Horizon Sunrise 7.2 Training

Acquisition Training

I. Acquisitions Overview

Basic Acquisitions Processes

II. Vendor Records

A. Creating Vendor Records

B. Editing Vendor Records

III. Budgets

A. Creating Budgets

B. Budget Hierarchy

IV. Purchase Requests

A. Creating a Purchase Request from Keyboard

B. Creating a Purchase Request from Existing Bib

C. Searching for a Purchase Request

D. Purchase Requests and Workflow Integration.

V. Purchase Orders

A. Creating the PO Header

B. Creating PO Lines

C. The Approval Process

D. Sending a Title from PAC

E. Copying a PR to a PO

F. Printing a PO

G. Editing Purchase Orders

H. The Selection List

VI. Recording PO Activity

A. Recording Receipts

B. Recording Invoices (Statements)

C. Receiving and Invoicing Statements

D. Voucher Functions

