Los Angeles County BULLETIN # 5351

Office of Education

9300 Imperial Highway, Downey, California 90242-2890 ¢ (562) 922-6111
Debra Duardo, M.S.W., Ed.D., Superintendent

INFORMATIONAL
¢

March 30, 2021

TO: Directors of Fiscal Services and Purchasing Managers
PeopleSoft Purchasing Districts
Los Angeles County K-12 School and Community College Districts
and Selected Charter Schools

FROM: Roberto Concepcion, Enterprise Financial Systems Consultant
Accounting and Financial Systems
Division of School Financial Services

SUBJECT:  Purchase Orders and Requisitions for FY 2021-2022

Effective April 1, 2021, purchase orders (PO’s) and requisitions (REQ’s) may be entered into
the PeopleSoft Financial System (PSFS) for fiscal year 2021-2022. Note: Waves 1, 2 & 3
agencies using the BEST Advantage System — Financial will receive subsequent communication
on how to enter FY 2021-2022 PO’s and REQ’s in that system.

Attached are instructions for entering future year PO’s and REQ’s, even if the budget strings
have not yet been loaded for the future year. Keep in mind that future-year requisitions cannot be
sourced into POs until after they have been budget checked.

e Attachment No. 1:  Building a PO for FY 2021-2022
e Attachment No.2:  Building a Requisition for FY 2021-2022

In addition, we encourage your attendance at the Purchasing, Advanced Purchasing, and
Requisition training classes which will cover many important topics including the use of future
year budget periods in the Purchasing module. The options for training are discussed in
Informational Bulletin No. 5044 dated October 2, 2020.

The Los Angeles County Office of Education (LACOE) strongly recommends that you attend
the Year-End Closing Webinars that will be held in May 2021. These webinars will provide
important information on closing out the current and initiating the next fiscal year PO’s and
REQ’s. Please see the 2020-21 PSFS Year-End Closing Live Webinars Informational Bulletin
No. 5349 dated March 26, 2021 for the dates.
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If you have any questions about entering purchase orders and/or requisitions for FY 2021-2022,
please contact SFS Purchasing at (562) 922-6825 or via e-mail at SESPurchasing@lacoe.edu.

Approved:
Nkeiruka Benson, Director
Division of School Financial Services

RC:1t
Attachments

SFS-42-2020-2021
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Division of School Financial Services
Building a PO for Fiscal Year 2021-2022

The following instructions apply to BOTH the Express & Standard Purchase Order (PO) panels.

e Before adding PO Line Items, change the Accounting Date to 07-01-2021. This field is located
on the main tab in the Express PO panel and on the Header tab in Standard PO panel.
e When building your PO, ensure the Budget Period field in the Account distribution area

reflects 2021-2022

e Select HOLD From Further Processing.

e SAVE the PO.
e Panel screenshots are provided below to identify where the required fields are found.

EXPRESS PO

B Manage Purchase Orders - Use - Express PO - Add EI@ |
Eile Edit Miew Go  Faworites Use  Process  [nguire  Report Help

8le/@x| ‘ulaE e == 8| ¢lel=] +s]s)7 ]

Express PO | PO Comments | Attachments |

Unit: 12345 PO: NEST Terms: 0o

Vendor: |OFFICE DEP #| 1D: [oooo000262 8 PSS Elack.Betty - Training USEIEYIN AT
Acctg Date:  |07701/2021 Freight Trm:  |DES Ship Via: |UPS @

Due Date: Ship To: Location Code: Amount Ad) Amt PO Total
04/01/2021  &| [77777 88888 # 0.00 0.00 0.00
Distribute by: Iﬂ_ﬂ Freight:
Fund: Res.PrY: Goal: Funct: Obj: SchiLoc: Bdagt Pd: Pct: j

1 | | [p22 || 10000

=

Item | Long Deszcr Category ID| UOM | PO Qty Price Amount MSC | Frt | Frt Amow =
1 | Q[ 99999 EA =irir
4 I 2
PSGFTRX Express PO Add

Attachment No. 1
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SFS-A42-2020-2021



STANDARD PO

E Manage Purchase Orders - Use - Purchaze Order E@

File Edit Wiewr Go Favorites Use  Process  Ingquire  Report  Help
8|@|@x| a-ae] sje 3@ Sl=] @lel] *|e|a]ld |

Lires | Schedule Header | Carnments | Order By Catalog | Attachrrents |

Unit: 12345 PO: MEXT
Vendor: PO Date: 04/01/2021 @l ., & H:l || El |
PO Type: |Eeneral j Merch Total Amt: uspD
| Adjustment:
PO Rek

PO Total Amount:

Origin: ONL ﬂ Onine Inp Freight Amount: %,
Bill Addrs: 99939 # Status Values

PO Status: Approved
[~ Tax Exempt 1D: |

Receipt: Mat Recwd

Process Control Option

Budget Check: MHat Chi'd

v Hold From Further Processing:
Actions
W Template: SACS ﬂ _
=] a] RCIE]

r [Accta Date:  [07/0172021 |

Copy From: |PO =
Method: Print | J

PEGFTRX Header Add

I Details for Schedule 1--

EEVEEY o

dif

Amount: Doc. Bage: 0.00 Status: Active Ll
[ Custom Price - No Override Acceptance Date: ’7 M atching: ’W‘

Freight Trm: ’[)Eﬁiﬂ [~ Mo Chaige Match Status PO: Unmatched

ShipVia: [UPS & (Planning)

Price Tok Pct: Ext Tolnc: Pct: Rcy Tol %:
Distribute by: |Qty - r ﬂAdiuslment Amt:

Ehil Event Fund | Res.Pri| Goal Funct | Dbject Sch/Lo | Bdot Pd Location

12345 [N 00000, : 11100 ;10000 4310 o1 l][ll]l]lil 21-22 83888

« m 3




You will be able to print the PO, obtain an authorized signature, and send it to the Vendor.

Once your Account strings and Budget dollars for FY 21-22 are posted in PeopleSoft (sometime in May

or June), you will need to modify the PO’s as follows:

e Navigate to Go — Administer Procurement — Manage Purchase Orders — Use - Purchase
Order - Header - Update/Display and enter 07-01-2021 in the Accounting Date field. Click on
the Search button and a list of all of your PO’s with an Accounting Date of 07-01-2021 will be

displayed.

e Select the first one and uncheck the Hold From Further Processing box. SAVE the PO.
e Click on the Next In List button, and repeat the previous steps until all of your PO’s with
an Accounting Date of 07/01/2021 have been taken off HOLD.

e Panel screenshots are provided below to help you with the foregoing steps.

Update/Display -- Purchase Order

Business Unit: 12345 ﬂ

Purchase Order: |

Purchase Order D ate: *
Accounting Date: 070142021 l]

PO Status:

o]

Short Yendor Name:

Mame 1:

Buyer Hame:

!
|
Yendor ID: | ﬂ
|
|
|

Purchase Order Reference:

Idrut |PO |PO Date | scetg Date | Status

12345 2021-04-01 2021-07-01 Approved
12345 Q0oaaaozar? 2021-04-0 2021-07-0 Approved
12345 0000000206 2021-04-0 2021-07-0 Approved

| Shartt ame

FFICE DEF
OFFICE DEF
OFFICE DEF

(]
Cancel

Search

|Jze Guer

Mew Cluerny

FELBEk




B tdanage Purchase Orders - Use - Purchase Order E@

File  Edit Miew Go Fawvorites Use  Process Inquire  Report  Help
Ble/@|X| 808 sl 3= SlE] @le2f *le]sal |

Lines | Schedule Header | Cormmments | Order By Catalog | Attachments |

Unit: 12345 PO: 0000000208
Vendor: OFFICE DEP PO Date: 04/01/2021 I:Iﬁgl 2 & | D @ H El |
PO Type: |Eeneral j Merch Total Amt: 100.00 usD
| Adjustment:

PO Hel:

PO Total Amount: 100.00
Origin: OML ﬂ OnLine Inp Freight Amount: %
Bill Addrs: 93939 # Status Values

PO Status: Approved
[ Tax Exempt 1D: |

Receipt: Mot Recwd

Process Control Option
m— Budget Check: Mat Chik'd
|1_ Hold From Further Processing |
Actions
¥ Template: SACS ﬂ .
S =] &] | [@]a]
[ Acctg Date: 0770172021
Method: Print
PEGFTRX Header Update/Display

During the nightly batch processing, FY 2021-2022 PO’s will be Edited and Budget Checked.

The following day, open the Budget Control Exceptions (BCM) panel (Navigation: Go — Administer
Procurement — Manage Purchase Orders — Use — Budget Control Exceptions; click the Search
button) and correct any outstanding BCM errors for these PO’s.

Remember: Once your Account strings and Budget dollars for FY 2021-2022 are posted, you no longer
have to place FY 2021-2022 PO’s on HOLD.




Division of School Financial Services
Building a Requisition for Fiscal Year 2021-2022

The following instructions apply to BOTH the Express & Standard Requisition panels:

Before adding REQ Line Items, change the Accounting Date to 07-01-2021. This field is
located on the Express Requisition tab of the Express Requisitions panel and on the
Requisition Form tab of the Standard Requisition panel.
When building your Requisition ensure the Budget Period field in the Account distribution
area reflects 2021-2022.
Put the Requisition on HOLD.
SAVE the Requisition.
Panel screenshots are provided below to identify where the required fields are found.

EXPRESS REQUISITIONS

B Requisition Iterns - Use - Express Requisitions EI@
File  Edit ‘“iew Go  Favorites Use  Process  Inquire  Report  Help
al&|#x| ‘alalE| slel 5= g=] @e|=] *lelsl |
Express Requisition | Req. Comments | Attachments |
Business Unit: 12345 Requisition ID-  NEXT ‘ | | ‘ | |
Requester |12345 - Rivera Elementary ﬂ v Hold
Buyer | | Location  |00200 # Ship To 77777 *
Due 0470172021 I Acctg Date 0770172021 ﬂ Total Yalue
Distribute by Iﬂ_ﬂ
Fund Res Py Goal Funct Oby SchfLoc Bdgt Pd Pct: j
1 | | | 21-22 100.00
Item Long Descr U0 | Category | Quantity Price Amount | -
1 Q, EA 99999 | =
PEGFTRX Express Requisition Al

Attachment No. 2
Info. Bul. No. 5351
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STANDARD REQUISITIONS

” Requisition Iterns - Use - Requisitions (=1 S S
File Edit ‘iew Go  Faworites Use  Process  Inquire  Report Help

gl &8 x| ‘00| slel =[=] g=5] @)el=] #le]al |
Requisition Farm | Requisition Schedule | Header Comrnents | Defaults/Details | Activities | Attachrments |
Business Unit: 12345 Requisition 1D: MEXT
Status: |Pending Approval j Requester: 12345 - Rivera Elementary ﬂ
) Item ID Category Long Description Actions j
Line

Requisition Header Details Due Date

ﬂ 02/11/2021

1 Req Date:  |04701/2021 Due Date:  |04/01/2021] 0K EI
I Acctg Date: (0770172021 | Cancel | =

Origin ONL - Currency: usD #| US Dallar

g

You must click the magnifying glass to
be able to change the Accounting Date

Service=Field Change PSGFTRX Requisition Form Add

Go to the Defaults/Details panel

B Requisition Ttems - Use - Requisitions EI@
File Edit View Go Fawvorites Use Process Inguire Report  Help
8l&|@x| ‘alalal slel B[] 5= elo] |42 ]
Requisition Farm | Requisition Schedule | Header Comrnents Defaults/Details |Actiuities | Attachrments |
Businegs Unit: 12345 Requisition 1D: HEXT
Total Value: 0.ao 115 Diollar

Vendor: | ﬂ | ﬂ
Buyer: | ﬂ
Ship To: Wﬂ Central Warehouse

Location: Wﬂ Rivera Elementary

v Hold From Further Processing Post Doc: M Budget Check: Mot Chk'd

GL Unit: 12345 4 Stat: L]

Fund: Res_ Prjy: Goal: Funct: Object: Schiloc: Bdgt Pd:

] ol ol I ol 22 s

PSGFTRX Defaults/Details Add



Line 1 Schedule 1 Details

Cancel

==
e [ e ]
=0

Quantity: 0.0000 Amount: 0.00 US Dallar
Ship To: FrErr Central'w/a Status:
Distribute by: Qty - r ’—ﬂ
Open Quantity: 0.0000
Line | Fund Res. Prfy Goal Functio | Object SchfLoc Bdgt Pd A
1 01.0 00000.0 11100 ;10000 4310 0100000 21-22 [

You will be able to print a copy of the requisition for your records. However, you will not be able
to budget check or forward it for online approval.

Once your Accounting Department has notified you that your District’s Account strings and Budget
dollars for FY 2021-2022 are posted in PeopleSoft (sometime in May or June), you will need to modify
these Requisitions as follows:

e Navigate to Go — Administer Procurement — Requisition Items — Use — Requisitions —
Default/Details - Update/Display and enter 07-01-2021 in the Accounting Date field. Click on
the Search button and a list of ALL Requisitions with Accounting Date 07-01-2021 will display.

e Select the first one and uncheck the Hold From Further Processing box. SAVE the Requisition.

e Click on the Next In List button, and repeat the previous instructions steps until all your
Requisitions with Accounting Date of 07-01-2021 have been taken off HOLD.

e Panel screenshots are provided below to help you understand the foregoing steps.

Update/Display -- Requisitions

Business Unit: 12345 ﬂ
Requisition 1D: Cancel

HE L g

{ Search

Accounting Date:  |07/01/,2021 ﬂ

Requester Name: ] ﬂ

Requisition 5tatus: | j Ise Query
Origin: ﬂ MHew Query
Yendor ID: ﬂ

Short Yendor Name:l ﬂ
Lnit |ReqID |Operatar |Entered By |&cctg Date | Assigned PO |Re

2345 TEACHO!  TEACHO 2029-07-01 234¢

12345 0000000112 TEACHO1 |TEACHO 2021-07-01 1234F

12345 0000000111 TEACHOM | TEACHO 2021-07-01 12345

12345 0000000110 TEACHOM | TEACHO 2021-07-01 12345

Fl T 2



B Requisition Iterns - Use - Requisitions EI@

File Edit “iew Go Faworites Use  Process  Inquire  Report  Help

[Cle|#x| 88| e 5| =] ==+

Requisition Form | Requisition Schedule | Header Cormments Defaults/Details |Activities | Attachments |

Business Unit: 12345 Requiszition 1D: Qoooooot 13

Total Value: 100.00 US Dallar

Vendor: | ﬂ | ﬂ
Buyer: | ﬂ

Ship To: FIEFT ﬂ Central W arshouse
Location: 00200 ﬂ Fiivera Elementam

I [ Hold From_Further Processing: I Post Doc: M Budget Check: Mot Chi'd
GL Unit 1245 o Stat: =
Fund: Res.PrjY: Goal: Funct: Object: Sch/Loc: Bdgt Pd:
) Kl o I ) 2 s

PSGFTRX Defaults/Details Update/Display

During the nightly batch processing, your FY 2021-2022 Requisitions will be Edited and Budget
Checked.

The following day, open the Budget Control Exceptions panel (Navigation: Go — Administer
Procurement — Requisition Items — Use — Budget Control Exceptions; click the Search button) and
correct any outstanding BCM errors for these Requisitions.

At this point, you will be able to forward your FY 2021-2022 Requisitions for online approval.

Use — Initiate Req Approval may be used to send multiple requisitions for approval.

Remember: Once your account strings and budget dollars for FY 2021-2022 are posted, you no longer

have to put your FY 2021-2022 Requisition on HOLD.



	5351 - Attachment 1 - Building a PO CH
	5351 - Attachment 2 - Building a Req CH

