HOW TO ADD MULTIPLE BUDGET LINES WHEN CREATING A PO/REQ

To add more than one budget line, select add row and either look up budget code by clicking on "L" or if already

known, type budget code directly into field.

Do not type anything into the percent boxes, those will autofill later.

2455 PACES FERRY ROAD
ATLANTA, GA 30339

[ Requisition Entry 65 - NOVATO UNIFIED SCHOOL DISTRICT QS5/0ASIS - O X
File ~Options Help
@Saveand Return [ Sove |y Save Draft 3 Close ltems ,’g - » | Notes E* Options ~
AddMode
Requisition
Requisition Purchase Order [ | Control: [ | Warehouse Stores Order
VendoriAddrd: g /| DO-THE HOME DEFOTP v Date:
POType: [ | Delivery By: | | Confirming: | - No corfimation message ~
Description: [TEST | Tax%: (8500 | % [B ~ Ship To: NUSD Business Services (0007) ~
Submitted by: [TTWEEDIE | Terms: | | Commodity: ~
Site: NO WORK SITE (0000) ~ FoB: [ ]
Buyer: [ | Program: | | misc Date: | | Mise: [ |
Routing Group: | BUS SERVICES - Room: | | Discount: [0o0 % Shipping %
‘Accoun
4F Add Row ¥ Delete Selected Row
Ln 'd Resc Objt Gr Goal Fnct Sch Rsp lcl Percent udget Balance
» | 2] 1-0000-0-4300-00-0000-7200-781-111-000 05 1,500.00
a. |t/ - -- - - - - - -
1
DO NOT TYPE IN HERE
Address (00} Additional Shipping Beg Message End Message
Vendor Remit
HOME DEPOT U.5.A, INC THE HOME DEPOT PRO
THE HOME DEPOT PRO PO BOX 404468

ATLANTA. GA 303844468

‘ Profile: 10026 GUIPURCH: YYYR10026 YYN

[ ¥r: 2024 Dist: 65 Site: 00 GS: W | 3/13/2024 | 9:29:09 AM

Continue adding lines as needed, when done click on "Items".

[% Requisition Entry

File Options Help

Save and Return Save

Save Draft r#c\use iﬂ Change

FY: 24 RQ: 242068 PO: VE: 117249/00 HOME DEPOT U.S.A. INC

65 - NOVATO UNIFIED SCHOOL DISTRICT

Inspgct

Q55/0A515 — (] >
g Iﬁ‘ » | Vi ¥ Notes ~ E‘* Options ~
InspectMode

Change Order: N/A Date Paid: N/A Date Printed: N/A |£| TTBM-03/13/2024-09:47:36

2455 PACES FERRY ROAD
ATLANTA. GA 30339

Requisition
Requisition: Purchase Order: [ | Control: [ | Warehouse: Stores Order:
VendoriAddrs: - ! 00-THE HOME DEPOT P ~ Date: |03/13/2024
PO Type: l:l Delivery By: |:| Confirming: | 0 - Mo confimation message -
Description: [TEST | Tax%: (8500 | % [B ~ Ship To: NUSD Business Services (0001) ~
Submitted by: [TTWEEDIE | Terms: | | Commodity: v
Site BUSINESS SERVICES (0001) v PoB ]
Buyer: [ | Program: [ | Misc Date: | | Mise [ |
Routing Group: | BUS SERVICES Room; | ‘ Discount: |.DDD kS Shipping %
Accounts
Add Row < Delete Selected Row
Ln Fd Resc Objt Gr Goal Fnct Sch Rsp lcl Percent Budget Balance
» -H 01-0000-0-4300-00-0000-7200-781-111-000 33.33 500.00
2. | L |01-0000-0-4300-00-0000-7500-781-111-000 35.33 15.11
3. | L | 01-0000-0-5240-00-0000-7300-781-111-000 33.34 47,773.47
Address (00) | Additional  Shipping  Beg Message  End Message
Vendor Remit
HOME DEFOT U.S.A. INC THE HOME DEFOT PRO
THE HOME DEPOT PRO P 0 BOX 404463

ATLANTA. GA 30384-4468




HOW TO ADD MULTIPLE BUDGET LINES WHEN CREATING A PO/REQ

Under SPLIT select "SPECIAL DOLLAR", this will allow you to enter the specific dollar amount per budget line. If you wish
to use percentages, then use "CALCULATE PERCENTAGES".

3 Requisition Entry 63 - NOVATO UNIFIED SCHOOL DISTRICT QS5/0ASIS — O x
File  Options
| : — - -
i @Save Item EISal.re Itermn"Main HSave Item/Main/Save Main 4 Add ltem Save ltem/Add Item Cancel ltem .g I I .
] AddMode .:
I - Pt 5 swTest ot T ot
| —ltem 1 of 1
| ltem Print Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset
1 Yes | [too | [oT ] [s.0000000 | [5.00000 | No ~
Discount Percentage Diiscount Amount
: g
] Description 53 lines remaining.
QOPEN PO - TEST
[
I
—Accounts /\\

Ln | Fd Resc 0bjt Gr Goal Fnct Sch Bsp lcl Item Amount Amount

1. |01-0000-0-4300-00-0000-7200-781-111-000 / 1,000.00 \ 0.00
1 2. |01-0000-0-4300-00-0000-7300-781-111-000 { 2,000.00 0.00
1

o 3.|01-0000-0-5840-00-0000-7300-781-111-000 \ 2,000.00

; —ltems
] | [tem |Prnt | Splt | Quantty | Unt | Unit Cost | Sub-Total Estimated Tax | Est. Total w/ Tax | Tax | Stock#|
3

If there is not enough money available on a budget line, it will give you this information in a error pop-up box:

'8 requice

File Options Help

]' %) save and Retumn |, ] save Save Draft Close Items - - | KB | ] Motes - B= Options -
q

| Requisition: |“New" Purchase Order: Control #: Warehouse: Stores Order:
| Vendor/Addr#:  «gp| 117245 |/ |O0-THE HOME DEPOT P. Date:  03/13/2024
i PO Type: Delivery By: Confirming: | 0 - No confimmation message
Description: |TEST Tax %: | B.50D % B Ship Te: 0001 NUSD Business Services (0001}
Submitted by: | TTWEEDIE Terms Commedity:
Site: | 0000 NO WORK SITE (0000) FOE:
Buyer: Program: Misc Date: Misc:
Routing Group: |BUS SERVICES Room: Discount: |.000 % Shipping %: 00
[~ Accounts ]
Add Row Delete Selected Row
Ln Fd Resc ObJt L nt Budget Balance
1. [z ]o1-0000-0-23¢ Reaus = 33.33 —1.500.00
2.|L|01-0000-0-43 33.33 1,015.11
_ . Error: Insufficient funds on standard ACCOUNT regord for account:
Pl 3 L el-0000- 0o S O 000-0-4300-00-0000-7300-781-111-000 . 3334
Address (00) Additional Shipping Beg Message End Message
Vendor Remit
HOME DEPOT U.S.A. INC THE HOME DEPOT PRO
THE HOME DEPOT PRO P O BOX 404468
2455 PACES FERRY ROAD ATLANTA, GA 30384 4468
ATLANTA, GA 30339




HOW TO ADD MULTIPLE BUDGET LINES WHEN CREATING A PO/REQ

When going in to correct an error or make a change, please note that the Tax will automatically default to YES. If it's
supposed to be NO, you'll have to change it EVERY TIME (thanks QSS!!)

ﬂ Requisition Entry 65 - NOVATO UNIFIED SCHOOL DISTRICT QS5/0ASIS — O ps
File  Options
e ) — -
@ Save ltemn Save ltem/Main H Save ltem/Main/Save | Main Add tem Save ltem/Add ltem Cancel ltern - .Q I i _
AddMode .:
Subject to tax: Rate. %  SubToial: [5.000.00 Total Tex: [000 | Towl: [5.000.00
—ltem 1 of 1
ltem Print Split Quantity  Unit Unit Cost Total Cost ﬂax F:3 Fixed Asset
Yes ~ | Special Dollar ~|[100 ] [ea | [5.0000000 | [5.000.00 Yes v
Discount Flag Discount Percentage Discount Amount
Description 59 lines ini
OFEN PO
In | Fd Resc 0Objt Gr Goal Fnct Sch Rsp 1lcl / Item Amount Amount
1. |01-0000-0-4300-00-0000-7200-781-111-000 1,000.00 1,000.00
2. |01-0000-0-4300-00-0000-7300-7281-111-000 \ 1,000.00 2,000.00
o 3. |01-0000-0-5240-00-0000-7300-781-111-000 \ 3,000.00
—ltems —
tem | Print Spilit Quantity Uit Unit Cost Sub-Toetal Estimated Tax Est. Total w/ Tax Tax Stock#l
3 Y 5D 1.00 | EA 5,000.0000 5.000.00 0.00 500000 N
Once your REQ is error free, it will assign a REQ number.
H B Requisition Entr 65 - NOVATO UNIFIED — ] =
1
File Options Help
] hSave and Return [ Save Save Draft Close Items L_.]! - _' J u _‘ MNotes ~ F=" Options ~
i
Add successful.
— Requisition
‘ Requisition: |“New Purchase Order. Caontrol #: Warehouse: Stores Order:
| Vendor/Addr#:  «g| 117243 |; |DO-THE HOME DEPOT P, Date: |03/13/2024
H PO Type: Delivery By: Confirming: | D - No corfimation message
Description: |TEST Tax %: |8.500 % B Ship To: | D001 NUSD Business Services (0001)
Submitted by: | TTWEEDIE Terms: Commedity:
: Site: | D001 BUSINESS SERVICES {0001) FOEB:
1 Buyer: Program: Misc Date: Misc:
I Routing Group: |BUS SERVICES Room: Discount: |.000 4 Shipping %: |00
1  rAccounts 1
Add Row Delete Selected Row
I In | Fd Resc Objt Gr Goal Emct Sch Rsp lcl | Percent Budget Balance
1. L |01-0000-0-4300-00-000 Requisition Entry * 33.33 1,500.00
» | 2.|L 33.33 1,015.11
3. | L|01-0000-0-5340-00-000 Requisition Mumber 242068 has been added. 33.34 50,773.47

Address (00) | Addtional

Vendor

HOME DEPOT U.S.A. INC
THE HOME DEPOT PRO
2455 PACES FERRY ROAD
ATLANTA. GA 30339

Shipping  Beg Message

End Message

Remit

THE HOME DEPOT PRO
PO B

0X 404468

ATLANTA. GA 30384-4468




HOW TO ADD MULTIPLE BUDGET LINES WHEN CREATING A PO/REQ

Please note that the percentages on the "main" REQ page are wrong (I do not know why, thanks AGAIN QSS!!)

[} Requisition Entry

File Options Help

Save and Return Save

Save Draft [~ Close |1 | Change

FY: 24 RQ: 242068 PO: VE: 117249/00 HOME DEPOT US.A. INC

63 - NOWATD UNIFIED SCHOOL DISTRICT

QSS/0ASIS - m} =

Items

Inspect Vi Notes - T Options =

InspectMode

Change Order: N/A Date Paid: N/A Date Printed: N/A |] TTBM-03/13/2024-09:47:36

Requisition
Requisition Purchase Order: l:l Control #: l:l ‘Warehouse: Stores Order:
Vendor/Addrt: <] ! | 00-THE HOME DEPOTP Date: |03/13/2024
POType: [ | DeliveryBy: || Confirming: |0 - No confimation message -
Description: [TEST | Tax%: 8500 | % [B Ship Te: NUSD Business Services (0001) ~
Submitted by: [TTWEEDIE | Terms: | | commodity: -
Site: BUSINESS SERVICES (0007) ~ FoB: [ ]
Buyer. l:l Program: | | Misc Date [ | Misc: I:l
Routing Group: | BUS SERVICES Room: | | Discount:[000 | % Shipping %
Accounts
Add Row < Delete Selected Row
Ln Fd Resc Objt Gr Goal Fnct Sch Rsp lcl Percejt Budget Balance
3 - _EJ 01-0000-0-4300-00-0000-7200-731-111-000 500.00
2. j:JGl—DDDD—D—43DD—ﬂﬂ—ﬂﬂﬂﬂ—?Sﬂﬂ—TSl—lll—ﬂﬂG 15.11
3. jiJGlfﬂﬂﬂﬂfﬂfSB4Dfﬂﬂfﬂﬂﬂﬂf?Sﬂﬂf?SlflllfﬂﬂG 47,773.47

2455 PACES FERRY ROAD
ATLANTA, GA 30339

Address (00} Additional Shipping Beg Message End Message
Vendor Remit
HOME DEPOT U.5.A. INC THE HOME DEPOT PRO
THE HOME DEPOT PRO P O BOX 404468

ATLANTA, GA 30384-4468

However, if you take a look at the PO/REQ Quick View, which is what will eventually become your PO, the percentages

are correct (consistent much?!)

r
| =
File  Export

B ) gl dn e -

Format

Portrait

- FontSize: 8 ~ Left Margin: 1

Total Lines: 31

PO/REQ Quick View

| |¥esr: 2024 Requisition No: 2 €3 Purchase Order No: 000000 Stores:
Vendor No/Addr: 11 5,/00 HOME DEPOT U.S.A. INC
I THE HOME OT PRO
| 2455 DACES FERRY RORD
ATLENTR ER 303339
Site: 0001 BUS Submitted by: TTWEEDIE Date Entered: 03/13/2024
Desc: TEST

Vendor Phone:
Ship Address:

88) 704-7280
0001 NUSD Business Services
1015 Seventh Street

Novato, CAR 94945
(415) 453-420%
Item Split Ordered/ Receiwved Unic
1 D 1004 0.00 =2 E

0-781-111-000
0-7300-7281-111-000
0-7200-721-111-000

01-0000-0-5240-00-
OPEN DO

Becount Summary:

Ln Fd Resc Okjt &r Goal Fnct Sch Rsp lcl
0

n
1 01-0000-0-4320
ES

Q1-000

01-0000-0-5340; -0000-7200-781-111-000

Total:

Stock No F
000000

Discount Tax
_00 W
1,000.00
1,000.00
2,000.00

€0.0000%

Amount
1,000.
1,000.
z,000.

5,000

TA-DA!!! You have just now added multiple budget lines to a REQ in specified dollar amounts! HUZZAH!!!
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