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Entering Comments

Concept

There are many places in MaineStreet Purchasingemfl may wish to enter a comment, e.g., a
message for the record, a message to send torkderye message for your voucher-entry staff
etc. The comment can be a standardized commentdhatan select or it may be an ad hoc
comment specific to the line item, purchase order e

This Business Process document will include bothstndard comments and ad hoc comments.
We will use a PO Header comment as the examplthblgame processes apply anywhere else
you have the opportunity to enter a comment (réiuiisheader, requisition line receipt, etc.)
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Financials 9.0: Entering Comments MaineStrex
Navigation
# VaimeStreet - :
_Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out
Personalize Content | Lavout Help
Menu (=l
Search:
®

[ My Favorites

[ University of Maine System
[» Employee Self-Semvice

[» Supplier Contracts

[> Vendors

[ Purchasing

[» eProcurement

[> Services Procurement

[» Accounts Payable

[ eSettlements

[» General Ledger

[» Set Up Financials/Supply Chain
[> Worklist

[ Tree Manager

[» Reporting Tools

[» PeopleTools

— Return to Portal

— My Personalizations

— My System Profile

— My Dictionary

Step Action

1. Begin by navigating to the Purchase Order pagemRheFinancials menu, click
on thePurchasindink.

2. Click thePurchase Ordeigk.
[ Purchase Orders |
3. Click theAdd/Update POs link.
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Procedure

Home | Worklist [ MuftiChannel Console | _Add to Favorites | _Sign out

New Window | Help |
Purchase Order

! Find an Existing Value ! Add a New Value \

Business Unit:Q
Po

Add

Find an Existing Value | Add a Mew Value

0 Internet

H100% v

Step Action

Value tab.

On thePurchase Order - Add a New Value page, click on th&ind an Existing
If Find an Existing Value
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# MameStreet

MultiChannel Console | _Add to Favorites | _Sign out

(=13
Mew Window | Help |

Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value " Add a New Value |,

Business Unit: e a

PO Humber: [begins witn + | |

Purchase Order Date: | = v ‘ ‘ ‘B

PO Status: = v‘ ‘ v|
Short Vendor Name; begins with "” ‘Q

Vendor ID: | begins with v” ‘Q

Name 1: |heginswilh v” ‘

Buyer: | begins with v” ‘Q

PO Type: = v‘ ‘ v|
Purchase Order Reference:| begins with v || |

Department: |negins with v ‘

[Icase Sensitive

Search | Clear |Elasic Search B Save Search Criteria

Find an Existing Value | Add a New Value

javascript:submitAction_wind{document . wind,'UM_PO_SRCH_BUSIMESS_UNIT$prompt'); 0 Inkernet FA00% -

Step Action

5. On theFind an Existing Value page, enter a PO number in 8@ Number field.

0. Click theSear ch button.
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A MaineStreet

Maintain Purchase Order

Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out

Mew Window | Help | Customize Page | o5, #

Purchase Order

Unit:
PO ID:

Change Order: 3
Copy From:

7

*PO Date:
Vendor
“Vendor ID:

*Buyer:

PO Reference: |

Merchandise:
Header Details PO Adivities 5920000 Calculate
PQ Defa Document Status FreightTaxihlisc.: Qoo
A0 Commente ™ Requisitions Total Amount: 59,200.00 USD

Purchasing Kit Catalog Item Search Line: |:|Q Tox l:lQ Retrieve ||

UMs08 Department charging is System Office Copiers PO Status: Dispatched A X
8000001052 Budget Status:  valid Bae
[JHold From Further Processing

07114/2008 @ Vendor Search

Wendor Details Backorder Status: Mone Create BackOrder

[0000083122 ] OCE IMAGISTICS INTERNATIONAL ING ~ Receipt Status:  Not Recud
0099399 Employee Name “Dispatch Method: | Print v \

Custormnize | Find
Contract Receiving

First 4] 1100116 0

ki Ship To/Due Date oy Statuses 0 Item Infermation oy Aftributes

ine Ites Description PO Qty *UOM Category Price Amount Status
= RENTALFEEFORCOLOR g [ 1s0000000 EA [wisC |@ [1o0000 | 1600000 Acive [ ] =]
e COLOR CLICKS ON COLOR ' =
2 B COPERS aeLek €[ oooooooo/EA  [wisc |@ (100000 | 9.000.00 Active  [2 [&] [=]
= BAW CLICKS ON COLOR -
3 COPILRS  BIBICLCR £ a4zo00000/EA [wsc |@ (100000 | 420000 Acive [ ] [=]
= BAW CLICKS ON BIW ' =
4By COFIERS 01EICLICK B[ e3913300/EA [WisC |@ [1oo000 ] 939133 Actve  [E [&] =) L
o _ rmis
& meernet F100% v

Action

Use thePurchase Order page to enter or change PO information.

Click theAdd Commentdink to enter comments for a transaction. You eater
a unigue comment or select from predefined standamtments.

Note: If the link saysEdit Comments, comments were previously added.

Click theAdd Comments link.
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Sign out

MultiChannel Conzole [ Add to Favorites

New Window | Help | Customize Page | [,

EL

PO Header Comments
Unit: umMs0g POID: 8000001052  Vendor  IMAGISTICS-004 Change Order: 3

Retrieve Active Comments Only Retrieve |

"| *Sort Sequence; —ISort

First 7)1 of 3 u

Find | View All
Active Inactivate

Comment Status:

*Sort Method: Cormment Time Stamp

Copy Standard Comments

[[] Shown at Voucher

M _'I Delete Email

Send to Vendor [] Shown at Receipt

Attachment

Erom -= REQ UMS08-8000000937

OK Cancel Refresh

& Internet & 100%

Step Action

Use thePO Header Comments page to enter comments.

!Comr Standard Comments |

Click theCopy Standard Commeritek to open theStandard Comments page.
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ome | Worklist | MultiChannel Console | _Add to Favorites | Sian out
Sl
Mew Window | Help | Customize Page | J&,
Standard Comments
*Action: Copy Comment L
CommentType: | |R commenti;: ||
*Effective Date: m *Status: Active
Description: | |
shortbesc: ||
Comments:
ok | cancel | mefresn
Cone & Internat E Q00w -

Step Action

9. On theStandard Comments page, you need to specify the comment type cod
Click on theComment Type lookup button to see the Comment Types for your
business unit.

Click on the lookup button.
Q
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# MaineStreet

MuttiChannel Console | _Add to Favorites | Sign out

[=»
New Window | Help | /5,

Look Up Comment Type

SetiD: UnMs08

SlarxiardCommentType:| begins with H |

Description: | begins with |+ H |
LookUp | clear | cancel |gasiclookup

Search Results

[4] 177 [3]
Standard Comment Type Description
ACC Wendor's Account Mumber
con CONSTRUCTION
DEL Delivery Instructions
HZ Hazardous Materials
NS Insurance
Ms Miscellaneous
TYP QOrder Type

& Internet F 0% -

Step Action

10. On theL ook Up Comment Type page, click on the appropriate comment type
select it.
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# MaineStreet
ome | Workiist | MultiChannel Console | _Add to Favorites | _Sign out
EL
New Window | Helo | Customize Page | B}
Standard Comments
Comment Type: |PEL |2, Commentin: | |2
*Effective Date: 02/19/2009 *Status: T
Description: | ‘
Short Desc: l:l
Comments:
0K Cancel Refresh
Done € Internet F00% v
Step Action
11. Next, you need to enter a standard comment utsi@pmment ID. There are

different comments available depending on the sedeStd Type.

Click on theComment I D lookup button.

=
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# ViameStreet

ome | Worklist [ MultiChannel Console | _Add to Favorites | _Sign out
=»

Mew Window | Helo |
Look Up Comment ID
SetiD: UMs08

Standard Comment Type: DEL
Standard Comment ID: |begins with |

Description: | begins with |~ [

LookUp | clear | cancel |gasicLookup

Search Results
4] 1ef1 [¥]
Standard Comment ID Description

INSI INSIDE DELIVERY

& Internet H o0
Step Action
12. On theL ook Up Comment ID page, click on the appropriate Comment ID to
select it.
13. Click theOK button.
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‘# MaineStreet

=3

PO Header Comments

Unit: umso0s PO ID: 8000001052 Vendor:  IMAGISTICS-004
Retrieve Active Comments Only Retrieve
*Sort Method: Comment Time Stamp v| *Sort Sequence: Sort

First 4] 1 ot

Inactivate

Find | View All

Copy Standard Comments Comment Status:  Active

Change Order: 3

IO | a5t

INSIDE DELIVERY

Send to Vendor [] Shown at Receipt [] Shown at Voucher

Aftach Delete

Attachment Email

From = REQ UMS08-8000000937

OK | Cancel | Refresh

Home | Worklist | MultiChannel Console | Add to Favorites [ Sign out

Mew Window | Help | Customize Page | 5

0 Inkernet

H100% v

Step Action

14.

ThePO Header Comments page reappears with the comment text displayed.
Select theSend to Vendor check box if you want comments to appear on psel
orders dispatched to vendors. If the commentsarfernal use only, clear the
check box.

For this example, leave tt8nd to Vendor box checked.

15.

Select theShown at Receipt check box if you want comments to appear when
receipt is created.

Select theshown at Voucher check box if you want comments to appear when
the vouchers are created.

16.

When finished, click th©K button.

17.

Click theSave button.

he
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Home | Worklist [ MultiChannel Console | _Add to Favorites | _Sign out
| ELS
New Window | Help | Customize Page | 5, #
Maintain Purchase Order
Purchase Order
Unit: UMs0s Department charging is System Office Copiers PO Status: Dispatched A X
PO ID: 3000001052 Budget Status:  Valid gt
Change Order: 3
Copy From: [ Hold From Further Processing
=
*PO Date: 071412008 Eﬂ Yendor Search
Vendor Vendor Details Backorder Status: Mone Create BackOrder
*Vendor ID: (0000093132 | OCE IMAGISTICS INTERNATIONALING  Receipt Status:  Not Recud
*Buyer: 0039999 Employee Mame *Dispatch Method: |Print A |
PO Reference: |
Merchandise:
HeaderDelails PO Acivities erenandise A0 e
PO Defaults Document Status FreightTax/Misc.: 0.00
Edit Comments  Reguisitions Total Amount: 59,200.00 USD
Purchasing Kit Catalog ltem Search Line: I:IQ To: l:lq Retrieve L_
1-10 of 16 u
% Ship To/Due Date | Statuses ) lfeminformation | Atrbutes |  RFQ Contract | Re
Line  ftem Description PO Qty *UOM Category  Price mount Status
= RENTLPEEFORCOLOR @ [ 1e000.000024 [wisc | [100000 | 1600000 Acive [ ] [=)
= COLOR CLICKS ON COLOR =
2By COPIERS. 08/oLCk €[ ocovooooo|ea [wisc |@ [100000 | 9,000.00 Actve [T [&] [=]
= BW CLICKS ON COLOR B
3R COPIERS . DOBICLICK B3| 4c000000(EA [wisC |@ [1o0000 | 420000 Actve  [E [E] 5]
= BAW CLICKS ON B =
Y= COPIERS DS B[ oao13300[EA  [wisc |@ [100000 | 930133 Actve [T [E] 5] L
< — B | 3
& Internst 100% -
Step Action
; ] . ;
18. Now let’s try an ad hoc comment. Click on tdit Comments link.
Edit Comments
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'‘# MaineStreet

Home | \Worklist | MuliChannel Console | Add to Favorites | _Sign out
=

New Window | Help | Customize Page | &

PO Header Comments

Unit: UnMs0g POID: 8000001052 Vendor:  IMAGISTICS-004 Change Order: 3
Retrieve Active Comments Only Retrieve
*Sort Method: Comment Time Stamp v| *Sort Sequence: Ascending w Sort |

Find | Wiew All First El 10t3 I Last

Copy Standard Comments Comment Status:  Active TEEIEE

Send to Vendor [[] Shown at Receipt [] Shown at Voucher

Attachment Aftach | | Email

From -= REQ UMS08-8000000937

oK ‘ Cancel | Refresh

& Internet +100% -

Step Action

19. This time write your specific comment in the latgox in the middle of theO
Header Commentspage. If it isn't already, select tBend to Vendor checkbox.
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PO Header Comments

Unit: UMS08 POID:

Retrieve

Comment Time Stamp v‘

Retrieve Active Comments Only

*Sort Method:

8000001052 Vendor:  IMAGISTICS-004

*Sort Sequence: | AScending v

Home Worklist IMultiChannel Console Add to Favorites Sign out

New Window | Help | Customize Page | &,

Change Order: 3

Copy Standard Comments Comment Status:  Active

Inactivate

Mot to be delivered until after September 1.

Send to Vendor [] Shown at Receipt [] Shown at Voucher

Attachment Attach | \

Email

Erom -= REQ UMS08-8000000937

0K | Cancel ‘ Refresh

& Internet FA00% -

Step Action

20. Click theOK button.
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Home | Worklist | MultiChannel Console [ _Add to Favorites | _Sign out

|2

MNew Window | Help | Customize Page | &, 2

Maintain Purchase Order

Purchase Order

>
X

Unit: UMs08 Department charging is System Office Copiers PO Status: Dispatched
POID: 8000001052 Budget Status: Valid
Change Order: 3

Copy From: [[IHold From Further Processing

=

*PO Date: 071142008 5 Vendor Search
Vendor Vendor Details Backorder Status: Mone Create BackOrder

*Vendor ID: (0000093132 | OCEIMAGISTICS INTERNATIONALING  Receipt Status:  Not Recud

*Buyer: 0099999 Employee Name *Dispatch Method: | Print b |

PO Reference: ‘

oy

)

Merchandise: 59,200.00

Header Details PO Activities R Calculate
PO Defaults Document Status reighttax/Misc.: 0.00
Edit Comments Requisitions Total Amount: 59,200.00 USD

PuchssingKi  Getslon  emSeach  Lme: | X tor| | Remeve| il

1-10 of 16

Line Item Description PO Qty *UOM Category  Price Amount Status

= RENTAL FEE FOR COLOR .
1Ry SoRIERS €5 | 1s000.0000/EA  [Misc |@ (100000 | 16,000.00 Active

= COLOR CLICKS ON COLOR .
2 R COPERS, CooLIcK €| oooooooo|es [msc |@ 100000 | 9.000.00 Active

= BAW CLICKS ON COLOR .
3Ry PR DOBIGLCK €5 [ 4zoooooolea [msc |@ [1o0000 | 420000 Active

= BAW CLICKS ON BIW . S
= SRR DIEILICK B[ o3o13z00ea  [msc |@ [1o0000 030133 Adive [T [&] 5] L

. S — at
& Internet H o0 v

Step Action
21. End of Procedure.
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