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Customizing Screens in MaineStreet

Concept

Many of the screens in MaineStreet can be custahtzsuit your individual viewing preference.
Custom screens allow you to keep or hide fieldsagks and determine the order in which the
fields and pages appear on your screen. For exkanWghen entering Requisitions, the
University does not use the ITEM field; customizadpws you to remove this field so it will not
appear on your screen.

Customizations can be private or shared. Shared can be used by other MaineStreet users
where private ones cannot. We have created twomized Requisition screens that you may
use if desired; theIMS Default Requisition and thdJMS Change Default Requisition.

TheUMS Default Requisition screen has everything, except the Distributiold$ieon one page.
If you normally do not make changes to the ReqoisiHeader Default page(s) and have only
one or two lines you may find this screen helpful.

TheUMS Change Default Requisitionscreen is useful if you normally make changes ¢o th
Requisition/Header Default page(s) or you have rsdliees and want to enter the distribution
only once. Itis necessary to go to the Requisitieader Defaults page when using this
customized screen. In most cases users will filkddustomization the easiest one to use.

To Access the Customized Requisitions Screensk ttlie S : link, scroll down and
click Copy Settings, then click the lookup icon to select the one wamt. Each custom
requisition screen is explained below.

Additional Information
Once a screen is customized it becomes the dééautie user. It may be changed by selecting a
different customization, using the MaineStreet D#far creating your own custom screen.

This document serves two purposes: First, it emplne two Custom Requisition Screens
mentioned above, and second, it explains how yawoeate your own custom screens.
Customizations can be applied to any screen in &&tireet where you find the Customize link.

Customize |
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The Two Customized Requisition Screens:

UMS Default Requisition:

Maintain Requisitions

Requisition

BushsssUnt:  ULSIE status: Penng
ReqUION 1D NExT ooy From Buagst status wotcaks T

[ Hold From Furthst Procsssing

“Requastar:
Requisttion Dats: 01202002

origin

Ling Vandor ‘ysndor Hems Losstion Dsseription Guantily -USM  Catsgory Erizs Amount Bugsr Nzms

All required fields, except Distribution, are oneopage. Enter théendor ID#, Vendor
Location, Item Description, Quantity, UOM, Category, Unit Price, and Buyer. You can use
the look-up icons to search available options ddwexl.

If desired, click the.ine Comment . link to add a comment to this line.
-_-_ 1
Click theScheduIe|: link, then theéDistribution e link to enter the distribution

(chartfields). ClickOK. If no additional Lines need to be entered, CEBXVE. If additional
Lines are needed clidReturn to Main Page

To add more Lines click thedd a New Row link and repeat the above steps.

When you have entered all lines CISRVE.

NOTE: The Defaults for the Requisition Defaults and MBf@ Defaults pages apply to this

requisition unless you go to those pages and chiédwege. E.g. Regular Order, Ship To, Payment
Terms, Dispatch Method, and Freight Terms.

When necessary, it is recommended that you makegelsao the Requisition/Header Defaults
pagebefore entering Line Information in order to avoid the Rét page. _If you find you
normally need to makes changes to the Requisitifialits page you may find théMS Change
Default Requisition customization (below) works better for you.
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UMS Change Default Requisition:

Maintain Requisitions

Requisition
Business Unit  UMS08 Status: Open ™
Requisition ID: ~ NEXT Copy Fram Budget Status: NotChied T
[ Hold From Further Processing
=
*Requester: Q Requisition Defaults
- . q A
Requisition Date: 02/26/2009 Requester Infa A0 Camments
. Requisition Activities
Origin: ONL On-line entry

*Currency Code: Dallar

Accounting Date: |02/26/2009 |5

Total Amount: 0.00 UsD

Customize | Find [ View Al | B8 First [ 1 or1 [

i Sourcing Controle.

Details Y Ship To/Due Date

Line Description Quantity *UOM  Category Price Amount Name Status
1B =1 0.0000 Q a o 0.00 Open o [E A
*Go to: More.. v

This screen requires you to use the Requisitioralief link to enter th&¥endor 1D, Vendor
Location, andBuyer. You can also chand®O Type and entelJOM, Category, and
Distribution . If necessary click th®lore PO Defaultslink to make additional changes.

Click OK.

Back on théViaintain Requisitions page enter thkem Description, Quantity, andUnit Price.
If you entered UOM or Category, on the Requisitafaults page it will default for you when
you Save the requisition, however, you can stileeor update those fields here.

If desired, click the&.ine Comment . link to add a comment to this line.

If you entered the Distribution on the Requisitidefaults page it will default to the Lines when
you click Save. You can still update the Distribatat the Line level if needed. If you did not

7%
enter it on the requisition defaults page entbeie: Click theSchedule ~link, then the

=
Distribution ™ link to enter the distribution (chartfields).

Click OK. If no additional Lines need to be entered, CB&VE. If additional Lines are needed
click Return to Main Page

To add more Lines click th&édd a New Row link and enter the Line information for the
additional lines.

When you have entered all lines CIISRVE.
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Customizing Screens in MaineStreet.

You can Cusotmize any screen in MaineStreet wheuefipd the Customize linfer ==

Click the Customization link. On the Left sidetb& page are the names of the fields; icons are
noted as “Column XX"; Pages are noted as “Tab XX/se theJp/Down Arrows to move items
from one place to another on a page or from one pagnother. Use thd¢idden checkbox to
hide fields or to hide pages. Use #rezen checkbox if you want a field to appear on every
page.

For Example: Here is the PeopleSoft delivered Requisition Padete there are 8 Pages/Tabs
of information (Details, Ship To/Due Date, Statuendor Information, Item Information,
Attributes, Contract, and Sourcing Controls). Ve going to move the fields we need from each
Page to the Details Page and then Hide the Pagdsmiewant to see.

Maintain Requisitions

Requisition
Business Unit:  UMS08 Status: Fending
Requisition ID:  MEXT Copy From Budget Status: Mot Chid  FE
[IHold From Further Processing
B3
*Requester: oo10051 QL Anne-Marie Madeau Requisition Defaults
isiti " q
Requisition Date: (12/08/2009 Reguester Info Add Comments
Requisition Activities
Origin: ORIl on-line entry
*Currency Code: Dollar

Accounting Date: |U2/08/2009 |5
Total Amount: 0.00 Usp

First (4] 1 o1 1 Last

Custamiz

" wendor Information ¥ fem Information | Aftrioutes ) Contract —y—SouesirgTontrols
ine tem Description Quantity *UOM Category Price Amount Status
1B Q =| €3, [0 onnn aQ a, [n 0.00 Pending CmERE
*Goto: ~More.. -
%Save| [=] matity | 74 Refresh ‘ Es2dd | JE UpdsteDisplay

We're going to make this page look like this:
Maintain Requisitions

Requisition

EutinazzUnt:  LLE0 status L

Requisttion D nexT Cont From Budgst Hatus: nacwd 0
[l tioia From Furthar Froosssing

“Requaster

Requisition Date: 7

ongh,

ccounting Dats: |11 202002 [F
Totel tmount:

Ling vendor Vandor Nams Location Dsscription Qusnttty ‘UOM  Catspory  Prios Lmount Bupsr Hams sipTg 2L ghopyg

Amount
ony
R o 2 o o o momad®, O CREEE
coto: v
ilsee | < vy | fpreren | Fyrea | luasesisos |

We’ve hidden the fields we don’t use and movedfiglds we do use to the Details page. We've
also hidden the tabs/pages we don’t need.

Click the Customize link. First:
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Let's see what the Customization page lookedbigmre we made changes:
These are the PeopleSoft default settings for #@uRition page:

Tah Details (frozen) [
Line (frozen) =
(calumn 3) (frozen)

ltem (frozen)

Description {frozen) Hidden
(column B)

Quantity

oM

Category

Frice

Arnount

Status

(column 22)

(column 25)

(column 26)

Tab Ship To/Due Date
Ship To

Price

(calumn 31)

Tab Status

Status

Tab “endor Information
“endar

“endor Name

Location

Tab ltem Infarmation
UPN 1D

RFQ Required

Device Tracking

“andor [tem D

“Yendor's Catalog
Manufacturer 1D
Manufacturer's ltern 1D
Tab Attributes

(column 52)

Buyer

ame

Physical Mature

Zera Price Indicator
Amount Only

Inspection Regquired
Inspect IO

Tab Contract

Contract ID

Contract Line

GPOID

PO Contract Mumber
Tab Sourcing Controls
Source status

*Source Date

Calculate Price

Owerride Suggested Yendar
Consolidate with other Regs
Sourcing Controls

% Unit Price Tolerance
% Unit Price Tolerance - Under
Lnit Price Tolerance
Unit Price Tolerance - Under

Frozen

Ok ‘ Cancel‘ Preview |Cgpy59mngs

s
=

Descending
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IHere’s the Customization
L olimn urder

iTab Details (frozen) ) o
Line (frozen)
(eolumn 3 (frozen’) = =
ttemn (hidden)
‘endar Hdden Dezcendng
wiendar Mame

Location

Diescription

(zolumn G) thidden)

Quartity

FUom

Categary

Price

Amounit

Buyer

Htatus

Nams

Ship To

Amourt Only

Htatuz

(column 22

(zolumn 257 (hidden)

(column 26

Tab Ship TofOue Date

Price thidder)

(zolumn 317

Tab Status thidden)

Tab “endor Information thidden)
Tab ftem Information (hidden)
LUPN 10 thidden)

RFQ Required thidden)

Device Tracking thidden))
wendor ftem 10 (hidden)
wendor's Catalog thidden))
hlanufacturar |0 thidden)
hnufacturar's kem 10 thidden)
Tab Aributes thidden)

(zolumn 527 (hidden)

Phrysical Mature thidden)

Zero Price Indicator

Inspection Required thidden)
Inzpect 10 thidden)

Tab Contract thiddern)

Contract 10 thidden)

Cortract Line thidden)

GPO D thidden)

GPO Contract Mumber thidden)
Tab Sourcing Contrals

Source Status
"Source Date

Calculate Price (hidden)

Owerride Suggested endor (hidden)
Consolidate with other Regs thidden)
Sourzing Controls (hidden))

% Unit Price Tolerance thidden))

% Unit Price Tolerance - Under (hidden)
Unit Price Tolerance thidden)

Unit Price Tolerance - Under thidden)

Frogen

ok | Cancel | Freview |Eop1,r$ettings Share Setings Delete Settings

See next page for an explanation of changes:
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Hiding entire Pages/Tabs: Pages/Tab are identified as “Tab XXX". For exéenghe Item
Information page is “Tab Item Information”. Theaee 7 fields on this page; none of which we
need. We highlighted “Tab Item Information”, themeck the “Hidden” box.

Moving fields from one page to another: Highlight the field and use the Up/Down Arrows to
move. For example, we wanted Vendor ID, Vendordtion, and Vendor Name to be the first
field on the Detail page of the requisition. Wegltlighted Vendor ID, Vendor Location, and
Vendor Name under “Tab Vendor Information” and pgsithe Arrows, moved them.

Hiding Icons: Icons are identified as Columns, for example (GoilR5) is the " Jink. we
don’t use it so it's hidden on the customization.

Save, Share, Copy, or Delete Custom Settings:

To Savea customization simple clicRK when you have completed your changes. This will
save the changes to your view of that screen.

To Sharea customization clichare Settings, then selecPrivate or Public. If you select Public
you will need to Name the setting. Please Use nsedees when naming. For example:
UMS_Default_Requistion.

To Copy a customized setting clidRopy Settings, then click the lookup icon to select the setting.
Only customized setting that have been createdsaneld as Public will appear. If there are none
you will need to create your own.
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