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New Fiscal Year Budget
Organization Budget Status Form (FGIBDST)

- Fiscal Year field defaults to current FY. Must change FY date to 25’ for FY
25 budget (when checking budget before 7/1)

- Check FGIBDST to determine funds are available

X (@ellucian  Organization Budget Status FGIBDST 9.3.6 (PROD)

Chart: * [M |-"] Middlesex Community College Fiscal Year: * [25 ) |"-]

Index: [2&1361 | m] Query Specific: [ |

Account
Include Revenue: @ Commit Type: [Eioth | - ]
Accounts
Organization: [E{I'EUW |---] Fund: [15&35 | ]
Program: [BD | m] Account: [ | m]
Account Type: [ | m] Activity: [ | ]
B

Location: [




Purchase Order/REQ Fiscal Year Dates

- Order Date, Transaction Date and Delivery Date must be July 1, 2024 or
greater for FY25 PO/REQ’s

X (@ellucian  Purchase Order FPAPURR 9.3.20 (PROD)

Purchase Order: NEXT

* PURCHASE ORDER

Purchase Order  NEXT @iver}' Date* [07/01/2024 D ]

Comments |

LLE ]

Blanket Order [

Order Type * [Hegular Commaodity Total 2.00

-]
Crder Date * [U?IU 172024 |ﬁ] Accounting Total 0.00
Iranzaction Date * | 07/01/2024 [v/] Document Level Accounting

Document Information Requestor/Delivery Information Vendor Information Commeodity/Accounting Balancing/Completion

* DOCUMENT INFORMATION

P created from Requisition Rush Crder
Requisition None g MSF Checking
Document Text
Buyer Code [:E] |:| Deferred Editing
EC Termination Date Purchase Order

Copied From



Purchase Order/REQ Fiscal Year Dates

Commodity/Accounting tab

- Accounting SectionYear field should show the new fiscal year

ltem Commadity Description
1 #C516C Civitas Series Chairs
2 #h03660A0J 5000 Series Table 36x60
Extended Amount 2,076.62
Discount 0.00
Additional 0.00
¥ ACCOUNTING
Sequence COA Year Index
M 25 201335

Fund

16035

Tax
Commodity Total

Document Total

Orgn
202012

Acct

6050

UM

EA

Tax Group

0.00
2,076.62

2.366.02

Prog

Actv

Quantity

Locn

14.00
00

1

Unit Price

Proj

Commodity Text

148.3300
309.4000

o/ Closed

Slspense

{) Seffings | g Insert

Suspense N3F Override

Item Text

Record 1 of 2

Dalate Fe "nn T Filier
LEIEle | Qe . THIE

N3F Suspense

Record 1 of 1



Purchase Order Copy Function

Purchase Order Form (FPAPURR)

- Click "Copy” button, enter Purchase Order#, press tab on keyboard to
generate vendor name, click "Ok”

- Check Document and Item text and delete/change what is not applicable

X @elluician  Purchase Order FPAPURR 9.3.20 (PROD) R0 g RETRIEVE

Purchase Order: [NEXT ""]

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then presS TNTER

Purchase Order Entry: Copy FPAPURR 9.3.20 (PROD)

Purchase Order [PDGQQSTB ‘m |

Vendor [Virco Inc \




Export to Excel Function
Detail Transaction Activity (FGITRND)

Click "Add Another Field” to filter by PO’s only, select “Type”, enter
"PORD”, click "Go”

X (@ecllucian  Detail Transaction Activity FGITRND 9.3.22 (PROD)

COA: M Fiscal Year: 23 Index: 201361 Fund: 16035  Organization: 206010 Account:  Program: 80 Activity:  Location: Period:  Commit Type: Both [

+DETAIL TRANSACTION ACTIVITY £ Settings Insert [ Delete

Am:mnt ° {}ruanlzalmn Q ngram
| 1 Add Another Field ...
@ ellucian Detail Transaction Activity FGITRND 9.3.22 (PROD) &% RELATED ¥ TOOLS ‘
COA: M Fiscal Year: 23 Index: 201361 Fund: 16035  Organization: 206010 Account:  Program: 380 Activity:  Location: Period: Commit Type: Both
= DETAIL TRANSACTION ACTIVITY & Settings Insert @ Delete Fm Copy | W, Filier

Organization @ | Program @ Fied ©  Amount GTvpe O
[ [ | | P | \{POROD) |

| Add Another Field ...

Clear All




Export to Excel Function
Detail Transaction Activity (FGITRND)

- Click "Tools"” and select “"Export”

X @ellucian  Detail Transaction Activity FGITRND 9.3.22 (PROD)

R ADD B RETRIEVE  JR RELATED 3% TOOLS )

COA: M Fiscal Year: 23 Index: 201361 Fund: 16035 Organization: 206010 Account:  Program: 30 Activity: Location: Period:  Commit Type: Both ( Start Over

~ DETAIL TRANSACTION ACTIVITY X Settings Insert @@ Delete FmCopy | V. Fi
Active filters: ~ Type: PORD @ ClearAll
Account Crganization Program Field | Amount Increasze (+) or Decreasze (-) Type Document * Transzaction Date * Activity Date * Description Commit Type Fund = Activity
206010 80 ENC 21279 + PORD :P0100166 01/25/2023 01/25/2023 American Express u 16035

2130 206010 80 ENC 1,025.00  + PORD :P0100365 02/08/2023 02/08/2023 American Express u 16035

2180 206010 80 ENC 50000 + PORD :P0O100911 03/13/2023 031572023 PowerOptions Inc u 16035

2160 206010 8l ENC 779.00  + PORD :P0099944 01/09/2023 01/09/2023 Amazon Capital Services Inc u 16035

2160 206010 80 ENC 12500 + PORD :P00598494 09/21/2022 09/21/2022 Mass Assoc of Public Purchasing Off u 16035

3510 206010 80 ENC 185.01 + PORD :PO100707 03/07/2023 03/07/2023 Staples Contract & Commercial Inc u 16035

3510 206010 80 ENC 1149 + PORD :P0O0S8557 09/26/2022 09/26/2022 Amazon Capital Services Inc u 16035

3510 206010 80 ENC 150000 + PORD P0O0S7472 0710612022 07/06/2022 W B Mason Co Inc u 16035

3510 206010 80 ENC 150000 + PORD  PO097471 07/06/2022 07/06/2022 Staples Contract & Commercial Inc u 16035

3670 206010 80 ENC 2098334 + PORD  PO0O98982 10/28/2022 10/28/2022 Software House International Inc u 16035

3730 206010 80 ENC 995000 + PORD PO097516 0710712022 0710712022 Bonfire Interactive Ltd u 16035

3750 206010 80 ENC 605.00  + PORD P0101352 04/06/2023 04/06/2023 Buyer Advertising Inc u 16035

3750 206010 80 ENC 64000 + PORD :P0O100802 03/09/2023 03/09/2023 Buyer Advertising Inc u 16035



Detail Transaction Activity (FGITRND)

Export to Excel Function

- Excel Spreadsheet — List of Purchase Orders

1 |"Ccoa’

2 M

3 |

4 |'"Account'
3 2010
& 2130
7 2160
£a) 2160
9 2160
10 3510
11 3510
12 3510
13 3510
14 3670
15 3730
16 3750
17 3750
18 3750
19 3750
20 3750
21 3750
22 3790
23 4260
24 4260
25 040
26 5130
27 5615
28 5615

'Fiscal Year'
23

'"Organization’
206010
206010
206010
206010
2068010
208010
208010
208010
208010
208010
208010
208010
208010
206010
206010
206010
206010
206010
206010
2068010
208010
208010
208010
208010

'Index’
201361

'Program’'
80
20
20
80
20
20
20
80
80
80
80
80
80
80
80
80
20
80
80
20
20
80
80
80

'"Fund’
16035

"Activity Date'
1,/25/2023 15:39
2/8/2023 17:10
3/15/2023 9:09
1,/9/2023 10:37
9,/21/2022 10:03
3/7/2023 9:13
9,/26/2022 13:51
7/6/2022 13:10
7/6/2022 13:04
10/28/2022 15:34
772022 12:57
4/6/2023 11:46
3,/9/2023 10:16
2/8/2023 9:52
11/17/2022 9:34
9,/29/2022 12:36
6/29/2022 9:27
7/21/2022 12:57
1,/11/2023 10:54
1/10/2023 13:30
11/29/2022 13:13
11/1/2022 9:54
1/4/2023 9:31
9/7/2022 13:58

'‘Organization’
206010

Type'
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD
PORD

‘fioccount’

'Document'
PO100166
PO100365
PO100911
P0O0999544
PO093494
PO100D 70T
PO093557
PO097472
POO097AT1
POO98982
PO097516
0101352
PO100802
PO100347
POO099281
POO93618
POO9 7279
PO097 760
PO100025
PO099994
POO099378
POO99000
POO99E835
PO098293

'‘Program’

80

'Description’

American Express

American Express

PowerOptions Inc

Amazon Capital Services Inc

Mass Assoc of Public Purchasing Off
Staples Contract & Commercial Inc
Amazon Capital Services Inc

W B Mason Co Inc

Staples Contract & Commercial Inc
Software House International Inc
Bonfire Interactive Ltd

Buyer Advertising Inc

Buyer Advertising Inc

Buyer Advertising Inc

Buyer Advertising Inc

Buyer Advertising Inc

Buyer Advertising Inc

Mestle Waters North America
Amazon Capital Services Inc
Staples Contract & Commercial Inc
Uptima Inc

Bunker Hill Community College
BidDocs Online Inc

BidDocs Online Inc

Transaction Date'

1/25/2023 15:24
2/8/2023 17:04
3/13/2023 11:11
1/9,/2023 10:31
9,/21,/2022 9:59
3/7/2023 8:37
9,/26/2022 13:45
7/6/2022 13:02
7/6/2022 12:53
10/28,/2022 15:07
77 2022 12:27
4/6/2023 11:41
3/9,/2023 9:46
2/8/2023 8:07
11/17,/2022 9:23
9,/29/2022 12:30
7/1,/2022 0:00
772172022 12:49
1/11/2023 10:26
1/9,/2023 13:01
11/29/2022 12:10
10/31,/2022 13:43
1/4,/2023 9:20

9/ 7/2022 13:43

'Field'

EMC
EMC
EMC
EMNC
EMC
EMC
EMC
EMC
EMNC
EMNC
EMNC
EMNC
EMNC
EMNC
EMNC
EMC
EMC
EMNC
EMNC
EMC
EMC
EMC
EMC
EMNC

"Amount
S272.
51,025.
S500.
STT9.

09/21/2022

$11.49
$1,500.
$1,500.
$20,983.
$9,950.
S605.
S640.
S825.
5630.
5375.
S790.
$25,000.
S35.

S35.
$22,000.
$151,600.
S750.
ST64.

79
oo
oo
oo

oo
oo
34
oo
oo
oo
oo
oo
oo
oo
oo
99
99
oo
29
oo
18



Important Reminders

- Please do not have FY25 goods/services delivered or completed prior to
July 1, 2024

- When ordering goods please enter each good on it's own line with clear
descriptions and item numbers. The receiving department must receive
each item in Banner so the payment can be processed.

- Please only copy purchase orders that you previously entered.



Helpful Resources

Purchasing Webpage

https://www.middlesex.mass.edu/purchasing

Banner Training Guide (step by step instructions)
https://www.middlesex.mass.edu/purchasing/traindat.aspx

Fiscal Close/Open Memo
https://www.middlesex.mass.edu/purchasing/downloads/fycloseopen.pdf

-
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