Special Features
Shortcuts — Creating Favorites

Colleague allows you to create your own menu with the Mnemonics that you use
frequently. The process is quick and simple, and you can rename them if you
wish.

1. Right click on the mnemonic you want to add to your favorites

File Edit Apps Favorites Options  Help

Mnemonicl vI EJdao | B Adx Q& 9 @ @

[_j___J FU - Purchasing :I _J PLCD - Purchasing D efaults/Cogles Def

__,J PCD - Purchasing Defaults/Codes Def o WEN -Wendar Maintenance

__,J WEN - Wendor M aintenance 4 APR - Approvals

----HJ APF - Approvals ) REQ - Requisitons Right click to

O-C3 REQ - Requisitions | =4 POM - Purchase Ord bring up Add to
...... = REQM - Requistion Mainten:  add to Favorites } Pun Favo rites then
...... [5) ¥RCP - Requisition Copy J GSR-GoodsandSeN  click on it.
------ [¢) RING - Requisition Inguiry _d PAT - Purchasing /&P

------ [3) ROIS - Requisition lkem Summary [3) DING - Procurement D ate;
------ [3) ROSI-Requisiion Ship To Inguiy [a) VEI -%endor Youcher/nvon
------ @ UNRL - Unauthorized/In Progres: =@ VINO -¥endor Youcher/Invoice Select
------ @ RREG - Requizition Register

[Z% DOOR Danisibioe Boean Doinke

A Datatel - Colleague_Te: _ ||
File Edit Apps Favorites Options  Help H
Mnemonicl vl e | B X Q& 7 @ @ L

[_j___J FU - Purchaging LI

_..J FCD - Purchasing Defaults/Codes Def
,_,J WEN -endor Maintenance

,_,J AFF - &pprovals REQ - Requisitions
[L]—-J REQ - Requisitions POM - Purchaze Orders

-5 |HEGM - Requisition Maintenance| | _J EPM - Blanket Purchase Orders

W G 2 Add Favorite _X| piving

FCD - Purchasing Defaults/Codes Def
WEM - Wendar Maintenance
AFR - Approvals

ATBA TSI

...... o) RIND-FReq. Enter a mnemonic to add to favorites: Th|S dlalogue box

...... &) RIS -Req iy will pop up. You

...... ) FoS-Fen  [EER Create in>> | Cancel | cannot rename it, but
...... B UNRD-Una 5 you can put it

...... R — somewhere besides
------ @ RPFRG - Fequizition Purge Registe faVOfiteS

...... -% ROGPT - Requisition Print

------ -% RO5SP - Requisition Single Print

------ -% ROBA - ReqBuyer Assignment S
...... -#% ROBY - Requisition Buper Assignr

...... =% ROPG - Requisition Purge

You can put this in Favorites, or you can create another folder under Favorites. If
you use certain screens on a daily basis, you might want to separate those from
the ones you only use monthly. In most cases, you will just let this default to
Favorites.

Click OK and it's done.....
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Special Features
Shortcuts — Creating Favorites

# Datatel - Colleague_Test - CF | ¥
File Edit Apps | Favorites Options  Help
MiAerEts ||_ add to Favorites. . ® g B @
— (rganize Favorites..,
=-24 PU-F PCD - Purchasing Defaults/Codes Def
__.J | RINQ - Requisition Inquiry WEN - Wendar Maintenance
=3 RECM - Re%tiun Mairtenance AP - Appravals
___J APF - Apy 4 REQ - Requisitions
[LjHJ To find your _ POM - Purchase Orders
e Favorites, T — BPM - Blanket Purchaze Orders
5] A jUSt click on _J [GS5R - Goods and Services Receiving
[g] il Favorites _J PAT - Purchasing/&P Utilities
{g] R and this ary () DING - Procurement D ates Inguir
-[g] R down dl’Op bquiry [ WEI -Wendor Youcherlnvaice Ing
a uf menu will hres: =& WING -Yendor Voucher/rvoice Select
.3 rfappear,
X choseone |
> R and click ...
=& R t
=¥ FROBA - ReqBuper Assignment S¢
-« RGBY - Requisition Buper szignr
=¥ ROGPG - Requisition Purge
[+~ POM - Purchaze Orders
[+ - BPM - Blanket Purchase Orders
[F-d GS5R - Goods and Services Receiving | &
A | _’l_él
#start| | Ainbox - .. | B2INsL.. ~|[aDatatel... B2 Micro... | @ formatte... ||« W 5F
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Inserting Item line on requisition

Sometimes you need to insert a whole line item on a requisition. Your shipping
or installation line should always be last. If you discover that you need to add
another item;

1. Go to the Requisition Item List, Choose the item that you want to
move down — or insert a blank line item above, and click on the number —
which will bring up a Dialog Box

2. Click on Insert
=]

=dit Faworites Tools Help

:unicl vIDGollﬂdk 3'&5@ @ |

E;I REQM-R equisition Maintenance  ROIL-Requisition ltem List |
5
IEI equisition: 0 Gt utstanding Date: 05411405
\ D escription Quantity E stimated Frice Extended Price Tax
1. Click on 1 l E] CHAIR, RED 'w/ITH CARFET | 2000 | 250.0000 500.00 |Yes [~
th b 2 I E] ESTIMATED SHIPPIMG | 1o | 25.0000 25.00 I
e numbper _3l_E] Alert I_
%% — Select Window Operation to Perform I:
g I IF) Inert I Delete | Cancel |
B . —
N . J 2. Click l
i 57X ). 3 on Insert !
10w l_
N . o) |
22 [

3. Click on the blue icon on the blank line to go back to the Item screen
and enter the information for the added item.

;I REQM-F equisition Maintenance  ROIL-Requisition ltem List |

-

05/11/05

e o i

Dezcription Quantity E ztimated Price Extended Price Tax
CH&IR, RED WITH CARPET 2.000 250.0000 500.00 IYes j

3. Click on the

ESTIMATED SHIPPING 1.000 26.0000 25.00 I

Blue Icon
%

gEkcie

—y
ra

JIRREREREN

—
o
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Manually overriding tax amount

On most purchases, the tax rate is the standard 7.75%. Or for certain items —
magazine subscriptions, professional services, or maintenance agreements there
is no tax. However there are a few instances where the tax amount does not
easily fit into either category. This is usually when you are purchasing an item
and trying to group taxable items and non-taxable services into one line item (i.e.
Purchase of equipment with a maintenance agreement), or where you must pay
the tax amount of the retail price, but have a discount that reduces the actual
cost (i.e. Cell Phones). In these cases you will override the tax rate and enter the
exact tax of the line item.

1: Enter the standard sales tax code (SS):

2: Click on the Blue Icon next to the GL Account No. field,

tel - Colleague_Test - CF =10l x|

it Favorites Tools Help

[ 00 | B AdX Q% F 0 @ |

ﬂ RE QM-Fiequizgition M aintenance I RAIL-Fequisition Item List  RRIM-Requisition ltem Maintenance

Wendor Name ﬂl Boize Office Solutions ﬂ
Cormmodity Ilm
Irv [bem
Description 1 [[CHAIR. RED WITH CARFET If]il
2|[CASTERS. 24542234 IF -
Est Price IW@E] I_ Desied Date [ [
Quantity IW@ Fixed Azsat [ |~
Urit of |ssue W VendorPart [
Trade Digc Amt I—@@ I_ Form/Bosdloc | I_ I_
TradeDisc Pt [ (B Comments rt}:ﬁ
ExtendedPrice [ E00.00 I_
b work Or/Type/Flg |
Tax Codes 1[55 Sales Tax - 7.75% <‘Enter standard tax rate
GL Account No Fercent Ol [T
_1 [finio430067 7000600 ) MCIiCk on Blue Icon |:
GL Amt 500.00 () ~~ BT |
Fraj ID
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Manually overriding tax amount
This will take you down to Req GL Line Item Tax Maint screen where you can ...

3. Manually change the tax amount. This should be the total tax for this
line item. If you have a quantity greater than one each, be sure the tax
amount covers the entire amount (i.e. tax for one is $15, so the amount
entered would be 2 X $15 = $30)

tel - Colleague_Test - CF =10f x|
lit Faworites Toaols Help
e 0% | B d%x Q% 9 @ @
ﬂ ROIL-Requisition Item Listl ROIM-Requisition Item Maintenance  RTxM-Feq GL Line ltem Tax Maint LI_’I
Date:  05/11/05
Tax Distribution for GL Account Mo | 11-1010-74300-67 7000-6001
Project associated with thiz GL
Spstern Calculated |Mo
Item  GL Mo
Tax Taw Foreign Tax
GL Account Mo Code Code  Tax Amaunt T ax Amount Type
_1 |[11-1010-74200-677000-5001 ISS I | 30.00 @ 3. Enter tax amount |
Tax Project 1D I I_ J—
| I @ @ |
Tax Project 1D | I_
el @ @ |
Tax Project 1D d
Tax Total | 30.00 | 0.00
ITC/R efund Amaourt
Rebate Amaount
Element GL Account Mo Walue 141
-l
SAVE and UPDATE and continue on with your requisition.
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It won’t let me use my Budget Number!

nicl vl Beo | R dx Q& 9 @ @ |4
|| REQM-Requisition Maintenancel ROIL-Requisition ltem List  RQIM-Requisition ltem Maintenance
[
[
l endaor Mame ﬂlActive Parenting Publishers :I Tl
I Commadity | 715 PUBLICATIONS,
| I Item
| Description 1 [[BOOKS, LOT54 -
| i Alert -
Esst Price sired Diate | 05/01 /05 |
| . Current 10 for "GLACCTS" file is nat active .
Quantity ined Aszet v
Unit of |z3ue endar Part
— Trade Disc Am— = /BoxdLoc v I_
Trade Disc Pct El Camments 1 I E]:
Extended Price 16.00 I
wiork Or/TypedFlg | v I_ v
TaxCodes 1 [S5 Sales Tar - 7.75% =
GL Account Mo Percent Quantity
dfe i @ | z
GL At El | -
Proj 1D
Controller GL Accounts Noalues

7 KiN _>IJ

ﬂ | Bl 1rbox - Micraso... | #IHelp I cant get ... || ZaDatatel - Coll...

«BFHB

This one means that someone else is also trying to create a requisition with the
same budget number. You may encounter this one at year end when everybody
is doing requisitions.

SDCCD Datatel Colleague Purchasing Manual 10-6

May 2005



Because Datatel Colleague is a real-time system, it will not allow access to the
same records at the same time. So sometimes you will get stuck or will not be

allowed to access a record.

tel - Colleague_

it Favorites Tools Help

cl leGo|@dk--3¥ﬁm@

HELP!! I can’t get out

=

REQIM-Requisition Maintenance |

standing

Yabe:  09/17/05

Requisition 0 ate Im Maintenance Date m
[TUEGIN K athleen Dovnz Fiequisition Amt T
Desired Date I—
Wendar 1D | 003429 :I
ez iIE VENDORS - 0034297 locked by user 208 |——
Addiess 1 JjON
Ciy/3T/Zp [San Die
Coanitry
Currency Terms |M3 Met 30
Ship To |DC SDCCD Distributio E] FoOB
Ship Wia Commodity | 615 Office Supplies: Gen
Approvals 1| E]::i Line Items |2—E]
Buyer |Vanessa white Printed Comments ﬂ WE]::’
ExpieDate [ [ Camments ﬂ—@::i
AP Type |AP Accounts Papable Pricirity WW W
Invn Store E] Requisition Done m

-l

This one means that someone in Purchasing or Accounts Payable is updating

information on the vendor you are using. Wait a moment, we will be out shortly.

Click Retry. If after 5 minutes, you are still stuck, call the District’'s Help Desk,
they will be able to identify who's in the record (in case they forgot and went to

lunch). If all else fails, try a warm boot — Control Alt Delete.
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