
05/02/02

Table of Contents
Introduction..................................................................................................................................... 1

Course Goals............................................................................................................................... 1
Sign-on ID’s................................................................................................................................ 1
Data Cards................................................................................................................................... 1

Purchasing Overview...................................................................................................................... 2
Topic Objectives ......................................................................................................................... 2
Purchasing Processes .................................................................................................................. 2
Life Cycle.................................................................................................................................... 4

Review and Skill Check.................................................................................................................. 5
Vendor Invoice Reference Tables................................................................................................... 6

Topic Objectives ......................................................................................................................... 6
Commodity Reference Tables ..................................................................................................... 6
Vendor Reference Tables............................................................................................................ 9
Additional Vendor Invoice Reference Tables........................................................................... 13

Review and Skill Check................................................................................................................ 16
Quick Vendor Invoice (VIQ) Documents..................................................................................... 17

Topic Objectives ....................................................................................................................... 17
Quick Vendor Invoice (VIQ) .................................................................................................... 17
Exercise 1:  Enter a VIQ Referencing a PDQ........................................................................... 32
Approving and Running Documents ........................................................................................ 34
Exercise 2:  Enter a VIQ Referencing an SC............................................................................ 35
Approving and Running Documents ........................................................................................ 37
Exercise 3:  Invoicing Using Clear All ..................................................................................... 38
Approving and Running Documents ........................................................................................ 40
Exercise 4:  Enter a Non-Referencing VIQ .............................................................................. 41
Approving and Running Documents ........................................................................................ 43

Review and Skill Check................................................................................................................ 44
Vendor Invoice Inquiry Tables ..................................................................................................... 45

Topic Objectives ....................................................................................................................... 45
Open Item Tables and Documents............................................................................................ 45
Exercise 5:  Viewing Vendor Invoice Information................................................................... 50
Document Cross Reference Inquiry (DXRF) ........................................................................... 51
Vendor Performance Inquiry (1 of 2) (VPER) ......................................................................... 52

Quick Vendor Invoice Modifications and Cancellations.............................................................. 53
Topic Objectives ....................................................................................................................... 53
Modifications Introduction ....................................................................................................... 53
Modification and Cancellation Documents .............................................................................. 54
Modifications vs. Cancellations................................................................................................ 54
Exercise 6:  Modifying a Quick Vendor Invoice ...................................................................... 57
Exercise 7:  Canceling a Quick Vendor Invoice....................................................................... 59

Appendix A:  Using the Document Listing (SUSF) ..................................................................... 60
Introduction............................................................................................................................... 60
Document Listing Fields........................................................................................................... 61
Methods for Processing............................................................................................................. 63
Freeing a Document.................................................................................................................. 64
Reviewing and Approving Documents on the Document Listing ............................................ 65
Browsing the Document Listing ............................................................................................... 66

Vendor_Invoice_Processing.pdf#page=1
Vendor_Invoice_Processing.pdf#page=2
Vendor_Invoice_Processing.pdf#page=5
Vendor_Invoice_Processing.pdf#page=6
Vendor_Invoice_Processing.pdf#page=16
Vendor_Invoice_Processing.pdf#page=17
Vendor_Invoice_Processing.pdf#page=44
Vendor_Invoice_Processing.pdf#page=45
Vendor_Invoice_Processing.pdf#page=53
Vendor_Invoice_Processing.pdf#page=60


Using the Document Selection Window................................................................................... 67
Document Selection Commands............................................................................................... 68
Selecting Document Selection Preferences .............................................................................. 69
Select Choices Window ............................................................................................................ 70

Appendix B:  Agency Identifiers .................................................................................................. 71
Appendix C:  Error Message Correction ...................................................................................... 73

Status Bar and Error Messages ................................................................................................. 73

Vendor_Invoice_Processing.pdf#page=71
Vendor_Invoice_Processing.pdf#page=73



