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’

To continue editing a
previously created
PO, select 'EdiT
unposted'.

To create a PO,
select a'New...'

ll"J ew
New PO from another PO

Cancel Previous | Mext | Einish




Step 3: Select “Fund Name”

Click “Finish”

N

Please specify the

:,Z::C:Ui'ﬂ i:j:g:‘ Funding source: ITriaIs—LegaI Representation J
your new purchase Fund year: |Ju| 2015 thru Jun 2016 J
order will be funded Fund : |16—IC21 J

from.

Click FINISH to
create a new po with
a next available PO
number.

Cancel Previous Mext 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.

B3] PO... [Edit]

PO no: |1B-DI}I.'II3T Vendor: * - | Status: IOpen
Date: |D4f28!2016 Vendor attention: | Status date: |[}4f28f2[}16
Source: |Tria|5—LegaI Representation - | Ship to: |PUBLIC DEFENDER 6TH CIRCL - | Last Printed: |

Fund: |1&|cz1 | Ship to attention: |DENISE MUNSON

PO amount: |$r_}_00 Requested by: |

Contract no: | FACTS Contract no:l

Type: |* -] Confirming: L Certified Forward"

Line items | Special Instructions | Comments | Footnotes | Case |

County Description Category | Order Qty| Unit type Unit cost Units * Qty Object
P 0 * 0 $0.00 $0.00 |*

Record: 14 4 || T [ mprled| o1 <] | i

Balance... | Fayments... | Add Object... |

Add another | Add vendor | View Log Cancel | Void/Close PO__. | Print PO__. F‘reviousl [Mext | Done |




Step 5: Click “Acquisition” from drop down

Step 6: Click “Print PO”

PO no: |15M037 Vendor: * - | Status: |Open
Date: |D4!28f2016 Vendor attention- | Status date: |[}4128f2[}18
Source: |Tria|s-LegaI Representation ~ ~|  Shipto: IPUBLIC DEFENDER 6TH CIRCL = | Last Printed: |
Fund: |1a|c_21 -] Ship to attention: |DENISE MUNSON
PO amount: |$D.D[} Requested by: I
Contract no: | FACTS Contract nu:l
Type: * J Confirming: I Gertified Forward "
Line items | Special |nstructions | Comments | Footnotes | Case |
County Description Category | Order Qty| Unit type Unit cost Units * Qty Object
£ |0 Acquisition - 0 $0.00 $0.00 |*
¥ [0 * 0 $0.00 $0.00 |*

Record: Hl 4 || 1 b |H|H6|| of 1 ﬂ

Balance... | Payments... | Add Dbjecl...l

Add another | Add vendor | ViewLog | Cancel | VoidClosePO... | BrintPO.. | Previous | 1ext | Done |




Step 7:Click “PO Edit Report”
Click Print

Review print out for accuracy

=] Reports-> PO-> Form

To print a purchase
order, select 'PO
Form', the number
ot copies needed
not counting
vendor's copy, and
the approver.

Which report?

budget entity:
Unprinted Only:
From PO number
To PO Number

Copies?

Authorizing by?

FO Form - Original
PO Form - with FL seal
PO Edit Report

PO Form - with FL seal + Signature

Trials

v

L] L]

Cancel View

Print




Step 8: Select type of PO to print — this will
vary by circuit preference

Which report? FO Form - Onginal

PO Form - with FL seal

FO Edit Report

PO Form - with FL seal + Signature

To print a purchase
order, select 'PO
Form', the number
of copies needed
not counting

vendor's copy, and budget entity: Trials -
the approver.

Unprinted Cnly: 4

From PO number [16-00037 -]

To PO Number 16-00037 -]

Copies? 0 -]

Authorizing by? -

Cancel View Print




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

You now have a completed PO

Tl wal

~ Purchase Order Form... =
E=] Reports-> PO-> Form X

. Which report? PO Form - Original
To print a purchase - e
order. select ‘PO PO Form - with FL seal
. N h b PO Edit Report
PUBLIC DEFENDER §TH CIRCUIT Number 1600037 . .
Authorization gemmhern 16007 [ Form . The number PO Form - with FL seal + Signature
Dute: G425716 10:42am s = o e of copies needed
not counting
Bl T, in T - | -
Ofica afthe Bub 5 Defsades 56 Casi e — vendor's copy, and budget entity: |Tr|a|s -]
Amession: ACCOUNTS PAVAELE Ameetios TENISE MUNSCE the approver
FIT LIC DEFENDER §TH ¢ ROUIT SO TV NI TICE CETER PP - . _ ~
COUNTY JUSTICE CENTER. 14230 49TH STREET NORTH Unprinted Only:
14250 msmhmﬂ.{ CLEARWATER, FL 33762-
R A R
e e — From PO number |16-00037 - |
: O ————
L1 DS MM SoN G 4447677 Purchase Order Form... x|
I

Tage: Mot Dfimad.

Do you wish to update the 'Last Printed' date for PO(s):
[Demcrip dom [objece @ [ Tmie | Uuic Coxt [Extended € 16-000377 J

- o 30000 0

Click YES to do so now!

Fesd: 16IC21 Awderizaion Toml: $0.00

T Bmmp D 62492-L337¢2C
Viemdos Ne:
Vemde Pioac

eomsmcecd winy ko =
(350435518

<< Vandor Copy >5> #urthorized By: Tarzick, Dedores Dr.
Finance And Acoounting Direcior

Page: 14| 4 || 1 | e1|erL |



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”
_|ox]

Add standard invoice: from PO
Please the method you Add standard invoice: w/o PO

wish T':_’ “5‘?‘ f':'_" ST Add standard invoice: w/o PO, from another invoice
anew Invoice info ";.I'OLI

system..and then click
the NEXT button

Qan{:ell [ew | Ereviousl MNext | Einish |




Step 12: Select Fund Name, Select PO Number
Click “Finish”

Pop Up Screen “You are about to create a new
iInvoice for amount of $30, 794.00 for
PO 16-00038°Click “Yes”

ES] Invoice... [Add from PO] _ o] x|

Funding source: ITriaIs;—LegaI Representation

Please select the

Ll L

purchase order for Fund year: IJuI 2015 thru Jun 2016
which you are enterin
an invr;ce. and then g AL |16_|C21 J
click the FINISH
button.
From PO |16—DDD38 J
number:

¥ Should "Charge To" names show-up on invoice?

Invoice... [Add from PO] x|

'E You are about to create a new invoice for the amount of $30,794.00
= for PO 16-00038.

Yes MNo

Cancel [Jew Previous Mext | Finish I




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

==| Invoice... [Edit]

Invoice no: I* Type: IRegular -| Ben oby | cat: | Certified forward: r
Invoice date: I Vendor IDUVAL FORD LLC - | Prior year payment: r
Invoice received: I Vendor No: Close PO: r
X Attention: -
Goods received: | 1616 CASSAT AVENUE On hold:
: JACKSONMVILLE, FL 32210-
Approval date: I
Batch date: I
JAC no: | Mailed: | PO no: |16—DDD38
Batch code: [* -]
JAC date: | Check total: | $0.00 FACTS Contract no:l
Batchno:  |* -]
Check no- | Status: |Encumbered Invoice total: |$30,794.{|D
Eund: |16—|C21 ;l
; Invoice id- |?4f}ﬁﬁﬁf}9
Line ltems |Comments| Case | History|
CF #| County Description Category | Quantity | Unit cost Amount Object De:
Pl O - | new car Acquisition 1/$30,794 00 | $30,794 00 |517000 CLW
* 0 |0 = 1 50.00 50.00 |* *

4 4

Add Object

Add another Add vendor Cancel | Void... | Undo batch... Add suffix to batch no...l F’rint...l F‘reviousl Mext | Done |




Step 14: Accounting, Click on “Reports”
Batches, Pending, Print

Fund: 16-ICZ1
Regular, $10000.01 And Over




Step 15: Print Batch Sheet

o Activities
 Click “Process Batch”
e Click “New”




Step 16: Budget Entity = Match PO
Batch Method = Match PO

Click “Next”

E=| Process Batch-> New...

This function allows you
to create batch sheets
based on unposted
invoices currently
available.

Please specify the budget
enfity, tThe method of
batching, then click the
‘Next' button.

Budget Entity- ITriaIs j
Batch method: IState of Florida j

Cancel Previous

MNext

Create




Step 17: Select Fund = Match to PO

Click “Next”

=] Process Batch-> New...

Specify a fund for which
you wish To create batch
sheets, Then click the
NEXT button.

Cancel | Prﬂvinusl

Next | Create |




Step 18: Click “ToDo” check box
Click “Create”

Pop up box Click “Yes”

E= Process Batch-> New...

B - De-selectall | Selectall | = |
This is a summary of invoices

which are about To be ToDo Batch Type Fund Invoice No
batched. & Regular, $10000.01 And Qver 16-1C21

Use the DE-SELECT ALL or
SELECT ALL buttons and the
TODO checkbox to check
the invoices which must be
batched.

To make any changes to
these invoices, click the
'Previous' or 'Cancel' button

Click the CREATE button if
you are ready to assign these
invoices to a batch sheet
number.

Record: H| 1 || 1k |H|H'%|| of 1

Cancel | Preuiousl MNext | Create |




Step 19: Verify information correct
Click “Done”

Pop up box Click “yes”

E=| Process Batch-> New...

) Status | Batch Mo Batch Type Fund Invoice No Payee Object
The following are the b |ok 16-0248 Regular, $10000.01 And | 16-1C21 * DUVAL 517000
batch sheets which have Owver FORD LLC
Just been created.

You may change a the
batch number by typing
over it.

If any comments need fo
be included on the batch,
select the desired batch
and include your
comments in the 'Special
Instuctions' field.

Record: I4| 4 || 1k |H|Hé|| of 1

Special Instructions

Cancel | F’revir::usl Mext | Done |




Step 20: Select “Authorizing by?”

Click “Print”

=] Reports-> Batches-> Form...

In this area you can print
a hard copy of one or
more batch sheets.

Use the fields to specify
the batches to be printed,
then click view or print.
Or if your agency is setup
for electronic submission
of batch to JAC then

click New Boms.

Budget entity: Trials

Batch method: State of Flonda

Prepared by? Terzick, Delores Dr.

Authorizing by? IDiIIinger, Bob
Public Defender

Unprinted only v

Use first 9 digits of invoice number r
on batch (default is last 9 digits).

New Boms. ..

From batch: |1&DE4B -

To |1&DE4B -

F‘mpertiesl Can::ell View | Print




Batch Form

Office of the Public Defender 6th Circuit

Completed Batch Sheet

21 60 0607 000

12
2
974006

BEN OB.J:
BEN CAT:

BATCH SHEET
(Regular, $10000.01 And Over)

FUND:
16-1C21 (ACQUISITION MOTOR VEHICLE)

AGENCY REF:
PAGE 1 OF 1
JAC NO:

FACTS

16-0248

L ]

Object

Amount

Vendor total | Vendor name

517000

£30,794.00

530,754.00 DUVALFORD LLC

Date Received by JAC

Batch total:

1 nere oy certify Tal e above Tan SciDns ae N accordance Wil Me Florida Statuies and all
Sppicane laws and rules of e SiEe of Florida. | S50 cendy by 8 Wdence of IS Signaunes)
below T3t o e best of my knowiedge, e Insorma fion on 1his form is Twe and cormect; all
Do0ds SN0 SERIES NEWE DEEN STFAC0rly received | F ap0ican ke paEyment S N 3aondsnoe
T e SutnorizEd rane of COmp enSator; 3nd TS Crouodioe will m SN SN e d oo St Etion
iE! SuTorizes Me punchases and ageed rates and wil be made avaiabe upon reques.

$30,794.00

Special Instruct

Prepared By Delores Dr. Terzick

Authorized By Delores Dr. Terick
Finanoe And Accounting Director Finance And Accounting Direcior




Inventory Module

Step 1: Recelve 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 “ltem Lists”

« Select all “entity, group, source” you want
iIncluded on your report

* Click “Report”
« Select "Report Name”

« Select “Sort by” — however you want your
data displayed on final report

e Select “Print”’ or “View”





