May 1,

2014

Requistions

The “How To” Guide to PeopleSoft Requisitions



Contents

Procurement Process FIow FOr PeopleSOft REGUISITIONS .........c...eeeceuveeiiciiieeeicieee e ecteee e eeiae e e sstae e e seataee e ssasaeeesnnsaeaesnes 4
CTo] o] =AY ) > o K Lok U RURRRN 5
Setting Up Your Workstation for PEOPIESOTt........ ..t e e e e et ae e e e e e e 5
LOZEING INTO PEOPIESOFL ...ttt et e e st e e e saab e e e e snbeeeesaabeeeesanteeeesanteeeesanseeessnnes 6
oY o] (oY o) i o Fo T 4 = /SRRSOt 7
FAVOITEES IMIENU .eeiiiiiiiiiiii ittt b e bbb e e s s b b e e s s b b e e s ssb b e e s snba e e s sanbaeessanes 7
(@ =0 Lo I A =2 T 0= [0 L [0 K3 N 8
Step I: Express Requisition Tab — Begin Entering YOUr REQUISILION ....ccccviiiiiiiiiiiiiiiee et 9
Y] =T Ao Ul =T o [OOSR 9
Y=Y L= Tot f T V=T o o] O T O T PSPPSR PO UPPTOPRRTOPRIN 9

[ Tor= 4o o T PP PP P PP PPPPTOPPRRON 10
DUE DAt ettt e s s a e s a e e e s b e e e s ba e e s senra e e e snes 10
ACCOUNTING Dat.iiiiiiiiiiiiiiiiiiiiiieitteeere ettt ettt ettt ettt e et e ettt et ettt atattttttettataetettetteetttetetteerteerereetemeereeane 10
DT AT o T =N <) PRSPPI 11
ACCOUNT H ottt e e e e s e s a et e e e e s e s bbb et e s e e s s e s e bbb ae e s e e e s e sansnrbeeesesssenas 11

[0 T 0= 1= of ] o)1 of o o 11
0T oY Y L= T = (U101 ) IO 11
L6r- 1 ¢=7= (o] oV A U TP T P UPPPPTPPP 11

L@ LU= 011 YR 11

o] o] O P PR OPPPPTOPPRPNS 11

L O=To I TN oL - | L PPOPPSPRN 11
SAVE OFTEN Lottt ettt sttt ettt e bt e s bt e sh e e sat e e bt e bt e e beesheeeabesateeabeebeenbeesaeesaeesnneeas 12

Y A=Y ol | R A=Y B @oT 'Y g T=T 0 4 - PSR 12
Y A=Y ol RN = 1ol o 0 [T 0 £ = TSRS 13
N TIME SEEUP et iiiiiiieetee ettt ettt e e ettt e e e s s sttt et e e e e e e ssababeaaeeeesssssstbaaaeeessssassssbaaaeesssssasssasaeeessssnssssrnaees 13
Attaching Documents t0 @ REQUISTTION ...cciuuiiiiiiiiie ettt e e s sre e e e s b ee e e s eabe e e s s sabeeeesaneeas 14
Removing Attachments from REQUISITION’S ....coueiiiiiiiiiiiiee ettt e esaee e 15
Step IV: Express Requisition Tab — Complete Your ReqUISITION ........ccceciiiiiiiiiee ettt 15
ProOOfrEad & PNt ... oo ettt h e sttt bt e bt e s bt e sat e eabe et e e sbeesbeesae e et e eabeebeebeas 15
2T q T o o ol Ty PRSP 15
REFIESI SCIEEN ...ttt e s bt e st e e s bt e s eaee e s be e e be e e sabeesbeeesabeesaraeeanseesaseeanns 15
270 Lo ==y A o T=T ol PPN 15
NY=T e I o T2 o] o] o1V | PSPPI 16
Lo TSI Lo Y g Y ol=T o I= [ [ 1P PPPPPPPPPPPPPPPPRE 16



Freight/Shipping & HanaliNG ChargeS........couieicreeeeeeeetee et eetee ettt et e eeteeeeeeeebeeeeteeeeteeeeseeesnseeeesesessseesnseeenns 16

DS COUNTS/CrEAITS ... veeeeeeeeeeeeee et et e e e e ettt e et e e s e e e aeeeteeesesaaaeaereeesssasasseeeeeeesssasassseeereeesssasassseeesesssesasaseneeeeesesann 16
(0] ol U o] o] 1 =TT 16

Y T N g F Yo =TT o U=y g N 16
LK T O M ettt ettt ettt ettt e ettt e e s ettt e e s eateeesastaeeesassaeeesassaeessanbaeessassaeessassaeessansaeessansaeessastaeessasaeessasaeessanes 16

N YT I D 0 T T = PP 17
Changing Your Account # Prior to Passing Budget CheCK..........cuiviiiiiiiiiiie it 17
Entering a Requisition for @ FUtUre FiSCal YEAI .......uiii ittt et e s st e e s snee e e s 18
(0] o1 oI VT ol - YR @] o =T N (@ ) T 19
MQAINEAINING REQUISITIONS ....ccoeeeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaeeeaeas 20
Making Changes to a Requisition after Budget Check (Change Order) .......cccceeeciveeieciiee e 20
Removing a Requisition from WOIKIIOW ..........oiiiiiiiiiiiic sttt e s sabee e e s 20
Changing @n ACCOUNT H.....uviiiiiiiiie ettt et e e st e e e s st et e e sttt eessasbeeesansbeeessasseeesansseeesansseeesanssenennn 21

(@ =T a =4 1o Y=o o o -l e Yor= [ o NPT 22
Changing/Adding HEader COMMENTS ........ceccuiieiiie ettt ecteeeette e et e eeteeeeteeesteeesabeesbeeesabeeebeeeesseesnteseessaesareean 23
Changing/Adding LINE COMMENTS.........eeiiuiieirieeeiee ettt eetteeecteeeetteeeeteeeeteeesbeeestreesabeesteeeesbeeeteeessseesntesensseesareenn 24

(@ T a4 1o T d o IV /=T Vo Fo T RPN 24
Change Item Information a.k.a Change Order (Description, Qty, UOM, OF Price).......cccovveeeeerveeeecreeeercreneens 25
Canceling @ REQUISITION LINE ....uuiiiiiiiiie ittt ettt s e e st e e s s tb e e e e sabeeessasseeessasbeeesansseeessnsseeenan 27
Fi¥e o [T g Y T Y<Yo [V LTy oY o T T SRR 28
Releasing @ Hold 0N @ REQUISITION .....ccociiiiiiciiiee ettt ettt e e e tte e e e e tae e e senbaeeeeeabaeeesensaeeesenseneesanes 30
Re-Processing YOUr REQUISITION ....uuuuuiuiiiiiiiiiiiiii s sassaassnnnaannnn 30
Deleting & Canceling REGQUISTEIONS ...ciiicuiiiiiiiiiieecciiee e eeitee ettt e e st e e st e e st ae e e ssabaeeessnbaeeessnseeeesanseeeesanseeeesanes 31
(DL (=T o =4 T 2 (= To [T Y14 o ISP 31
(07T aTol=] T aT= = T 2 =T o [0 14 Lo o TR 31
How to Tell if Your Requisition Has Been CanCelEd..........cocuiieiiciiiii ittt ettt e e e vae e 32
Y= 10 To F= =) A @ o =Tol = o] T 33
Miscellaneous RequUISItION INFOrMATION. ...............ccccueeeeeciieeeecieee ettt e e e et e e e e cte e e e ettt e e e e aeeeeeeaseeeeeassaeeesssaeeesnnsaneann 35
Submitting “OK to Pay” to Accounts Payable (GOIden ROd) .......ccocviiiieeeciieeciee ettt 35
ReqUISITION APPIrOVAl HISTOIY ..ciiiiiie ittt e e et e e et e e e e s ataeeesabaeeeensaeeeessaeeesnnsseeean 35
District Requisition Details (Main Requisition INQUIrY SCrEEN) ......ccccueeeiieiiiieeeciie ettt svee e stre e e e e eare e 36
PO Cross Reference (PO NUMDEIr LOOKUP) ....uiiiiiiiiiiiiiiieecciites ettt s et e st e e e s ave e e e saaae e e s e abaeessnssaeesennnaeeaan 36
Requisition Document Status Inquiry (Tracking @ PUIrChase)..........eiocuieei i 37
Opening an Additional Window in PEOPIESOTL ......uueiiiiiiie ettt e e e 38
Managing PeopleSoft E-mail NOtifiCatioNs .......cccuiiiiiiiiie i e s are e e s s aaaeeeas 38



Saving @ ReqUISItION tO YOUIr COMPULET ..o ce e e e e e e e e e e e e e e e e e e e e e e e

Canceling a Purchase Order



Procurement Process Flow For PeopleSoft Requisitions
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PeopleSoft Basics

Setting Up Your Workstation for PeopleSoft

Citirx must be downloaded on the workstation prior to using PeopleSoft. Steps 2-3 are download instructions
for windows. Instructions to download to Mac can be found within the workstation link.

1. Type quartz.lacoe.edu into the web address bar.

Windows: use Internet Explorer or Mozilla Firefox web browser Mac: Use Mozilla Firefox

2. Click the Workstation Setup link.
| BLACOE Peoplesoft
€  quartzlacoeedy

@ Los Angeles County Office of Education

Leadhng [ idon = bupporing Rudents = lorving Comemundtae

Log in Welcome to LACQE's Peoplesoft Financials -
User nama: Operating Hours: 5:30am to &:30pm Mon-Fn
lewis_sean 8:00am to 3:00pm Sat

Passwaord: Peoplesoft Suppert LACOE Help Desk (562) 922-6646

LT L] ol 5 " a

= -~ PEOPLESOFT BULLETIN BOARD —

3. Click the link “Install Citrix Online Plug-in Web Client for Windows Windows7/Vista/XP/2003/2008.” If you
have Windows 2000, click the link “Install Citrix Web Client for Windows Vista/XP/2003/2000.”

4. Click on the Run button when the new window appears. The program will automatically download and
install. Normally it takes anywhere from 2-3 minutes to complete the installation from start to finish. If for
some reason this option does not work, click the link again and Save to a location on your hard drive. After
the download is complete, launch the program to install the Citrix ICA Web client.

It's Very Important to close and re-launch your Browser after the completion of the installation.

NOTE: If your local machine does not permit you to save the file to your local hard drive, check with your on-site
technical support for access permissions.



Logging into PeopleSoft

1. Type quartz.lacoe.edu into the web address bar.

Windows: use Internet Explorer or Mozilla Firefox web browser Mac: Use Mozilla Firefox

Firefox =
21 LACOE Peoplesoft
quarrz.laco-e.edd

Log in | Welcome to LACOE's Peoplesoft Financials

User name: Operating Hours: 6:30am to 6:30pm Mon-Fn
lewis_sean 8:00am to 3:00pm Sat
Passwerd: Peoplesoft Support LACOE Help Desk (562) 922-6646
LLLTTTS

Chent Support  Workstation Satup

r PEOPLESOFT BULLETIN BOARD

2. Type in your Citrix User name and Password, then click Log In.

3. Click on the PeopleSoft_763 icon.

Isai/@ http://quartz.lacoe.edu/Citrix/AccessPlatform/site/d O ~ B & X I,@ LACOE Peoplesoft x _

File Edit View Favorites Tools Help

9 £]PO#'s [EH CAltravelstore, One-Stop .. £ ] Mt SAC Purchasing 2] RAD 27 Google Docs 27 LACOE Peoplesoft figm administration Business S... (@) Staples Advantage

@ Los Angeles County Office of Education

Leading Ed g Students » Serving C
Applications & Welcome to LACOE's Peoplesoft Financials MUSIAL_ANGELA
ﬁTop Up Operating Hours: 6:30am to 6:30pm Mon-Fri

8:00am to 3:00pm Sat

Peoplesoft Support LACOE Help Desk (562) 922-6646

Peoplesoft PeopleSoft_763 Client Support Workstation Setup

Training
Printer Printpad PSConfig -
Status PSGFPRD-763
SACS
Validation

Los Angeles County Office of Education 9300 East Imperial Highway, Downey, CA 50242 (562) 922-6111  http://www.|lacoe.edu




4. Wait for the PeopleSoft Signon box to open, make sure your keyboard is in ALL CAPS, then type in your
PeopleSoft Operator ID and Password. Click OK. Everything in PeopleSoft is done in ALL CAPS.

Pe gnon

PeopleT ools 7.63.04
Caopyright [c] 1988-1999 PeopleSoft, Inc.

All rights reserved.

Enter Signon Information Below:

Connection Type: IApnlication Server ;I
Application Server Mame: IPSBFF’HD LI
Operatar [D: |\

Paszword: I

QK I Set Password, | Cancel

PeopleSoft Hotkeys

e F7 —Used to add additional account strings and additional Requisition lines.
e F8—Used to delete account strings and Requisition lines.
e F4—Used when in a field that has a list of selectable values. For example, UOM and Category codes.

® % —The percent sign acts as a wildcard. It can be used when searching a field for a specific value. For
example, if a user is searching for a vendor with the word “DEPOT” in the name, by typing in “%DEPOT%”,
PeopleSoft will show all vendors with the word “DEPOT” in the name.

e Shortcuts

T——— —IEIIII

File Edit “iew Go  Faworites Use  Ingquire Report Help

el&(8(X) ‘alalal e == SlE) @lel=(Hel |
1 7

The red X in the top left The green addition The blue checkmark pushbutton
corner of the screen will pushbutton at the top of at the top of the screenis a
close the current screen you the screen is a shortcut to shortcut to search for an
are in without exiting you adding a new Express existing Requistion in the same
out of PeopleSoft. Requisition. You can click panel that was previously

this icon after sending a closed.

previous Express

Requisition for approval.

Favorites Menu

PeopleSoft has a menu called “Favorites” that acts like bookmarking in a web browser. After going into a screen
via the regular navigation, click on the Favorites menu, then click “Add to Favorites” to add that panel to the
Favorites Menu. From then on, that panel can be accessed by clicking Favorites, and selecting the panel name.

Requistion Rems
File Edt View Go | Favorites Use Process Inguire Report Help
o €8 x| nlal

Delete Favortes

Express Requisitions - Adding 2 new Requisition
Requisitons - Update/Display - Update a Reg
Requisition Approval History




Creating New Requisitions

Menu: Go = Administer Procurement = Requisition Items
Use =2 Express Requisitions = Express Requisition =2 Add

Add -- Expr Reguisitions

Business Unit: [EFEE ﬂ Leave the Business Unit as 64253 and the Requisition ID
as NEXT, then click OK.
Requizition 1D: INEXT Cancel |

Requisition ltems - Use - Express Requisitions

File Edit %iew Go Favorites LUse |nguire Report Help

gle@x| awEnl gle =lml aE 2o #lelsls]]

Express Requisition Y Req. Comments XAttachments

Step I: Express Requisitions - Begin Entering Your Requisition
Step II: Req. Comments

Step lll: Attachments

Step IV: Express Requisitions — Complete Your Requisition

Requisition Scenarios




Step I: Express Requisition Tab - Begin Entering Your Requisition

Only fill in the sections mentioned in the steps below. Buyer, Ship To, and Item fields can be left as is.

File Edit “iew Go Fawvorites Use Inquire Repod  Help

s gle ale| a8 oo *le]s]2]
Express Requistion DReq, comments | asiachmerts |

ems - Lise - Express Requisitions

—1olx]

Due

S —

Business Unit: 64253 Requisition 1D: NEXT | il | & | ; |
Requester | 1 @ y 2 ™ Hold

Buyer

[ g tocaton [ s shpTo [ 4
Tak back t
1042412012 AcctgDate  [1072472012 8| roest vt akes you back to

the Express
He £ Yew G0 Fouie Us PBooss o et He Requisition screen.

Distribute by  [@ s elel@x| || sle] slo] @] oo #lelals] v

Seaich Cabera

Fund Res. Py Goal Fuy| Mame AT a

| N S

Shate: [ 2] cromveme [ s
Countiy:  [USA & Tepe: [ 4

Item Long Descr A5 e [ 4

ey

Search Reaults

Selech Vends 1D Lo Ak Vsl Moame

d DOOOS-E4 (L] 1 STAR CALIFDRHIA SERD 3500 BACARTHUR BLVD  SUNTE 208 MEWPORTBEACH CA
DOOOONT3EDS on 1 STALK THE DECE'WRITIN P, B £23 TINLE™ PARE. L
@ s 1 1 STATE OF CALFORNIA £ 123Fuut Soent Low Argeles ca

@ OO0 5115 1 1 STAPLES 12000 Lskwrceced Bkl DPaMEY

PEGFTRY L ik Ll Wik Aidd

Select your Requester Site

1.

If you order for multiple departments, click on the drop down arrow to select the department you are
placing the order for.

Select a Vendor

2.
a)
b)

d)

Click on the Vendor Lookup pushbutton (green flashlight):

Type all or part of the vendor name (in ALL CAPS) surrounded by “%.” Ex) If you are searching Harbor
Freight you would try %HARBOR% or %FREIGHT%.

Click on “Sparky” (Dog pushbutton) to load results.

Use the arrows in the “Manage Search Results” box to go to the next or previous vendor page.

Click the Select pushbutton (green checkmark) to select vendor; be sure to verify the address when
proof reading your Requisition (pg 15) & notify the Purchasing Department for changes that need to be
made.

Note: If the vendor you are searching for is not in PeopleSoft, search and select the name NEW
VENDOR. Then in the Req Comments tab under Header Comments, type in all the vendor information
(Sales Rep Name, E- mail Address, Address, Phone #, Fax #, etc.). See page 12 for details. Once



Purchasing sources your Requisition into a Purchase Order, they will add the new vendor to the system
if they haven’t previously been added.

e EEEEE R a a A

Feq. Comments I Attachments I

Business Unit: B4253 Requisition 1D: MNEXT & || = | & | |
Requester I j % " Hold
Buyer I Leave Blank j Location I 3 +i ) Ship To I Leave As Is j

pue| 4 [Jror24i2012 = %l Acctg Date  [10/24/2012 ;| | 5 L vae
Distribute by @ 6

7
Fund Boc-Rry Eroat Tanct [9]3]] Stitttoe Bdgt Pd Pct: =
/ L ——
| | 00000.0 | | | | | 185.00
Item Long Descr UOM |Category | Quantity |Price Amount =
! | Leave C D) QEA €gggg ) EX

EA C O C D)
Blank » , m m m ”

-

[ |PSGFFRD  |[Express Requis 4

Location
3. Click on the drop down arrow and select either of the following:
a) Room # - For tangible items being delivered to the college (if your room is not listed select 77777 and
note your room number in the Req Comments tab under Header Comments: DELIVER TO: APL100A). For
items that are asset tagged, select the final destination room #.
b) 66666, Accounts Payable — For non-tangible items.

Due Date
4. For Open PQ’s change the Due Date to the last day of the fiscal year you are submitting your purchase
Requisition for. For all other purchase Requisitions, list the date the item is needed. If you get a
warning that your date is out of range, confirm the date is correct and then click OK to continue.

Accounting Date
5. Leave the date as is unless you are:
a) Entering Requisitions for a future fiscal year, in which case you would enter the first date of that fiscal
year (ex. 07/01/XXXX). Check the Hold box and then check the Purchasing website to see when the budget
will be uploaded. Once the budget is uploaded you can uncheck the Hold box and continue processing the
Requisition.*
b) Entering Requisitions for a past fiscal year, in which case you would enter the last date of the fiscal year
(ex. 06/30/XXXX).*
*You will also need to change the Budget Period in the Account # field to match the fiscal year.

10



Distribute by

6. Select “Q” or “A” based on the following:
a) Quantity “Q” - used for single account number Requisitions or for Requisitions with multiple account
strings where the account strings will be charged by the quantity of the item.
b) Amount “A” - used for Open PO Requisitions or Requisitions with multiple account strings where the
account strings will be charged by a specific dollar amount.
Account #
7. Type in the Fund, Resource/Project (Res. PrjY is always 00000.0), Goal, Function, Object, and

School/Location codes. To add additional account strings press F7 while in the first account string;
adjust the percentage for each field accordingly (see # 13 for more information). Press F8 to delete
additional account string lines. The account # placed in this field will be applied to each line you create
for the requisition.

If you have to change your account # AFTER you’ve already started adding lines to your Requisition,
you will have to change the account # on each line by clicking on the Details pushbutton at the end of
each line (#13 in the diagram on the previous page). Refer to page 17 for step-by-step instructions.

Long Description

8.

Type in the vendors product # first followed by the item description (ex. 12345, 16GB FLASH DRIVE). If
your item doesn’t have a vendor product #, enter in the manufacturer #. If neither are applicable, just
enter in the description. Only 256 characters entered into the Long Description field will print on a PO;
additional characters need to be entered into the Line Comments field in the Req. Comments tab (see
page 12 for details). Click on the magnifying glass pushbutton to also type in the long description.

Each item must be listed on the PR; do not put “SEE ATTACHED QUOTE” as a description. Refer to the
section Requisition Scenarios for more Long Description information.

Unit of Measure (UOM)

9.

Press F4 to bring up a list of UOM options.

Category
10. The Category ID will match the sub object code series of the account string. For example, if your object

code is 5310, the Category ID will be 5300; if your object code is 5100, the category ID will be 5100. The
only exception is the Category ID for Ink/Toner. Only these lines will be 10750. See page 16 for details.

Quantity
11. Type in the Quantity of the item per the UOM

Price

12. Type in Price per UOM

Req Line Details

13. This pushbutton shows the exact charge distribution for each Requisition line. Adjustments to the
amount charged to an account # can be made here for each line. You can also add/change account #’s.
See diagram on page 9 for location of pushbutton.

dequisition Line 1 Details

Reg ID:  NEXT Lirve Mumber: 1

Qo0 LD D0R00.3  TIOD 19000 430 POZ0E0E  11-12 1H000 3000 oo

GL Uit | Location | Fund [Res Prif| Goal |Funet | Object | Schitoc |Bagt Pa [Quantiey  [Por [ Ame [Asset Manag «
i [EEE 00200 o0 eoecen WD 10080 4300 BOIGOBD 1112 3500 70.80 4200
12345

If the Distribute by is set to “Q” (like the example above) users can adjust the Quantity column.
If the Distribute by is set to “A,” users can adjust the Amount column.

11



To add additional lines to your Requisition, click on the Long Description field in the last line and press the F7
key. To delete a line, press the F8 key. Freight can be added as a separate line, but NOT sales tax.

SAVE OFTEN!
14. Peoplesoft times out after so many minutes of inactivity so it is important to save your work often. You
can start saving after one line has been created for the Requisition. See Diagram on page 9 for location
of save pushbutton.

Step II: Req. Comments Tab

Regquisibon bems - Lise - Express Requislions
File Edd View 0Go Favorfles Use Inguire Report Help
Q@@ x| ‘1 Lo e [ ] = [ e o e S
Expréss RequisitiQo  Req. Comments :hmanlsl
Business Unit: 64253 Requisition ID:  NEXT | olla | . | &
Header Comments -
@and to Vendor =

THIS IS WHERE YOU TYPE COMMENTS PERTAINING TO THE ENTIRE REQUISITION UP T
(DISCOUNTS, QUOTE #, SPECIAL DELIVERY INSTRUCTIONS, FREE SHIPPING, ETC.)

0 CHARACTERS.

/ ]

IF YOUR ROOM # WAS NOT LISTED UNDER LOCATION YOU WOULD TYPE “DELIVER TO: [ROOM #]” HERE.

TELL PURCHASING HOW TO PLACE YOUR ORDER (SEE BELOW). *IMPORTANT*
You Must Check Send To Vendor
Boxes If Entering A Comment.

IF YOU CHOOSE “NEW VENDOR” YOU WOULD TYPE YOUR VENDOR INFORMATION HERE.

Line: 1
Gm;dor

THIS IS WHERE YOU TYPE COMMENTS PERTAINING TO A LINE OF THE REQUISITION UP TO 2,000 CHARACTERS. SINCE ONLY
256 CHARACTERS ENTERED INTO THE LONG DESCRIPTION WILL BE VIEWABLE, THE REST OF THE DESCRIPTION CAN BE TYPED
HERE.

USE THE SCROLL BAR TO THE RIGHT TO SCROLL TO DIFFERENT LINES OF THE REQUISITION. BE SURE TO CHECK THE “SEND TO

VENDOR” BOX FOR EACH LINE.

!

In the Header Comments tell the Purchasing Department if the purchase order is to be sent to the vendor or not,
for example:
DO NOT SEND PO TO VENDOR SEND PO TO VENDOR

Also, include any additional processing instructions we may need to be aware of:
MAIL REGISTRATION FORM TO VENDOR ORDER ONLINE AT WWW......

And the name of the Requester (for example, REQUESTER: JOHN SMITH)

If you don’t specify how to place the order, Purchasing will assume that an order doesn’t need to be placed
with the vendor and the PO will be given directly to Accounts Payable to await invoicing.

12



Step III: Attachments Tab

One Time Setup
PeopleSoft File Security must be set to “Full Access” in order for users to attach files in PeopleSoft. This step only

needs to be checked the first time. First, log in to PeopleSoft. Then follow the instructions below based on your
Operating System.

Windows 7 Users:
In the bottom right corner of your desktop, find the Citrix Connection Center icon, by clicking the Up Arrow to
show the program icons. Double Click the icon.

itrix Connection Center

o h W

Customize...

1237PM |
6/11/2012

s [ R D)

-
e Citrix Connection Centerﬁ - S — .o — |

ICA connections Session
¥ PSGFPRD - Maintain Product Costs - \\Remo|
: '

Session Security

wl

Full Access -

|

iC
Ask Permission -

PDA Devices: I
Ask Permission -
USB/Other Devices fl
|
Application
< | [0 ] » Terminate “
1Serverused. 1 Remote Applications

Windows XP Users:
In the bottom right corner of your desktop, find the Program Neighborhood Connection Center icon (gray box
with a red circle). Double Click the icon.

The following screen will appear. Click on File Security and make sure the settings are “Full Access” and “Never
ask me again.”

13



m, Program Neighborhood Connection Center

ICA connections

COX

Serer

1

=B Active
- (B CORAL
BE Maintain Product Costs - \\Femote

Server used, 1 Remote Applications

Disconnect
Eull Screen
Properies

Logoff
File Security

Scanner Security

Application

g

Help

\J

Ci. Client File Security

4 (|
CITRIX'

Server applications currently have the selected level
of access to local clientfiles. To change this. select a
different level and click OK.

Access level
(" Mo Access

(" BeadAccess

Do wou want to be asked again?
(" Always askme

(" MNever ask me again for this server

® MNever ask me again

Cancel |

x

Next, create a folder called LACOE on your C:Drive. All documents that are going to be attached to PeopleSoft

Requistion’s will be scanned and then saved to this file. Only Word, Excel, and PDF documents can be attached
to Requisitions. MAC users, please email SFSFASTPURCHASING@LACOE.edu for instructions.

Attaching Documents to a Requisition

1.

Scan and save your attachment’s to the LACOE folder on your C:Drive (see section above for creating a

folder called LACOE on your C:Drive). The file name for your saved documents must be <60 characters.

Create and save your Requisition following the steps above starting on page 8. Only SAVE your

Requisition; do NOT budget check or send to approval until after you’ve attached your documents.

Select the Attachments tab.
Click the pushbutton to list the documents in your LACOE folder on your C:Drive (see below)
Check the document(s) you want to attach to your Requisition. You can select the magnifying glass next

to the document(s) to view it before attaching it to your Requisition (see below).

Click the Save/Refresh Documents pushbutton (see below).

Requisition [terms - Use - Ex|

Eile

Edit

Miew Go  Favorites Llse Process [n

Bl&|@x| nan] e @e

Requisition has been

4

. Pushbutton to list

assigned an ID (saved)

Express Ftequmtion] Req. Commen Attachments !

usiness Unil: B4451

S ——

DROR0T 7410

Documents on
user’s C:\LACOE\

frm

Hogquisition 10

Savef/Refresh Documents |

Curreently Attached

Faermonse

and REFRESH panel

6. Pushbutton to SAVE changes,

Pushbutton to view
Document being attached

Filenames upla €0 charactiens

Directon: IC.\LADUI:\

Arraak Wood, Exeel and POF files only

<
i

[H Document Mame
2 34-—-adch Mo 1 doc
GCI Cuote#Z 31 17596_03-\W pdi

PaoplaSof Securty Roquest pdi

(2] [=]12] (2]

Furchaze Ordars Manual 12-13.pdi

5. Check here to
ATTACH Document(s)
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Removing Attachments from Requisition’s

To remove an attached Document from a Requisition, simply click on the Remove checkbox (see below) and
then click the Save/Refresh Documents pushbutton to un-link your attachment(s) from the Requisition. The

panel will once again be updated accordingly.

Eile Edit Yiew Go Fgeontes Le Process Inquire Beport Help

gis|@x| vl miw mlm] o= slel] #le]e]s ]
Express Requnhml Feq Comments  Attachments I

Businnss Unit S Raguisition 10 0000 7410

Fib gt Wl ks e re—— e,
DrinecAnny: CALACTIEY,
SovafReltoah Docamenta
AlRik Wirid, Evbed il PEWF 5 anly

YR Currnnthy Attached Fir o Wiire Documeni Mams Atiach

e | === |

IRI 0] o211 17536_034 pof F] = o=

Click here to remove a
document attachment.

N

Step IV: Express Requisition Tab — Complete Your Requisition

File Edit View Go Favorites Use Inguire Repod  Help

8|28 x| ] sle ElE| 88| o] el ]

Express Requisition | Req. Comments | ARachments |

Business Unit: 54253 Requisition 1D: NEXT

Distibute by  [@ |
Fund Res.Prjy Goal Funct Obj

! | I I I

Schiloc B

-

Item Long Descr

| UoM | Caiegnr}rI Quantity | Price
C|EA 99999

-

Requester | j
Buyer I _'J Location _'J Ship To I_ _'I
Due 10/24/2012 Acctg Date ||u;24;2m o j Total Putting Your Requisition on Hold

If you’re not ready to budget
check your Requisition and send it
for approval do the following:
Check the Hold box and Save.

You can then access the
Requisition later through this
panel to make changes or finish
processing. Just be sure to
uncheck the hold box before
proceeding with Step 2.

Proofread & Print

1. Click on the Printer pushbutton to see a PDF version of your work for proofreading and to print.

Begin Edit Process

2. Click the Edit pushbutton. A Process Initiated message will appear, click OK.

Refresh Screen

3. Wait a few moments and then click Sparky to refresh the screen. Continue to click Sparky until the
Budget Check pushbutton appears. Click OK for any pop-up messages that appear.

Budget Check

4. When the Budget Check pushbutton becomes active, click it to run the budget check process.* One of

the following messages will appear:
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FeopleCode Manager [Update) El PeopleCode Manager (Update)

The Requisition successfully met Budget Checking The Requisition did not pass Budget Checking Requirerents.
requirements. Tou can no longer make any changes from thiz Do pou want the panel refreshed?
panel.

Explain | HNo LCancel
The Requisition successfully meets Budget Check. The Requisition did not meet Budget Checking
Changes can now only be done through the Standard requirements, refer to the section “Fixing a
Requisition panel. See page 20. Budget Check Error” on page 33 of this manual.

*IF ITEMS ON YOUR REQUISITION ARE TAXABLE, ENSURE THAT THERE ARE ENOUGH FUNDS IN YOUR
ACCOUNT STRING TO COVER TAX. DO NOT ADD SALES TAX AS A LINE TO YOUR REQUISITION.

Send for Approval
5. Click this pushbutton to initiate the online approval process once your Requisition passes Budget Check.
Click yes to confirm and send it for approval, otherwise the Requisition will not be processed any
further. Please note, you will NOT receive a notification once your email is approved.

Requisition Scenarios

Freight/Shipping & Handling Charges
If your vendor has freight/shipping & handling charges, the charge needs to be added as a line on the
Requisition; the line description should read “FREIGHT” or “SHIPPING & HANDLING.”

Discounts/Credits

If your order qualifies for a discount, enter each price to reflect the discount. Then in the comments, note the
following: ITEM PRICING REFLECTS QUALIFYING [SPECIFY DISCOUNT: 10% DISCOUNT]. If a code is also required
to receive the discount, also note this in the comments.

Office Supplies

To request office supplies, a Requisition for an Open PO should be submitted for Office Depot. In the Line
Description, note the following: “OPEN PO FOR OFFICE DEPOT ONLINE, NTE (not to exceed) SXXX.XX.” In the
header comments note the authorized users with their email addresses and the department dean/director and
their e-mail address. For more information on office supplies, visit the Purchasing website.

Maintenance Agreements
Requisitions for maintenance agreements should include the following information:

Line Description: “MAINTENANCE AGREEMENT FOR [ITEM NAME/MAKE & MODEL], DATES: [AGREEMENT START
DATE] — [AGREEMENT END DATE], ITEM SERIAL # [XXXXXXX], LOCATION: [BUILDING/ROOM #]”

Ink/Toner

For ink/toner purchases use the category ID 10750 (page 11). Also, note in the line description what employee
the ink is for, the type of device and their department. If it’s for a printer used by multiple employees, note in
the line description what department and type of device. For example: “12456, HP220 BLACK TONER (FOR A.
MUSIAL’S PRINTER IN PURCHASING)” or “12376, HP570 BLACK TONER (FOR PURCHASING DEPARTMENT'’S FAX).”
Inkjets/Deskjets must be OEM and can be ordered through Office Depot with an existing Open PO. Toner
cartridges can be OEM or OEM compatible and be ordered through Office Depot with an existing Open PO, or
departments can request a quote from Purchasing and submit a Requisition. For more information please see
the Ink/Toner Page on the Purchasing website.

16



Sales Tax Charges
If your items are taxable ensure that there are enough funds in your account string to cover the tax so it passes
budget after being sourced into a PO. Do NOT add Sales Tax as a line to your Requisition.

Changing Your Account # Prior to Passing Budget Check
If you need to change your accout # prior to checking budget on your Requisition or prior to your Requisition
passing budget check, this can be done through the following steps:

Menu: Go = Administer Procurement = Requisition Items
Use =2 Express Requisitions = Express Requisition = Update/Display

Requisition Ikems - Use - Expre quisi

File Edit View Go Faworites Use Inquire Report Help

Bla(@(x| wlolsl sl 5= aE| @lel=] #le]sl ]

Express Requisition | Req. Cornrnents I Attachments I

Business Unit: B4253 Requisition 1D: MEXT

EEDE

Requester [64253 - BUSINESS SERVICES ﬂ 0000004055 NEW WENDOR ™ Hold

Buyer I j Location IBBBBB ﬂ Ship To I????? ﬂ
Due [08727/2013 AcctgDate  [08/2772013 | Total Value 24000

1. First change the account # in the
Disubuto by [0 ] default field.

Fu

es PijY Goal Funct Obj [ Bdgt Pd Pct: ;I

00000.0 00000 14020 5300 6770000 131 . .
I I I I I 2. Click on the Details

pushbutton of each line

ltem (Long Descr UOM| Category | Quantity —— I and change the account #
1 MEMBERSHIP DUES FOR JULY-DECEMBER Q, MO 5300 6.000 20.00000
2 MEMBERSHIP DUES FOR JANUARY-JUNE O [MO 5300 6.000 20.000

Requisition Line 1 Details

Req ID: MEXT Line Number: 1
Cancel |
/ \
GL Unit | Location /ﬁd Res PrjY Goal Funct Object SchilLoc \Bdgt Pd Buantity 1=
1 |EEE GGGREG \ 01.0 00000_0 00000 14020 4500 6770000 1}3-14 6.
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Entering a Requisition for a Future Fiscal Year
In May of each fiscal year, users can begin entering their requisitions for the next fiscal year. Follow the
instructions below for step-by-step instructions:

Select your Requester site, Vendor, Location, and Due Date.

Next change the Accounting Date to the first day of the next fiscal year, 07/01/XXXX.
Choose your distribute by then enter in the account #.

Change the budget period to the next fiscal year.

vk wnN e

Complete the rest of your Requisition, but do NOT check budget or send for approval. Instead, check
the Hold box and SAVE the Requisition.

6. Purchasing will notify all users when Requisitions for the next fiscal year can finished being processed.
At that point, the user can uncheck the hold box, budget check the Requisition, and send it for approval
(see page 15 for details).

The example below is for a 14/15 Requisition entered during the 13/14 fiscal year:

equisition Items - Use - E

File Edit “iew Go Favorites Use Inquire Report Help

glel@x| ElaEl slel == S=| 2lelo] el ]|

Express Requisition | Req. Comments | Attachments |

Business Unit: 64253 Requisition 1D: MEXT . J

Requester [64253 - BUSINESS SERVICES j 000000EE17 CD'w-G COMPUTER CENTERS INj} ¥ Hold 5
Buyer ] j Location  [77777 + Ship Te |77777 ﬂ
Due [05/02/2014 AcotgDate  07/012014 sfl| 2 | vane .
Distribute by lﬂ_j
Fund Res PrjY Goal Funct Obj SchilLoc Bdgt Pd ck ;I
101.0 |ooooo.o |ooooo [14020 |4500 6600000 4 |14-15 [100.00
Item Long Descr UOM |Category |Quantity Price Amount 1=
1 125462, SAN DISK [ [EA 15350 1.000 12.990 1299 =

If you get the error below, click on the Details pushbutton and

make sure that your budget period is correct there also:

FPemal Breesssar Requisition Line 1 Details
ReqID: HNEXT Line Number: 1
The Accounting Date and the Budget Period|z) selected are
& not in sync. [24000,25) ﬂl
GL Unit | Location | Fund |Hes,Priv | Goal ‘ Funct | Object SchilLoc Bdgt Pd ‘ Quantity =
1 64253 FIFIV o 1 00000.0 100000 14020 14500 16600000 14-15 1

Explain |




Open Purchase Orders (PO)

An Open PO is used for a requirement that is repetitive in nature, difficult to quantify over a period of time, and
is not to exceed or cross fiscal periods (Jul 1 — Jun 30). Open POs allow requestors to make repetitive purchases
of miscellaneous low cost supplies or to pay for lease/rentals and maintenance contracts throughout the current
fiscal year. Open POs cannot be used to purchase capital equipment. The Due Date for an Open PO Requisitions
is the last day of the fiscal year (06/30/XXXX). They Distribute by Field for an Open PO Requisition should be
changed to “A” for Amount.

Examples of items to purchase with Open PO: Examples of items NOT to purchase with Open PO:
e Office Supplies (pens, pencils, staples, etc.) e Ink/Toner
e Instructional Supplies (art materials, lab materials, e Furniture
etc.) — Open PQO’s for Instructional Supplies are to e |T Equipment

be submitted for a semester instead of fiscal year.
e Janitorial Supplies (paper towels, hand soap, etc.)

In the line description, specify the following: “OPEN PO FOR [VENDOR NAME], FISCAL YEAR XX/XX (put semester
and year for instructional supplies), NTE SXXX.XX.” In the header comments, give a brief description of what will
be purchased with the Open PO and who will be authorized to use the Open PO. UOM can be EA (each) or LOT.
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Maintaining Requisitions

Requisitions that have NOT yet been Budget Checked and are on Hold, or have not passed Budget Checked,
can be accessed and maintained through the Express Requisitions Panel:

Menu: Go = Administer Procurement = Requisition Items
Use = Express Requisitions = Express Requisition = Update/Display

Requisitions that have already passed Budget Checked can ONLY be accessed through the Standard
Requisitions Panel:

Menu: Go = Administer Procurement = Requisition Items
Use = Requisitions = Requisition Form = Update/Display

Making Changes to a Requisition after Budget Check (Change Order)

If your Requisition has already been sent to Workflow for Approval, you must first remove it from Workflow
prior to making any changes. If it hasn’t been sent to Workflow for Approval, you can make changes
immediately. If your requisition has already been assigned a PO #, contact the Purchasing Department prior to
making any changes.

Removing a Requisition from Workflow
Menu: Go = Administer Procurement = Requisition Items
Inquire 2 District Requisition Details = Req Approval History

1. Enter the Requisition ID that you need to change and click OK.
Click the WF Reset pushbutton to pull the Requisition out of Workflow. You will be prompted to confirm,
click Yes.

3. Your Requisition has now been removed from Workflow (you may need to exit the panel for the reset to
take effect). See page 38 for managing email notifications.

Requisition tems - inguire - Destnct Regquisition Details

Eile Edit Yiew Go Favortes Llse Process |nguire Report Help

Hlgl@x 2m| wje @] L] Esl] £l
Requisition Form | Requisition Schedule | Header Comments | Activiies(Req Approval History

\_/
Business Unit 5102 Requisition 1; 512772 Change Order: 1@»
—

Approver Approved By | Luvﬂ|ﬁmwd Date |,“,;'-':_"‘ |‘;{:'m“* |,'?:"* |:';'m| A
Liaena Lita ] i 0 (92701 B56aM 0 Tratisted 3 FEE ]
Masguente Johnsen | 1 10 153 Pendng | 191
HOLMES.JERI [ 11 ToBasent | 191
Maigascte Johnson [ 2 159 ToBeSent o 1%
Csbey Shaven 'ﬁ k| Tobesent R
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Changing an Account #
Menu: Go = Administer Procurement = Requisition Items
Use = Requisitions = Requisition Schedule = Update/Display

Regs in Workflow must be removed prior
to making changes (pg 20). If your Req has
been assigned a PO #, contact the Buyer in
Purchasing prior to making changes.

If your Requisition has not yet passed budget check, refer to pg 17.

If the account # on all lines of the Requisition need to be changed, repeat steps 2-5 for each line.
You must contact purchasing prior to changing account #’s on a Requisition that has already been assigned a
PO #. In this situation the PO will need to be cancelled so the change can be made. If payments have already

been issued against the PO, account # changes will have to be processed by Accounts Payable.

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.

Regursition bems - | = - Requisibon

Eile Edit Yew Go Fgvorites Lse Ercu:e*—:-s In|:aun‘e Eeport Help

H @@ x| ‘nbatE] e | #ll=]r |
Reguisition Fo Requisition "'“'EI'IEGH-IIE eader Lur‘nmenrtsl Defauttsetails | Actities |

Business Lini: 12345 Fagquisition FD: OnnoG0n0a2
o : 3. Click the Distribute button. |
Clumntily Emch Armount: 20.00 LIS Dallar
Schad Mum  Ship To Due Date Cluaniiby Price Amount :_‘j

1 |-'.-'..-'.* jl'“-"'“".:" 1 o || 100000 | 2 00001 gu_uulr?-ll

2. Use the scroll bar to scroll

v

to the line(s) that needs
changing.

==

Line 1 Schedule 1 Details

4. With the mouse, right click on

test codes (X](#] the Status field to bring up the
oy Cach : s usoas | Cancel Distribution Line” box,
Ship To Cenbial Wa Status: then left click the “Cancel
Distribute by:  |Qty - ™ SpecdChart | Distribution Line” box to cancel
; 1 .
e lalomn e that account string.
Kﬂm 9 10,00 1000 12315 0.0 oopoD.0 11100 10000 4310 . h O
| L/ cancel Distribution Line account string. Then press OK
when finished.

6. Click Save.

7. Re-Process Requisition (Budget Check and send for Approval). See page 30 for instructions.
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Changing the Location
Menu: Go = Administer Procurement = Requisition Items

Use =2 Requisitions = Defaults/Details = Update/Display

Regs in Workflow must be removed prior
to making changes (pg 20). If your Req has
been assigned a PO #, contact the Buyer in
Purchasing prior to making changes.

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.

Requisition Iterns - Use - Requisitions

File Edit “iewy Go  Favorites Use  Inquire  Report  Help

glglgx EaEe mel o S5 el

Defaults/Details

Requisition Form | Requisition Schedule | Header Cornrnen

-I-|¢/|«'+|£|

ctivities I Attachments |

Business Umt: E4253 Requisition 1D: 1400000421

Total Yalue: 2,048.73 S Doallar

ETITE [oooooos74s | JEEDD e HAWKING DELAFIELD & Ww0OD

Buyer: I ﬂ

Ship To: Wﬂ Receiving Department 2. Change the

Location.

Location: W eceiving Department

" Hold From Further Processing Post Doc: i Budget Check: W alid
GL Unit: 64253 4 st | %

Fund: Res.PijY: Goal: Funct: Object: Schiloc: Bdgt Pd:
I Al 2] Ll LI 3l 3l B

uisitions

Requisition Iterms - Use - Re

File Edit View Go Favontes Use Inquire Report Help

8l&|#® x|

vale == =] @] *]ve]4]E ]

Requisition Forrm (Requisition Schedule

Header Comiments | Defaults/Details I Activities | Attachments I

Business Unit: £4.253 Requisition 1D: 1400000421

3. Go to the Requisition Schedule tab and
Line: 1 PROFESSIONAL SERVICES CERTIFICATES DF PARTICIPATION click on the Distribute... pushbutton.
Quantity: 1.0000 Each Amount: 204873 ] S\nllar
Sched Hum Ship To Due Date Quantity Price Amount \ _I
N
1 7777 j [07/2372013 | 1.0000 2,048 73000 204873
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Requisition Iterns - Use - Requisitions

File Edit “iew Go  Favorites Use  Inquire  Report Help

Blgl® X alaal s =] S5 @lcl=] #le]|vll ]

Requisition Farm  Requisition Schedule | Header Cormments I Defaults/Details I Activities | Aftachments |

Business Unit: F4.253 Requisition 1D: 1400000421
Line 1 Schedule 1 Details
Line
PROFESSIOMNAL SERYICES CERTIFICATES OF PARTICIFATION
Qua Cahcel |
Quantity: 1.0000 Each Amount: 204873 US Dollar
Ship To: Ty Receivir = [
. ) 4. Change the Location field.
S chet Distribute by: Iﬂt_v j ﬂ
Dpen Quantity: 1.0000
1 ~
Line |Status Location | Qugedity Perc | GL Unit | Event Fund Res. Py -
1i0pen GEGEE & 1.0:100. :64253 o1.0 onooo.o

5. Repeat steps 3 and 4 for each line of your Requisition. Click save.

6. Re-Process Requisition (Budget Check and send for Approval). See Page 30 for instructions.

Regs in Workflow must be removed prior to
making changes (pg 20). If your Req has
been assigned a PO #, contact the Buyer in
Purchasing prior to making changes.

Changing/Adding Header Comments
Menu: Go = Administer Procurement = Requisition Items
Use =2 Requisitions = Header Comments = Update/Display

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.

Requisition Iterns - Use - Requisitions

File Edit “iew Go Faworites Use  Inquire Report  Help

BlEl@x e e =l = 2lkelo] #le]42]

Header Comments

Requisition Form I Requisition Schedu

| Defaults/Details | Activities | Attachments |

Business Unit: 2. Click Sparky (the dog I]E|E|421
pushbutton) on the left hand

side of the screen.
¥ Active Onl Post Status: More

Budget Check: Y alid @l m @ E %

- =

= [” Send to Yendor —

rAzzociated Document

File N 2
e Hame I I Standard

PLEASE SEND CHECKS TO 3. Enter your information in ]
ACCOUMTIMG DEPARTMENT < he whi . fth

HawKINS DELAFIELD & wOOD LLP, the white section ot the

OME CHASE MANHATTAN PLAZA, FLOOR 42 !

NE'W YORK, N 10005 Comment field.
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4. Click Save.
5. Re-Process Requisition (Budget Check and send for Approval). See Page 30 for instructions.

Changing/Adding Line Comments

Menu: Go = Administer Procurement = Requisition Items Regs in Workflow must be removed prior
Use = Requisitions = Requisition Form = Update/Display | to making changes (pg 20). If your Req has

been assigned a PO #, contact the buyer in

Purchasing prior to making changes.

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.

- LUzg - I:.:.-_-|_|:,|'_-.|:||_"|'_-.

File Edit Yew Go Favortes LUse Process Inguire Beport Help

bl o [0 o) Lo o] o] NS 55 R 6 . 3 K E0 A |
Requisition Fﬂ@ﬁ’equhl‘tﬂun Schedule| Header Curnmentsl DefaultsDetails | Actrahes
o

Business Unit: 12345 Fequisition 1D: 000000082

Status: W et aeots [ Hivers Hlementary 2. Click on the
E‘E‘[El Comments pushbutton.

herm 1D Category Loag Description Actions ﬂ

Lini

Requisition Cuantity Wlall Price Ship To Location Due Date

1 [ j |'55595 ﬂ [laat order IE'

| 100000 | A, ﬂl 7 0000 |????? ﬂ |1|:|,f2l],|'2[ll1

TEVIORYERRY . Cicic spariy (the dog | |

—
ﬁcliv pUSthtton). Mal SERVICES CERTIFICATES OF PARTICIFATIO @
Cancel |
[T Send to Yendor d
-Associated Document Comment Selection
File Name:l I sz;] { Item Specsl Standard |
4. Enter your information in the white -
4= section of the Comment field. Click
OK. I j
5. Click Save.

6. Re-Process Requisition (Budget Check and send for Approval). See Page 30 for instructions.

Regs in Workflow must be removed prior
Changing the Vendor

Menu: Go = Administer Procurement = Requisition Items
Use =2 Requisitions = Requisition Form = Update/Display

to making changes (pg 20). If your Req has
been assigned a PO #, contact the Buyer in
Purchasing prior to making changes.
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The Vendor information is stored on every line of a Requisition. Therefore, if you've entered the vendor
incorrectly while building the Requisition, you will need to change these fields on every line of the Requisition.

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.

- LUzg - I:.:.-_-|_||;|'_-.|:||_"|'_-.

File Edit Wiew Go Favorites LUse Process Inguire Beport Help

Linjm| sle| e Sl=| @] #lelslr |
Requisition Form | Pequisiion Schedule| Header Curnmentsl DefaultsDetails | Actrahes

Business Unit 12345 Frequisition ID: 0000000082 2. On each line of
the Requisition,

click the Line

S W Rl 1234 Fivera Hlementary 8] | Details button to
WE‘[EI change the Vendor.

herm 1D Category Long Descrption Actions ﬂ

Line
Requisition Cuantity Wlall Price Ship To Location Due Diate

1 [ j |'55595 ﬂ[laatnrder

| 100000 | A, ﬂl Zoooon  [F?7R7 ﬂ |1|:|,f2l],|'2[ll1

Raguistion Line 1 Detals

tow: 1 £33 = e TR

Item Details Canced |
Amioant: 2000 US Dollar
Catogory: MISCELLANE 3. Click the blue checkmark to open the
S :I_M IEIr:“““ vendor field for changing. PeopleSoft will
Buyer [ | take you back to the main Requisition
ol joocoaistis (R | srarLEs 00 screen (the above screenshot). Click on the

wd B i: |

Line Details button again.

Wy Tl |
Papes Reg. [ =]
Mig It 1D | _-_I

4. Click the drop down arrow to select a
Lime Delauls

1N Unit: =] different vendor. Choose the vendor in the new
AM Linit [ ] pewen [ ] & ol window and then click OK. Click OK in this

Hew Prit |

I Inspection [ oquirs
I~ AFO Aegut

window also.

5. Click Save.

6. Re-Process Requisition (Budget Check and send for Approval). See Page 30 for instructions.

Change Item Information a.k.a Change Order Reqs in Workflow must be removed prior to

(Description, Qty, UOM, or Price) making changes (pg 20). If your Req has

Menu: Go = Administer Procurement = Requisition Items been as?lgnec! aPo#, c?ntact the Buyer in
Use = Requisitions = Requisition Form = Update/Display | Purchasing prior to making changes.

The steps below are done for most change orders (C/O) that a requester processes.

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.
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Reguisiion tems - Use - Requisitions

File Edt View Go Favontes Use Process Inguire Report Help

ux| ool se 5l=| Sl 2le] #e]slz |
Requisition Form [Requisition Schedule | Header Comments | Defaults/Details | Activities
V

Business Unit: 12345 Fequisition I0: oannoaong2

Sistus: W e 17345 - Fivers Elementary j 2. Click on the Line Details
button to change the
mgl[g‘ Requisition line fields.

i Item D Categony Long Description AFions =1
Ling
Riguisition Ouantity UOM Price Ship To Location D Dot
1 [ ﬂ |'EHH'EIS ﬂ[laat order IE'

| 100000 | A, ﬂl 200000 [7?717 ﬂ 1042082011

Raqguisition Line 1 Details
e = &&= ok 1
Ttam Dotails Cancel |
Amiount: 2000 US Dollar
Calogony: MISCELLAME 5luhn=\
Prize ] i ioe Tnidsate
K —— : il itk il 3. Click the blue checkmark to open the
H e s
Wik [Fooo0is11s = _a| sTarLES 00 fields for changing. PeopleSoft will take
Ved nm 1oz | you back to the main Requisition screen
IJIH H" lﬁﬂ : :':;"::::::m“d (the above screenshot) and the fields for
Mig it 1D- | | [ Stockloss (i the Requisition will be available for
'-‘I':*l'j';::’“" — editing. Edit the field(s). Repeat these
AM Linil [ &] Pfitein: [ [&]| [ Capitakize steps for any other lines needing to be
Rovpiv: | =1 | edited.

If you get the following error after clicking the blue check mark, contact the Purchasing Department so they can
change your Purchase Order status to Partialize. After this is done you can go back into your requisition, click
the blue checkmark and make the needed changes.

Requisition -- Line 1

AN

All existing schedules have been finalized. Changes may
require a new schedule. [9350 78]

0K | Cancel I Explain |

4. Go to the Header Comments tab and click Sparky on the left hand side of the screen (the dog pushbutton). In
the white section note the following for the change order (see the Changing/Adding Header Comments section
for details):

C/O #[# - start with 1]: Date [XX/XX/XXX format], [Change made], [INCREASED/DECREASED] PO $[XX.XX]
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Use Inquire Report Help

EFEEEEEEEEE |

Requisiion Forrn | Requisition Schedule | Hesder Comments | Defaults Detail: | Activites | Attachments |

Business Unit: B4253 Requisition I1D: NEXT

E " Active Only Post Document: M Post Status: Mone

Budget Check: Nat Chik'd E
r Send to Vendor E]

rAssociated Document

File Mame: ‘ ‘ Standard

=]
C/0i#1: 07/10/2013, INCREASED LINE 1 FOR OPEN PO BY $200.00

=

DO NOT ADD AN ADDITIONAL LINE WHEN INCREASING OR DECREASING AN OPEN PO, MAKE THE CHANGE TO
THE ORIGINAL LINE. IF THE ORIGINAL LINE AMOUNT WAS $1,000.00 FOR THE ABOVE EXAMPLE, IT WOULD BE

CHANGED TO $1,200.00.

5. Click Save.

6. Re-Process Requisition (Budget Check and send for Approval). See Page 30 for instructions.

. L. . Reqs in Workflow must be removed prior
Canceling a Requisition Line .
o o to making changes (pg 20). If your Req has
Menu: Go = Administer Procurement = Requisition Items . .
o o ) been assigned a PO #, contact the Buyer in
Use = Requisitions = Requisition Form = Update/Display Purchasing prior to making changes.

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.

Requistmon ltems - Use - Requisiions

Eile Edt View Go Favortes Use Process Inguire Report Help
onm| we sle| Sl=| 2] Hlelsl |
Requisition Fﬂﬂﬁ’equ@tﬂon Schedule | Header Comments | Defaults/Details | Acthaties

Business Unit: 12345 Requisition ID: oonooao6s2

St e 17345 - Rivers Elementan 2. Click on the Line Details button
to cancel a Requisition line.
a(a](e](=][=]

I 1D Category Long Description Agtion s ﬂ

Ling |
Requisition Cuantiby UM Price Ship To Location Dge Diate

1 [ j ['EBH'BE j[laaturder

| 100000 | A, ﬂl 200000 [77717 j |1|:|,r2mzn11

27



Requisition Line 1 Details

Status:

3. Click the red X to cancel the
Requisition line. Repeat these
steps for any other lines that
need to be cancelled.

Line: 1
Item D etails
Amounl: 15950 US Dolar
Categom OFFICE SUP
Price E T Zero Price @ndigess
[ uantity 1 LOM Box
Buper [ LI
\orsdos |- 00015115 & ;I STAPLES-00
Vaod tm 1D |
Vndr Catlg | T Inspection Reqg
PoperFea: [ & ™ AFO Aequired
Mg ltm 1D I ﬂ I Stockless Item
Line Defaults
IN Unit: [ 4|
AM Unit |7 4| Profile 1D li 4] T Copitalize
4. Click Save.

5. Re-Process Requisition (Budget Check and send for Approval). See Page 30 for instructions.

Adding a Requisition Line
Menu: Go = Administer Procurement = Requisition Items

Use =2 Requisitions = Defaults/Details = Update/Display

1. Type in your Requisition ID and click OK or click Search to choo

Regs in Workflow must be removed prior to
making changes (pg 20). If your Req has been
assigned a PO #, contact the Buyer in
Purchasing prior to making changes.

se from a list of Requisitions.

2-5. Fill in the default information that will be used to populate the fields on your new Requisition lines and
SAVE.

Requisition ltems - Use - Requisitions

Eile Edit Yiew Go Favorntes LUse Process [nguire Eeport Help

ggfmuxl ‘aam 8@ o|s| 9= 2] * £

Redisition Form | Requisition Schedule | Header Cormments(_Defaults/Details Dhctivities |
P—
Buzingzz Linit: 12345 Requizition 1D: 000000002 2. Enter Vendor ID or click the
5. SAVE. green flashlight to search for the
Total Value: vendor.
Vendor ||||| D51 15
[T |
Ship Ta: [o0z00 ﬂ Firvera Elemenilany 3. Fill in correct Location.

Location: |[I|32|:|ﬂ +. Tvera Elemenitary

™ Hold From Further Processing Post Doc: i Budget Check:

Vabd

4. Enter 1 default account string for this Requisition.

GL Unit: [12345 LI
A\ 4

Stat: | il

Fund: Hes. FiT. TGoal Funcl: LLTTER

SChLoe: Bdgt Po:

[0 s |[oooo0.0 #|mo0 sffooo0 & [4310

_+ |[0020000 +|OEE «
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If you are adding a line for a change order (freight, etc.), in the Header Comments include the following

information (for details, refer to step 4 of section Change Item Information on page 25):

C/O #[# - start with 1]: [DATE (XX/XX/XXX format)], [CHANGE MADE], [INCREASED/DECREASED] PO $[XX.XX]

Requisition ltems - Use - Requisitions 6. Click on the Requisition Form tab then click on the last
Eile Edit View Go Favortes Use Process Inquire Reporl Requisition line and press F7 to add a new line
< @|®| @|c] S8 ||| *#|4 (depending on the status of your REQ, you may need to
Requisition Form | Pequisition Schedulel Header Cnmments' Diefaul|
T click the Line Details pushbutton =t on the last line and
Business Unit: 12345 Requisition 1D: DOO00000E2 v
then the Create Line Change pushbutton J, prior to
adding an additional line; see steps 2 and 3 of the Change
Status:  [Appraved | Requester s et jrem Information section for screen shots).  Enter the
E\ Category ID, Long Description, Requisition Quantity, Unit
; . of Measure (UOM), Unit Price, and Due Date. A message
ltem 1D Category Long Descaplion . . . .
- will appear asking to confirm the Change Order. Click
Requizition Quantity Lo Price
Yes.
1 | [s9999 _# |[test ordes I&IIE"E"EI
| 10,0000 ||A Lll 2.00000 |?;r7n ﬂpu.rzwznn
2 | #|[99939 #|[New Requisition line @
[ 10,0000 [EA ] 10.00000 [GEEEE] _+ | 1072072017
RI=TEY

Fle Edit View Go Favorites Use Process Inquire Report Help

=] SlE| slel=2] *lelal |

Requisition Fokpn  Requisition Schedule | Hehader Comments' DefaultstetaTE' Achvrbes'
Y ——
Business Unit: 12345 Requisition |1D: MEXT
Line: 1 Item# 460747 95 Watt GE General Purpose Long Life Softwhite Light Bulbs 4/pack
Quantity: 150000  Package Amount: 598b S Dollar
=
Sched Num  Ship To Due Date Quantity Price Amount
i 00200 | [r12172011 E“ 16.0000 | 3.99000 59.85 | =
7. Click the Distribute button to verify or
change the account string distribution.
8. Click Save.

9. Re-Process Requisition (Budget Check and send for Approval). See Page 30 for details.
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Releasing a Hold on a Requisition
Requisitions on hold are not able to be budget checked, sent for approval, or deleted or cancelled. To unhold
your requisition choose one of the following two ways:

1. For requisitions that have not previously been budget checked:
Menu: Go = Administer Procurement = Requisition Items
Use = Express Requisitions > Express Requisition = Update/Display

Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.
Uncheck the “Hold” box and click the Save

2. Forrequisitions that have been previously budget checked:
Menu: Go > Administer Procurement = Requisition Items
Use = Requisitions = Defaults/Details > Update/Display

Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.
Uncheck the “Hold From Further Processing” box and click Save

Re-Processing Your Requisition
Menu: Go = Administer Procurement = Requisition Items
Use =2 Requisitions = Header Comments =2 Update/Display

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.

-ioL|
Fle Edit View Go Favorites Use Process Inquire Report Help
8@ |#X G| E | el || 2. Click on the Header Comments tab

Requisition Form | Requisition Schéuie Header Comments | pelhuts/Details | Actvities |

to Re-Process the Requisition.

Business Unit: 12345 Requisition 1D: 0000000087 ‘
I Active Only Post Document: M Post Status: None 3
Budget Check: Not Chk'd = E () =

alle 5 7
REQ 12345-0000000087 & |

=]

v Send to Vendor

Associated Document

File Name: I I Standard

3. Proofread your Requisition.

4. Begin Edit Process — Click the Edit pushbutton. A Process Initiated message will appear, click OK.

5. Refresh Screen — Wait a few moments and then click Sparky to refresh the screen. Continue to click Sparky
until the Budget Check pushbutton appears. Click OK for any pop-up messages that appear.

6. Budget Check — When the Budget Check pushbutton becomes active, click it to run the budget check process
(see page 33 for Budget Check Errors).

7. Send for Approval (if the Send for Approval button does not appear after the Requisition has passed Budget
Check, click on the Requisition Form tab and ensure that the Requisition Status is “Pending Approval.” Ifitisn’t,
click on the drop down arrow to correct the status).
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Deleting & Canceling Requisitions
A Requisition can only be deleted before it passes budget check. After the Requisition has passed budget check,
it can only be canceled as long as no lines have been sourced into a purchase order.

Requisitions on hold can NOT be deleted or cancelled until they are unheld. See the section Releasing a Hold
on a Requisition on page 30 for more details.

Deleting a Requisition

Menu: Go = Administer Procurement = Requisition Items
Use =2 Requisitions = Header Comments =2 Update/Display

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.

Requisition lterns - Use - Requistions — I ] I X I
Eile Edit Mew Go Favorites LUse Process Inguire Heport Help

dl@8 x| om| sl = : *|¥ |7 || 2. click the trash can icon to
Requisition Farmlﬁequisiuun SchedyE Header Comments (Wefaults/Details | delete a Requisition. Click

\/ i -
Business Unit 12145 Requisition 1D TOO0000078 Yes in the pop-up message
that appears to confirm.
F Active Only Pozt Document: ) Post Stabus: Hona l
Srims 1] (=] (w] (=] (m] (@] (]

3. After click the trash can icon, you will get the following messages:

a. PeopleCode Manager (Get) b.

Do vou really want to delete thiz document? This operation

cannot be undone [9350.2] @

Fequizition Delete process 17960671 haz been initiated for
Fiequisition document 1400000707 [3350,3)

e e
‘ es ) Mo Cancel E:-:plainl ‘P E:-:plaini

c.
Q Yiou are not authorized to access this panel group. [40,20)
0} Explain |
Canceling a Requisition Regqs in Workflow must be removed prior to
Menu: Go = Administer Procurement = Requisition Items making changes (pg 20). If your Req has

Use =2 Requisitions = Requisition Form = Update/Display been assigned a PO #, contact the Buyer in

Purchasing prior to making changes.

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.
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_lolx]

File Edit View Go Favorites Use Process Inquire Report Help
1jae| slel == SE] Eel] #le]sls |

Requisition Farm
T——

Buziness Uint: 12345 Requizition 1D: 000000078

equisition Schedule | Header Comments | Defaults/Details | Activities

Status: Pnpprnv\ﬂd ﬂ@.: Iﬂcqwﬂcr = Tratnimg USD LI

o N

@ IE 2. Click on the Status drop

Complete

Initial down and change the status

Il]pzn_ Cat ) . e ;I
Line Pending Appioval F9% | to Canceled. Click Yes in the .

Requisition Quantity U0 pop-up message that tinn Due Date

appears to confirm. *
X Dl LG
| 20000 [EA ;|| 183.00000 (77777 ﬂ |08/17 /2011

*If your Requisition is still in Workflow, it will need to be removed from Workflow prior to
Canceling. See page 20 for details. If your Requisition has already been sourced into a Purchase
order, see page 40.

How to Tell if Your Requisition Has Been Cancelled

A requisition that is cancelled will show a "Cancelled" status the same day it was cancelled in the Requisition
Update/Display Search panel. After the system posts (which is done every night), the status will show
"Complete" in the Requisition Update/Display Search panel and it will not list (or be assigned) a PO #.

An actual Complete Requisition will show a status of "Complete" in the Requisition Update/Display Search panel,
but it will also list an Assigned PO #.

Menu: Go = Administer Procurement = Requisition Items
Use =2 Requisitions = Requisition Form = Update/Display

Type in the Requisition ID # and hit Search or just hit Search to view a list of Requisitions.

Business Unit 64253 8|
Requisition ID: Cancel
o Sesich
Accounting Date: +
Detail
Requester Name:  [64253 - WAREHDUSE | _ boal |
Requisition Status: - iciti
cauiston Status: | ] Cancelled Requisition
Origin: + .
e E— (No Assigned PO)
Shart Vendor Name: +
Uit ReqID Operator  |Ertered By fcctgDate | Assigned PO e - \lstams |0rigin [vendor Shorthame
RS e [Mons o A - i E £ TILINE =
Ge2E2 (1400000563 (S0 2080 [Mosre Stan EE] 54253 - WAREHOLISE Complte iR 000000 67 WETALCRAF 1007 =
B30, TA0000T: CTI3AM Moo, Stan T 25 T L Lrs%e HERUSE Complefe EAP LLILE i) WEWSO0F
4253 140000044; 12980 [Monre Stan 1 L0725 £14044: 4253 - wWAREHOLISE Lomplzt: (=] Q000007226 LILINE-O]
B4253 (1400001 43 (V1338 [Moors, Stan R A T 54253 - WAREHOLISE Cormplets P [T TRG-I2
LTYi T UCOT _T238M [Moore Stan OTALEOT FT407 - PIETE ERF L0000y 28 1| a{ET 0T
4253 [1400000073 V138 |Moors,Stan S0 |P140073 SREHDLISE Froved Exp ADININ3433 ASSET-INT
E4253 1400000048 AYC1398M (Moore,Stan 2M3-07-m P140048 E4263 - SE |approved ExP 0000002811 IMPRESSIVE-O0T
4253 [14nD000041 V1338 |Cooper Tensos 201340701 B4253 - WAREHD Perding EP ADINNGR17 COw-G01
B4253 1400000025 AVCT398M [Moore,Stan 2M307-m PE140025 ExP 000000071 67 METALCRAFT-001

Complete Requisition
(Assigned PO)
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Fixing a Budget Check Error
Users can view budget check errors that arise from the Budget Check process on this panel. A Budget Check
error must be addressed before processing can continue.

Menu: Go = Administer Procurement = Requisition Items
Use = Budget Control Exceptions

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.

Requisition ltems - LUse - Budget Control Exceptions — | || I X I
File Edit “iew Go Favorites Use Process |nguire Eeport Help
ale|@x alaE| @5 =ls| S5 @lksl=] e ]
Budget Exceptions |
Busziness Unit: 12345 Requizition I1D: 000o0000gs
Requester: 12345 - Rivera Elementary Heq Date: 12420421
Budget Checking Header Status: E Errar in Budget Check. ™ Budget Dveride
Line Merchandise Amt ltem # 450747 95 \watt GE General Pupose Long Life Softwhite Light Bulbs 4/pack ;l
1 59.85 LI
Line Fund Hes Py Goal Funct Obj SchilLoc Bdagt Pd I
2 01.0 000000 ] ] . /_H/
Use the inner and outer scroll bars to find the line :
n
Budget Check Total: that says something other than “Not Checked.” , LSO
Amount Previouzly Checked: 0.0o0 0.0o0
Funds Pending Budget Check: 31.92 31.92
Go To Budget Check Budget Checking Line Status
’V Requizition | Analyze Budgets | ’V F Org Budget Data Mat Found
\ e | B
N
Press this button to go to the Standard .
o g _ | PSGFTRX | This message means the
— | Requisition panel and fix the error. . .
account strmg does not exist.

There are several possible error messages that a user may come across. The main error messages are:

Org Budget Data Not Found — Account string does not exist. This error cannot be overridden.
Insufficient Org Budget — Account string doesn’t have enough money.
Insufficient Appropriation — The Fund doesn’t have enough money.

S0 w>»

Not Checked — The current line is fine.

A. If your Budget Check Error is because of Org Budget Data Not Found, first verify that the account # you
entered is correct. If it is correct, contact the accountant responsible for maintaining the fund to add the
account string. If the account # was entered incorrectly you can change the number by doing the following:

Menu: Go = Administer Procurement = Requisition Items
Use =2 Express Requisitions = Express Requisition = Update/Display

1. Type in your Requisition ID and click OK or click Search to choose from a list of Requisitions.
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Requisition tems - Use - Exp Requisitions
File Edit “iew Go Favorites Use Inquire Report Help

08| sl mlo| S5 2] el ]|

Express Requisition |}

eq. Comments | Attachments |

Business Unit: B4253 Requisition 1D: 0000007 598 =it

Requester |64253 - Adv. Research & Devel.  #| O0DOOOOSES  AVC CAFETERIA ™ Hold

Bren | + Location  [APL104B + Ship To [r7777 +
Due [1170672012 Acctg Date [11706/2012 4] e tir oo

2. Make corrections to the account string for each line
Distribute by Iﬂ_ﬂ through the Details pushbutton and then Budget Check
and send for Approval (see page 15 for instructions).

Fund Res PrjY Goal Funct Obj —
1(01.0 |ooooo.0 {00000 00000 5000 |0ooooo0 1213 [100.00
Item Long Deszcr UOM|Category | Quantity Price Amount =
1 TEST O [EA 99939 1.000 0.010 0.0 )

If your Budget Check Error occurs while doing a change order, correct your account string via the steps on
page 18.

B. If your Budget Check Error is because of Insufficient Org Budget, contact your Fund Manager, complete a
Budget Transfer Form (Budget Augmentation Request Form), and forward it to the Business Services Area. Once
Accounting notifies you that your transfer is complete, log into PeopleSoft and re-process the Requisition
(Budget Check and Send For Approval; see page 15 for instructions).

C. If your Budget Check Error is because of Insufficient Appropriation, contact the Accounting Supervisor for
the fund for resolution.

Requisitions are budget checked a second time when the Purchasing Department sources them into a Purchase
Order. If the Requisition does not pass budget check at that time, the Purchasing Department will notify the
Requester to submit a Budget Transfer Form. Below are possible reasons a Requisition would not pass budget
check when being sourced into a Purchase Order:

e Requester did not ensure account string had enough funds to cover tax prior to submitting the
Requistion for approval

e Prices of items or services requested on the Requisition increased

e Purchasing Department had to add freight costs to Purchase Order and the account string did not have
enough funds to cover the freight

e Budget Transers were made after the Requester budget checked the Requisition
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Miscellaneous Requisition Information

Submitting “OK to Pay” to Accounts Payable (Golden Rod)

Once the Regester receives the items ordered on the Requisition, follow the steps below to notify Accounts

Payable to process the invoice:

Print the requisition

Sign your name and write “OK to Pay”

P whPR

Forward Requisition to Accounts Payable

OR

1. Send an e-mail to accounts payable@avc.edu. Include the PO # and that all the items have been

Verify receipt of each item (note any changes or differences on the Requisition)

received, or specify which items have been received, and the “OK to pay.”

Requisition Approval History

The Requisition Approval History screen gives users the ability to see where the Requisition is in the approval
process. The matrix shows the approvers, the date and time the Requisition was approved by each approver,

how many days it was in the approver’s inbox, and comments the approver made, if any.

Menu: Go = Administer Procurement = Requisition Items

Inquire 2 District Requisition Details = Req Approval History

Type in your Requisitions ID and click okay OR click search to choose from a list of entered requisitions.

Reguisition ltemns - Inguire - Disinct Reguisition Details

Eile Edit View Go Favortes Use Process nquire  Beport

H| @@ x| ‘mlaln| eel =z =

Help
| @lal=] el

Requisition Farrnl Requisition Schedule | Header Comments | Activities Req Approval History ]

Busziness Unil: E5102 Requizition 1D: s128M Change Order: W Hesel |
Approver Approved By | Level| Approval Date Days in ?:;E“ E:::"'“t :rt‘m'
Dlarena.Lisa [ Corenaliza 0 /2872011 1:13FM U Irebated T
Marguerite Joheison ﬁ Marguerte 10 10/31/2011 S:485M 3 Approved (] 25019
HOLMES, JER ﬁ HOLMES, JERI 11 10/31/2011 9534 0 Appeoved 5 205019
Marguerite Joheison ﬁ Marguerite 20 10/31 /2011 S485M 3 Approved 5 205019
Cabey.Shawn ﬁ Cabey Shawn 30 10/31/2011 10:424M 0 Appeoved 5 205019

The Worklist Status column will show one of the following values depending on the approver’s action:

Initiated — The user that sent the Requisition for approval.

Approved — If the user approved the Requisition.
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mailto:accounts_payable@avc.edu

Denied — If the user denied the Requisition.
Pending — If the Requisition is currently in the approver’s inbox.
ToBeSent — These approvers are next in line to approve the Requisition.

WF Reset — A user reset workflow (took it out of the approval process). This usually happens when a change
needs to be made on a Requisition.

Not Applicable — This goes with WF Reset. The Requisition never made it to this approver because workflow was
reset.

District Requisition Details (Main Requisition Inquiry Screen)

Menu: Go =2 Administer Procurement = Requisition Items
Inquire 2 District Requisition Details = Requisition Form

1. Type in your Requisitions ID and click okay OR click search to choose from a list of entered requisitions.

The District Requisition Details panel group is an inquire version of the Standard Requisition panel group. A
Requisition can always be viewed and printed from this panel group regardless of the Requisition status. No

changes can be made to a Requisition from this panel.

Requisition Items - Inguire - District Reguisition Details Users can print a Requisition
Eile Edit View Go Favortes lse Process [nguire Eeport Help and it’s attachments from this
H alnm| sl 2(E| =] 2e]=] #e]s]s ] panel regardless of the status.
Fequisition Form | Requisition Scheduha] Header Cl:lrnrnentsl AJ:I'.iviI:iesl Req Approval Hi

Business Unit: ES10Z Requisition 1D: 512800

-
Shatus: Iamved j Requester: 5102 - Educational Services

E‘ EI Tatal Value: 428330 US Dol

) Item 1D Catagoiy Long Descriplion ;I
Line
Aequisition uantily uoM Price Ship To Location Due Date
1 49 SES TUTORING SERVICES AT $53 PER HOUR. § @

PO Cross Reference (PO Number Lookup)

The PO Cross Reference panel shows the Requisition lines and their corresponding purchase order lines. Users
can view this panel to see which PO number the Requisition became, as well as compare the quantity on the
Requisition to the quantity ordered on the PO. This panel will be blank if the Requisition has not been turned
into a PO.
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Menu: Go = Administer Procurement = Requisition Items
Inquire = PO Cross Reference

1. Type in your Requisitions ID and click okay OR click search to choose from a list of entered requisitions.

PO Cross Reference

Buziness Umit: B4253 Requisgition 1D: 1400000217 Change Order: 1
Status Line Sch Dizt Purchase Order Line Sch Dist Req Qty PO Qty :I
F 1 1 1 PM140217 1 1 1 1.0000 1.0000

?

Assigned PO Number

Requisition Document Status Inquiry (Tracking a purchase)

The Req Document Status Inquiry is a great panel that requesters can use to find information about a
Requisition throughout its life. From this panel, users can see which PO(s) their Requisition became, when the
items were received, and when the invoice was paid. This panel gives requesters the ability to track their
purchase from beginning to end.

Menu: Go = Administer Procurement = Requisition Items
Inquire = Req Document Status Inquiry

1. Type in the Business Unit, 64253, and your Requisitions ID. Click OK.
Business Unit: |64253 ﬂ
tus Inguiry Requisition 1D: 1400000467 ﬂl
File Edit View Go Favorites Use Process Inquire Report Help Urit ReqlD Search |
mm| =] Blel=] #lve|slz ]| pei_|
Fequisition Document Inquiry
R —————
Business Unit: 12345 Req ID: 0000000076 Status:
Post Status: Dist Last Activity:
Entered By: TEACHM Approved By:
1
Budget Check: Valid Amount: Click the Go To button to see an
inquiry panel of the document.
" Receivers I~ Payments T‘AII
" Purchase Orders " Vouchers
//
?;l;::ment Status Document ID | Status Unit  |Amount Curr Date v =
PURCHASE ORDER 0000000165 Dispatched 12345 292.DBJJ§D 07201 Q, 5
RECEINER 0000000165 Feceived 12345 / 0841742011 Q, ~
WOUCHER noooo3zz Unposted 12345 /34?.55 UsD 0gf22/2011 Q, ~
/
2. Select All and click Sparky for a list of
all activity against the Requisition. Click the magnifying glass for more

| FSGFTRX  [Requistio details about the document.




Opening an Additional Window in PeopleSoft
At time you may find that you need to open an additional PeopleSoft screen. To do so follow the navigation
below:

Menu: Go = New Window - Administer Procurement - Requisition Items

Managing PeopleSoft E-mail Notifications

When a Requisition is DENIED by an approver in workflow or RESET out of workflow, an email notification is sent
to the original requester to inform the requester about the denial/reset. When this happens, requesters must
go to the “Worklist” to ACKNOWLEDGE the denial/reset. The original requester will continue to receive an email
notification until this step is done.

Note: Users will get this email even when they reset their own Requisition out of workflow.

Menu: Go = Administer Procurement = Requisition Items
Use = Worklist 2 Requisition

The panel below will appear. It will list all the Requisitions that have either been denied by an approver or reset
out of workflow, but have not yet been acknowledged.

Note: The Approval Status will show “Denied” even if the workflow was reset.

Eile Edit “iew Go Fgwortes LUse Process joquire Beport Help

al@le x| el wle sl al=] 2o 2]

Summary Requisiton |Purchasa- Order | MSRs |

OperatorId: TRAINOI  TRAINOI Document Open
Details Document
< =)
Bur RagqlD Amsunt Dayrin Held Apprave Deny Approval
Unit Inbox Sratur Warkesd?
12245 DRSS $54.50 ] Daniad &y |E=| T
A

12345 OO00RDSD $20.00 0 Denisd LJ_J LE.J \.EJ ]

Approval Worked
History/Comments Checkbox

=

The three pushbuttons to the right of each Requisition will enable the Requester to view/access additional
information regarding the Requisition. From left to right, they are:

1. Approval History/Comments — allows the Requester to view the approval matrix and any approver
comments at each approval level.
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2. Document Details — opens the Req Details Inquiry panel to allow the Requester to inquire on the

Requisition.

3. Open Document — opens the Requisition in the Standard Requisition panels so that users can make any
required changes to the Requisition.
4. Worked Checkbox — check this box to “acknowledge” that the Requisition has been denied or reset.
This will stop PeopleSoft from emailing you concerning this Requisition.

Note: Make sure to SAVE the panel after clicking the worked checkbox.

Saving a Requisition to Your Computer
If for some reason you need to save the Requisition to your computer, it must be saved in your C drive (C$ on

'Client" (C:)). Selecting any other destination (Desktop, My Documents, etc.) will actually be saving it to LACOE's

system.

1. While in the Print Preview Screen go to File, and select Save As.
2. Change the Save in: file to “CS on 'Client" (C:).”
3. Name your file and click the Save button.

Your file will now be saved withing you C drive.
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Canceling a Purchase Order
Go to the Requisition Document Status Inquiry panel (see page 37) to see if the PO has been received or paid

against.
For Purchase Orders that have NOT been received or paid against:

1. Contact the Purchasing Department.
2. The Purchasing Department will contact the vendor to see if the order has shipped.
a. If the order has shipped, the requester will have to process a return once the merchandise is

received.
b. If the order has not shipped, the Purchasing Department will cancel the order with the vendor

and then cancel the Purchase Order and Requisition.
For Purchase Orders that have ALREADY been received and/or paid against:

1. The Purchase Order cannot be cancelled. Contact the Purchasing Department to process a return.
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