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1. Acquisition

2. Receiving

3. Create Service Entry Sheet

4. |Ifitis a new PR enter in the new number, click on the green checkmark.

5. More — Will display Other Purchase order, Tree On/Off, Display/Change, Create or Copy Entry Sheet. Choose
“Create Entry Sheet” or “Copy Entry Sheet”. If you do Copy, be sure to change all necessary blocks to reflect
new invoice.

6. Click on Basic Data

7. Fill'in short text defining which payment is being made.

8. Service Location.

9. Period, service date range.

10. Line Item info. Short Text can be a repeat of the Short Text from above or a more specific explanation. Quantity
is 1, Unit is always AU, fill in amount into Gross Price.
11. Click on Accept Data.
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12. Doc - This is day your invoice is date stamped.

13. Reference — If you have an invoice number from Denver then put that number here (i.e., 5200005648) or the
Vendor’s Invoice number.

14. Doc Text — Invoice number or other number to refer to your invoice, | used the date the invoice was dated.

15. Long Text if you want to add additional information on this payment. Add text into provided box on that screen.

16. Save (when you are in the create mode of a new SES the SAVE button will show on the tool bar).

17. Whether or not you choose do step 15 or not, your next step is to Save. If it does not show up on the tool bar,
click on More and it will be in pull-down list.

18. Click on Display — Change (if you create additional SES’s one after another, Step 16 and 18 won’t be necessary)

19. All during this time your 3 dots should be .

20. Click on more and you will go down to Accept and click on it. This will change your dot to yellow.

21. Click on Save again. At this point your dot should change to - and you are done.



