in order to do any of the following:

• View the details of a previously posted receipt/reduction of expenditure

• Make modifications to a previously posted receipt/reduction of expenditure

• Clone a previously posted receipt/reduction of expenditure
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• Print a previously posted receipt/reduction of expenditure

To search for an existing receipt, select the "Query" option. Currently, receipts can only be queried by
receipt number as displayed below:

Figure 2.4. Receipt Query

To search for a specific receipt, enter the receipt number in the "Starting with" and "Ending with" fields
and click on Search. To search for a range of receipts, enter the beginning and ending receipts numbers
in the corresponding fields and click on Search. Any receipt numbers found within the range entered
will be displayed along with other summary type information as shown above. The information dis-
played is as follows:

• Number - displays the receipt number used in creating and posting the receipt to the USAS system.
All receipts found from the query will be displayed chronologically by receipt number. Click on the
receipt number to view all of the details of the receipt, as well as to modify, clone or print the re-
ceipt.

• Date - displays the date entered in the "Receipt Date" field when creating the receipt.

• Total - displays the total amount the receipt was processed for.

• Description - displays the general description of the receipt for the Auditor Form

Note

Any of the column headings may be clicked on to change the order in which the receipts are
currently being displayed. By default, the receipts will be displayed by receipt number. Simply
click on the column heading that you wish to have the receipt sorted by. For example, to dis-
play by "Date", click on that column heading. The current listing of receipts will then be sorted
by receipt date.

• Select Query under the Receipts menu

• Enter a receipt range of #10811-10811
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• Click on Search

2.4. Save/Load Draft
Save Draft - The Save Draft function allows you to save any information that has been entered for the
current receipt to your computer without posting it to the USAS system. For security purposes, the
USASWeb system will automatically log out any session that has sat dormat for thirty minutes. If a re-
ceipt has been started and for one reason or another you are unable to finish it, the Save Draft function
should be used to save a copy of it. The saved copy can then be loaded back into USASWeb, completed
and posted to the system.

Save a Draft Exercise:

• Click on "New" under the Receipt menu.

• Skip Receipt #: (allow Auto Assign to assign next available number)

• Enter Receipt Date: 02/08/2006

• Enter Received From: Sue Smith

• Enter Description: Student Fees

• Select to enter line item #1:

• Amount: 18.00

• Type: Receipt

• Description: English Book Fees

• Account Code: 001 1740 0000 050000 002

• Select to enter line item #2:

• Amount: 25.00

• Type: Receipt

• Description: Science Fees

• Account Code: 001 1740 0000 130000 002

• Select to enter line item #3:

• Amount: 45.00

• Type: Receipt

• Description: Art Fees

• Account Code: 001 1740 0000 020000 002

• Select Save Draft
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Figure 2.5. Sample Save Draft Dialog Box

After you click on Save Draft function, you may be presented with a pop-up box similar to the above
asking if you would like to "Open with" or "Save to Disk". Please note that all browsers are set up
differently when downloading files to your PC. If you receive a box similar to the above, you should
select "Save to Disk" and click on OK. This will save (download) a copy or draft of the receipt to
your hard drive. After clicking on OK, a pop-up box similar to the following will be displayed:

• Click on "Save to Disk" or "Save" (depending on what type of browser you are using)

Figure 2.6. Save Draft Location
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A file name should be specified as well as the location where the copy of the receipt should be stored on
your computer. The receipt may be saved to the desktip or in the "My Documents" folder or a folder of
your choice.

• If you are prompted for a file name, enter a filename of your choice and click on SAVE.

LOAD DRAFT

Once a copy of the receipt has been saved to the computer, the Load Draft option available from the
main receipt menu must be used to load it back into USASWeb to be completed and posted to the sys-
tem.

The Load Draft option can be very useful for creating new receipts from a template saved on your hard
drive or finishing a receipt that had been started at an earlier time but due to time constraints, could not
be completed. The Load Draft option is used in conjuction with the Save Draft function that is available
when creating a new receipt or modifying an existing one. For security purposes, the USASWeb system
will automatically log out any session that has sat dormat for thirty minutes.

To load a copy of a receipt draft that has previously been saved to your computer, select "Load Draft"
from the main receipt menu.

Figure 2.7. Search Receipt to Load
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If the location where the draft is saved on the computer and the file name is known, it can be manually
entered. Otherwise, click the Browse button to locate the saved receipt on your computer.

• Click on "Load Draft" under the Receipts menu

• Click on Browse

The location of the draft receipt on your computer depends on where it was downloaded to when us-
ing the Save Draft function to save a copy of it to your hard drive. Most web browsers will default to
either the Desktop or the My Documents folder. Once you have located the receipt, select it and
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click on Open.

• Click on your saved draft on your hard drive and click on OPEN.

The location and file name of the receipt will automatically be pulled into the USASWeb Load Draft
form as shown below:

Next, select "Load Receipt as Template" or "Load Receipt as Draft". The difference is as follows:

• Load Receipt as Template - Use this option if a template of a receipt has been saved to be used in
creating new receipts. When loading the draft as a template, all of the saved inforamtion except the
receipt number and the date will be loaded into a new receipt form. A new receipt number will need
to be entered and the receipt date field will default ot the current system date. If any other modifica-
tions or additions need to be made to the new receipt, they can be done so prior to posting the re-
ceipt.

• Load Receipt as Draft - Use this option if a draft of a receipt is to be loaded into the USASWeb
system. This option is similar to the above with the exception of the way that the receipt number and
receipt date fields are handled. The receipt number and the receipt date entered on the draft will be
loaded into USASWeb along with all of the other receipt information. When selecting to load a draft,
the following two options are available:

• Use "New Receipt Mode" when creating a new receipt from the copy that is being loaded into
USASWeb. All of the header information, including the receipt number and the date entered
when the draft was saved, will be loaded into a blank receipt form. All item information included
ont he draft will also be loaded into the new receipt form. If the receipt number from the draft is
already on file, a new number will need to be entered into the receipt field. If any other modifica-
tions or additions need to be made, they can be done so prior to posting the receipt.

• Use "Modify Receipt Mode" if the saved copy that is being loaded in is to replace or overwrite
an existing receipt currently on file with the same receipt number. The receipt will be loaded dir-
ectly into the modify mode. Any modifications or additions may be done prior to posting the
modified receipt to the system. Please note, beacause you have chosen to load the draft as a mod-
ified receipt, the receipt number cannot be modified.
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• Select "Load Receipt as Draft" then "New Receipt Mode".

• Click on "Load".

Complete the receipt by entering the following:

• Click on to enter line item #4:

• Amount: 40

• Type: Receipt

• Description: Phys Ed Fees

• Account Code: 001 1740 0000 080000 002

• Select to enter line item #5:

• Amount: 20

• Type: Receipt

• Description: FFA Dues

• Account Code: 200 1633 933A 000000 002

• Click on Validate and Post to post the receipt.

2.5. Modifying Receipts
Receipts that have been previously posted to USAS may be modified through the USASWEB applica-
tion. In order to modify a receipt, it must first be queried by selecting the "Query" option under the main
Receipt menu. Please refer to the "Query Receipts" section for help on selecting receipts to be queried.
Once the receipt has been queried, it is selected by clicking on the receipt number under the number
column. The details of the receipt will be displayed in your browser window as shown below:

Figure 2.8.

Receipts

34



• Select Receipt #10810 from the receipt query.

Next, click on the Modify button located under the Receipt Details menu. Once you have selected to
modify, the receipt form changes slightly. Only selected details of the receipt are opened and accessible
for modifications. The following fields are modifiable:

• Receipt Number

• Receipt Date

• Received From

• Description (Auditor Form)

• Item Description field

The available functions have now become: Validate, Post, Cancel and Save Draft. To modify the de-
scription of a line item, click on the icon next to the number of the item to be modified. The descrip-

tion field for the item selected will then be available for editing, as displayed below:

Figure 2.9. Modifying a Receipt

Use the Validate function to verify the modifications made will not cause any errors when posting the
receipt to the system. Use the Post function to post the changes made to the receipt to the system. Use
the Cancel function to leave the receipt posted to the system unchanged and return to the Query page.

• Click on Modify in order to modify the reduction of expenditure.

• Change the receipt number from 10810 to 10910.
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• Click on Validate to validate the changes made.

• Click on Post to post the changes made to the reduction of expenditure.

2.6. Cloning Receipts
The Clone function may be used to load all of the information from an existing receipt/reduction of ex-
penditure into a new receipt/reduction of expenditure. In order to clone a receipt, the receipt must be
queried using the "Query" option located under the main Receipts Menu. Please refer to the "Query Re-
ceipts" section for help on selecting receipts to be queried. Once the receipt has been queried, it is selec-
ted by clicking on the receipt number under the number column. The receipt details will be displayed in
your browser window as shown below:

• Click on Query under Receipts menu and find Receipt #10822

Next, click on the Clone function. All of the details of the receipt, except the receipt number and the re-
ceipt date, will be loaded into a new receipt. A new receipt number must be supplied and the date will
default to the current system date. If any modifications are to be made to the new receipt, they may be
done so prior to posting the receipt.

Figure 2.10. Cloning a Receipt
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Use the Validate function to verify all of the information entered for the new receipt will not cause any
warnings or errors when posting it to the system. Use the Post function to post the new receipt to the
system. Use the Cancel function to cancel out of the receipt without posting it to the system.

• Select Clone to clone Receipt #10822

• Skip Receipt Auto Assign #

• Enter Receipt Date: 02/02/2006

• Edit Description: Cafeteria Receipts

• Click on to edit Item 1. Change the amount to $259.40

• Click on to edit Item 2. Change the amount to $140.30

• Click on to edit Item 3. Change the amount to $61.79

• Click on to edit Item 4. Change the amount to 35.00

• Click on Validate and/or Post to post the new receipt.
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Chapter 3. Refunds
3.1. Creating a Refund

The New option under the Refunds menu is used in creating and posting refunds. Selecting New will
open a blank form that can be used to enter the information for a new refund.

Figure 3.1. Creating a New Refund

The cursor will automatically be placed in the Refund Number field. The Tab key or the mouse may be
used to navigate from one field to the next. The following fields are available for entering refund in-
formation prior to adding refund line items:

• Refund Number - stores the number assigned to each refund transaction. Refund numbers must be
numeric and may contain up to six digits. The refund number will be automatically assigned to the
next available number on file unless you override the auto assign by entering a desired refund num-
ber.

• Refund Date - stores the desired refund date. The date automatically defaults to the current system
date. If a different date is desired, it can be entered in this field by typing the desired date or by
clicking on the calendar and selecting the desired date from the calendar.

• Create Check - select "No" if you do not want a refund check created; select "Yes" if you do want a
refund check created.

• Check Number - stores the warrant check number if the refund requires a check. Check numbers
must be numeric and may contain up to six digits. The check number will be automatically assigned
to the next available number on file unless you override the auto assign by entering a desired check
number.

• Check Date - stores the desired date to be used on the associated warrant check. The date automatic-
ally defaults to the current system date. If a different date is desired, it can be entered in this field by
typing the desired date or by clicking on the calendar and selecting the desired date from the calen-
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dar.

• Vendor Number - stores the number of the vendor the refund was processed to if a warrant check
was issued. If the vendor number is known it may be entered directly into the vendor number field. If
the vendor number is not known, the vendor can be searched for by name by clicking on the

icon. This will bring up a vendor query page where the vendor name can be entered. The entire name
of the vendor can be entered or just a portion. If only a portion of the name is entered, the program
will bring up a listing of all vendors matching the criteria entered from which the correct vendor can
be selected. The vendor number field will be automatically filled and the "refunded to" field will be
automatically filled in with the vendor name.

• Refunded To - stores the details of who the transaction was refunded to for the Auditor Form. If a
refund check is issued, the "refunded to" field will be automatically filled in with the name of the
vendor entered in the "vendor" field.

• Description - stores a general description of the refund for the Auditor Form.

Click on "New" under the Refund menu.

• Skip Refund # (system will automatically assign next number available)

• Enter Refund Date: 02/06/2006

• Select "Y" for "Create Check" option

• Skip Check # (system will automatically assign next number available)

• Enter Check Date: 02/06/2006

• Enter Vendor #: 20405

• Enter Description: Refund School Fees

Selectint the icon opens the item detail section of the refund. The following fields are available for

entering information in the detail portion of the refund:

Figure 3.2. Creating a New Refund - Item Detail
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• Amount - enter the dollar amount to be refunded for the item. Enter the dollars, decimal point, and
cents only. Do not enter the dollar sign or any commas in the amount field.

• Description - enter a description for the item being refunded.

• XREF - if your district utilizes XREF (Cross Reference) codes for the account codes, the XREF
code associated with the account code to be debited may be entered. If XREF codes are not used or
one has not been established for the account code to be debited, this field will be left blank and the
account code dimension fields should be used instead.

• Account Code - enter the account code to be debited for the dollar amount being refunded. The ac-
count code entered must be a valid revenue account on the account file. If the revenue account code
is known, it can be manually entered. The icon can be used to search for the account code if

the entire account code is not known. The portions of the account that are known may be entered in-
to the corresponding dimensions. Next click on the . A revenue account query screen will be

brought up displaying all revenue accounts matching the criteria entered. From this query, the cor-
rect account code may be selected by clicking on the located in the Select column next to the ac-

count. You will taken back to the refund form and the account code will be automatically filled in.
Once the account code has been entered, the may be used to verify the description, status and

remaining balance of the account. Clicking on the will bring up a separate revenue account

view window in your browser. This window simply dipslays the account number, corresponding de-
scription, receivable balance, receivable percent, and status. The icon may be used to clear any

data that is currently being displayed in the account code fields. When creating a refund with mul-
tiple line items, the account codes will automatically default to the account code entered for the pre-
vious item. If the current item's account is different than the previous item, clicking on the will

clear the previous account code allowing you to enter or search for the account code to be debited for
the current item.
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The icon will cancel the current item.

Once all of the information has been entered for the current item, the icon or the icon may be

clicked on to post the item and proceed.

• - Posts the current item.

• - Posts the current item and at the same time opens a new blank item to begin adding the next

line item.

Enter the following for Item #1:

• Amount: 30.00

• Description: Refund School Fees

• Account: 001 1740 0000 000000 002

Once an item has been posted, it may be modified by clicking on the icon next to the item number.

Clicking on the will open the item details allowing you to make modifications to any of the fields.

Once the modifications have been entered, click on the to post the changes. Clicking on the

will cancel the modifications and leave the item posted as is.

Once an item has been posted, it may be deleted by clicking on the icon next to the item number. A

pop-up box will appear in your browser ensuring that the item is to be deleted. Clicking on Yes will de-
lete the item. Selecting Cancel will cause the item to not be deleted.

Once an item has been posted, the icon can be used to copy the item to a new item. Clicking on the

icon will create a new item identical to the item copied. Any modifications that may need to be

made to the new item may be done so prior to posting the item.

Figure 3.3. New Refund Functions

• Validate - The Validate function will validate all of the information that has been entered for the re-
fund. If the validation is successful, meaning no errors or warnings are encountered, teh message
"Validation Successful" will be displayed at the top of the browser window. Likewise, if any warn-
ings or errors are encountered during the validation, the associated messages will be displayed.

• Post - The Post function will validate and post the refund. Any warnings or errors encountered will
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be displayed at the top of your browser window. The message, "Refund Posted Successfully" will be
displayed at the top of your browser if no errors were encountered. If fatal errors are encountered,
the refund will not be posted. Modifications will need to be made to correct the errors before the re-
fund can be posted.

• Cancel - The Cancel function will erase any entries made to the refund currently displayed on the
screen. A pop-up box will appear in your browser ensuring that the refund is to be cancelled. Clickin
on Yes will cancel the refund. Selecting Cancel will cause the refund to not be deleted.

• Select Validate and/or Post to post the refund.

3.2. Printing Refunds
The Print function may be used to print the Auditor Form for a posted refund. The print option is avail-
able immediately after posting a new refund, posting modifications to a refund, or when selecting a re-
fund from a query. Print is available from the "Refund Details"menu. Once you select Print, the follow-
ing receipt print file will be displayed:

Figure 3.4. Sample Printed Refund Receipt

Click on the printer icon (or print option under the File menu) provided on your browser and print off a
hard copy of your refund.

Currently, USASWEB is only able to print off one receipt at a time. In order to print off a range of re-
funds, please use the RCFORM program in USAS. In order to print the refund check, you will need to
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use CHKSEQ - Option 2 - in USAS to generate a check print file.

• Print the Refund

• Access RCFORM in USAS

• Enter refund number of the refund you just entered.

• View the RCFORM.TXT file generated.

3.3. Query Refunds
The "Query" option under the Refunds menu allows you to search for refunds that have been posted to
the USAS system. It is necessary to first query a refund in order to do any of the following:

• View the details of a previously posted refund

• Make modifications to a previously posted refund

• Clone a previously posted refund

• Print a previously posted refund

To search for an existing refund, select the "Query" option. Currently, refunds can only be queried by re-
fund number as displayed below:

Figure 3.5. Refund Query

To search for a specific refund, enter the refund transaction number in the "Starting with" and "Ending
with" fields and click on Search. To search for a range of refunds, enter the beginning and ending refund
transaction numbers in the corresponding fields and click on Search. Any refund transaction numbers

Refunds

43



found within the range entered will be displayed along with other summary type information as shown
above. The information displayed is as follows:

• Number - displays the transaction number used in creating and posting the refund to the USAS sys-
tem. All refunds found from the query will be displayed chronologically by transaction number.
Click on the refund number to view all of the details of the refund, as well as to modify, clone or
print the refund.

• Date - displays the date entered in the "Refund Date" field when creating the refund.

• Total - displays the total dollar amount for all items posted to the refund.

• Check No - displays the refund check number associated with the transaction if the refund required a
check.

• Vendor - displays the USAS vendor number the money was refunded to if a refund check was is-
sued. Details of the vendor can be viewed by clicking on the vendor number. The vendor name, ad-
dress, phone number, current status, year-to-date activity, and last activity date will be displayed in a
pop-up box.

• Description - displays the general description entered into the "Description" field for the Auditor
Form.

Note

Any of the column headings may be clicked on to change the order in which the refunds are
currently being displayed. By default, the refunds will be displayed by refund number. Simply
click on the column heading that you wish to have the refunds sorted by. For example, to dis-
play by "Date", click on that column heading. The current listing of refunds will then be sorted
by the date entered when posting the refunds.

• Select Query under the Refunds menu

• Enter receipt #9726

• Select Search

3.4. Save/Load Draft
Save Draft - The Save Draft function allows you to save any information that has been entered for the
current refund to your computer without posting it to the USAS system. For security purposes, the
USASWeb system will automatically log out any session that has sat dormat for thirty minutes. If a re-
fund has been started and for one reason or another you are unable to finish it, the Save Draft function
should be used to save a copy of it. The saved copy can then be loaded back into USASWeb, completed
and posted to the system.

Save a Draft Exercise:

• Click on "New" under the Refund menu.

• Skip Receipt #: (allow Auto Assign to assign next available number)

Refunds

44



• Enter Receipt Date: 02/08/2006

• Enter Received From: Sue Smith

• Enter Description: Refund Student Fees

• Select to enter line item #1:

• Amount: 18.00

• Description: English Book Fees Refund

• Account Code: 001 1740 0000 050000 002

• Select to enter line item #2:

• Amount: 25.00

• Description: Science Fees Refund

• Account Code: 001 1740 0000 130000 002

• Select to enter line item #3:

• Amount: 45.00

• Description: Art Fees Refund

• Account Code: 001 1740 0000 020000 002

• Select Save Draft

Figure 3.6. Sample Save Draft Dialog Box
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After you click on Save Draft function, you may be presented with a pop-up box similar to the above
asking if you would like to "Open with" or "Save to Disk". Please note that all browsers are set up
differently when downloading files to your PC. If you receive a box similar to the above, you should
select "Save to Disk" and click on OK. This will save (download) a copy or draft of the refund to
your hard drive. After clicking on OK, a pop-up box similar to the following will be displayed:

• Click on "Save to Disk" or "Save" (depending on what type of browser you are using)

Figure 3.7. Save Draft Location
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A file name should be specified as well as the location where the copy of the refund should be stored on
your computer. The refund may be saved to the desktop or in the "My Documents" folder or a folder of
your choice.

• If you are prompted for a file name, enter a filename of your choice and click on SAVE.

LOAD DRAFT

Once a copy of the refund has been saved to the computer, the Load Draft option available from the
main refund menu must be used to load it back into USASWeb to be completed and posted to the sys-
tem.

The Load Draft option can be very useful for creating new refunds from a template saved on your hard
drive or finishing a refund that had been started at an earlier time but due to time constraints, could not
be completed. The Load Draft option is used in conjuction with the Save Draft function that is available
when creating a new refund or modifying an existing one. For security purposes, the USASWeb system
will automatically log out any session that has sat dormat for thirty minutes.

To load a copy of a refund draft that has previously been saved to your computer, select "Load Draft"
from the main receipt menu.

Figure 3.8. Search Refund to Load
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If the location where the draft is saved on the computer and the file name is known, it can be manually
entered. Otherwise, click the Browse button to locate the saved refund on your computer.

• Click on "Load Draft" under the Refund menu

• Click on Browse

The location of the draft refund on your computer depends on where it was downloaded to when us-
ing the Save Draft function to save a copy of it to your hard drive. Most web browsers will default to
either the Desktop or the My Documents folder. Once you have located the refund, select it and click
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on Open.

• Click on your saved draft on your hard drive and click on OPEN.

The location and file name of the refund will automatically be pulled into the USASWeb Load Draft
form as shown below:

Next, select "Load Refund as Template" or "Load Refund as Draft". The difference is as follows:

• Load Refund as Template - Use this option if a template of a refund has been saved to be used in
creating new refunds. When loading the draft as a template, all of the saved inforamtion except the
refund number and the date will be loaded into a new refund form. A new refund number will need
to be entered and the refund date field will default ot the current system date. If any other modifica-
tions or additions need to be made to the new refund, they can be done so prior to posting the refund.

• Load Refund as Draft - Use this option if a draft of a refund is to be loaded into the USASWeb sys-
tem. This option is similar to the above with the exception of the way that the refund number and re-
fund date fields are handled. The refund number and the refund date entered on the draft will be
loaded into USASWeb along with all of the other refund information. When selecting to load a draft,
the following two options are available:

• Use "New Refund Mode" when creating a new refund from the copy that is being loaded into
USASWeb. All of the header information, including the refund number and the date entered
when the draft was saved, will be loaded into a blank refund form. All item information included
on the draft will also be loaded into the new refund form. If the refund number from the draft is
already on file, a new number will need to be entered into the refund field. If any other modifica-
tions or additions need to be made, they can be done so prior to posting the refund.

• Use "Modify Refund Mode" if the saved copy that is being loaded in is to replace or overwrite
an existing refund currently on file with the same refund number. The refund will be loaded dir-
ectly into the modify mode. Any modifications or additions may be done prior to posting the
modified refund to the system. Please note, beacause you have chosen to load the draft as a mod-
ified refund, the refund number cannot be modified.

• Select "Load Refund as Draft" then "New Refund Mode".
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• Click on "Load".

Complete the receipt by entering the following:

• Click on to enter line item #4:

• Amount: 40

• Description: Phys Ed Fees Refund

• Account Code: 001 1740 0000 080000 002

• Select to enter line item #5:

• Amount: 20

• Description: FFA Dues Refund

• Account Code: 200 1633 933A 000000 002

• Click on Validate and Post to post the refund.

3.5. Modifying Refunds
Refunds that have been previously posted to USAS may be modified through the USASWEB applica-
tion. In order to modify a refund, it must first by queried by selecting the "Query" option under the main
Refunds menu. Please refer to the "Query Refunds" section for help on selecting refunds to be queried.
Once the refund has been queried, it is selected by clicking on the refund number under the number
column. The details of the refund will be displayed in your browesr window as shown below:

Figure 3.9. Modifying Refunds

Next, click on the Modify button located under the Refund Details menu. Once you have selected to
modify, the refund form changes slightly. Only selected details of the refund are opened and accessible
for modifications. The following fields are modifiable:
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• Refund Number

• Refund Date

• Descripiton (Auditor Form)

• Iten Description

The available function have now become: Validate, Post, Cancel and Save Draft.

Figure 3.10. Sample Refund Modificaiton

• Query Refund #9726

• Select Modify

To modify the description of a line item, click on the icon next to the number of the item to be mod-

ified. The description field for the item selected will then be available for editing, as displayed below:

Figure 3.11. Modifying Refund Line Item Details
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• Click on the to modify Item #1

• Modify the description to read "Refund Item Not Received"

• Post the changes made to the refund

User the Validate function to verify the modifications made will not cause any errors when posting the
refund to the system. Use the Post function to post the changes made to the refund to the system. Use the
Cancel fucntion to leave the refund posted to the system unchanged and return to the Query page.

3.6. Cloning Refunds
The Clone function may be used to load all of the information from an existing refund into a new refund.
In order to clone a refund, the refund must first be queried using the "Query" option located under the
main Refunds menu. Please refer for the "Query Refunds" section for help on selecting refunds to be
queried. Once the refund has been queried, it is selected by clicking on the refund number under the
number column. The refund details will be displayed in your browser window as shown below:

Figure 3.12.
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Next, click on the Clone function. All of the details of the refund, except the refund number, check num-
ber and the refund date, will be loaded into a new refund. A new refund number must be supplied and
the date will default to the current system date. If a refund check is required for the new refund, a new
check number must also be entered. If any modifications are to be made to the new refund, they may be
done so prior to posting the refund.

• Query Refund #8714

• Click on Clone to copy the existing data to a new refund

Figure 3.13. Cloning a Refund

Use the Validate function to verify all of the information entered for the new refund will not cause any
warnings or errors when posting it to the system. User the Post function to post the new refund to the
system. Use the Cancel function to cancel out of the refund without posting it to the system.
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• Change the vendor# to 20405.

• Click on the to modify Item #1.

• Modify the Amount from $20.00 to $30.00

• Validate and/or Post the new refund.
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Chapter 4. Requisitions
4.1. Creating New Requisitions

The New option under the Requisitions menu is used in creating and posting new requisitions. Selecting
New will open a blank requisition form that can be used to enter the information for a new requisition as
displayed here:

Figure 4.1. Sample New Requisition Form

The cursor will automatically be placed in the Requisition Number field. You may begin entering any
of the desired header type information for the requisition. The Tab key or the mouse can be used to nav-
igate from one field to the next. The following fields are available for entering information in the head-
ing portion of the requisition:

• Requisition Number - stores the number assigned to each requisition. It can be numeric or alpha or
a combination of both.

• Click on "New" under the Requisition menu.

• Enter ST100 for the requisition number.

• Vendor Number - If the vendor number is known it can be entered directly into the vendor number
field. If the vendor number is not known, the vendor can be searched for by name by clicking on the

icon.

• Click on the and enter SPRINT in the "search" field and click on "SEARCH". Click

on the to the left of #1680 and it will load the vendor information into USASWEB. If

you need further detailed information about the vendor, you may click on the number or
name column and it will display additional information (i.e. check address, YTD totals). At
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that point, you may click on "select vendor" to load the vendor into USASWEB or click on
"return to query" to return to the vendor query.

• Requested PO Date - stores the desired purchase order date. The date automatically defaults to the
current system date. If a different date is desired, it can be entered in this field by typing the desired
date or by clicking on the calendar and selecting the desired date from the calendar.

• Use today's date as the requested PO date

• Terms - This is an optional field for any special terms for the requisition.

• Deliver By Date - The deliver by date is optional. Type the desired date or click on the calendar and
select the desired date from the calendar.

• Deliver To Vendor - The deliver to vendor is optional for specifying specific address information
for where the goods or services are to be delivered to. If this has been set up as an actual USAS
vendor, the associated vendor number can be entered or it can be searched for by vendor name by
clicking on the icon.

• Deliver To - displays the address for which the goods or services are to be delivered. This field is
optional and will be left blank if not filled in. The address can be manually entered or automatically
pulled in by specifying the associated vendor number in the Deliver To Vendor field. When doing
multiple requisitions, any deliver to information from the previous requisition will default to the next
one being entered.

• Requisition Description - This is an optional field that may be used for any special instructions, de-
tail, or description associated with the requisition as a whole. Anything entered in this field will print
above the item information for the first item on the requisition.

• Attention - Optionally enter the individual's name the goods or services are being ordered for.

• Enter Mr. Principal in the Attention field.

Clicking on the icon opens the item detail section of the requisition form. The following fields are

available for entering information in the detail portion of the requisitions:

• Click on to add a line item

Figure 4.2. Sample Requisition Item Detail
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• Quantity - enter the desired number of the item to be ordered.

• Enter 1 for the quantity

• Units - optionally enter the type of unit that is being ordered (i.e. box, carton, etc.).

• Price - enter the dollar amount per unit for the items being ordered. Enter the dollars, decimal point,
and cents only. Do not enter the dollar sign or any commas in the price field.

• Enter 50 for the price

• Description - enter a description for the item that is being ordered.

• Enter "Pay Phone Installation" for the description.

• XREF - if your district utilizes XREF (Cross Reference) codes for the account codes, the XREF
code associated with the account code to be charged may be entered. If XREF codes are not used or
one has not been established for the account code to be charged, this field will be left blank and the
account code dimension fields should be used instead.

• Account Code - Enter the account code to be charged for the item being ordered. The account code
entered must be a valid budget account on file. If the budget account code is known, it can be manu-
ally entered. The icon can be used to search for the account code if the entire account code is

not known. The portions of the account that are known may be entered into the corresponding di-
mensions. Next click on the . A budget account query screen will be brought up displaying all

budget accounts matching the criteria entered. From this query the correct account code may be se-
lected by clicking on the located in the Select column next to the account. You will be taken

back to the requisition form and the account code will be automatically filled in.

• Enter 001 for the FUND

• Enter 2700 for the FUNC

• Enter 4 for the beginning of the OBJ

• Click on the and select the "001 2700 441 0000 000000 000 00 000 - Telephone Dis-

trict" by clicking on the to the left of the account code. (If you want to see further details

about the budget account, click on any of the account code dimensions).

Once the account code has been entered, the may be used to verify the description, status, and

remaining balance of the account. Clicking on the will bring up a separate Budget Account

View window in your browser. This window simply displays the account number, corresponding de-
scription, available balance, available percent, and status.

The icon may be used to clear any data that is currently being displayed in the account code

fields. When creating a requisition with multiple line items, the account code will automatically de-
fault to the account code charged for the previous item. If the current item is to be charged to a dif-
ferent account code, clicking on the icon will clear the previous account code allowing you to

enter or search for the account code to be charged for the current item.
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Once all information has been entered for the current item, the icon or the icon may be clicked

on to post the item and proceed.

• - Posts the current item.

• - Posts the current item and at the same time opens a new blank item to begin adding the next

line item.

• Click on the to add the line item.

The icon will cancel the current item detail.

Once an item has been posted, it may be modified by clicking on the icon next to the item number.

Clicking on the will open the item details allowing you to make modifications to any of the fields.

Once the modifications have been entered, click on the to post the changes. Clicking on the

will cancel the modifications and leave the item posted as is.

Once an item has been posted, it may be deleted by clicking on the icon next to the item number. A

pop-up box will appear in your browser ensuring that the item is to be deleted. Clicking on Yes will de-
lete the item. Selecting Cancel will cause the item to not be deleted.

Once an item has been posted, the icon can be used to copy the item to a new item. Clicking on the

icon will create a new item identical to the item copied. Any modifications that may need to be

made to the new item may be done so prior to posting the item.

Figure 4.3. New Requisition Functions

• Validate - The Validate function will validate all the information that has been entered for the re-
quisition. If the validation is successful, meaning no errors or warnings are encountered, the message
"Validation Successful" will be displayed at the top of your browser window. Likewise, if any warn-
ings or errors are encountered during the validation the associated messages will be displayed.

• Post - The Post function will validate and post the requisition. Any warnings or errors encountered
will be displayed at the top of your browser window. The message, "Requisition posted success-
fully" will be displayed at the top of your browser if no errors were encountered. If fatal errors are
encountered, the requisition will not be posted. Modifications will need to be made to correct the er-
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rors before the requisition can be posted.

• Cancel - The Cancel function will erase any entries made to the requisition currently displayed on
the screen. A pop-up box will appear in your browser ensuring that the requisition is to be cancelled.
Clicking on Yes will cancel the requisition. Selecting Cancel will cause the requisition to not be de-
leted.

• Save Draft - Please refer to the SAVE/LOAD DRAFT section for further details on how to use Save
Draft.

Note

The New Requisition Function menu will be displayed at both the top and bottom of the screen
for easier access.

• Click on Validate. Next, click on Post to post your requisition.

Figure 4.4. Posted Requisition

After you have posted your requisition, you may print a copy of it by clicking on the Print option
under the "Requisition Details" menu. An example of a printed requisition is displayed below:

Figure 4.5. Sample Printed Requisition
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Click on the printer icon (or print option under the File menu) provided on your browser to print off
a hard copy of your requisition. Currently, USASWEB is only able to print off one requisition at a
time.

4.2. Additional "Create a Requisition" Exer-
cises

Requisition #ST101

• Enter Requisition number: ST101

• Enter Vendor #8455

• Enter Requested PO Date: use today's date

• Enter Deliver-to Address Vendor #10100

• Enter Attention: Mr. Principal

• Click on to add line item #1:

• Qty: 3

• Unit Price: 7.89
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• Description: Toner Cartridge - Black

• Budget Account: 001 2120 511 0000 000000 002 00 000.

• Click on to view the account details

• Click on to add line item #2:

• Qty: 1

• Unit Price: 33.95

• Description: Toner Cartridge - Magenta

• Budget Account: same as above

• Click on to add line item #3:

• Qty: 1

• Unit Price: 7.99

• Description: Shipping

• Budget Account: same as above

• Click on Validate and Post to post the requisition.

Requisition #ST102

• Enter Requisition number: ST102

• Enter Vendor #2527

• Enter Requested PO Date: use today's date

• Enter Deliver-to Address Vendor #10100

• Enter Attention: Mr. Principal

• Enter Requisition Description: Office Furniture for Treasurer's Office

• Click on to add line item #1:

• Qty: 1

• Unit Price: 256.30

• Description: Computer Table #4349

• Budget Account: 001 2510 640 0000 000000 005 00 000

• Click on to view the account details
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• Click on Validate and Post to post the requisition.

4.3. Query Requisitions
The Query option under the Requistions menu allows you to search for requisitions that have been pos-
ted to the USAS system. It is necessary to first query a requisition in order to do any of the following:

• View the details of a previously posted requisition

• Make modifications to a previously posted requisition

• Convert a previously posted requisition to a purchase order

• Clone a previously posted requisition

• Print a copy of a previously posted requisition

• Delete a requisition currently posted to the system

To search for a requisition, select the Query option. Currently requisitions can only be queried by re-
quisition number as displayed below:

Figure 4.6. Requisition Query Screen

To search for a specific requisition, enter the requisition number in the "Starting with" and "Ending
with" fields and click on Find. To search for a range of requisitions enter the beginning and ending re-
quisition numbers in the corresponding fields and click on Find. Please note the requisition numbers can
be alpha or numeric. Any requisition numbers found within the range entered will be displayed along
with other summary type information as shown above.

• Click on "Query" under the Requisitions Menu.

• Enter ST100 in the "starting with" and ST999 in the "ending with" fields.

• Click on FIND.

The information displayed is as follows:

• Number - displays the requisition number used in creating and posting the requisition to the USAS
system. All requisitions found from the query will be displayed chronologically by requisition num-
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ber. Click on the requisition number to view all of the details of the requisition, as well as to modify,
clone, convert, print, or delete the requisition.

• Posted Date - displays the actual date the requisition was posted to the USAS system. The USAS
system automatically stamps and records the date the requisition is posted. This may be different
than the Requested PO Date.

• Vendor Number - displays the number of the vendor the goods or services are to be purchased
from. Details of the vendor can be viewed by clicking on the vendor number. The vendor name, ad-
dress, phone number, current status, year-to-date activity, and last activity date will be displayed in a
pop-up box.

• Status - displays the current status of the requisition. If the requisition has not been converted to a
purchase order the status will be Open. If the requisition has been converted to a purchase order and
is still on the system, the status will be Posted.

• PO Requested Date - displays the date entered in the "Requested PO Date" field when creating
the requisition.

• Posted as PO - if the requisition is currently at a status of posted, the corresponding purchase order
number will be displayed here.

• Posted By - displays the username of the person who created and posted the requisition.

• Description - displays any special instructions or information entered in the "Requisition Descrip-
tion" field of the requisition.

• Click on Requisition #ST100 in order to display the details of the requisition. At this point,
you may Modify, Clone, Convert, Print or Delete the Requisition that is currently being
displayed. (Convert will not be displayed for read-only users).

Note

Any of the column headings may be clicked on to change the order in which the requisitions
are currently being displayed. By default, the requisitions will be displayed by requisition num-
ber. Simply click on the column heading that you wish to have the requisitions sorted by. For
example, to display by "PO Requested Date", click on that column heading. The current list-
ing of requisitions will then be sorted by the requested po date.

4.4. Save/Load Draft
Save Draft - The Save Draft function allows you to save any information that has been entered for the
current requisition to your computer without posting it to the USAS system. For security purposes, the
USASWeb system will automatically log out any session that has sat dormat for thirty minutes. If a re-
quisition has been started and for one reason or another you are unable to finish it, the Save Draft func-
tion should be used to save a copy of it. The saved copy can then be loaded back into USASWeb, com-
pleted and posted to the system.

Saving a Draft Exercise:

• Enter Requisition number: ST105

• Enter Vendor #8455

• Enter Requested PO Date: use today's date
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• Enter Deliver-to Vendor #100

• Enter Requisition Description: "Office Supplies for Administrative Offices"

• Click on to add line item #1:

• Qty: 1

• Unit Price: 115.20

• Description: R300 Master Rolls 2 per box

• Budget Account: 001 1130 511 9413 000000 002 00 000

• Click on to add line item #2:

• Qty: 8

• Unit Price: 63.00

• Description: R100 5 Ink Cartridges/box

• Budget Account: same as above

• Click on Save Draft

Figure 4.7. Sample Save Draft Box
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After you click on Save Draft function, you will be presented with a pop-up box similar to the following
asking if you would like to "Open with" or "Save to Disk". Please note that all browsers are set up dif-
ferently when downloading files to your PC.
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If you receive a box similar to the one above, you should select "Save to Disk" and click on OK. This
will save (download) a copy or draft of the requisition to your hard drive. After clicking OK, a pop-up
box similar to the following will be displayed:

• Click on "Save to Disk" or "Save" (depending on what type of browser you are using). Then
click on "OK".

Figure 4.8. Save Draft Location
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A file name should be specified as well as the location where the copy of the requisition should be
stored on your computer. The requisitions may be saved to the desktop or in the "My Documents" folder
or a folder of your choice.

• If you are prompted for a file name, enter the filename "REQ #ST105" and click on SAVE.

LOAD DRAFT

Once a copy of the requisition has been saved to the computer the Load Draft option available from the
main Requisitions menu can be used to load it back into USASWeb to be completed and posted to the
system.

The Load Draft option located under the main Requisitions menu can be used to load a copy of a re-
quisition that has been saved to your computer into the USASWeb system. This can be very useful for
creating new requisitions from a template saved on your hard drive or finishing a requisition that had
been started at an earlier time but due to time constraints could not be completed. The Load Draft option
can be used in conjunction with the Save Draft function that is available when creating a new requisition
or modifying an existing one. For security purposes, the USASWeb system will automatically log out
any session that has sat dormant for thirty minutes.

To load a copy of a requisition that has previously been saved to your computer, select "Load Draft"
from the main Requisitions menu.
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Figure 4.9. Loading a Draft

If the location where the draft is saved on the computer and the file name is known, it can be manually
entered. Otherwise, click the Browse button to locate the saved requisition on your computer.

• Click on "Load Draft"

• Click on Browse
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The location of the requisition on your computer depends on where it was downloaded to when using
the Save Draft function to save a copy of it to the hard drive. Most web browsers will default to either
the Desktop or the My Documents folder. Once you have located the requisition, select it and click on
Open.

• Click on REQ #ST105 on your hard drive and click on OPEN.

The location and file name of the requisition will automatically be pulled into the USASWeb Load Draft
form as shown below:
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Next, select "Load Requisition as Template" or "Load Requisition as Draft." The difference is as fol-
lows:

• Load Requisition as Template - Use this option if a template of a requisition has been saved to be
used in creating new requisitions. When loading the draft as a template, all of the saved information
except the requisition number and the date will be loaded into a new requisition form. A new requisi-
tion number will need to be entered and the requested PO date field will default to the current system
date. If any other modifications or additions need to be made to the new requisition, they can be
done so prior to posting the requisition.

• Load Requisition as Draft - Use this option if a draft of a requisition is to be loaded into the
USASWeb system. This option is similar to the above with the exception of the way that the requisi-
tion number and requested PO date fields are handled. The requisition number and requested PO
date saved on the draft will be loaded into USASWeb along with all the other requisition informa-
tion. When selecting to load as a draft, the following two options are available:

• Use "New Requisition Mode" when creating a new requisition from the copy that is being
loaded into USASWeb. All of the header information, including the requisition number and the
date entered when the draft was saved, will be loaded into a blank requisition form. All item in-
formation included on the draft will also be loaded into the new requisition form. If the requisi-
tion number from the draft is already on file, a new number will need to be entered into the re-
quisition number field. If any other modifications or additions need to be made they can be done
so prior to posting the requisition.

• Use "Modify Requisition Mode" if the saved copy that is being loaded in is to replace or over-
write an existing requisition currently on file with the same requisition number. The requisition
will be loaded directly into the modify mode. Any modifications or additions may be done prior
to posting the modified requisition to the system. Please note, because you have chosen to load
the draft as a modified requisition, the requisition number can not be modified.

• Select "Load as New Requisition" and click on "Load Draft". Complete the requisition by en-
tering the following:
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• Click on to add line item #3:

• Qty: 2

• Unit Price: 57.38

• Description: R200 Staples Refill

• Budget Account: 001 1130 511 9413 000000 002 00 000

• Click on Validate and Post to post the requisition.

4.5. Modifying Requisitions
Requisitions that have been previously posted to the USAS system may be modified through the
USASWeb application. In order to modify a requisition, it must first be queried by selecting the Query
option under the main Requisitions menu. Please refer to the "Query Requisitions" section for help on
selecting requisitions to be queried. Once the requisition has been queried, it is selected by clicking on
the requisition number under the number column. The details of the requisition will be displayed in your
browser window as shown below:

Figure 4.10. Modifying Requisitions

• Click on Query under the Requisitions menu and find REQ #ST101.
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Next, click on the Modify button located under Requisition Details. Once you have selected to modify,
the requisition form changes slightly. The details of the requisition are now opened and accessable for
modifications. All of the requisition fields, except the requisition number, may be modified. The avail-
able functions have now become: Validate, Post, Cancel, and Save Draft.

Figure 4.11. Modify Requisition Header Information

To modify the detail of an item, click on the icon next to the number of the item to be modified. The

item details will then be available for editing. To add an item to the existing requisition, click on the .

Use the Validate function to verify the modifications made will not cause any errors when posting the
requisition to the system. Use the Post function to post the requisition with the changes to the system.
Use the Cancel function to leave the requisition posted to the system unchanged and return to the Query
page. Use the Save Draft function to save a copy of the requisition to your hard drive.

• Click on Modify to re-open REQ #ST101

• Click on to add line item #3:

• Qty: 1

• Unit Price: 1.99
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• Description: A0101 5 x 8 legal pads

• Budget Account: 001 2510 512 0000 000000 005 00 000

• Click on Validate and Post to post the changes made to the requisition.

4.6. Cloning Requisitions
The Clone function may be used to load all of the information from an existing requisition into a new
requisition. First, the requisition to be cloned must be queried using the "Query" option located under
the main Requisitions Menu. Please refer to the "Query Requisitions" section for help on selecting re-
quisitions to be queried. Once the requisition has been queried, it is selected by clicking on the requisi-
tion number under the number column. The requisition details will be displayed in your browser win-
dow.

Figure 4.12. Cloning a Requisition

• Click on Query under the Requisitions menu and find REQ #ST100.

Next, click on the Clone function. All of the details of the requisition, except the requisition number and
the date, will be loaded into a new requisition. A new requisition number must be supplied and the date
will default to the current system date. If any modifications are to be made to the new requisition, they
may be done so prior to posting the requisition.
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• Click on Clone to clone REQ #ST100

• Requisition #: Enter ST110

• Requested PO Date: use current date

• Click on to edit Item 1. Modify the description to read "Pay Phone - Sports Complex".

• Click on Validate and Post to post the changes made to the requisition.

4.7. Deleting Requisitions
Requisitions that have been previously posted to the USAS system may be deleted through the
USASWeb application. In order to delete a requisition, it must first be queried by selecting the Query
option under the main Requisitions menu. Please refer to the "Query Requisitions" section for help on
selecting requisitions to be queried. Once the requisition has been queried, it is selected by clicking on
the requisition number under the number column. The details of the requisition will be displayed in your
browser window as shown below:

Figure 4.13. Deleting a Requisition
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• Click on Query under the Requisitions menu and find REQ #ST101.
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Next, click on the Delete button located under Requisition Details. Once you have selected to delete, a
pop-up box will come up to confirm that the requisition is to be deleted. Click on OK in the pop-up box
to delete the requisition. Selecting Cancel will leave the requisition posted to the system.

• Click on Delete to delete REQ #ST101

• Click on OK to confirm that you want to delete the requisition and you will be automatically
returned to the Query page.

• Click on "Logout" under the USASWEB menu to log off of USASWEB
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Chapter 5. Purchase Orders
5.1. Creating Purchase Orders

The New option under the Purchase Order menu is used in creating and posting new purchase orders.
Selecting New will open a blank purchase order form that can be used to enter the information for a new
purchase order as displayed here:

Figure 5.1. Sample New Purchase Order Form

The cursor will automatically be placed in the Purchase Order Number field. You may begin entering
any of the desired header type information for the purchase order. The Tab key or the mouse can be used
to navigate from one field to the next. The following fields are available for entering information in the
heading portion of the purchase order:

• Purchase Order Number - stores the number assigned to each purchase order. Purchase order num-
bers must be numeric and may contain up to seven digits. The PO number will be automatically as-
signed to the next available number on file unless you override the auto assign by entering a desired
purchase order number.

• Click on "New" under the Purchase Order Menu

• Allow the program to select the next available number (the number will be displayed once
the PO is posted)
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• Vendor Number - If the vendor number is known it can be entered directly into the vendor number
field. If the vendor number is not known, the vendor can be searched for by name by clicking on the

icon.

• Enter 8455 for the vendor number.

• Purchase Order Date - stores the purchase order date. The date automatically defaults to the current
system date. If a different date is desired, it can be entered in this field by typing the desired date or
by clicking on the calendar and selecting the desired date from the calendar.

• Use 020606 as the Purchase Order date

• Terms - This is an optional field for any special terms for the purchase order.

• Deliver By Date - The deliver by date is optional. If entering a date it must be entered in the MM/
DD/YYYY format.

• Deliver To Vendor - The deliver to vendor is optional for specifying specific address information
for where the goods or services are to be delivered to. If this has been set up as an actual USAS
vendor, the associated vendor number can be entered or it can be searched for by vendor name by
clicking on the icon.

• Enter 10100 for the deliver-to vendor number.

• Deliver To - displays the address for which the goods or services are to be delivered. This field is
optional and will be left blank if not filled in. The address can be manually entered or automatically
pulled in by specifying the associated vendor number in the Deliver To Vendor field. When doing
multiple purchase orders, any deliver to information from the previous purchase order will default to
the next one being entered.

• Purchase Order Description - This is an optional field that may be used for any special instruc-
tions, detail, or description associated with the purchase order as a whole. Anything entered in this
field will print above the item information for the first item on the purchase order.

• Enter "Toner Cartridges for Guidance Office Copier" for the purchase order description.

• Attention - Optionally enter the individual's name the goods or services are being ordered for.

Selecting the icon opens the item detail section of the purchase order form. The following fields are

available for entering information in the detail portion of the purchase order:

Figure 5.2. Sample Purchase Order Item Detail
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• Select to enter line item #1.

• Quantity - enter the desired number of the item to be ordered.

• Enter 3 for the quantity

• Units - optionally enter the type of unit that is being ordered (i.e. box, carton, etc.).

• Price - enter the dollar amount per unit for the items being ordered. Enter the dollars, decimal point,
and cents only. Do not enter the dollar sign or any commas in the price field.

• Enter 7.89 for the price

• Description - enter a description for the item that is being ordered.

• Enter "Toner Cartridge - Black" for the description.

• XREF - if your district utilizes XREF (Cross Reference) codes for the account codes, the XREF
code associated with the account code to be charged may be entered. If XREF codes are not used or
one has not been established for the account code to be charged, this field will be left blank and the
account code dimension fields should be used instead. If you district does not have the flag set in
USASDAT/USACON to use XREF codes, the XREF box will not be displayed in USASWEB.

• Account Code - Enter the account code to be charged for the item being ordered. The account code
entered must be a valid budget account on file. If the budget account code is known, it can be manu-
ally entered. The icon can be used to search for the account code if the entire account code is

not known. The portions of the account that are known may be entered into the corresp onding di-

mensions. Next click on the . A budget account query screen will be brought up displaying all

budget accounts matching the criteria entered. From this query the correct account code may be se-
lected by clicking on the located in the Select column next to the account. You will be taken

back to the purchase order form and the account code will be automatically filled in.

• Enter 001 for the FUND

• Enter 2120 for the FUNC

• Enter 5 for the beginning of the OBJ

• Click on the and select the "001 2120 511 0000 000000 002 00 000 - Guid Testing and

Supplies - HS" by clicking on the to the left of the account code. (If you want to see fur-

ther details about the budget account, click on any of the account code dimensions).

Once the account code has been entered, the may be used to verify the description, status, and

remaining balance of the account. Clicking on the will bring up a separate Budget Account

View window in your browser. This window simply displays the account number, corresponding de-
scription, available balance, available percent, and status.

The icon may be used to clear any data that is currently being displayed in the account code

fields. When creating a purchase order with multiple line items, the account code will automatic-

ally default to the account code charged for the previous item. If the current item is to be charged to
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a different account code, clicking on the icon will clear the previous account code allowing you to
enter or search for the account code to be charged for the current item.

Once all information has been entered for the current item, the icon or the icon may be clicked

on to post the item and proceed.

• - Posts the current item.

• - Posts the current item and at the same time opens a new blank item to begin adding the next

line item.

• Click on the to add line item #1 and open line item #2.

• Item #2:

• Qty: 1

• Unit Price: 33.95

• Description: Toner Cartridge - Magenta

• Account Code: Same as Item 1

• - Posts the current item and at the same time opens a new blank item to begin adding the next line

item.

• Click on the to add line item #2 and open line item #3.

• Item #3:

• Qty: 1

• Unit Price: 9.99

• Description: Shipping

• Account Code: Same as Item 1

The icon will cancel the current item detail.

Once an item has been posted, it may be modified by clicking on the icon next to the item number.

Clicking on the will open the item details allowing you to make modifications to any of the fields.

Once the modifications have been entered, click on the to post the changes. Clicking on the

will cancel the modifications and leave the item posted as is.

Once an item has been posted, it may be deleted by clicking on the icon next to the item number. A

pop-up box will appear in your browser ensuring that the item is to be deleted. Clicking on Yes will de-
lete the item. Selecting Cancel will cause the item to not be deleted.
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Once an item has been posted, the icon can be used to copy the item to a new item. Clicking on the

icon will create a new item identical to the item copied. Any modifications that may need to be

made to the new item may be done so prior to posting the item.

Figure 5.3. New Purchase Order Functions

• Validate - The Validate function will validate all the information that has been entered for the pur-
chase order. If the validation is successful, meaning no errors or warnings are encountered, the mes-
sage "Validation Successful" will be displayed at the top of your browser window. Likewise, if any
warnings or errors are encountered during the validation the associated messages will be displayed.

• Post - The Post function will validate and post the purchase order. Any warnings or errors en-
countered will be displayed at the top of your browser window. The message, "Purchase Order pos-
ted successfully" will be displayed at the top of your browser if no errors were encountered. If fatal
errors are encountered, the purchase order will not be posted. Modifications will need to be made to
correct the errors before the purchase order can be posted.

• Cancel - The Cancel function will erase any entries made to the purchase order currently displayed
on the screen. A pop-up box will appear in your browser ensuring that the purchase order is to be
cancelled. Clicking on Yes will cancel the purchase order. Selecting Cancel will cause the purchase
order to not be deleted.

• Save Draft - Please refer to the SAVE/LOAD DRAFT section for further details on how to use Save
Draft.

• Click on Validate. Next, click on Post to post your purchase order.

Figure 5.4. Sample Posted Purchase Order
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5.2. Printing a Purchase Order
The Print function may be used to print a copy of a new or existing purchase order. Once you click on
Print, the following purchase order print file will be displayed.

Figure 5.5. Sample Printed Purchase Order
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Click on the printer icon (or print option under the File men) provided on your browser to print off a
hard copy of your purchase order.

Currently, USASWEB is only able to print off one purchase order at a time. In order to print off a range
of purchase orders, please use the POFORM program in USAS.

• Access POFORM in USAS

• Enter the purchase order number you just created.

• View the POFORM.TXT file generated.

5.3. Additional "Create a Purchase Order" Exer-
cises

Exercise #1

• Click on "New" under the purchase order menu.

• Skip PO# (Accept the next available PO# from Auto Assign)

•
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and enter "Viking" in the Search box. Click on search. Click on the to select #2527

"Viking Office Products".

• Enter PO Date: 020606

• Enter Attention: Mr. Principal

• Click on to add line item #1:

• Qty: 1

• Unit Price: 256.30

• Description: Computer Table #4349

• Budget Account: 001 2510 640 0000 000000 005 00 000. Click on to view the account

details. Click on "Close" to remove the View Account box.

• Click on Validate and Post to post the purchase order.

Converting a Requisition into a Purchase Order

• Access the Query option under the Requisition Interface

• Query #ST001 and select that requisition

• Click on "Convert" to convert the requisition to a purchase order.

• Skip PO# (allow Auto Assign to assign next available number)

• Enter 02/14/06 as the PO date

• Click on Validate and Post to post the purchase order.

5.4. Query purchase orders
The Query option under the Purchase Order menu allows you to search for purchase orders that have
been posted to the USAS system. It is necessary to first query a purchase order in order to do any of the
following:

• View the details of a previously posted purchase order

• Make modifications to a previously posted purchase order

• Convert a previously posted purchase order to a purchase order

• Clone a previously posted purchase order

• Print a copy of a previously posted purchase order

• Delete a purchase order currently posted to the system
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• Invoice a purchase order currently posted to the system

To search for a purchase order, select the Query option. Currently purchase orders can only be queried
by purchase order number as displayed below:

Figure 5.6. Purchase Order Query Screen

To search for a specific purchase order, enter the purchase order number in the "Starting with" and "End-
ing with" fields and click on Find. To search for a range of purchase orders enter the beginning and end-
ing purchase order numbers in the corresponding fields and click on Find. Any purchase order numbers
found within the range entered will be displayed along with other summary type information as shown
above.

• Click on "Query" under the Purchase Orders Menu. Enter 500511 in the "starting with" and
500513 in the "ending with" fields. Click on FIND.

The information displayed is as follows:

• Number - displays the purchase order number used in creating and posting the purchase order to the
USAS system. All purchase orders found from the query will be displayed chronologically by pur-
chase order number. Click on the purchase order number to view all of the details of the purchase or-
der as well as to modify, clone or delete the purchase order.
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• PO Date - displays the date entered in the " Purchase Order Date" field when creating the pur-
chase order.

• Vendor - displays the number of the vendor the goods or services are to be purchased from. Details
of the vendor can be viewed by clicking on the vendor number. The vendor name, address, phone
number, current status, year-to-date activity, and last activity date will be displayed in a pop-up box.

• Status - displays the current status of the purchase order.

• Total - displays the total dollar amount encumbered for the purchase order.

• Amount Filled - displays the dollar amount that has been invoiced for the purchase order but not yet
paid.

• Last Check - displays the number of the last check posted to the system for the purchase order.

• Requisition No. - displays the requisition number the purchae order was converted from. If the pur-
chase order was not converted from a requisition, this field will be blank. Details of the requisition
can be viewed by clicking on the requisition number.

• Description - displays any special instructions or information entered in the "Purchase Order De-
scription" field of the purchase order.

Note

Any of the column headings may be clicked on to change the order in which the purchase or-
ders are currently being displayed. By default, the purchase orders will be displayed by pur-
chase order number. Simply click on the column heading that you wish to have the purchase or-
ders sorted by. For example, to display by "PO Date", click on that column heading. The cur-
rent listing of purchase orders will then be sorted by the PO date.

5.5. Save/Load Draft
Save Draft - The Save Draft function allows you to save any information that has been entered for the
current purchase order to your computer without posting it to the USAS system. For security purposes,
the USASWeb system will automatically log out any session that has sat dormat for thirty minutes. If a
purchase order has been started and for one reason or another you are unable to finish it, the Save Draft
function should be used to save a copy of it. The saved copy can then be loaded back into USASWeb,
completed and posted to the system.

Saving a Draft Exercise:

• Click on "New" under the Purchase Order menu.

• Skip PO# (allow Auto Assign to assign next available number)

• Enter Vendor #8455

• Enter Requested PO Date: 020206

• Enter Deliver-to Vendor #100

• Enter purchase order Description: "Office Supplies for Administrative Offices"

• Click on to enter line item #1:
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• Qty: 6

• Unit Price: 115.20

• Description: R300 Master Rolls 2 per box

• Budget Account: 001 1130 511 9413 000000 002 00 000

• Click on to enter line item #2:

• Qty: 8

• Unit Price: 63.00

• Description: R100 5 Ink Cartridges/box

• Budget Account: same as above

• Click on Save Draft

Figure 5.7. Sample Save Draft Dialog Box

After you click on Save Draft function, you may be presented with a pop-up box similar to the above
asking if you would like to "Open with" or "Save to Disk". Please note that all browsers are set up dif-
ferently when downloading files to your PC. If you receive a box similar to the above, you should select
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"Save to Disk" and click on OK. This will save (download) a copy or draft of the purchase order to your
hard drive. After clicking on OK, a pop-up box similar to the following will be displayed:

• Click on "Save to Disk" or "Save" (depending on what type of browser you are using)

Figure 5.8. Save Draft Location

A file name should be specified as well as the location where the copy of the purchase order should be
stored on your computer. The purchase orders may be saved to the desktop or in the "My Documents"
folder.

• If you are prompted for a file name, enter a filename of your choice and click on SAVE.

LOAD DRAFT

Once a copy of the purchase order has been saved to the computer the Load Draft option available from
the main purchase orders menu can be used to load it back into USASWeb to be completed and posted
to the system.

The Load Draft option located under the main purchase orders menu can be used to load a copy of a
purchase order that has been saved to your computer into the USASWeb system. This can be very useful
for creating new purchase orders from a template saved on your hard drive or finishing a purchase order
that had been started at an earlier time but due to time constraints could not be completed. The Load
Draft option can be used in conjunction with the Save Draft function that is available when creating a
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new purchase order or modifying an existing one. For security purposes, the USASWeb system will
automatically log out any session that has sat dormant for thirty minutes.

To load a copy of a purchase order that has previously been saved to your computer, select "Load Draft"
from the main purchase orders menu.

Figure 5.9. Search Purchase Order to Load

If the location where the draft is saved on the computer and the file name is known, it can be manually
entered. Otherwise, click the Browse button to locate the saved purchase order on your computer.

• Click on "Load Draft" under the Purchase Order menu.

• Click on Browse
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The location of the purchase order on your computer depends on where it was copied to when using the
Save Draft function to save a copy of it to the hard drive. Most web browsers will default to either the
Desktop or the My Documents folder. Once you have located the purchase order, select it and click on
Open.

• Click on your saved draft on your hard drive and click on OPEN.

The location and file name of the purchase order will automatically be pulled into the USASWeb Load
Draft form as shown below:

Figure 5.10. Load Draft Options

Purchase Orders

90



Next, select "Load as New purchase order" or "Load as Modify purchase order." The difference is as fol-
lows:

• Load Purchase Order as Template - Use this option if a template of a purchase order has been
saved to be used in creating new purchase orders. When loading the draft as a template, all of the
saved information except the purchase order number and the date will be loaded into a new purchase
order form. A new purchase order number will need to be entered and the purchase order date field
will default to the current system date. If any other modifications or additions need to be made to the
new purchase order, they can be done so prior to posting the purchase order.

• Load Purchase Order as Draft- Use this option if a draft of a purchase order is to be loaded into
the USASWeb system. This option is similar to the above with the exception of the way that the pur-
chase order number and purchase order date fields are handled. The purchase order number and pur-
chase order date saved on the draft will be loaded into USASWeb along with all the other purchase
order information. When selecting to load as a draft, the following two options are available:

• Use "New Purchase Order Mode" when creating a new purchase order from the copy that is
being loaded into USASWeb. All of the header information, including the purchase order num-
ber and the date entered when the draft was saved, will be loaded into a blank purchase order
form. All item information included on the draft will also be loaded into the new purchase order
form. If the purchase order number from the draft is already on file, a new number will need to
be entered into the purchase order number field. If any other modifications or additions need to
be made they can be done so prior to posting the purchase order.

• Use "Modify purchase order mode" if the saved copy that is being loaded in is to replace or
overwrite an existing purchase order currently on file with the same purchase order number. The
purchase order will be loaded directly into the modify mode. Any modifications or additions may
be done prior to posting the modified purchase order to the system. Please note, because you
have chosen to load the draft as a modified purchase order, the purchase order number can not be
modified.

• Select "Load Purchase Order as Draft" then "New Purchase Order Mode".

• Click on "Load".
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Complete the purchase order by entering the following:

• Click on to add line item #3:

• Qty: 2

• Unit Price: 57.38

• Description: R200 Staples Refill

• Budget Account: 001 1130 511 9413 000000 002 00 000

• Click on Validate and Post to post the purchase order.

5.6. Modifying purchase orders

• Click on Query under the purchase orders menu and find PO #500512

Next, click on the Modify button located under Purchase Order Details. Once you have selected to
modify, the purchase order form changes slightly. The details of the purchase order are now opened and
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accessable for modifications. All of the purchase order fields, except the purchase order number, may be
modified. The available functions have now become: Validate, Post, Cancel, and Save Draft.

Note

Only purchase orders with a status of "new" are modifiable. Purchase orders that have been
filled or payments made against them will not display the MODIFY option under the Purchase
Order Details menu.

To modify the detail of an item, click on the icon next to the number of the item to be modified. The

item details will then be available for editing. To add an item to the existing purchase order, click on the
.

Use the Validate function to verify the modifications made will not cause any errors when posting the
purchase order to the system. Use the Post function to post the purchase order with the changes to the
system. Use the Cancel function to leave the purchase order posted to the system unchanged and return
to the Query page. Use the Save Draft function to save a copy of the purchase order to your hard drive.

• Click on Modify to re-open PO #500512.

• Click on to modify line item #1:

• Modify Amount to 67.85

• Click on Validate and Post to post the changes made to the purchase order.

5.7. Cloning purchase orders
The Clone function may be used to load all of the information from an existing purchase order into a
new purchase order. First, the purchase order to be cloned must be queried using the "Query" option loc-
ated under the main purchase orders Menu. Please refer to the "Query purchase orders" section for help
on selecting purchase orders to be queried. Once the purchase order has been queried, it is selected by
clicking on the purchase order number under the number column. The purchase order details will be dis-
played in your browser window.
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• Click on Query under the purchase orders menu and find PO# 500515

Next, click on the Clone function. All of the details of the purchase order, except the purchase order
number and the date, will be loaded into a new purchase order. A new purchase order number must be
supplied and the date will default to the current system date. If any modifications are to be made to the
new purchase order, they may be done so prior to posting the purchase order.

Figure 5.11. Cloning a Purchase Order
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• Click on Clone to clone PO # 500515

• Skip PO# (Allow Auto Assign to assign next available number)

• Requested PO Date: Enter 021406

• Click on Validate and Post to post the purchase order.

5.8. Deleting a Purchase Order
Purchase Orders that are currently at a status of New may be deleted through the USASWeb application.

Note

Purchase orders with a status of filled or paid will not be modifiable. The MODIFY option will
not be available.

In order to delete a purchase order, it must first be queried by selecting the Query option under the main
Purchase Orders menu. Please refer to the "Query Purchase Orders" section for help on selecting pur-
chase orders to be queried. Once the purchase order has been queried, it is selected by clicking on the
purchase order number under the number column. The details of the purchase order will be displayed in
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your browser window as shown below:

• Click on Query under the purchase order menu and find PO#500515.

Figure 5.12. Deleting a Purchase Order
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Next, click on the Delete button located under Purchase Order Details. Once you have selected to delete,
a pop-up box will come up to confirm that the purchase order is to be deleted. Click on OK in the popup
box to delete the purchase order and release the encumbrances. Selecting Cancel will leave the purchase
order posted to the system.

• Click on Delete to delete PO#500515.

• Click on OK to delete the purchase order.

5.9. Invoicing a Purchase Order
Please refer to the AP Invoice Chapter of the USASWEB training guide for further information on how
to invoice purchase orders.
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Chapter 6. AP Invoices
6.1. Creating an AP Invoice

There are two different ways to create an invoice:

1. Click on "new" under the Invoice menu. Enter the Purchase Order Number and click on "invoice"
to create an invoice; or

Figure 6.1. Creating an Invoice under the AP Invoice Interface

2. Query the PO and display it. Click on Invoice to create the invoice.

Figure 6.2. Creating an Invoice under the Purchase Order Interface
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Either option will take you to the following invoice screen where you will be able to enter the in-
formation in order to "fill" the invoice.

• Click on "New" under the AP Invoices Menu

• Enter 500384 for the PO number and click on Invoice

Figure 6.3. Creating a New Invoice
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The cursor will automatically be placed in the Invoice # field. The Tab key or the mouse may be used to
navigate from one field to the next. The following fields are available for entering invoice header in-
formation prior to filling the purchase order line items:

• Invoice # - stores the number assigned for each invoice

• Vendor # - If you entered a multi-vendor purchase order, you must change the vendor # to a valid
USAS vendor when filling the invoice. If the vendor number is not known, the vendor can be
searched for by name by clicking on the icon. You will not be able to modify this field if a reg-

ular vendor was used for the purchase order.

• Invoice Date - stores the desired invoice date. The date automatically defaults to the current system
date. If a different date is desired, it can be entered in this field by typing the desired date or by
clicking on the calendar and selecting the desired date from the calendar.

• Payment Terms - allows you to select a payment term of "Net 30" or "Net 60". If you select a pay-
ment terms date, it will automatically calculate the payment due date based on the invoice date and
the terms selected and displays it in the Payment Due Date field. If you want to enter a specific pay-
ment due date, you may skip the Payment Terms field and enter the date in the Payment Due Date
field.

• Payment Due Date - stores the desired payment due date. The Payment Due Date is used to indicate
when payment is due for the invoice. The date automatically defaults to the current system date. If a
different date is desired, it can be entered in this field by typing the desired date or by clicking on the
calendar and selecting the desired date from the calendar.

• Enter the following into the invoice header fields:

• Invoice #: 500384
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• Invoice Date: 021006

• Payment Terms: 30

Once these fields have been entered, you may move down to the purchase order line items in order to fill
them. The "Fill Items" option will completely fill any line items that have a checkmark in the box to the
left of each line item. The "Clear Items" will clear any checkmarked items that are currently at a filled
status. If you want to completely fill all items at once, click on the box at the top of the first column and
it will place checkmarks in the boxes to the left of all outstanding line items. Then click on "Fill Items"
to fill all of them at once. The "Cancel Items" option will cancel any items that have been check marked
to be cancelled. If you prefer to fill each item manually, the following fields are available:

• Description - currently displays the purchase order item description. However, if you would like to
replace the PO description with an invoice description, you may override the description field. The
purpose of the invoice description is to provide additional details related to the current invoice.

• Amount - For each open item you wish to process, enter the amount you wish to process the item
for.

• Invoice Status- select the status for the type of invoice item you are processing. The options avail-
able are:

• Partial - indicates a partial supply

• Full - indicates a full supply

• Cancel - indicates you wish to cancel all or part of the line item (depending on the amount
entered).

• Received Date - stores the date the good or service was received. If left blank, it will default to the
invoice date.

• Inventory - indicates whether or not the line item is to be written to the pending file of the Equip-
ment Inventory System (EIS).

Note

The "Equipment Inventory System" field in USASDAT/USACON will affect how the Invoice
interface will respond to the posting of items which are charged to accounts with 6xx or 7xx
object codes. If the "Equipment Inventory System" flag is to "Y", the inventory flag in
USASWEB will default to "Y" for items with 600/700 object codes and will automatically add
those items to the EIS pending file. If the flag is set to "N", it will not add items to the EIS
pending file. However, you do have the ability to override the default option.

If you need to see additional information about the item to be filled, you can click on the which

will display a separate PO Details window in your browser. This window displays the PO line item in-
formation (i.e. qty, unit price, account code, etc) as is displayed below:
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The "Update" button will update the total amount you have filled and/or cancelled on the current in-
voice. This is a very useful button as it allows you to confirm that you have entered the correct amount
for the invoice before you post it.

• Click on the box at the top of the first column. It will place checkmarks in the boxes to the left
of all six items.

• Click on "Fill Items".

• Click on the amount field on Item 2 and modify the amount to 2230.49

• Click on "Update".

Figure 6.4. New Invoice Functions

• Validate - The Validation function will validate all the information that has been entered for the in-
voice. If the validation is successful, meaning no errors or warnings were encountered, the message
"Validation Successful" will be displayed at the top of your browser window. Likewise, if any warn-
ings or errors are encountered during the validation, the associated messages will be displayed.

• Post - The Post function will post the invoice. Any errors encountered will be displayed at the top of
your browser window. The message "Invoice Posted Successfully" will be displayed at the top of
your browser window if no errors were encountered. If fatal errors are encountered, the invoice will
not be posted. Modifications will need to be made to correct the errors before the invoice can be pos-
ted.

• Cancel - The Cancel function will erase any entries made to the invoice currently displayed on the
screen. A pop-up box will appear in your browser ensuring that the invoice is to be cancelled. Click-
ing on Yes will cancel the invoice.
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Note

The New Invoice Functions menu will be displayed at both the top and bottom of the screen for
easier access.

• Click on "Validate".

• Click on "Post".

6.2. Additional "Create an Invoice" Exercises
Exercise #1:

• Click on New under Invoice

• Enter Purchase Order #500449 and then click on "Invoice"

• Enter Invoice #500449

• Enter Invoice Date: 021006

• Enter Payment Terms: 30

• Item #1 - Item #9: fill completely for the entire amount

• Skip Items 10 and 11

• Item #12: cancel the entire amount

• Click on Update and validate and post the invoice.

Exercise #2 (Multi-Vendor PO)

• Click on New under Invoice

• Enter Purchase Order #500434 and click on "Invoice"

• Enter Invioce #500434

• Click on and find Andrew Smith.

• Enter Invoice Date: 021006

• Enter Payment terms: 30

• Item #1: modify item description to "2/6 JV Game vs. Tigers" and partially fill for $30.00

• Click on Update and validate and post the invoice.

6.3. Query Invoices
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The Query option under the Invoice menu allows you to search for invoices that have been posted to the
USAS system. To search for an invoice, select the Query option. Currently, invoices can only be queried
by purchase order number as displayed below:

Figure 6.5. Invoice Query Screen

To search for all invoices issued against a specific purchase order, enter the purchase order number in
the "starting with" and "ending with" fields and click on Find. To search for invoices issued against a
range of purchase orders, enter the beginning and ending purchase order numbers in the corresponding
fields and click on Find.

The information displayed is as follows:

• Invoice Number - displays the invoice number used in creating and posting the invoice to the USAS
system. All invoices found from the query will be displayed chronologically be purchase order num-
ber. Click on the invoice number to view all of the details of the invoice.

• PO Number - displays the purchase order number tied to that invoice. Click on the PO number to
view all of the details of the purchase order.

• Invoice Date - displays the date entered in the "Invoice Date" field when creating the invoice.

• Vendor - displays the number of the vendor the goods or services were purchased from. Details of
the vendor can be viewed by clicking on the vendor number. The vendor name, address, phone, cur-
rent status, year-to-date activity and last activity date will be displayed in a pop-up box.

• Payment Due Date - displays the date entered in the "Payment Due Date" field when creating the
invoice.

• Total - displays the total amount of the entire invoice.

Note

Any of the column headings may be clicked on to change the order in which the invoices are
currently being displayed. By default, the invoices will be displayed by purchase order number.
Simply click on the column heading that you wish to have the invoices sorted by. For example,
to display by "invoice number" click on that column heading. The current listing of invoices
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will then be sorted by invoice number (alphabetical, then numerical).
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Chapter 7. Vendors
7.1. Creating a New Vendor

The New option under the Vendors menu is used in creating and posting new vendors. Selecting New
will open a blank vendor window that can be used to enter the information for a new vendor as dis-
played here:

Figure 7.1. Sample New Vendor Window

The cursor will automatically be placed in the Vendor Number field. You may begin entering any of the
information for the vendor. The Tab or the mouse can be used to navigate from one field to the next. The
following fields are available for entering information in the vendor window:
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Vendor Address Information

• Vendor Number - stores the number assigned to each vendor. Vendor numbers must be numeric
and can contain up to six digits. The vendor number will be automatically assigned to the next avail-
able number on file unless you override the auto assign by entering a desired vendor number

• Status - signifies if the vendor is an active or inactive vendor. If the Inactive status is selected, it will
disallow requisitions and purchase orders from being processed against this vendor. The default
status is Active.

• Name - is the name of the vendor.

• 2nd Name - may be used as a second line for the vendor name.

• Address - is the first line of the vendor's address

• 2nd Address - is a second line for the address

• City - list the city where the vendor is located

• State - is the state or province of the vendor's location. If the vendor has a U.S. address, the valid
U.S. abbreviation of the state must be entered in this field.

• Postal Code - is the zip or postal code for the vendor. If the country field is blank or a variant of
U.S.A., then the cost must be a correctly formatted U.S. zip code (5 digits plus optional 4-digits).
Otherwise, it can be a postal code for any country.

• Country - allows for foreign vendors. If this field is blank or a variant of the U.S.A., then the state
will be validated for a two digit state code, and the zip code must be correctly formatted.

• Phone - is the vendor's phone number

• Fax - is the fax number of the vendor

• Accept next available vendor number

• Enter "Sample Vendor Co" for Name

• Enter "123 Main Street" for Address

• Enter "Sampleville" for City

• Enter "OH" for State

• Enter "55555" for Zip Code

• Enter "555 115-4555" for Phone Number

Check Address Information

Check Address Information fields are used if the vendor wants payments to be sent to an address other
than their place of business.

1099 Information
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• 1099 Type: If the vendor is not a 1099 vendor, the default type of non-1099 should be used. If the
vendor is a 1099 vendor, click on the down arrow next the 1099 Type field to select from the follow-
ing 1099 types:

• Non-Employee Compensation

• Rents

• Other Income

• Medical and Health Care

• Royalty Payments

• Attorney (Gross Proceeds)

• ID# - is the vendor's Federal IRS identification number or social security number

• Override - If it's set to "Yes", the vendor should have a 1099 reported regardless of the Calendar
Year-to-Date amount. The default option is set to "No."

Year-to-Date Totals

• Calendar YTD Total - is the total amount paid to this vendor for the current calendar year.

• Fiscal YTD Total - is the total amount paid to this vendor for the current fiscal year

Other Information

• Account Number - is an optional 20 character field which may contain the district's account number
with the vendor

• Last Activity Date - is the date of the most recent transaction type which references vendor. This
field is non-modifiable.

• Creation Date - is the date the vendor record was created. This field is non-modifiable.

• Email Address - is the e-mail address of the vendor

• Category - is an optional 2 character field which may be used to categorize this vendor

• Minority Vendor - is an optional, which set to "Yes", indicates a minority vendor. The default op-
tion is set to "No."

• Multi-Vendor Flag - if set to "Y" means that it does not represent a real vendor, but is meant to be
used for Multi-Vendor/Blanket Purchase Orders. The default option is set to "No."

• Enter "sample@vendor.com" for Email Address

New Hire Reporting

• New Hire Flag - is used for vendors that need to be reported to the Ohio Department of Job and
Family Services. The "non-reportable" setting is the default setting. "Reported" indicates the vendor

Vendors

108



has been reported. "Reportable" indicates the vendor needs to be included in "New HIre" reporting.

• Hire Date - indicates the date the person was hired.

• Birth Date - indicates the date the person was born.

User Defined

• User Money - is an optional numeric field for the district's own use

• User Date - is an optional 8 character field for the district's own use. Format is MMDDYYYY

• User Text - is an optional 30 character field for the district's own use

• User Code 1 and User Code 2 - are optional 2 character fields for the district's own use.

Figure 7.2. New Vendor Functions

• Accept - The Accept function will add the vendor to the USAS system. Any warnings or errors en-
countered will be displayed at the top of your browser window. The message "Vendor Added Suc-
cessfully" will be displayed at the top of your browser if no errors were encountered. If fatal errors
are encountered, the vendor will not be added. Modifications will need to be made to correct the er-
rors before the vendor can be posted.

• Cancel - The Cancel function will erase any entries made to the vendor currently displayed on the
screen. A pop-up box will appear in your browser ensuring that the vendor will be cancelled. Click-
ing on OK will cancel the vendor.

Note

The New Vendor Functions will be displayed at both the top and the bottom of the screen for
easier access.

• Select Accept to create the vendor record.

7.2. Query Vendors
The Query option under the Vendors menu allows you to search for vendors that have been posted to
the USAS system. It is necessary to first query a vendor in order to do any of the following:
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• View the details of an existing vendor

• Make modifications to an existing vendor

• Delete an existing vendor

To search for a vendor, select the Query option. Enter the entire vendor name or a portion of it in the
"search" field. You can search for vendors "By Name" meaning it will search for vendors alphabetically
based on what was entered in the "search" field. This is the default option. You may also search by
"Sounds Like" meaning it will search for vendors phonetically based on what was entered in the
"search" field. If only a portion of the name is entered in the "search" field, the program will bring up a
listing of all vendors matching the criteria entered from which the correct vendor can be selected. An ex-
ample of the vendors found is displayed below:

Figure 7.3. Vendor Query

• Number - displays the vendor number used in creating the vendor. Click on the vendor number to
view the details of the vendor, as well as to modify or delete the vendor

• Name - displays the vendor name used in creating the vendor. You may also click on the vendor
name to view the details of the vendor, as well as to modify or delete the vendor.
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• Phone - displays the phone number entered when creating the vendor.

• Address - displays the vendor street address entered when creating the vendor.

• City - displays the city entered when creating the vendor.

• State - displays the abbreviated state code entered when creating the vendor.

• Zip - displays up to the 9 digit zip code entered when creating the vendor.

Note

Any of the column headings may be clicked on to change the order in which the vendors are
currently being displayed. By default, the vendors will be displayed alphabetically. Simply
click on the column heading that you wish to have the vendors sorted by. For example, to dis-
play by "State" order, click on that column heading. The current listing of vendors will then be
sorted by state (ascending to descending - A to Z). You may click again to reverse the order
(descending to ascending - Z to A).

•
• Click on Query under the Vendor Interface

• Enter USA in the Search field and select Search

• Select "USA Mobile Communication"

7.3. Modifying Vendors
Vendors that currently exist on the system may be modified through USASWEB application. In order to
modify a vendor, it must first be queried by selecting the "Query" option under the main Vendors menu.
Please refer to the "Query Vendors" section for help on selecting vendors to be queried. Once the vendor
has been queried, it is selected by clicking on the vendor name or number. The details of the vendor will
be displayed in your browser window. Click on Modify to access the vendor data, as shown below:

Figure 7.4. Modifying a Vendor
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Next, click on the Modify button under the Vendor Detail menu. Once you have selected to modify, the
vendor record changes slightly. All of the fields are opened and accessible (with the exception of the
vendor number, last activity date and creation date) for modifications:

• Select "USA Mobile Coummunications" in Query

• Select Modify in order to modify the vendor data.

• Modify the Check Address to P.O. Box 1234

Use Accept to post the modifications made to the vendor. Use the Cancel function to leave the vendor
unchanged and return to the Query page.

• Click on Accept to accept the modifications made to the vendor.
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7.4. Deleting Vendors
The Delete function may be used to delete vendors.

Note

It is not recommended to delete old vendors since this might destroy an audit trail. If the vendor
number is re-used, reports from prior fiscal years will not match current vendor information.
We recommend changing the status from "active" to "inactive" instead.

It is important that you run the DELVEN program prior to deleting a vendor. The DELVEN program
will list the vendors that have no activity associated with them. The vendor will not be deleted if the
YTD and FYTD amounts are not equal to zero or the last activity date is within the current fiscal year.

In order to delete a vendor, the vendor must be queried using the "Query" option located under the main
Vendor menu. Please refer to the "Query Vendors" section for help on selecting vendors to be queried.
Once the vendor has been queried, it is selected by clicking on the vendor name or number. The vendor
details will be displayed in your browser window.

Select Delete to delete the vendor data. Once you have selected to delete, you will receive a pop-up box
prompting you if you are sure you want to delete the vendor. Select "OK" to delete the vendor and return
to the Query page or select "Cancel" to cancel out of the pop-up box.

Figure 7.5. Deleting a Vendor

Vendors

113



• Select Query under the Vendor menu

• Enter "Office Automation Plus" in the Search field

• Select the vendor

• Select Delete to delete the vendor

• Click on OK to confirm that you want to delete the selected vendor.
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