BUDGET SERVICES AND FINANCIAL PLANNING
SCHOOL FISCAL SERVICES

PC010 PURCHASE ORDER HISTORY REPORT JOB AID

Displays Purchase Order (PO) transaction details and status.

Log on to BTS

Business Tools for Schools

User = I
Password =
= Enter wour Single Sign-0On (email} username and password to Log In.
e.g. (msmith@tarsdt®catr=, mary smith
Do not add domain name (@lavsd kK12 ca us @lausd net)
Account Problems? Get Support

Copyright ® SAP AG. All Rights Reserved. w

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

Variable Entry

Available Variants: |

‘General Variables

v |[Save | [ Save As... | [ Delete |

Variable*=
Fiscal Year (Selection Required) e

PO Created On Date (Selection Optional)
PO Date (Selection Optional)

PO Number (Selection Optional)

Auto PO (Selection Optional)

Fund Center Board District (Selection Option
Fund Center Division (Selection Optional)
Fund Center Hierarchy (Multiple Single Value
Cost Center (Selection Optional)

Contract ID (Selection Optional)

Ref. Contract No. (Selection Optional)
CO/PS Funded Program (Selection Optional’
FM Project Definition (Selection Optional)
Functional Area (Selection Optional)

Fund (Selection Optional)

GL Account (Selection Optional)

Grant (Selection Optional)

Delivery Complete (Selection Optional)
Delivery Date (Selection Optional)

Intermal Order (Selection Optional)

MRP Req. No. (Selection Optional)

Non Compete Flag (Selection Optional)

0Old PO Number (Selection Optional)

Plant (Selection Optional)

PO Deliver By Flag (Selection Optional)

PO Event Type (Selection Optional)

PO Item Change Date (Selection Optional)
Product Category (Selection Optional)
Product Description (Selection Optional)
Product ID (Selection Optional)

Project Definition (Selection Optional)
Purchasing Doc Type (Selection Optional)
Purchasing Group (Selection Optional)
Requester (Selection Optional)

Shopping Cart No. (Selection Optional)

STO Vendor (Selection Optional)

Storage Loc (Selection Optional)

Vendor No. (Selection Optional)

WES El t Obj. (Selection Optional)

e
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Enter Fiscal Year (required field)
Enter Cost Center

Click on Check (to validate entries)
Click on OK

N o v ks

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

SAP will generate a report in the system default format. All transactions will appear by PO Number.

R
|
“ors T et PO History

Disclaimer:This information is the property of the Los Angeles Unified School District and is intended solely for internal use by authorized employees with a reasonable need to utilize # in order to perform those duties assigned by their supervisors. This information
means, including email, to any authorized or unauthorized person or organization. This information is subject to conditions set forth in the LAUSD Acceptable Use Policy (Bulletin 998), the LAUSD Information Protection Policy (Bulletin 1077), and relevant Federal and ¢

New Analysis || Open |[ Save As... | Dispiayss [Table | [Info | [ Send |[ Print Version |[ Export to Microsoft Excel | Notes |
PO, Net, PO Effective, Price PO POOpen  GR,
Oty Price Total*=  Value Condition*= Ret*= Encumbrance*~ Amt
= Key Figures Amt Amt Amt Amt
POMNumber= PODate= PORem= Seg No AcctAssign= Vendor= Shopping Cart# =  Delivery Complete = 3 5 £ 1 s 5 s
it 4600073997  0B/1472015 10 4 # MNotassigned 1000340746 X 1000 098 980 0.00 000 | 0.00 000 | 9.80
= PO Date
20 1 # MNotassigned 1000340746 X 6000 131 7860 0.00 0.00 | 0.00 0.00 | 7850
= PO ftem
30 4 # MNotassigned 1000340748 i 200 499 988 0.00 000 | 0.0 000 | 938
- Seq. No. Acct Assign
e 40 1 # MNotassigned 1000340746 X 400 758 3032 0.00 0.00 | 0.00 0.00 | 30.32
_ 50 1 # MNotassigned 1000340746 X 200 1049 2088 0.00 000 | 0.00 0.00 | 2088
= Shopping Cart #
60 1 # MNotassigned 1000340746 b 200 1049 2088 0.00 0.00 | 0.00 0.00 | 2088
= Delivery Complete
S 70 1 & MNotassigned 1000340748 X 3000 | 153 | 4580 0.00 000 | 0.00 0.00 | 4590
ool Assgn Cal 80 1 # MNotassigned 1000340746 X 700 689 4883 0.00 0.00 | 0.00 0.00 | 4883
- Asset No 90 1 # MNotassigned 1000340746 X 1500 | 599 8985 0.00 0.00 | 0.00 0.00 | 29.85
= Asset Sub No. 100 1 ¥ MNotassigned 1000340746 X 100 5999 5999 0.00 000 | 0.00 000 | 59.99
= Commt tem 10 1 # MNotassigned 1000340746 % 100 | 5345 | 5345 0.00 0.00 | 0.00 0.00 | 53.45
» Contract D 120 1 # MNotassigned 1000340746 b 100 4999 4999 0.00 000 | 0.00 000 4999
= Contract tem 130 1 # MNotassigned 1000340746 X 100 | 4599 4599 0.00 0.00 | 0.00 0.00 | 4539
= CostCenter 140 1 # Motassigned 1000340746 X 100 3385 3385 0.00 000 | 000 000 | 3385
* Deletion Ind 150 1 # HNotassigned 1000340746 X 800 699 5592 0.00 000 0.00 0.00 | 5592
* Delivery Address Name | 4500074003 08H4/2015 10 1 # Motassigned 1000340531 X 200 3599 7198 0.00 000 | 000 000 | 7198

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

Adding Results (Totals)

8. Right click on the PO Number column header
9. Scroll to Properties
10. Scroll to Characteristic and right click
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PCO010 PO History

.information s the property of the Los Angeles Unified School District and is intended solely for internal use by author Pl with a need to utilize it in order to perform those duties assigned by their supervisors. This information
‘2mail, o any authorized or unauthorized person or organization. This information is subject to condtions set forth in the LAUSD Acceptable Use Policy (Bulltin 999}, the LAUSD Information Frotection Policy (Bulletin 1077), and relevant Federal and €
Save As... | Dispiyas |Table ~| Print Version |[ Export to Microsoft Excel | [ Notes |

Net PO Effective,  Price PO PO Open
Price”  Total*= Valus Condition= Ret*= Encumbrancs*=
e Amt Amt Amt Amt
0 PO Humb| 5 ) teq. No. AcctAssign = Vendor = Shopping Cart#=  Delivery Complete = 5 s s s s s s
= 46000739 Fiter » Not assigned 1000340746 x 10.00 | 088 9.0 0.00 000 000 000 | 9380
Change Drildown 3 # Notassigned 1000340746 x 60.00 131 7860 0.00 000  0.00 0.00 | 7880
. Distribute and Export 4 # Notassigned 1000340746 x 200 499 996 0.00 000 000 0.00 | 998
HEEAEERY Save View
# Notassigned 1000340746 x 400 | 7.58| 3032 0.00 0.00  0.00 0.00 | 3032
Personalize Web Application b

| o # Notassigned 1000340746 x 200 | 1049 | 2098 0.00 0.00 | 0.00 0.00 | 2098
Complete 0 Properties ¥ | Characteristic # Notassigned 1000340746 x 2.00 | 1049 | 2098 0.00 000  0.00 0.00 | 2098
—— Calculations and Translations » # Notassigned 1000340746 x 30.00 153 | 4590 0.00 000 000 0.00 | 4590
| 3
san Cat Documents All Data Cells # MNotassigned 1000340748 x 700 699 4893 0.00 000 0.00 000 4893

Sort PO Number v| axis

B # Notassigned 1000340746 x 15.00 | 599 | 8935 0.00 0.00 | 0.00 0.00 | 8985

i No. 100 1 # Notassigned 1000340746 x 1.00 5999 59.99 0.00 000  0.00 000 59.99

=m 110 1 # Notassigned 1000340746 x 1.00 | 5345 5345 0.00 0.00 | 0.00 0.00 | 5345
D 120 1 # MNotassigned 1000340746 X 1.00 | 4999 | 49.99 0.00 0.00  0.00 0.00  49.99
tem 130 1 # Notassigned 1000340746 x 1.00 | 4598 4589 0.00 0.00 | 0.00 0.00 | 4599

ter 140 1 # Notassigned 1000340746 x 1.00 | 3395 3395 0.00 0.00  0.00 0.00 | 33.95

= 150 1 # Notassigned 1000340746 x 800 699 5592 0.00 0.00 | 0.00 0.00 | 5592

Address Name | 4500074003 081422015 10 1 # Notassigned 1000340531 X 200 3593 7198 0.00 0.00 0.00 0.00 7198

ezl 20 1 # MNotassigned 1000340531 x 200 | 4389 | 87.98 0.00 000 000 0.00 | 87.98
= 30 1 # Notassigned 1000340531 x 1.00 | 2765 | 2765 0.00 0.00  0.00 0.00 | 2765
= 40 1 # Notassigned 1000340531 x 100 2588 2589 0.00 0.00 | 0.00 0.00 | 2599
Postal Cd

50 1 # Notassigned 1000340531 x 1.00 | 137.99 | 137.99 0.00 0.00  0.00 0.00 | 137.99
Stats
ot 60 1 # Notassigned 1000340531 x 100 7088 7089 0.00 0.00 | 0.00 0.00 | 7099
re
e 70 1 # Notassigned 1000340531 x 1.00 | 168.25 | 168.25 0.00 0.00  0.00 0.00 | 16825
onin
s 4500080236  10/09/2015 10 1 # Notassigned 1000365606 x 300 2588 7787 0.00 0.00 | 0.00 0.00 | 77.97
| 20 1 # Notassigned 1000385608 x 1.00 | 67.93 | 67.93 0.00 0.00  0.00 0.00 | 67.93
30 1 # Notassigned 1000365606 x 1.00 | 6783 67.93 0.00 0.00 | 0.00 0.00 | 6793

11. Go to Display Results
12. Click on the dropdown arrow to display selections
13. Select Always

14. Click OK

Properties of Characteristic Number (Result 5et Context)

General | Sortng | Advanced |

Display: Key

Never |
Access Mode for Result Set: | Alway:

Newver

With More Than One Value

The results will display at the end of the report.
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PO, MNet .. PO Effective,_  Price PO PO Open GR
Qty Price Total*=  Value ~ Col = oamt
Amt At
PO Number- PODate= POMfem= Seq. No. AcctAssign= Vendor= Shopping Cart# = Delivery Complete = s s s s s s s
4600083971 11/05/2015 70 1 # Notassigned 1000380594 x 1.00 565 565 0.00 0.00 | 0.00 0.00 565
80 1 # MNotassigned 1000380594 x 3.00 5.65 16.95 0.00 0.00 | 0.00 0.00 16.95
90 1 # MNotassigned 1000380594 x 1.00 265 285 0.00 0.00 | 0.00 0.00 265
100 1 # MNotassigned 1000380594 x 10.00 8.99 89.90 0.00 0.00 | 0.00 0.00 89.90
10 1 # MNotassigned 1000380594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
120 1 # MNotassigned 1000380594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
130 1 # MNotassigned 1000380594 x 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
140 1 # MNotassigned 1000380594 x 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
150 1 # Notassigned 1000380594 x 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
160 1 # MNotassigned 1000380594 x 1.00 3.50 350 0.00 0.00 | 0.00 0.00 3.50
170 1 # MNotassigned 1000380594 x 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
180 1 # MNotassigned 1000380594 x 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
190 1 # MNotassigned 1000380594 X 1.00 3.50 3.50 0.00 0.00 | 0.00 0.00 3.50
200 1 # MNotassigned 1000380594 X 7.00 3388 = 237.93 0.00 0.00 | 0.00 0.00 23783
210 1 # MNotassigned 1000380594 x 1.00 35.25 35.25 0.00 0.00 | 0.00 0.00 3525
220 1 # MNotassigned 1000380594 x 1.00 14.99 14.99 0.00 0.00 | 0.00 0.00 14.99
230 1 # Notassigned 1000380594 x 1.00 8.96 8.96 0.00 0.00 | 0.00 0.00 8.96
240 1 # MNotassigned 1000380594 x 1.00 67.93 67.93 0.00 0.00 | 0.00 0.00 6793
250 1 # MNotassigned 1000380594 x 1.00 67.93 67.93 0.00 0.00 | 0.00 0.00 67.93
4600086401  12/03/2015 10 1 # MNotassigned 1000391340 x 10.00 225 2250 0.00 0.00 | 0.00 0.00 2250
20 1 # MNotassigned 1000391340 X 60.00 198 | 119.40 0.00 0.00 | 0.00 0.00  119.40
30 1 # MNotassigned 1000391340 X 1.00 53.98 53.89 0.00 0.00 | 0.00 0.00 53.99
40 1 # MNotassigned 1000391340 x 1.00 17.98 17.89 0.00 0.00 | 0.00 0.00 17.99
50 1 # Notassigned 1000391340 X 2.00 15.70 31.40 0.00 0.00 | 0.00 0.00 31.40
| overai Resutt 358.00 | 1,799.80 | 2,926.11 0.00 0.00 | 0.00 0.00  2926.11]
15. Click on Print Version
T peoto PO History
Disclaimer:This lnfnrma(mn bs(hE property of the Los Angeles Unified School District and is inter lely for internal use by autherized employees with a reasonable need to utilize it in order to perform assigned by their super This information is nott
mear or This informatior Jject to conditions set forth in the LAUSD Acceptable Use Policy (Bulletin 993), the LAUSD Information Protection Policy (Bulletin 1077}, and relevant Federal and State pr
[New Analysis |[ Open |[ Save As.. | Dwpsyas [Tabie <] [info ][ Sena |[ print version | Export o Microsoft Excel | Hotes |
T
ST Price ) PO Open
Total=  Value Condition=- Ret == Encumbrance=-
+ Key Figures R e Rk |k
EEEWE, PO Mumber- PODate= POMem= Seq No AcctAssign= \Vendor= Shopping Cart# = Delivery Complete = s s s s s s s
L0 tamber 4600083971 11/05/2015 70 1 # Notassigned 1000330594 X 1.00 5.65 5.65 0.00 0.00 0.00 0.00 5.65
a0 Dok a0 1 # HNotassigned 1000380554 x 3.00 565 16.95 0.00 000 000 0.00 16.95
- PO I
em 90 1 # Notassigned 1000330594 x 1.00 2.65 2.65 0.00 0.00 0.00 0.00 265
- Seq. No. Acct.Assign
S 100 3 # Notassioned 1000380584 x 10.00 893 | sss0 0.00 000 000 000 | ss80
e 110 1 # Notassigned 1000380594 x 1.00 350 250 0.00 000 | o0.00 0.00 350
120 1 # Notassioned 1000380594 x 1.00 3s0 350 0.00 000 o0.00 0.00 350
- Delivery Compiete
Crorr 130 1 # Notassioned 1000380594 = 1.00 aso 3.50 0.00 000 | o0.00 0.00 350
o e 140 1 # Notassioned 1000380594 x 1.00 as0 350 0.00 000 o000 0.00 350
- AssetNo 150 1 # Notassioned 1000380594 x 1.00 3s0 350 0.00 0.00| o000 0.00 350
e i e 180 1 # Notassigned 1000380594 x 1.00 350 350 0.00 000 0.00 0.00 350
+ Commt tom 170 P % Nntacsinnen  1nnnaznRas x 1on 2sn 220 non ann | nan ann 2an

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

I
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Export Dialog

Scaling Factor
=) Fit to Page VWidth ===
Repeat column headers Theme:
) Fit to Page Size: [Ae& 210 x 297 mm -
) Poster Adignment: [Fortrait Format | ~L UG
Repeat lead columns Portrait Format =
epeat column headers [Candscape Format [P
Header
L=oa = Left: [Mone -] |
Center: [fione =1 I
Top: Right:  [none ~]| |
Bottom:
Let:
Right rocter
Left: [None =] |
Center: [fione =1 I
Right: [Mone -] l

19. The report will open in PDF format and can be saved and/or printed

Static Filters

Disdestion It LH
Fiscal pnar TS
Furecionsl Area 12027
Fursds Cantar

Dynamic Filters.
Hora

Wariables
Facal Your {Seloction Feguined] 2010
O Dt (Seloetion Optional)

Functional A {Selecton Opfona) 13077

Intermal Ciscer | Salex: G Dpional)

WSF R No. (Selaction Opionaly
Product Category {Sekection OpEonad)
Fresiues Duscdiption [Selection CipSenal)
Froduet 10 {Saection Cption)

Froject Defindion (S skecion Optonel]
Furchasing Daoc Type (Selection Opticral)

Wandor b (Seiecton Oyptonal)

PO Mumber S | PO Dale s PO fMamS G No. AcctAsaign® | Vender & | Smopping Can =
4800073007 | DAIIAZMS | 10 ER [repe———
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Download Report to Excel

20. Click on Export to Microsoft Excel

=

PC010 PO History
:This information is the property of the Los Angeles Unified School District and is intended =olely for intes with a need to utilize i in order to perform those duties assigned by their supervisors. This infarmation is not to
ding email, to any authorized or ized person or organi This i ion is subject to conditi Forth in the LAUSD Acceptable Use Policy (Bulletin 999), the LAUSD Information Protection Policy (Bulletin 1077), and relevant Federal and State priv
_—
@| Save As... | Dispapas Table v n\ Send || Print Version || Export to Microsoft Excel | Notes |
—
5 PO,  MNet, PO Effective, . Price PO POGpen GR .
Oty Price Total*=  Vale Condttion* Ret** Encumbrance*s Amt
Figures Amt Amt Amt Amt
POMNumber= PODate= POMem= Seq Mo. AcctAssign: Vendor= Shopping Cart#=  Delivery Complete = 5 5 3 3 £ $ $
e 4500083971 11052015 70 1 # Notassigned 10003805%¢ X 100 565 G565 0.00 000 000 000 565
Jat
o 80 1 # Mot assigned 1000380594 X 3.00 5.65 16.95 0.00 000 0.00 0.00 16.95
&m
80 i # MNotassigned 1000380594 X 1.00 265 265 0.00 000 000 0.00 265
Mo. Acct Assign
: 100 1 # Mot assigned 1000380594 X 10.00 899 89.90 0.00 000 000 0.00 89.90
or
e 110 1 # MNotassigned 1000380594 X 1.00 350 350 0.00 000 0.00 0.00 350
ping Cart #
120 1 # MNotassigned 1000380594 X 1.00 3.50 350 0.00 0.00 000 0.00 3.50
rery Complete
e 130 1 # Mot assigned 1000380594 X 1.00 350 350 0.00 000 000 0.00 3.50
| Assgn Cat 140 1 # Notassigned 1000330594 X 100 350 350 0.00 000 000 000 350
21. Click on Open. The file can also be saved to a specific location using the save option.
u
Do you want to apen or save ZANALYSIS_PATTERN_WEB.xls from bijavaleusd net] Open | Save || Cancel ‘
——
2 Click on Yes
Microsoft Office Excel Ed

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

open the file now?
Yes | No I Help I

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

A B & D E| F G H | i K L M N 0 P Q R & I u

e,

PCO10 PO History

B et Effectie 2 D000 68 ©® R R T il
o e | e Condtion Ret Encumbrance e a2
Ant At Ant Ant Discount

PO Humber PODsle PO flem Sea. No AcctAssign Vendor Shopping Cart # Delivery Complete s s s s 5 s s s s s
Towoorer  omapors o # Notsssigned 1000340745 X om0y 980 om0 o o oo 98 1000 oon| 000 000 000
Teoorier  cememvism ¥ Notsssigned 1000340746 X B0 13 7860 00 000 0 o 7s60 G000 w01 000 0.00 000
Teoooraer  omemoisn i # Notassigned 1000340746 X 200 43 996 000 0.00 000 oo 958 200 000 o0 0.00 0.0
eoorier  cememvism £ Notsssigned 1000340746 X s 75 03 000 000 000 vo| 303 40 oo 0 000 000
ooz omapoissn # Notsssigned 1000340745 X 20 104 208 om0 o o0 wor| 2088 200 o0 oo 000 000
woorioer  cemamvisE £ Notsssigned 1000340746 X 20 1049 238 000 000 0 vol| 2098 200 non| 00 0.0 0.00
¥ reor 4
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System Default Report Format

PO,. MNet, PO CEffective, Price PO POOpen GR,.
Qty Price  Tolaks Vale  Condfion®* Ret* Encumbrance®s Amt
Amt Amt Amt Amt

PONumber= PODate= POMem:= Seq.No.AcctAssign= Vendorz Shopping Cart#=  Delivery Complete = ] ] L] L] L] 3 3

Commonly Used Report Format (Customized)

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

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

PO, tet, PO CEffecie, Piee PO PO0pen &R,
Oy Piee Toi Vabe  Condiin Rel™ Encumbrance Ami
At At At Ant

PONumber=  PODste: POMem=  Seq.No. AcctAssign:  Vendor: Shopping Cart#= Fund=  Funchional Area=  Commikem = Delivery Complete = y 3 § JI IR

LAST UPDATED 8/2019 8
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