Generating Reports to Join MDS Order Details with

WISDM and PAT Funding Detail

When using a specific MD Number or an MDS Parent Account, reports are available to

UW-Madison users to summarize and join the item level detail for your MDS purchases
for the associated MD numbers with the actual funding that was used for those orders

from WISDM. A separate report is also available to display the item level detail for your
MDS purchases joined with the current funding assigned to each invoice in PAT for the

current month that has not yet posted to WISDM.

1. Choose the method you would like to use to view your data and login using the
appropriate steps below: a: parent account or b. specific MD number.

a. For a parent account:
Login to your parent account at

http://mds.bussvc.wisc.edu/order/parent default.asp. Contact

mdscsr@bussvc.wisc.edu with any questions.
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Please enter your Parent Account (email address) and password.

to request setup.
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If you do not have a Parent Account with MDS but would like one, please contact MDS Customer Service

Parent Account: |parent@bussve.wisc.edu LOgin USing the email
Password: | < address and password
for your parent account.

Once you reach the main Parent Account screen listing all your child MD
numbers, click on the “Click here to generate Parent Reports” link near the

top of the screen.
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Back to Account List

Click here to generate Parent Report:

about all transactional activity for child a nts.

MD Number aw Funding aw Notes &'
MD00951 3105133A5372004133HF17 Edit
MD00955 3105233A53720042331K62 Edit
MDO01424 3105133A5347004133FW32 | Edit
MD02847 3104144A5347004144NK79 | Edit
MD02848 3104144A5347004144NK84 Edit
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The Parent reports allow you to gener downloadable and/or printable reports

Please select one of the available Child Accoun™o shop with that account.

Click the “Click here to
generate Parent Reports”
link to begin.



http://www.bussvc.wisc.edu/mds/faq.html#parentchild
http://mds.bussvc.wisc.edu/order/parent_default.asp
mailto:mdscsr@bussvc.wisc.edu

b. For aspecific MD number:
Go to the MDS Ordering Site at http://mds.bussvc.wisc.edu/order/default.asp,
choose “Been Here” and login with your MD number and password.

Choose the “Transactions” link from the left side menu.

Store Lobby

Welcomel Shop at our MDS Warehouse or at any of our suppliers below.

Store Lobby

Rewview Cart

@ MDS Warehouse
@ Dell Computer (computer components)

@ Eisher Scientific (lab supplies)

@ VWR {lab supplies)

Staples Advantage (office supplies)

Shipping

Order Status

Invoice Status
Saved Carts

Acct Summary i . o
@ Grainger (maintenance supplies)

9 A . .
oS Click the “Transactions
= |ink after logging in with
your MD number.

Quick Shop

Cal supplies)

You d B on the password update page
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Search MDS Stock: generate reports by year

T ] . d month” link to begin.
= Transaction Selection and monthfink fo begin

Search

Store Labby Click here to generate reports by year and month

Review Cart

Shipping Or enter the date range (mm/dd/yyyy) for transactions you wish to view:
Order Status

Invoice Status Begin Date:

Saved Carts

Acct Summary End Date: Choose Date

Quick Shop

[ Gettransactions by date range ]

MD# Password Page



http://mds.bussvc.wisc.edu/order/default.asp

2. This opens a new window displaying all the available report types for your parent
account. Choose a year and month using the drop down menus and then click on
the desired report type.

a. The Transaction Lookup displays all MDS purchases of all child MD accounts
for the chosen month and year (without funding data).

b. The Posted Funding and Detail Report joins the line item details from your
MDS invoices for all child accounts with the actual funding used in WISDM for
those transactions. This report is only available for fiscal year 2010 to the
present (from July 2009 forward).

c. The Unposted Funding and Detail Report joins the line item details from your
MDS invoices for all child accounts with the actual funding currently assigned
in the Pre-Posting Allocation Tool (PAT) for those transactions. This report is
only available for the current month that has not been posted to WISDM.

Click the “Posted Funding & Detail” button to generate a PDF document containing
all the details of the MDS purchases for the chosen month and the funding used.
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MDS Parent Account Transactions

Select billing year and month from list, then click the Transaction Lookup, Posted Funding & Detail or Unposted
Funding & Detail button for details.

Choose the desired year

Select billing year: | 2010 v and month using the drop
< -
Select billing month: » down boxes and click the

“Posted Funding & Detail”
button to view item level
detail and WISDM funding
for your MDS invoices.

Transaction Lcn:kupl I Posted Funding & Detai Unposted Funding & Detail ] [ Clo

Note: This report is only
available for July 2009 to
the present.

Once the button is clicked, it may take a while to generate the report depending on
the number of child MD numbers and amount of account activity. A File Download
menu will appear allowing you to choose to “Open” or “Save” the report.

File Download g]

Do you want to open or save this file?

E{: Mame: Posted_Funding_Report, pdf
| | Type: Adobe Acrobat Document, 172KE

From: jneta.busswe,wisc,edu

Open ] [ Save ] I Cancel

= | while files from thi Internet can be useful, some filez can potentially
a harm pour computr. IF you do ot trust the source, do not open or
= zave this file. Whil's the risk?

Click the “Open” button
to view the report.




3. Your final results should appear similar to that shown below. The

basic details of

your parent account appear at the top along with the default funding. Each invoice
and all the items ordered for that month along with all the funding used on each
invoice are shown for each child account with lines between each
be a separate page break for each child MD number.

' @ Posted_Funding_Report[1].pdf - Adobe Acrobat Professional

invoice. There will
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Posted Funding and Detail for "April 2010" MDS Invoices =]

Parent Account: parentic bussve, wisc.edu

MDS Account: MO

TIW e

Jaha mp,-t“, Arcounr:  310% Deparmrent ID 537200

1001 Lab B Bidg. 2 Fand: 133 Program 4

1300 Elniversity Ave. Campus: A Project ID: PRIISTA

Madizon, WE 33706

Imveice £ Imvoice Date  Source Beference ShipTo Addressl ShipTo Addres:2 Inveice Amount

CEXI214043106 Q4122010 OFFICERY 4080454403 47738 MAC PHARMACOL! 1300 UNIVERSITY AVE ZH 51353
Stack # Description Quantity  Unit Uit Price Lire Item Ameunt
LETLS014 LAMEP.FOLD DSEBE 10 EA § 2553 § 2353
Acoount Fund DieptIDr Project Program  JournallD Clazs WISDA Posted Date  Expense Amcunt
3105 233 537200 FRJIOTA 4 JRBO0LETES 0E062010 § 2353

CEZX22320420 Q4132010 OFFICERY 4080454403 4780 MAC PHARMACCLO 1300 UNIVERSITY AVE ZH 31750
Stock & Diescripticn. Quantity  Unit Uit Price Line Item Amount
BLEBPII2238 SURGE,.IUTLTA3MIOULGY 0 EA 52730 §2730
Acooant Fund DiepitIDx Project Program  JournallD Clazz WISDAI Posted Date  Expense Amount
3105 33 537200 FRIISTA 4 JRBOOLETEE 05062010 §2730

Invoice £ Imvoire Date  Somrce Beference ShipTo Addressl ShipTo Addres:? Invoice Amonnt

CEXX22295260% 4142010 OFFICERW 47I0MEC PHARMACCLG 1300 TNTVERSITY AVE 2N 51154
Steck # Descriptien Quantity  Unit Uit Price Lime Ttem Amount
CLI30532 SORTERLIIDIVITR SZBE 10 EA 11177 §2354
Account Fund DieptI Project Prozram  JonrnallD Class  WISDAL Posted Date  Expense Amount
3105 233 337200 BRJIOTA 4 JRBO0RETEE 0E0a2010 §2354

4. To view line item details from your MDS invoices for all your child

accounts with the

actual funding currently assigned in the Pre-Posting Allocation Tool (PAT) for those
transactions; choose the current month and year from the drop down boxes and click

the “Unposted Funding & Detail” button to generate the report.
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Select billing year and month from list, then click the Transaction Lookup, Posted Fun

Funding & Detail button for details.

Select billing year: | 2010 v
<

Select billing month: | IEN v

Choose the current month
and year using the drop
down boxes and click the
“Unposted Funding &
Detail” button to view item
level detail and the current
funding assigned in PAT for
your MDS invoices.

Transaction Lookupl ’ Posted Funding & Detail ] IUnposted Funding & Detail l [_

T T




Once the button is clicked, it may take a while to generate the report depending on
the number of child MD numbers and amount of account activity. A File Download
menu will appear allowing you to choose to “Open” or “Save” the report.

File Download
Do pou want to open or save this file?

Mame: Unposted_Funding_Report.pdf
Type: Adobe Acrobat Document, 107KE
From: jneta.busswvc.wisc.edu

X

Click the “Open” button
to view the report.
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Open

Save

] [ Cancel

YWhile files fram the Intermet can be useful, some files can patentially
harm wour cormputer. IF pou do not trust the source, da not open or
zave thiz file. What's the rizk?

Your final results should appear similar to that shown below. The basic details of
your parent account appear at the top along with the default funding. Each invoice
and all the items ordered for that month along with all the funding currently assigned
in PAT for each invoice is shown for each child account with lines between each
invoice. There will be a separate page break for each child MD number.

& Unposted_Funding_Report[1]. pdf - Adobe Acrobat Professional
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Un-Posted Funding and Detail for May 2010' MDS Invoices

Parent Account: parentiabussve. wisc,edu

AMDS Account: WG

TIW Tiepe

Toha Smitl: Accounr; 3105 Deparmrent [0 537200

1001 Lab B Bldg, 2 Fumd: 133 Programc 4

13000 Plnivessity Awve. Campas: A Project IDx  PETISTA

Wadison, WI 33706

Imvoice # Invoice Date  Source Beference ShipTo Addresl Ship T Address? Inveice Amount

CEI333008101 05132000 OFFICEPV  155-403 4780 MSC PHARMACCLOH 1300 UNIVERSITY AVE 24 31536
Stack # Description Quantity  Unit Unit Price Line Item Amonst
HETL350 STAMP PRNF.FANED.RD 10 EA $ 482 § 462
XSTINS STAMP PRNE. ENTERED BE 10 EA 5 462 $ 48
AVEXI44T STAMPPAD INELIQZED 0 EA 314 14
AVEZLOTL STAMP PADFELTA1 2D 10 EA $ 140 $ 140
AVEDI0S1 STAMP PADFELTA1ZE 10 EA % 140 § 140
WETHLLE STAMPINELEFLBILEE 10 EA $ 11 $ o1l
Acoount Fund DeptlD Project Prozram Class Allocated Ameunt
3105 33 537200 TRILOTA 4 $ 1536

Tmvoice # Invoice Date  Somrce Reference ShipTe Address] ShipTe Addres? Inveice Amount

TDTS6IPC1 051172000 CELLEV ABAIHCOLOR  HUBANES SUEAMN 1300 UNIVERSITY AV 5406 52
Stock # Description Quantity  Unit Ui Price Line Item Amount
3303012 DELL 12300 1500 PAGEBLACE  TONER( 10 EA £ 5500 £11018
330-30013 DELL 1230C 1000 BAGE YELLOW  TONER 10 EA § 4030 So87
330-3004 DELL 12300 1000 PAGE MAGENTA  TONE 20 EA § 4030 bR
330-3013 DELL 12300 1000 PAGE CYANTONE  CART 10 EA § 4030 58578
Accomni Fund DieptID Project Program Class Allocated Amount
3105 13 537200 PRIITA 4 550652




Troubleshooting and Error Messages

1. “Theinvoices of selected month/year are already locked”
This message will be displayed if the user is trying to generate the Unposted Funding
& Detail report for a month that has already posted. Only transactions from the
current billing period are available. In the example below, the user is trying to run the
report for April 2010 which has already posted and received the error. Please note
that if you are trying to run this report on the afternoon of the day that transactions
are posted (3" business day of the month at noon), you will receive this error.
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MDS Parent Account Transactions

Select billing year and month from list, then click the Transaction Lookup, Posted Funding & Detail or Unposted Funding &
Detail button for details.
Select billing year: | 2010 hd
Select billing month: | April v

The invoices of selected month/year are already locked.

[Transaction Lonkup] [ Posted Funding & Detail ] [Unposted Funding & Detail ] [ Close Window ]

2. “xxxxx@wisc.edu has no invoices for Month Year”

This message will be displayed if none of the child MDS accounts have had any
activity for the period of time requested.

UNIVERSITY OF WISCONSIN-MADISON

Uw HOME MY UW  UW SEARCH

MDS Parent Account Transactions

Select billing year and month from list, then click the Transaction Lookup, Posted Funding & Detail or Unposted Funding &
Detail button for details.
Select billing year: | 2010 hd
Select billing month: |June v

scarrola has no invoices for June 2010

[Transactiun Lookup] [ Posted Funding & Detail ] [Unposted Funding & Detail ] [ Close Window ]

3. “xxxxx@wisc.edu has no SFS invoices”

This message will be displayed if none of the child MDS accounts are billed through
SFS. For example a state agency, county, or municipality is billed in a different
manner and will not have any data available in these reports.
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Select billing year and month from list, then click the Transaction Lookup, Posted Funding & Detail or Unposted
Funding & Detail button for details.
Select billing year: |2010 v
Select billing month: | April v

jtest@wisc.edu has no SFS invoices for April 2010


mailto:xxxxx@wisc.edu
mailto:xxxxx@wisc.edu

4. No funding/WISDM data appears in report.
This will happen (as pictured below) if the user chooses the Posted Funding and

Detail report for a month that has not yet been billed. Since no funding data has

been sent to WISDM, nothing can be displayed in those fields. However, the line

item details for the orders will still be displayed.

Posted Funding Report[1].pdf - Adobe Acrobat Professional
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Posted Funding and Detail for May 2010" MDS Invoices

Parent Account: parcti bussve, wisc,odu

MDE Account: MIEERHX

TIW Diept -

John Smith Accowr;  310% Deparment [0 537200
1000 Lab B Bidg. 2 Fand: 133 Program: 4

1300 Undversity Ave. Campus: A Project 1D PRIISTA

Madizon, WI 53706

Luvoice # Iovoice Date  Source Beference SkipTo Addressl SkipTo Addres:2 Toveice Amount
CEIXE8008101 (5132010 OFFICEDV 265403 4750 MEC PHARMACOLG: 1300 UNTVERSITY AVE IV 31536
Stk # Description Quantity  Unit Ui Price Line Ttem Amoant
XET1330 STAMP.PRMILFANED.RD i0 EA 5 462 %48
KETIA0S STANP PRME ENTERED EE 10 EA % 462 § 4462
AVEQI4S7 STAMP PAD DVFL2 OZFD i0 Ea 3 L4 PLM
AVE2LOTL STANPPADFELTALED 10 EA 5 140 $ 540
AVE2L08L STAMPPADFELT A1 BE i0 EA $ 140 § 140
HET211E STANP INELEFLBTLEE 10 EA 5 118 $ 218
Tnwvoice # Tmvoice Date  Semrce Reference SkipTo Addressl SkipTo Addres:? Tnveice Amount
DXDTS61PC] {31y DELLBV ABSIHCOLOR — HUBANES SUEAMN 1300 UNIVERSITY AV $406.52
Stack# Description Quantity  Unit Unit Price Line Item Amoant
3303002 DELL 1230C ISD0 PAGEBLACK  TONER( 20 EA £ 5500 §11018
330-3003 DELL 1230C 1000 BAGE YELLOW ~ TONER 10 EA § 4030 58T
330-3004 TELL 1230C 1000 BAGE MAGENTA  TONE 20 EA § 4030 588
330-3005 DELL 1230C 1000 BAGE CYAN TONE  CART 20 EA § 4030 59ETE
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