Procedure: Receive a -
NORTHWESTERN
Converted CUFS Purchase Order UNIVERSITY

Follow the steps below to locate and receive a converted CUFS Purchase Order in
NUFinancials.

Find a Converted CUFS Purchase Order

1. Navigate to eProcurement — Manage Requisitions

2. Enter necessary search criteria in the Search Requisitions box:
= (Clear out the Date From field. It should be left blank.
= The Requester field must be changed to CNV999. This can be done by
clicking on the look up button (magnifying glass) next to the Requester
box and choosing it from the list.
= Inthe PO ID field, enter the 3 letter departmental code (first 3 characters
~of your CUFS Purchase Orders) that you are searching for.

Search: i Windaw | Helo | Gustonize Pacs | 38
®
o My Favorites
Aoy Manage Requisitions
o MU inflerfaces and |~ Search Requisitions.
Process: Ll Ta bocabs requinimons, odit e crilena Below and click B Search bulton
& MU Wodlow Eustingss Unit. MWUNY A Riquiaibion ame:

* Emglayee Sel-Senice 1 -
Requisstion 0 3 Roquest Status: | A1 butComplats | Dudget Status:

Date From: 0 Data Ta: 1012008 ol
Requaster Chivass - X Entored By QPO CHC
| _geaeen | coear

L] The Requester specied has no Requisibons,
Creste New Requisiiion  [nguire Changs Regust inguie Receicts  Requisition Repor

© Gea
¢ Preject Cosling

3. Once all the necessary search fields have been entered, click on the look up button
(magnifying glass) next to the PO ID box.
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4. The Look Up PO ID page will appear with a list of converted CUFS Purchase
Orders that match the departmental code that you searched for. If there are a lot
of orders, you may need to click on the arrow to show the next page.

Note: A CUFS Purchase Order ABCPD001234 will appear as ABCP001234 in
NUFinancials. A CUFS Blanket Order ABCBK004321 will appear as

= eProcuramant
I Buyer Cerler

ABCB004321.

(o}

Mi PEryonsscabons
5 it

CHEROMT4]
CHCEO0080S
el ICHOSB10
{* Billing CHOB000R1]
& Accounts ble CNCEO00R1E
UL S R ICNCRO00§1R
o Financial Gateway CHORO0RIZD
¢ General Ledger :

588 Uip Financialaripely CHOB00E2S
Chain LHCBOOEZT
o CHCEISE2S

% Reporting Tools: P
5 PeopisTonis .Jr.umz!
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Click on the converted order that you would like to review directly from the list.
This will take you back to the Manage Requisitions page.

e g | ialo | ater
&)
Manage Requisitions

= Saarch Requesitions

(- My Faarilas

& WU Aduats Joumal

[ MU intertaces and
PIOCesss

| T locate requits@ona, e T crfena below and chc Tee Search bulion
1 NU Wondow

- Business Unit. | HAUNY a Requisition Hame:
'rmwwsm FHequison It 9 Reguest Status: | ANDULCOMpIte % Budget Status: “
F Customer Contracts Dotefroar 08012008 i Diato Tec 102200 B
Requaster (=000 =1 Entarad By o PO [=Fle LA EREY aQ

Tha Requasiar speciied has no Requisions

Greale bew Rieougiion  Inauite Chanoe Reaues! loawine Aecoists  Reouistion fesor

MiPamaaicsacng
— M Sedheen Profile
s DesSonary

Notice that the PO ID field now contains the order you selected from the Look Up
list.

6. Click the yellow search button. The Requisition will appear on the Manage

Requisitions page.

sw Window | Haln | Cusiomize Pags | B

- My Pesonalicatens
— W Eivatem Erotle
- s Digtanars

Manage Requisitions

= Search Regusitions

Business Unit: | NUNY A,
Hoquisition Ix A
Date From: R0V i

o

Rirquesten CHYDE9

oty Hew Requistion

\ngyite Changs Bequest (naurs Mooty

bution,
Requisition Name:
Request Stals: | AUBEEComplete % Budgot Stabus: -
Date Tex TNIRA008 IL3
Ertored fi: A pomx CHEPMMGHE O

To view the i8snan and ine fems for a requisition, skck th Expand fangio icon: b
Ta @0 of perioim anciler Sclion o1 3 FOQUISAON. Make 3 Selection Fom the Adion drepdown ISt and g Go.

1 Tty e Bl
HNWUNY 0BATZ000  PO(s) Vald
Disy

2 858 paLrsn) ~Seec Acion_ | Gof
patemed

Biquizhion Bepor
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Example: Receiving a Converted Order with a Single Chart String

7. From the <Select Action> Drop down box, choose Receive Order and click the
Yellow Go button.

My Favortas Manage Requisitions

HU Acduals Jourmal

U inbtaces and - Search Reguisiions

Protasses T and bution
£ HU Workow unie PR Q Huqusi :
. Business. % ouisition Name:
o "__:"'” i a, Boquest Stalua: | AWIDGICOmDicle % Budgat Status: -
i:wc"w' o Conracts DateFrom: CR012000 ] Date Tec 10282008 I3
- Purchasing Requestor:  CHVISY & Entored By A PORR CHOPO40444 Q
- eProcursment

& Bupet Canler

ragts raguistin Search | Ciear
To view the I8¢49an and Aing ems for a requisition, click the Expand angle icon; b

- To edit or perdoem anciher ackion on & requisiion. make a selection kom the Action drepden list and cick Go.
Project Costing fpq Hmutaition Rame Bl Dare S Budge o
¢ Traval and Dpenses U CHCPO40444 CNCPOAGH4 HWUNY OR172000 POIs) vaid 2520 pousp! [TEEIETE ~ Go
© Accounts Recetabie
[ Accounts Parabile
o Financiat
[ Commitmant Conirel
- Gapeeai
- st Camate New Heguistion  Inquite Change Beguest Baquiaiton Repor

Chain
o Tree Manager
[ Rapeaing Tesis
o FeopleTools
- Wi Pamandliatens
= My Srpym Brpdly

M Dicfignare

Wy Perapn shigiony
- Wbt Splom Profity
= Mt Destionary

Receive ltems
‘You have 1 ling open for recening for requisition CRCPOM0444

Recetve Setected |

ang gz iz ihe R

EQR BUDGET PERICD

[ NWUNY  CHCPOMO444 BOIDT-R0V0H (DUGSTE 2500 0
ELCALHOUN)

_own |

Diw Wngow | Hetp | Customize P3os | BB

December 1, 2008

Page 4 of 9



Procedure: Receive a
NORTHWESTERN
Converted CUFS Purchase Order UNI\?]Z(SITY

9. At the Receive Items Page, enter the quantity or amount that you are receiving
(the total quantity or amount will automatically be filled in), and click Save
Receipt.

Consult the NUFinancials Training Materials at
http://www.cafe.northwestern.edu/training/materials.html for extra help with entering
Receipts.
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Example: Receiving a Converted Order with Multiple Chart Strings

Note: Since these orders look different that what is reflected in CUFS, follow these
steps below to make sure you are receiving the correct items.

To begin, locate the order you want to receive by following steps 1-6 above.

7. From the <Select Action> Drop down box, choose Receive Order and click the
Yellow Go button.

Manage Requisitions

Ta locale racuisitions, 60l Me critedia Below 3nd click e Seanch Bufioa

Business Unit: | NWUNY Q Requisition Hamue:

: Request Stotus: | Albul Complole % Budger stanus: -
| Date From: ] Date To: TN30Z008 ®
Requester:  |ClIVI9D Q Criered Oy: O poMx cHCPOaTTTI
| Bearch Cloas

|Ta iow B ifaspan and ling ibe
|Ta edit o perform anoltver ach @ requisition. make a selection from the Action dropdown list and click Go.

fequismon, click e Expand iangle ikon' |

i Project Gosting Rea X
R ] Ep s b CHGPOMITTI CHGRMITT3
I+ Accourts Recahvable
1 Aooourts Payable

+ Financial Gatewsy

U Com mtrment Control
U Genaral Lecger

NWUNY DBM72008  POIs) vahd 133279 spuss (SRR
Dispatensa

Cragis Mew Requesimon  Ingyirs Chongs Bequest inguir Rscaipts

Uy Peraonglizgtens
= b Bzl Profil
My Dichpnar
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8. Review the order lines and select the items you would like to receive.

Saarcte i Wanca | Meto | Gustomize Page | B &

Recelve liems

! N Inertaces and NCPUAITT

& Nu Warklow Recahve Selecsd | ”

© Emploves Se8-Senice and ga to Farm.
0 Manager Sell-Sensce
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I Vendors

i Purchasing

» @Procurement

ARG CTME WORKEP AT
[] WWUNY CHCPOAITT] DEVELOPERADOPTER 21023430 0 EA  comvrsion SRodme
BAl 11§
GARIG-CTMS WORKSPACE .
- [ wwurey  CHCPOS3TTS DEVELOPER-ADOFTES 21992 3438 0 EA CONVERSION . 2
) Grants o 8001
B e CABIG CTUEIORKAPAGE
U Travel ana 2NBEE X Ol
" Bing [] NWUNY CHCPO43T73 DEVELOFERADUPTER 1015531210 EA  CONVERSION Soai ™
1 AECOUNTE Recanable PATENT STUDY
v Payable 1G-CTHS WORKSPACH spusmE
¢ Financial Gatpwsy [C] WWUNY CHCPO43TT) DEVELOPERADOPTER, 219923430 0 EA  CONVERSION S
! Comamitment Control S ATIENE 51 B
FLeaneralLadow CARIG-CTME WORKSPACE z
1+ Sat Up Financiats Supsly C] Wy CHGPOS3ITTE ﬁwﬁm 219923438 0 EA  CONVERSION mﬂm
e eSO
Bl el Weuerie
; mnmgm 3 ] WWUKY CHCPO4ITIZ DEVELOPER-ADOPTER 1015531210 A CONVERSION SEimC
Uy Peryonalizaticng BATH 0y
- iy st Prahiy ¢
My Dickonan 7] NWUNY  CHCPOSATTS DEVELOPER.S 101583121 0 EA  COMNVERSION :ﬁ;:}mr,
PATIENT STUDY
el Qe SEMANTIC
=] NwWuNY  CNCPOM3TTI DEVELOPER-ADOPTER 1WsEN2 0 EA COMVERSION B-001
PATE: T
CRGCTHIWORKSPACS
(] WWUNY CHCPO43TT DEVELOPER-ADOPTER, 45893750 0 EA  CONVERSION Soo 0
EATENT STUDY

Check Al | _ Clearal |

nguine Ropnt nauing Beturm 1o Vendar

This example is a Subcontract that was set up in CUFS and converted to
NUFinancials. There are 3 commodity lines and 3 CUFS Accounts being charged
(You can determine the amount of Commodity lines and CUFS Account lines by
checking the OPPC and OPPL tables in CUFS).

The first commodity line in the OPPC table in CUFS looks like this:

FUNCTION: *** OPEN PO COMM LINE *** OPPC

TRANS CODE=PD PO NUMBER= CNCPD043773

LINE NUMBER=001 COMMODITY CODE: SUBCONTRACTING ITEM:
DESCRIPTION: CABIG-CTMS WORKSPACE DEVELOPER-ADOPTER PATIENT STUDY
ORDERED QUANTITY: 25000.00 UNIT: $ CATALOG #:

UNIT COST: 1.000 TOTAL COST:  25,000.00
RECEIVED QUANTITY: 25000.00 SPEC COND: P/F: F TOTAL RECD:  0.00
INVOICED QUANTITY: 25000.00 SPEC COND: P/F: F TOTAL INVD: 25,000.00

LAST UNIT COST: 1.000 TEXT: Y
MODIFICATION: 00 MOD DATE: 07 07 2008
BID NUMBER: BID SUFFIX: BID LINE:

ACCT LINE REF:
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We see that the entire line is set up for $25,000. Since this order is a subcontract, the
lines are distributed by amount, not quantity. However, we do not see a line amount
matching $25,000 in NUFinancials. This is because a portion of each commodity line
amount was distributed among each of the 3 different CUFS Accounts.

NUFinancials will reflect each charge on each account as a separate line. To find
the lines that make up the $25,000 ordered amount, you must start by looking at the
last line on your Receive Items page in NUFinancials. We know that there were 3
CUFS Account lines entered, so the $25,000 must be divided into 3 lines. The
amounts of lines 7, 8, and 9 are equal to $25,000. Commodity lines 002 and 003 will
also be separated out into 3 lines each creating 9 item lines.

So, 3 commodity lines X 3 account lines (in CUFS) = 9 item lines (in NUFinancials)

9. Once the lines to be received are identified, click Receive Selected. If you only
wanted to receive Commodity Line 001, select items 7, 8, and 9.

re=re b onday | o | Gustomice Paas | B
My Farvoriles Receive Items

& WU Achusts Journal
Yorw Recoipt

Fusiness Unit 17380y

Hoceipt Status: Open

“Heceived Date: 103002008 [

o 1o1s531z1 [ OO
Q 101553121 (B

0 dssgarse (B O

10. At the Receive Items Page, click Save Receipt.

Consult the NUFinancials Training Materials at
http://www.cafe.northwestern.edu/training/materials.html for extra help with entering
Receipts.
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Contact Information

Financial Systems
619 Clark Street
Evanston, IL 60208
Phone: 847-467-3777
Fax: 847-467-3070
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