
ASSETS + BOMS = EASY



BOMS MODULES

• Accounting Module

-Requisition/Purchase Order

-Batching

• Inventory Module

-Add Asset

-Financial Records/Reports



Step 1: Access Requisition in BOMS 

Accounting Module

• After logging into BOMS/Accounting, click on 
“Activities”

• Click on “Process PO”



Step 2: Click on “New”

Click on “Next”



Step 3: Select “Fund Name”

Click “Finish”



Step 4: Complete all fields that apply to your 

purchase – make sure to enter ”Category” 

this is step that tells BOMS it is an asset.



Step 5: Click “Acquisition” from drop down

Step 6: Click “Print PO”



Step 7:Click “PO Edit Report” 

Click Print

Review print out for accuracy 



Step 8: Select type of PO to print – this will 

vary by circuit preference

Click “Print”  



Step 9: Click “Yes” for update last printed date

You now have a completed PO 



Step 10: Access Batching in BOMS 

Accounting Module

• After logging into BOMS/Accounting, click 

on “Activities”

• Click on “Process Invoice” 

• Click “New”



Step 11: Select “Add Standard invoice from PO” 
Click “Next”



Step 12: Select Fund Name,  Select PO Number  

Click “Finish”

Pop Up Screen “You are about to create a new 

invoice for amount of $30, 794.00 for 

PO 16-00038”Click “Yes”



Step 13: Invoice Edit Screen – Complete all fields –

this will vary by circuit. 

Note: Acquisition is showing from PO Module –

If not Select from drop down

When all fields are complete Click “DONE



Step 14:  Accounting, Click on “Reports” 

Batches, Pending, Print 

Verify all information is correct 



Step 15: Print Batch Sheet

• Activities

• Click “Process Batch”

• Click “New”



Step 16: Budget Entity = Match PO

Batch Method = Match PO

Click “Next”



Step 17: Select Fund = Match to PO

Click “Next” 



Step 18: Click “ToDo” check box

Click “Create” 

Pop up box Click “Yes” 



Step 19: Verify information correct

Click “Done”

Pop up box Click “yes” 



Step 20: Select “Authorizing by?”

Click “Print”



Completed Batch Sheet



Inventory Module

Step 1: Receive Property

• After logging into BOMS/Inventory, click on “Activities”

• Click on “ Receive 

• Click on Item you want to receive

• Click “Next”

• Verify that information is correct. Scroll to right and 

input additional information you want to track 

• Click “Next”

• Continue adding information on following screen

• Click “Next”

• Review information again and Click “Finish”

• Pop Up Box Click “Yes”



Step 2: Print Inventory Report

• After logging into BOMS/Inventory, Click on 
“Reports” 

• Click on “Item Lists”

• Select all “entity, group, source” you want 
included on your report 

• Click “Report”

• Select “Report Name”

• Select “Sort by” – however you want your 
data displayed on final report 

• Select “Print” or “View”




