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Revisions to Manual

October 2016:

CONTACT AND LINK INFORMATION UPDATED
May 2010:

FINALIZE A PARTIALLY USED REQUISITION:
The introductory paragraphs in this exercise have been re-worded.
(Pages 64 — 68)

VT REQ BUDGETARY ACTIVITY REPORT:
This report replaces the VT Req and PO Budgetary Activity Report.
(Pages 88 — 94)

February 2010:

RECONCILE A REQUISITION:
An additional step has been added (beginning on Page 80) to clarify what to do
when a Requisition is Not Qualified for reconciliation.

DIVISION NAME CHANGE:
Purchasing and Contract Administration Division hame updated to
Office of Purchasing & Contracting

PREPARING A REQUISITION:
Wording and procedural changes made to this section.
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Introduction to Requisitions

Overview of VISION Financial System
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A Requisition is a request submitted through the State’s VISION System to the BGS
Office of Purchasing & Contracting to initiate the purchasing process. It contains
details of the requested product such as description, quantity, delivery times and
places and special terms and conditions. It serves as the authorization for the
division to proceed to acquire the item(s). It is important that requisitions include a
realistic estimate of the cost of the item being requested.



Preparing a Requisition in VISION

A requisition must be entered into VISION if an item that you wish to purchase
meets the following criteria:

The item is not available under an existing statewide contract.

This item is not covered by a Blanket Delegation of Authority (BDA), refer to list of
BDAs on the Office of Purchasing and Contracting website:
http://bgs.vermont.gov/purchasing-contracting/forms/bda

The item does not fall under a sole source purchase situation (see below)

To find out what goods and services are available from statewide contracts refer to
the current contract listing on the BGS Office of Purchasing & Contracting website.
While this is an extensive list, you may not be able to find the contract you are
looking for. If you want to know what contracts may be available for a specific
commodity, contact the Purchasing Agent responsible for that commodity. On the
Office of Purchasing & Contracting website, you can email the agent by clicking on
their name, as shown below.

After clicking on the Current Contracts link:

AGENCY OF ADMINISTRATION m
Buildings and General Services

VERMONT.GOV OUTLOOK ONLINE STATE PHONE BOOK

Home CURRENT CONTRACTS

Commissioner's Office To see the text of a contract click on the contract number. If you need further information, send the purchasing
agent an e-mail by clicking on their name. In order to view, navigate, download or print the contracts you will
Facilities Operations need the free.

Property Management See the complete list of contracts where the purchasing card may be used as a method of payment

Vermont Information Centers Division To Search This Page Press "Control + F”

Government Business Services

Audio Visual Interior Coverings
Purchasing and Contracting Automotive Laboratory and Field Equipment
Beds and Bedding Lawn and Grounds Equipment
Contact Information

Building Supplies Markers and Signs

Farmar mmd Muabalicabian - - _

Click on the commaodity. For example, Automotive.


http://bgs.vermont.gov/purchasing-contracting/contract-info/current

The list of choices will come up:

Automotive
Model Year Cars, Vans, Pickups, SUVs etc

* Ford Vehicles : Formula Ford, Contract 30323

* Chevrolet Vehicles : Shearer Chevrolet, Contract 30331
o GMC: Shearer Chevrolet, Contract 20289

» Dodge Vehicles : Central Dodge Inc., Contract 30829

* Subaru Vehicles: St. Johnsbury Subaru, Contract 30334
» Toyota Vehicles: Alderman's Toyota, Contract 30252

BDA's are issued by BGS and authorize departments to make specific types of
purchases for items not available under statewide contracts. For a complete listing
of BDA's please view the BDA Index on the BGS Purchasing & Contracting website.

A sole source purchase situation may arise and is defined as an award for the
acquisition of a commaodity or service from the only known capable supplier because
of the unique nature of the requirements, time restraints, and supplier or market
conditions. All sole source requests, regardless of the dollar amount, must be
submitted in writing to the Office of Purchasing & Contracting with appropriate
documentation. Sole source procurements are reviewed in accordance with the
approvals required under Administrative Bulletin 3.5. Requests exceeding $15,000
require approval from the Secretary of Administration and are submitted by the
Office of Purchasing & Contracting on the department’s behalf. In such instances,
the Office of Purchasing & Contracting will submit the request to the Secretary of
Administration, along with a memorandum from the Commissioner of Buildings and
General Services in support of (or against) the request. All Sole Source contracts
greater than $100,000 must be approved by the Secretary of Administration prior to
execution.

Requisitioning Material: A requisition line can be created by entering an existing
Item ID from VISION, or by entering a description of what you need to purchase.
When a line is created by description you will skip the Item ID field on the
requisition and type the description of the material that is needed directly into the
description field.


http://bgs.vermont.gov/purchasing-contracting/forms/bda

Office of Purchasing & Contracting:

In order for a Purchasing Agent to know that you have entered a requisition for
goods, the requisition needs to be approved and budget checked. Each Purchasing
Agent runs a daily query in VISION that lists requisitions that have been entered into
the system and are approved and budget checked. The Purchasing Agent then
determines if a Request for Quote (RFQ) needs to be issued to Vendors or if a
contract would be more appropriate for the item(s).

In the case of an RFQ, when the process is complete, the Purchasing Agent will

build a purchase order from the Requisition to the successful vendor from the
Request for Quote procedure. The Office of Purchasing & Contracting will notify the
requestor that the purchase order has been approved for release and is then
available to the department to budget check and approve. NOTE: The purchase
order should not be processed until notification is received from the Office of
Purchasing & Contracting. Once notification has been received it is the department’s
responsibility to budget check and approve the purchase order and notify the vendor
to order the material.

If the Purchasing Agent decides that a contract would be more appropriate you will
be notified that a new contract has been entered. You must then cancel and budget
check the Requisition to release the pre-encumbrance on the budget. Then a
purchase order can be entered against the new contract. The purchase order will
need to be approved, budget checked and the vendor contacted to order the
material.

Reconciling Requisitions

Requisitions can be moved to complete on the Requisition Reconciliation Workbench
if all of the following is true:

The requisition is in a Canceled status or has been sourced to a purchase order
The requisition’s related purchase order(s) have been moved to a complete status

The Due date is less than or equal to the current date

Departments should follow the Month End Closing Instructions, located on the
Finance and Management website at http://finance.vermont.gov/policies-and-
procedures/vision-closing-instructions, as a guide to help in managing and
reconciling requisitions.



http://finance.vermont.gov/policies-and-procedures/vision-closing-instructions
http://finance.vermont.gov/policies-and-procedures/vision-closing-instructions

State of Vermont Required Fields

NOTE: Departments may define additional required fields as needed for their own
business processes.

Maintain Requisitions (Main Page)
e Requester
e Requisition Date (defaults as current date, accept default)
e Origin
e Accounting Date (defaults as current date, accept default)
e Item (if applicable Item can be found in VISION) or
e Descripton (required if there is not Item entered)
e Quantity
e Unit of Measure (UOM)
e Category

e Price (cannot be zero). Use the previous purchase price or an estimated price
if an existing item number is not being used.

Maintain Requisitions (Schedule Page)
e Ship To
e Quantity (defaults from main page)
e Price (defaults from main page)

e Due Date

Maintain Requisitions (Distribution Page)
e Account
e Fund
e DeptID



Requisition Process Flow Chart
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Requisitions need to be reconciled and
completed. This process flow does not capture
this, but the information on how to do this is in
the manual.
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How to determine if a Commodity is on
Contract

Navigation: Go to the Purchasing and Contract
Administration website at http://www.bgs.vermont.gov/purchasing-
contracting/contract-info .

VERMONT OFFICIAL STATE WEBSITE

AGENCY OF ADMINISTRATION
- - - CONTACT
Buildings and General Services T

VERMONT.GOV OUTLOOK ONLINE STATE PHONE BOOK

Home CONTRACT INFORMATION

The text of statewide commodity contracts that are utilized by more than one agency/department are
available for view. To view or print the text of a contract click on the contract number. Statewide Commodity
Contracts that are utilized by more than one agency/department (including those for use by Towns and Schools)

Commissioner's Office

Facilities Operations

Property Management * Download a list of all commedity contracts that have been issued by the Office of Purchasing and

Contracting.
¢ Download a list of contracts that have been added or amended in the last 30 (thirty) days by the Office of
Purchasing and Contracting.

Vermont Information Centers Division

Government Business Services

Purchasing and Contracting Additional Information

Contact Information

Forms and Publications
Environmentally Preferred Purchasing
Frequently Asked Questions

Debarment List

¢ Environmentally Preferable Purchasing (EPP!

Online Forms

* Online Contract Comments Form -- tell us how we're doing.

Bid Information
Contract Information
Current Contracts
Communications
Computer Hardware, Software and Training

Information Technology Retainer Contracts

Click on Statewide Commodity Contracts that are utilized by more than one
agency/department

NOTE: Please note that when accessing Current Contracts from the Office of
Purchasing & Contracting website at http://www.bgs.vermont.gov/purchasing-
contracting/contract-info/current (including those for use by Town and Schools),
these contracts are statewide use contracts and do not include individual agency-
specific contracts issued by the Office of Purchasing & Contracting.

11


http://www.bgs.vermont.gov/purchasing-contracting/contract-info
http://www.bgs.vermont.gov/purchasing-contracting/contract-info
http://bgs.vermont.gov/purchasing/currentcontracts
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http://www.bgs.vermont.gov/purchasing-contracting/contract-info/current
http://www.bgs.vermont.gov/purchasing-contracting/contract-info/current

VERMONT OFFICIAL STATE WEBSITE

AGENCY OF ADMINISTRATION
Buildings and General Services [ conact |

VERMONT.GOV OUTLOOK ONLINE STATE PHONE BOOK

Home CURRENT CONTRACTS

Commissioner's Office To see the text of a contract click on the contract number. If you need further information, send the purchasing
agent an e-mail by clicking on their name. In order to view, navigate, download or print the contracts you will

Facilities Operations need the free.

Property Management See the complete list of contracts where the purchasing card may be used as a method of payment

Vermont Information Centers Division To Search This Page Press "Control + F"

Gavernment Business Services

Audio Visual Interior Coverings
Purchasing and Contracting Automotive Laboratory and Field Equipment
Beds and Bedding Lawn and Grounds Equipment
Centact Information e ) N
Building Supplies Markers and Signs
Forms and Publications Clothing and Footwear Mail and Express Services
Environmentally Preferred Purchasing Communications Medical
. Computer Hardware. Software and Training Newspaper Advertising
Frequently Asked Questions
Custodial Supplies Office Furniture
Debarment List Document Destruction Services Office Machines
Bid Information Electrical Equipment and Supplies Office Supplies
- Fasteners Paper and Plastic Products, Disposable
Contract Information
Eilters Paper. Envelopes and Forms
Current Contracts 5
Fire Protection Equipment and Supplies Police Equipment and Supplies
Communications Flags Printin
Computer Hardware, Software and Training Food Safety Equipment and Services
Information Technology Retainer Contracts Fuel Scrap Metal Recycling
Print Procurement Highway Materials and Equipment Translation Service
Hospital and Surgical Equipment Training
Equi) it Maints I - N N
auipmentMaintenance fnsurance Industrial Supplies Visual and Auditory Aids
Purchasing Card Waste Hauling and Recyclin
Reciprocal Preference Information Welding Supplies

To search the page press “Control + F” or select a category

Building Supplies

+ Harwood Plywood : Atlantic Plywood, Contract 26425
Plumbing and HVAC Supplies : Granite Group, Contract 30953
Plumbing and HVAC Supplies : F. W. Webb, Contract 31324

* Plumbing and HVAC Supplies : Granite Group, Contract 30953

Clothing and Footwear

+ Safety Shoes and Boots : Industrial Protection Product, Contract 24377

* Inmate Uniforms : Uniforms Manufacturing Inc, Contract 26834

* Inmate Sweatpant and Shirts : Acme Supply Co Ltd, Contract 26835

* Inmate TShirts, Socks, Shoes, and Baseball Caps : The Liberty Store Contract 26840
+ Gloves, Thermals, Underwear : O.D. Taragin and Bros LLC, Contract 27036

« Corrections Officer's Uniform : Ben's Uniforms, Inc., Contract 27564

o Security Uniforms : Ben's Uniforms, Inc., Contract 29501

+ Shirts and Caps : ScreenPrint Plus, Contract 29409

* Rough Duty Uniforms : Ben's Uniforms, Inc, Contract 26949

+ High Visibility Clothing : Safety Source of New England, Inc, Contract 31754
» High Visibility Clothing: Williston Workwear, Contract 31753

+ Information Center Clothing : Aramark Uniform Services, Inc, Contract 27727
o State Police Uniforms : Ben's Uniforms, Inc, Contract 24008

+ Uniform Rental & Cleaning: Alltex Uniform Rental Inc., Contract 23191

s Winter Gear: Mach V Group, LLC, Contract 23754

+ Police Supplies : Galls LLC, Contract 27186

Click on the contract number to view a particular contract.

12
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File Edit GoTe Favorites Help

x S
X ¥ WindowsLive Bing [o]Rd What'sNew Profile Mail Photos Calendar MSN  Share B o Signin
i Favorites | @ http://bgs.vermont.gov/sites/bgs/files/pdfs/purc... - ~ [ & v Pagev Safety~ Tooks~ @+~

Y- 0= $ 1/ OO - o [ 3

CONTRACT £ i
State of Vermont
Buildings and General Services [
Office of Purchasing & Contracting
10 Baldwin St
Montpelier VT 05633-7501
ISA Contract ID Page
0000000000000000000012412 lof 4
Vendor ID 0000009824 Contract Dates Origin
Ben's Uniforms Inc 11/01/2007 to_11/01/2011 CPS
20 Main Street Description: Contract Maximum
Amesbury MA 01913 CPS - CORR. OFFICER'S UNIFORM $9,999,999.99
USA Buyer Name Buyer Phone Contract Status
LaRose Deborah L 828-4635 Approved
Phone #: 978-388-0471
Unit Max Max
Line # Item ID Item Desc uom Price Qty Amt|
1 PANT, UNIFORM EA 46.99000 0.00 0.00

PANTS, UNIFORM, DOC, 65/35 WASHABLE COTTON BLEND FABRIC WITH 10% STRETCH WAISTBAND CONSTRUCTION WITH SILCONE SHIRT
GRIP AND DOUBLE HOOKS, RELAXED FIX, PROCESSED FOR CREASE RETENTION, FRONT QUARTER POCKET STYLING, PLEATED DOUBLE
THIGH POCKETS, TWO HIP POCKETS WITH BUTTON TAB, COTTON BLEND POCKETING, HEAVY DUTY NYLON ZIPPER WITH AUTO LOCK
SLIDER, SPLIT SEAM TAILORED CONSTRUCTION, THIGH LET OUTS, 3X DRY FABRIC, EXTRA STRENGTH TANDEM SEAT SEAM, OUTSIDE
CELL PHONE POCKET, ELASTIC STRAP INSIDE CARGO POCKET, REFLECTIVE STRIP ON CARGO POCKET, HOME LAUNDERED, OR DRY
CLEANED. COLOR: DARK GREY, , BLAUER #8810X

2 SHIRT, SHORT SLEEVE, UNIFORM EA 39.99000 0.00 0.00

SHIRT, SHORT SLEEVE, UNIFORM, DOC, 6.5 OZ. TWILL, 65/36 WASHABLE COTTON BLEND WITH 10% STRETCH, PLEATED POCKETS

WITH SCALLOPED FLAPS, PENCIL SLOT, HOOK & LOOP CLOSURE, TRADITIONAL 5 CREASE MILITARY STYLE, EXTRA LONG SHIRT

TAILS, HOME LAUNDERED OR DRY CLEANED EPAULETS, VENDOR SUPPLIED EMBROIDERED BADGE AND EMPLOYEES NAME TAPES ON
SHIRT, 2 EACH CUSTOMER SUPPLIED SEWN ON SHOULDER PATCHES TO BE APPLIED AT NO EXTRA CHARGE. 3 X DRY FABRIC.,

COLOR: GREY, BLAUER #8713X. PRICE OF SHIRT INCLUDES EMBROIDERED BADGE PATCH, NAME TAPES AND APPLIED SHOULDER
PATCHES

3 SHIRTS, LONG SLEEVE, UNIFORM EA 44.50000 0.00 0.00

known Zone | Protected Mode: Off

Contract page opens displaying information regarding what is under contract for
uniforms with this vendor.
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Enter a Requisition in VISION

Situations when this function is used: Enter a requisition when you need to
purchase an item that the STATE doesn’t currently have a contract for, is not
covered by a blanket delegation of authority (BDA) and has a dollar value greater
than $3,500.00.

Navigation: Purchasing > Requisitions > Add/Update Requisitions

Favorites . Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Requisitions

| [ a3 ow vae

Business Unit:[01110 &,
Requisition ID: [MEXT

Add

Your default BU will appear in the Business Unit field. The Req ID will default as
NEXT.

Click the Add button

14



Favorites  Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Requisition

Business Unit 01110 Status: Open g
Requisition ID:  NEXT Copy From Budget Status: NotChkd T

[] Hold From Further Processing
~ Header
*Requester: WQ Jarvis, Tanya Requisition Defaults Requisition Activities
*Requisition Date: 09/02/11 [ Requester infa Add Comments
orign: )
*Currency Code: Daliar Total Amount: 0.00 USD
Accounting Date: 07/20/11 EJ
Purchasing Kit Catalog
ltem Search Requester ltems

Line

Customize | Eind i F\rsln 1 0f 1 o Last

[ Detaits | shipTomuenate | stats | Vendorinformation | peminformation T attributes | contract T Sourcing Controls
1B afl Ejfeoooo [ @ A foooo0 | Open QM E R E

View Printable WVersion *Go to: More -
[E) save | [S] Notify | L Refresh w i Update/Display
Enter
e Requester - if nothing defaults click the magnifying glass and select your

name
Requisition Date - will default in as current date. Do not change date.
Origin - if your dept origin code doesn't default in click the magnifying glass
to select it from a list

Accounting Date - will default in with the current date (DO NOT change
the Accounting Date)

Description -type in the description of item(s) or service(s) that are needed,
it's important to be specific

Quantity — enter the quantity needed

Unit of Measure - enter a unit of measure for the item or service or click on
the magnifying glass to select from a list of values

Category - Enter the 5 digit category the item or service most closely relates
to or click on the magnifying glass and select from a the list of values

Enter Price - Enter the price you expect to pay for the item or service

15



Ma\nvMenu ¥ Purcrl:-lsing b Requivsfcions » Add/Update Requisitions

[Z

Favorites :
- H

Maintain Requisitions

Requisition

Business Unit: 01110 Status: Open 4
Requisition ID:  MEXT Copy From Budget Status: MotChkd B
[T Hold From Further Processing
“Requester: TJARVIS Q, Janis Tanya Requisition Defaults Requisition Activities
Add Comments

*Requisition Date: |09/02/2011 ] Requester Info
QL Amount Summary

Origin:
*Currency Code: |USD Dollar Total Amount: 15,000.00 USD
Accounting Date: lm El

Purchasing Kit Catalog
ltem Search Reguester ltems

First B 4 op 4 B Last

Customi

Line
r
Details T Ship To/Due Date T Status T Vendor Information T Item Information T Attributes T Contract T Sourcing Ci

Line | [tem Description [ |ouantity [-uom [Category  |Price
1B | Q. |Forklift- 10 Ton capacity £ [10000 [EA @ [76010 |G [15,000.000C 15,000.00 Open ¢ [E R [E

View Printable Version *Go to; ..More... hd

Er Add | Update/Display

& save | [=] Motify | 4 Refresh |

If additional lines are needed click the plus sign (+) at the end of the line, a

message will appear asking how many additional lines you'd like to add. (see below)

Enter number of rows to add:
Cancel

Script Prompt:
_ Concel |

Once all lines have been entered click on the Schedule icon

16


javascript:submitAction_win0(document.win0,'REQ_LINE_WRK_SCHEDULE_PB$0');

Enter

e Ship To Location — the following format exists in Purchasing for Ship To
locations:
P = Purchasing
FM = Origin Code for the Agency/Department
MTP = Abbreviation for city/town
001 = First location for that origin code in the city/town
[ ]

Due Date - if you need the item sooner than 45 days, BGS Office of

Purchasing & Contracting requests you please make note in the Comments
section of the Requisition.

Favorites Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Schedule
Business Unit: 01110 Requisition Date: 09/02/2011
Requisition 1D: MEXT Status:

Open
Return to Main Page

Find | View All First [ 4] 1 0f1 )| Last
Amount: 15,000.00 USD

1 Item: Forklift- 10 Ton capacity Quantity: 1.0000 Each

Schedule

Customize | Find | View All| i First!I 1 of 1 [} Last
Sched *Ship To Quantity Price Amount |Due Date
1 % F‘FMMTFQ =1 |1.0000 |15,000.0000C 15,000.00 |09/10/2011 [+ |_=—;‘; Active [=]

Add Ship To Comments

B save | [=] Notify | 4 Refresh

E Add | Update/Display |

Click the Distribution icon 5

Enter the appropriate chartfield data for your department

Favorites Main Menu > Purchasing > Reguisitions > Add/Update Reguisitions

New |
Maintain Requisitions

Distribution

Requisition ID: NEXT

Item: Forklift - 10 Ton capacity
Line: 1 Status: Active
Schedule: 1
Ship To: PFMMTPO02  F&M Finops Quantity: 1.0000 EA
“Distribute by: QUanty - Open Quantity: 1.0000
Amount: 15,000.00 USD

SpeedChart: Q, Multi-SpeedCharts

Distributions customize | Find | View Al | B0 ] B8 First B0 4 oo B Last
.
Chartfieids  [[IBEtaiE I [ ASsetinformation

Distrib | Status |Percent |Quantity Amount GL Unit Account Fund Dept Program Class Project
10pen  [100.0000 10000 1500000 (01110 Q (522400 L 10000 € [1110003000 O |

al” @’ al QEE

OK | Cancel | Refresh |

17


javascript:submitAction_win0(document.win0,'REQ_SCHED_WRK_DISTRIBUTE_PB$0');

Click OK (this will bounce you back to the Schedule page)

Fa\.ruvr'rtes MainvMenu » Purchasing » Requisitions > Add/Update Requisitions
H - -

Maintain Requisitions

Schedule
Business Unit: 01110 Requisition Date: 09/02/2011
Requisition ID: MEXT Status: Open

Return to Main Page
Find | View Al First o 10of1 n Last

Amount: 15,000.00 USD

Forklift- 10 Ton capacity Quantity: 1.0000 Each

Schedule customize | Find | view Al | 88 First K 4 or 4 B Lt
Status

Sched *5hip To \{ Quantity Price Amount | Due Date

1 B [PrumTEC, & [1.0000 15,000.0000C 15,000.00 (091012011 [ G2 Active [=]

AN

Add Ship To Comments
B Add | Update/Display

B save | [=] Motify | 4 Refresh |

Click the Save button

Click the Return to Main Page link

The requisition has now been saved and assigned a requisition number.

Favnvrtes Maln_Menu y Purchasing » Requisiions > Add/Update Requisitions

=

Maintain Requisitions
Requisition
Business Unit: 01110 Status: Open ™ X
Requisition ID: 0000000014 Budget Status: Notchkd B
["| Hold From Further Processing

~ Header

*Requester: TJARVIS Q. Janis,Tanya Requisition Defaults Reguisition Activities
*Requisition Date: (09/02/2011 [ Reguester Info Add Comments
Origin: Q Amou'it Summary

*Currency Code: |50 Dallar Totaf Amount: 15,000.00 USD

Accounting Date: 07/20/2011 @
Add Items From

Purchasing Kit Catalog
ltem Search Requester ltems

(B st B o B Lt

Customize | Find

Line
[ Details | shipTomuenste T staws | vendormformation T eminformation T attrioutes T contract T sourcing controls

Line | [item Description | |ouantity [-uom |cateqory Price Amount [Status

1| 4 [Foriaim - 10 Ton cafacit E2 10000 |[EA @ (78010 Oy [15,000.000C 15,000.00 Open O [EEE

View Printable Version *Go to: -More. -

Er Add Update/Display

B save I [=] Notify | %, Refresh |

Click the Add Comments link to add comments that relate to the Requisition as a
whole. It is important to be specific about your delivery requirements as
the items may be delivered by an independent company (i.e. Inside delivery
is required to the 3 Floor, only accept deliveries on Tues & Thurs between 12-3,
because of loading dock location deliveries cannot be accepted by anything larger

than a box truck).
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Once you've entered the comments check the Send to Vendor checkbox. Once all
comments have been entered click the OK button at the bottom of the page.

Favorites ~ Main Menu > Purchasing > Requisitions : Add/Update Requisitions
- -

Header Comments

Business Unit: 01110 Requisition Date:  09/02/2011
Requisition ID: 0000000014 Status: Open
*Sort Method: Comment Time Stamp - *Sort Sequence: Ascending = Sort

Comments Find | view a1 First K 4 o 4 B st

Copy Standard Comments Comment Status:  Active MI

EXAMPLE Inside delivery is required to the 3rd Floor, only accept deliveries on Tues & Thurs between 12- Qé
3, because of loading dock location deliveries can not be accepted by anything larger than a box truck

Send to Vendor (| Shown at Receipt [_| Shown at Voucher

Associated Document

Attachment Aﬂachl iz | [DEIELE Email

From -~ REQ 01110-0000000014

ok | cancel | Refresh

Favorites = Main Menu > Purchasing > Requisitions > Add/Update Requisitions

=4

Maintain Requisitions

Requisition
Business Unit. 01110 Status: Open 4 *
Requisition 1D: 0000000014 Budget Status: Mot Chi'd ﬂﬁ
["] Hold From Further Processing
*Requester: TJARVIS 3, Janis Tanya Requisition Defaults Requisition Activities
*Requisition Date: 09/02/2011 [+ Reguester Info Edit Comments
Origin: Q Amount Summary
*Currency Code: |USD Dollar Total Amount: 15,000.00 USD

Accounting Date: |07/20/2011 El
Add Items From

Purchasing Kit Catalog
ltem Search Requester ltems

First B 4 op 4 B Last

EA (L [76010 < [15,000.000C 15,000.00 Open = [=]

=) Q. |Forklift- 10 Ton capacity £ 10000

View Printable Version *Go tor More

B Savel [=1 Notify | 4 Refresh | E‘..Add' ] Update/Display

Click the Line Comments icon <~ for specific information about the line item(s).
The Line Comments page opens, enter needed comments, be sure to check the
Send to Vendor checkbox and click the OK button at the bottom of the page.
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Favg‘rtes Mainvrl-'lenu 5 Purcl'lasing 5 Requlvs'rtions > Add/Update Requisitions

Line Comments

Business Unit: 01110 Requisition Date: 09/02/2011
Requisition ID: 0000000014 Status: Open Line: 1
*Sort Method: Comment Time Stamp - *Sort Sequence:  Ascending - Sort

First Bl 1 or 1 I Last

Comments

Unde | Inactivate |

&

Comment Status:  Active

Copy Standard Comments Copy ltem Specs

Send to Vendor [_| Shown at Receipt [_| Shown at Voucher

Associated Document

Attachment Attach | DEEE Email

From -= REQ 01110-0000000014

OK | Cancell Refresh

Fa\rovr'rtes MainvMenu > Purchvasing i Requ'gt\ons > Add/Update Requisitions
I

Maintain Requisitions

Requisition

Status: Open ™ X

Business Unit: 01110
Budget Status: NotChkd B

Requisition ID: 0000000014
["] Hold From Further Processing

*Requester: TJARMIS Q. Janis, Tanya Re uisition Defaults Requisition Activities
*Requisition Date: 09/02/2011 [51] Reguester Info
Origin: Q

*Currency Code: YSD Dallar 15,000.00 USD

Accounting Date: 07/20/2011 [
Add ltems From

Purchasing Kit Catalog
ltem Search Requester ltems
. Find First n 1 0f1 u Last

Line '_ Item ’_ Quanti *UOM |\ ~ategory Price Amount | Status

] |F0rk\|ﬂ 10 Ton capacity E&. |1 0000 Q. 710 . |15,000.000C 15,000.00 Open

EFIEIEIE

View Printable Version *Goto:

Er Add | Update/Dizplay |

& Save | [=] Motify | i Refresh |

You'll notice the Add Comments link changed+o Edit Comments and the Line

Comments icon & is no longer empty.
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Save the Requisition. Follow specific controls within in your department for approval
and budget checking.

You have completed Entering a Requisition
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Enter a Requisition with Split Funding
Situations when this function is used: Enter a requisition when you need to
purchase an item that the STATE doesn't currently have a contract for, is not
covered by a blanket delegation of authority (BDA), has a dollar value greater than
$3,500.00, and has more than 1 funding source.

Navigation: Purchasing > Requisitions > Add/Update Requisitions

FE‘.'IIIvr'rtEE Main'Menu » Purchasing > Requisitions » Add/Update Requisitions

Requisitions

| [ avow vaio |

Business Unit: (01110 O,
Requisition ID; MNEXT

Add

Your default BU will appear in the Business Unit field. The Req ID will default as
NEXT.

Click the Add button
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Favovr'rtes MainvMenu i Purchvasmg b2 Requlit\uns » Add/Update Requisitions

N

Maintain Requisitions

Requisition

Business Unit: 01110 Status: Open 4

Requisition ID: ~ NEXT Copy From Budget Status: NotChkd B

[ Hold From Further Processing

*Requester: | Q Requisition Defaults Requisition Activities

*Requisition Date: 09022011 [ Reauesterinfo 40d Comments

R

*Currency Code: Dallar Total Amount: 0.00 USD

Accounting Date: 0712511 E‘J

Purchasing Kit Catalog

Item Search Reguester ltems

Line Customize | Find | B0 8 First B g o Lae
" Details | Ship ToDue Date | Status | Vendor information | em information | Atiributes | Contract | Sourcing Controls

Item Description | |ouantity [:uom |[catecory Price
1B Q| £ l0.0000 Q 2 [0.00000 Open ¢ [ B =

View Printable Version *Go to: ..More... -

B save | [=] Neify | 4 Refresh | B+ Add | S Update/Display

Enter
e Requester - if nothing defaults click the magnifying glass and select your
name

e Requisition Date - will default in as current date. Do not change date.

e Origin - if your dept origin code doesn’t default in click the magnifying glass
to select it from a list

e Accounting Date - will default in with the current date (DO NOT change the
Accounting Date)

e Description -type in the description of item(s) or service(s) that are needed,
it's important to be specific

e Quantity — enter the quantity needed

e Unit of Measure - enter a unit of measure for the item or service or click on
the magnifying glass to select from a list of values

o Category - Enter the 5 digit category the item or service most closely relates
to or click on the magnifying glass and select from a the list of values

e Enter Price - Enter the price you expect to pay for the item or service
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Favorites © Main Menu > Purchasing > Requistions > Add/Update Requistions
E A - - -

(=4

Maintain Requisitions

Requisition
Business Unit: 01110 Status: Open 4
Requisition ID:  NEXT Copy From Budget Status: NotChkd B

["| Hold From Further Processing

*Requester: ’W Q Reguisition Defaults Requisition Activities

*Requisition Date: ,ME'J Requester info Add Comments

orign: i a
=Currency Code: Y50 Dollar Total Amount: 0.00 USD

Accounting Date: 0712511 E‘J

Purchasing Kit Catalog

Item Search Reguester ltems

Line Customize | Fi B rist B g or B st
5
Details | ShipToDueDate | Status | Wendor information | Mem information ] Attrbutes | Contract | Sourcing Controls

Line | |ttem Description [ [ouantity [uom |cateqory  |Price Amount | Status
18| C, |Forkiift- 10 Ton capacity 5 (10000 [ea @ [76010  Q [15000.00 Open o [EE [z =

Click on the Schedule icon [
Fa\fovr'rtes Mainvl\-'lenu > Purchvasing > Requig’rtions » Add/Update Requisitions

Maintain Requisitions

Schedule
Business Unit: 01110 Requisition Date: 09/02/2011
Requisition 1D: MEXT Status: Open

Return to Main Page

1 Item: Forklift - 10 Ton capacity Quantity: 1.0000 Each  Amount: 15,000.00 USD
Schedule “ustomize | Find | °
Sched *Ship To [ [Quantity Price Amount | Due ;at; —
1 B [PFumTFC, =1 [1.0000 [15,000.0000¢ 15,000.00 |9/20/11 [+1] 2 Acive [=]
Enter
e Ship To Location — the following format exists in Purchasing for Ship To
locations:

P = Purchasing

FM = Origin Code for the Agency/Department

MTP = Abbreviation for city/town

001 = First location for that origin code in the city/town

Due Date — if you need the item sooner than 45 days, BGS Office of

Purchasing & Contracting requests you please make note in the Comments
section of the Requisition.

Click the Distribution icon &
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Favovrrtes MalnvMenu ¥ Purchvasmg b3 Requgcmns » Add/Update Requisitions

Ney
Maintain Requisitions

Distribution

Requisition ID: NEXT

Item: Eorklift- 10 Ton capacity

Line: 1 Status: Active

Schedule: 1

Ship To: PFMMTPO02 F&M Finops Quantity: 1.0000 EA
*Distribute by: Quantity - Open Quantity: 1.0000

Amount: 15,000.00 USD

SpeedChart: Q, Multi-SpeedCharts

Distributions Customize | Find | View All| @l i First B0 4 of 4 DN gt
[ Chartfields T Details T Asset Information ==%

Distrib | Status |Percent |Quantity Amount GL Unit Account Fund Dept Program |Class Project

1 0pen [100.0000 10000 1500000 01110 (522400 O | Q|

al__ &l al am [
OK | Cancel | Refresh |

Change the Distribute by field to Amount, change the Percent field to the

appropriate funding split (i.e. 80/20, 50/50, 90/10), and enter the appropriate
chartfield data for your department.

Favorites Main Menu > Purchaghg > Reguisitions > Add/Update Requisitions

Maintain Requisitigns

Distribution

Requisition ID: NEXT

Item: Forklift - 10 Ton capacity

Line: 1 Status: Active

Schedule: 1 d

Ship To: PFM I!PU F&M Finops Quantity: 10000 EA
*Distribute by: Amount Open Amount: 15,000.000

Amount: 15,000.00 USD
SpeedChart: QU Mult-SpeedCharts
Distributions

aE
Customize | Find | View 4l EI| T First 0 10f1 0 Last
| e
chartrieias  [(iDetai [T Assetinformation =

Distrib | Status |Perc. at Amount GL Unit Account Fund Dept Program Class Project

1 0pen | g0.0000 1500000 [01110 @ [522400 O | Q | Q| Q| Q| Q| Q & [=]

ok | cancel | Refesn |

Click the insert a row button

Enter number of rows to add:

Click OK
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Maintain Requisiticns

Distribution
Requisition ID: NEXT Item: Fork Lift
Line: 1 Status: Active

Schedule: 1

ship To: PFUMTPOD2  F&MFinops Quantity; 1.0000 EA
“Distribute by: Open Amount: 15,000.000

Amount: 15,000.00 UsD

SpeedChart: |:|Q lulti-SpeedCharts

First [4) 1.2 ar2 [*] Last

Chartfields Detailz 3 Azset Infermation
Distrib Status Percent Amount GL Unit Account  Fund Dept Program Class Project Affiliate
10pen | 80.0000 1200000 (01110 |@ (522400 @ [10000 |Q (1110003000 | | e | e | o | o B =
2 0pen [ po.oooo|[  3.000.00] 01140 | 522400 @ | e | e | e | e | o [ e B =
Tk | Cancel | Refresh |

The remaining percentage defaults into the new row. Enter the appropriate
chartfield data.

Fa\rc;rfces Main_Menu b3 Purchv:-lsing S Requgrtions » Add/Update Requisitions

Maintain Requisitions

Distribution
Requisition ID: NEXT Item: Forklift- 10 Ton capacity
Line: 1 Status: Active
Schedule: 1
Ship To: PFMMTPO02  F&M Finops Quantity: 10000 EA
“Distribute by: Quantiy - Open Quantity: 1.0000

Amount: 15,000.00 USD
SpeedChart: Q. Multi-SpeedCharts

Distributions Customize | Find | View Al | | £ First Bl 1.2 or2 B Last
-
Chartfields  [[lDstaie ]| As=et information

1 0pen | 80.0000 0.8000  12,000.00 01110 2 522400 Q [10000 < [1110003000 Q| Q| Q| Q (=]
2 Open | 20.0000 0.2000 3,000.00 [01110 Q& 522400 Q [53011 Q1110002500 O | Q| Q| Q| Q =]
ok | cancel | Refresn |

Once all distributions have been entered click the OK button, the screen will bounce
back to the Schedule page.
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Fa\rc;r'rtes Mainvl\«'lenu » Purchasing » Reguisitions > Add/Update Requisitions
H - -

Maintain Requisitions

Schedule
Business Unit. 01110 Requisition Date: 09/02/2011
Requisition 1D: NEXT Status: Open

Return to Main Page

Forklift - 10 Ton capacity Guantity: 1.0000 Each Amount:

Scl

= |1.0000 |15,000.0000C 15,000.00 |09/20/2011 [3i]

\

Add Ship To Comments

Bl save | [=] Notify | % Refresh E Ad:ll UpdatefDispIayl

Click the Save button at the bottom of the page. The requisition has now been
saved and assigned a\requisition number.

Click the Return to Main Page link
Fa\rovr'rtes Mainvl\-'lenu > Purchvasing b2 Requlgrtions > Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit: 01110 Status: Open 4 X
Requisition 10: 0000000015 Budget Status: Mot Chi'd ﬂﬁ
|| Hold From Further Processing
~ Header
*Reguester: TJARVIS Q@ JanisTanya Requisition Defaults Requisition Activities
“Requisition Date; (09/02/2011 5 Requester Info Add Comments
Origin: FM 3 Finance & Management Amvunt Summary
*Currency Code: Y50 Dollar 15,000.00 USD

Accounting Date: 071252011 Eﬂ
Add ltems From

Purchasing Kit Catalog
ltem Search Requester ltems

Line

r y
Details | ShipTo/DueDate | Status | Vendor nformation [ tem information | Attriutes | Contract | Sour

Description Quantity |*UOM Category ice t | Status

Q |F0rkliﬂ—10T0n/apacity £ 10000 [EA @ [76010 | [15,000.000C 15,000.00 Open

1 of 1 [ Last

8 E = E

View Printable YVersion *Go to: ..More... -

& save | [=] Motify | i Refresh Er Adcll 4 Update/Dizplay

Click the Add Comments link to add comments that relate to the Requisition as a
whole. Be very specific about delivery requirements.
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Favc;r'rtes Mainvr\-'lenu s Purchasing » Requisitions » Add/Update Requisitions

Header Comments

Business Unit: 01110 Requisition Date: 09/02/2011
Requisition 1D: 0000000015 Status: Open
*Sort Method:  Comment Time Stamp - *Sort Sequence; Ascending - Sort

Comments i Al First By op 1 B ast

Coby Standard Comments Comment Status:  Active _Inactivate |

&

send to Vendor || Shown at Receipt [—| Shown at Voucher

Associated Document

Attachment Attach | / | IEEte Email

From -= REQ 01110-0000000015

ok | cancel | Refresh |

Once you've entered the Header Comments check the Send to Vendor checkbox.
Once all comments have been entered click the OK button at the bottom of the

page.

Click the Line Comments icon - for specific information about the line item(s).

Favovrkes MainvMenu > Purch'aswng > Requigrtmns » AddfUpdate Requisitions

Maintain Requisitions

Requisition
Business Unit: 01110 Status: Open ® b 4
Requisition 1D: 0000000015 Budget Status: Mot Chk'd ﬂﬁ

|| Hold From Further Processing

*Requester: TJARVIS @, Janis Tanya Requisition Defaults Reguisition Activities
“Requisition Date: [19/02/2011 Requester Info Add Comments

Origin: FM o Q Finance & Management
*Currency Code: |USC Dallar Total Amount: 15,000.00 USD

Accounting Date: (07/25/2011 [5
Add ltems From

Purchasing Kit Catalog

ltem Search Requester ltems
'Lme Customize | Find
Details | shipToueDate | status T vendornformation T tem information T atributes T contract T Sourcing Contros

Amount Summary

() 8 st B g o g B Lot

Item Description Quantity [*UOM |Category Price Amount | Status .
1R @ |Forklift- 10 Ton capacity % 10000 |EA @ (76010 i [15000.000C 15,000.00 Open = [=]

View Printable Version *Go to: More A

& save | (=] Notity | b Refresn Ek Add | JE Update/Display
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The Line Comments page opens, enter needed comments, be sure to check the
Send to Vendor checkbox.

Favarites :
& :

MainvMenu » Purchasing » Requisitions » Add/Update Requisitions

Line Comments

Business Unit: 01110

Requisition Date: 09/02/2011

Requisition ID: 0000000015 Status: Open Line: 1

*Sort Method: ~ Comment Time Stamp - “Sort Sequence: Ascending ~ Sort

Comments Find | View Al First I 1 or 1 Il Last
Copy Standard Comments Caopy ltem Specs Comment Status:  Active MI
Example| &

[] Send to Vendor [] Shown at Receipt [_| Shown at Voucher

Associated Document

Attachment AﬂﬂChI VIEW I [DE(ETE Email

From -= REC 01110-0000000015-1

oK I Cancel | Refresh |

Click the OK button at the bottom of the page
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You'll notice the Add Comments link changed to Edit Comments and the Line
Comments icon & is no longer empty.

Fa\ro'r'rtes MainvMenu b3 Purchvasing > RedMgitions > Add/Update Requisitions
N

Maintain Requisitions
Requisition

Business Unit: 01110 Open g *®

Requisition ID: 0000000015 NotChikd B
*Requester: TJARVIS Q, Janis Tanya
*Requisition Date: 08/02/2011 [H Reguester Info

Origin: Fo QG Finance & Management
*Currency Code: |50 Dollar

Accounting Date: 071252011 [
Add ltems From

Purchasing Kit Catalog

ltem Search Requesterltems
Line Customize | Find Al 8 pist B g or g B Last

Details | ShipToMue Date | Status | Vendor nformation | Meminformaton [ Attributes | Contract | Sourcing Controks

Line tem Description Quantity |*UOM Category Price Amount | Status

=l Q. [Forkiift- 10 Ton capacity €3 [10000 [EA @ (76010 @ [15000.000C 15,000.00 Open & mEEE

View Printable Version *Goto: ..More... -

B save | [=] Motify | s Refresh | E Adcll JE Update/Display

Save the Req.

Follow specific controls within your department for approval and budget checking.

You have completed Entering a Requisition with Split Funding.
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Copy an existing Requisition

Situations when this function is used: If you have previously entered a
requisition for the same product it may be easier and faster to copy the requisition.

Navigation: Purchasing > Requisitions > Add/Update Req'’s

Favaorites Main Menu Purcllasing > Requlvs'rtions » Add/Update Requisitions
Requisitions

Find an Existing Value Add a New Value

Business Unit:|01110 C
Requisition 1D |MEXT

Add

Your default BU will appear in the Business Unit field. The Req ID will default as
NEXT.

Click the Add button

Favavrkas Ma\nvMenu > Purchvasmg » Requivsmns » Add/Update Requisitions

Maintain Requisitions

Requisition

Business Unit: 01110

Status: Open 4
Requisition ID:  NEXT Copy From Budget Status: NotChkd T
["] Hold From Further Processing

~ Header

*Requester: Q Requisition Defaults Requisition Activities
“Requisition Date: |09/06/2011 i) Reauesterinfo _—

Origin: Q Amount Summary
“Currency Code: |-=0 Dollar Total Amount: 0.00 USD

Accounting Date; (09/06/2011
Add ltems From

Purchasing Kit Catalog
ltem Search Requester ltems

Line

k Customize | 8 Ft B or Lo
Detaits | shipTomueDate T status T wendor mformation T #em nformation T attributes T contract T sourcing controke

Line | [tem Description | [Quantity [:vom |[Cateqory |Price unt | Status
BES Q B [ooooo |[ @ <, 0.00000 Open Om s =]

View Printable Version *Goto: -Mare.. -

Click on “Copy From” link, the Copy Requisition page opens.
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Favorites Main Menu > Purchasing > Reguisitions > Add/Update Requisitions

Maintain Requisitions

Copy Requisition
eaoer |

Business Unit: 01110

Reguision: | @

Req Status: [ & Origin: [ a
Requester: | &}

Reguester Name: | a,

Requisition Date: ’7 [#] To: ’7 [#]

Vendor SetlD: STATE Vendor Lookup

VendorID: Q WVendor Details Vendor Name: a,
Item SetlD: STATE Item ID: Q

Item Description: [ Drop Ship

Department: a,
Search |

Requisition 3 A Firs_.tll 10f1 o Last

Sel Req ID Status

oK | Cancel | Refresh |

Enter the Requisition ID that you want to copy and click the Search button or click
on the magnifying glass to the right of the Requisition ID field to select from the list
of values.

Select a Requisition by clicking on it

Look Up X

Look Up Requisition ID

Requisition ID: begins with ~ |

Requisition Status: = - -
Origin: heging with + | Q
Requester: heging with ~ |

Look Up Clear | Cancel |ElasicLuDkun

Search Results
o 100 First [ 1-14 of 13 [J Last

Requisition ID [Requisition Status |Origin |Reguester

0000000015 Open EM  TJARMIS
0000000014 Open (blank) TJARMVIS
0000000013 Complete CP  LMORSEZ
0000000012 Complete CF  LMORSEZ
0000000011 Complete CP  LMORSEZ

Ex

0000000010 Complete LWMORSEZ
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Fa\rovr'rtes Ma\nvMenu » Purchasing > Regquisitions > Add/Update Requisitions
i - -

Maintain Requisitions

Copy Requisition
wegger __________............B9B09 |

Business Unit: 01110

Requisiion ID: (0000000015 | @,

Req Status: [Ta Origin: [la

Requester: | Q

Requester Name: | [}

Requisition Date: ’7 [ To: ’7 ]

Vendor SetlD: STATE Vendor Lookup

Vendor ID: [ ]&  vendorDetails VendorName: [ Q

ltemn SetiD: STATE Item 1D: [ Ta
Item Description: ["1 Drop Ship

Department: a,
Search |

Requisition Customize | Fi First B 4 of 1 I Last

sel Req 1D Status Origin  |Requester

ok | cancel | Refresn |

Click the Search button

Favorites © Main Menu > Purchasing > Requisitions » Add/Update Requisitions

Maintain Requisitions
Copy Requisition
eagter .|

Business Unit: 01110

Requisition ID: (0000000015

Req Status: [ & Origin: [ a

Requester: | &}

Requester Name: | &}

Requisition Date: ’7 [#] To: ’7 [#]

Vendor SetlD: STATE Vendor Lookup

Vendor ID: ’7 Q Vendor Details Vendor Name: ’7 Q,

Item SetiD: STATE Item ID: &
Item Description: [ Drop Ship

Department: &}

Requisition customize | Find | View A1 E0 #  First Bl 4 op¢ B 1 5st
Sel Reg ID Status Origin Reguester
0000000015 Open FI TJARVIS

oK | Cancel | Refresh |

Click the OK button at the bottom of the page.

If the Requisition you are copying from contains a different requester name you will
receive the following message.
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Favarites Main Menu > P'urcllasing = Requivs'rtil:uns » Add/Update Requisitions

The source requester (TJARVIS) is different from the target requester (), copy? (10150,186)

All copied defaults will remain unchanged. Do you want to copy?
Yes | Mo

Click the Yes button if you still want to copy

Favgrites | Man Menu > Purchasing > Requisiions » Add/Update Requisitions

in Requisiti
Requisition
Business Unit: 01110 Status Open &
Requisition ID:  NEXT Copy From Budget Status: NotChikd B
[~ Hold From Further Processing

*Requester: TJARVIS Q. Jaris Tanya Reguisition Defaults Requisition Activities
*Requisition Date: |09/06/2011 [ Requester info Add Comments

Origin: EN Finance & Management Amount Summary

*Currency Code: Dollar Total Amount: 15,000.00 USD
Accounting Date: 091062011 [

Purchasing Kit Catalog

ltem Search Requester ltems

Line Customize | Find | View A B st B o g D Last
" petails | ShipTomueDate | Status | Vendormformation | kem nformation | atirbutes | Contract | Sourcing Controls

16| Q. [Forkiift-10 Ton capacity €3 10000 [EA Q@ [76010 @ [15,000.000C 15,000.00 Open Sz MES [=]

View Printable Version *Ga to: More -

& save Notify | % Refresh EvAdd| JFUpdateDisplay

Maintain Requisitions page opens. Req & Accounting Date default in as current
date. All other information on lines, schedule, and distribution pages defaults in
exactly as it was entered in the original requisition. **It is important to review
the Schedule, Distribution, and both Header & Line Comments pages to be
sure all data is accurate for this Req.**

Click the Save button at the bottom of the page

The requisition has now been saved and assigned a requisition number.
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Favorites = Main Menu > Purchasing > Requisitions > Add/Update Requisitions

=

Maintain Requisitions

Requisition
Business Unit. 01110 Status: Open = X
Requisition ID: 0000000016 Budget Status: NotChkd TG
[ Hold From Further Processing
~ Header
“Reguester:  |TARVIS @ Janis Tanya Requisition Defaults Activities
“Requisition Date: (0910612011 ] Reauesterinfo 4dd Comments
ongm PG e suanagement
*Currency Code: (S0 Doallar Total Amount: 15,000.00 USD

Accounting Dates 072612011 [
Add Items From

Purchasing Kit Catalog
Item Search Requester items
Line o i First Kl 1 071 B Lot

| Detaits | shipToDueDate | Status | Vendor nformation | keminformation | Attributes ] Contract | Sourcing Controls.
Line [ [tem Description [ [quantiy [-uom [catesory  [price
1@ C, [Forkiift-10 Ton capacity 3 (10000 [EA @ [76010 @ 15,000.000C 15,000.00 Open

View Printable Version “Goto: .More... -

B save | [=] Notify | % Refresh B Add | FUpdateDisplay

Follow specific controls within your department for approval and budget checking
procedures.

You have completed Copying a Requisition
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Approve a Requisition

Situations when this function is used: All requisitions must be approved and
budget checked in order for the Office of Purchasing & Contracting to pick them up.
Approving a requisition verifies the requisition is needed, all information is accurate,
and authorizes Purchasing and Contract Administration to move forward with
procuring the product.

Navigation: Purchasing > Requisitions > Add/Update Requisitions

Click on the Find an Existing Value tab and enter the Req ID

FE‘.’EE'IEE MainvMenu > Purchasing > Requisitions : Add/Update Requisitions

Requisitions

Lse the following search to look for an existing Requisition.

i ancisingvaus | |

Maximurm number of rows to return (up to 300); (300

Business Unit: = - 01110 &)
Requisition 1D:; beqgins with - EII:IEIEIEIEIEIEHEl

Requisition Status: = - -
Origin: begins with - QL
Requester: begins with - QL
Requester Hame: begins with - QL

Hold From Further Processing 0

[ case Sensitive

Search | Clear |E:35i|:Eear|:h B save Search Criteria

Click the Search button
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Favovr'rtes Mainvl\-'lenu » Purchasing » Requisitions > Add/Update Requisitions
H - -

Maintain Requisitions

Requisition

Business Unit: 01110 Status: Open ™
Requisition 1D: 0000000016 Budget Status: Mot Chic'd ﬂﬁ

["] Hold From Further Processing

*Requester: TJARVIS 3, Janis, Tanya Requisition Defaults Requisition Activities
*Requisition Date:'mg Requester Info Add Comments Document Status
Origin: WQ Finance & Management Amount Summary

*Currency Code: |UED Dollar Total Amount: 15,000.00 USD

Accounting Date: 0712512011 [
Add Items From Select Lines To Display

Purchasing Kit Catalog Line: O, Te: Q Retnevel
ltem Search Reguester ltems

First B 4 or 1 B Lot

[ |qusntity [-uom |Catecory Price | Amount|status

€3 [1o000 |[EA @ [7e010 @ [15000.000C 13000.00 Open

& EREE

G ‘Forkliﬂ— 10 Ton capacity

Review requisition information for accuracy and click the Approve icon

Favorites Main Menu > Purchasing > Requisitions > Add/Update Reguisitions

Maintain Requisitions

Requisition
Business Unit: 01110 Status: Approved *
Requisition ID: 0000000016 Budget Status: Mot Chk'd ﬂa
[ Hold From Further Processing

“Requester: TJARVIS Q. Janvis Tanya Requisition Defaults ~ Requisition Actiities

~Requisition Date: ’m@ Requester Info Add Comments Document Status

origin: Q Finance & Wanagsment
UsD Dollar Total Amount: 15,000.00 USD

*Currency Code:

Accounting Date; 07/25/2011 [
Add ltems From Select Lines To Display

Purchasing Kit Catalo Line: QTO: Q Retrieve |
Item Search Requester ltems
Customize | Find

Line
Formation T Attributes. T Contract T Sourcing Controls

" Details | ShipToMueDate | Stetus | Vendor information | tem inf
Lil tem Desci Guantity |*U0OM Category Amount | Status

< |Forkiift- 10 Ton capacity £ 10000 |[EA @ [76010  Q [15,000.000C 15,000.00 Approved 0 EREE

First B 4 o 4 I L ast

Save the page

You have completed Approving a Requisition
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Budget Check a Requisition

Situations when this function is used: All requisitions must be approved and
budget checked in order for the Office of Purchasing & Contracting to pick them up.
Successful budget checking will pre-encumber the funds in your budget.
Navigation: Purchasing > Requisitions > Add/Update Requisitions

Click on the Find an Existing Value tab and enter the Req ID

FE‘.’EE'IEE : MainvMenu > Purchasing > Requisitions : Add/Update Requisitions

Requisitions

Lse the following search to look for an existing Requisition.

i anGising valus | |

Maximum number of rows to return (up to 300y (200

Business Unit; = - 01110 ')
Requisition 1D; beqgins with - (0000000016

Requisition Status:; = - -
Origin: begins with - QL
Requester: begins with - QL
Requester Name: beqgins with - &)

Hold From Further Processing [l

[ case Sensitive

Search | Clear |EasicSearch B save Search Criteria

Click Search
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Favorites | Main Menu > Purchasing > Requistions > Add/Update Requisitions
. - - -

Maintain Requisitions

Requisition
Business Unit: 01110 Status: Approved x
Requisition 1D: 0000000016 Budget Status: Mot Chk'd ﬂﬁ

[”] Hold From Further Processing

*Requester: TJARVIS Q Janvis Tanya Requisition Defaults
Add Comments

*Requisition Date; 02/06/20711 E Requester Info
Origin: FM Finance & Management Amount Summary
“Currency Code: W50 Dollar Total Amount: 15,000.00 USD

Accounting Date; 07/25/2011 [

Add ltems From

Select Line~ To Display

Purchasing Kit Catalog Line: / QTo: Q Relnevel
ltem Search Requester ltems

First B 4 of 1 I Last

Customize | Find

Line
-
Details | Ship ToDue Date | Status | Wendor information | em iformation | Attributes | Contract | Sourcing Controls

. [Forklift- 10 Ton capafity £ 10000 |[EA @ (76010 (1 15,000.000C 15,000.00 Approved Sl NS =]

Click the Budget Check icon

Fa\rc;r'rtes MainvMenu » Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit: 01110 Status: Approved A X
Requisition 1D: 0000000016 Budget Status: Valid ﬂa
["] Hold From Further Processing
~ Header
*Requester: TJARVIS Jarvis, Tanya Requisition Defaults Reqguisition Activities

~Requisition Date: |09/06/2011 el Requester Info Add Comments Document Status

Origin: FM G Finance & Management Amount Summary

*Currency Code: |YSP Dollar Total Amount: 15,000.00 USD

Accounting Date: |07/2512011 [
Add ltems From Select Lines To Display

Purchasing Kit Catalog Line: Q.To: ), Retrieve
Item Search Requester ltems

Line
-
Details TShip'l_'nDueDate Tgtatus T!ervdur Information T ftem Information TéﬂnbLﬂes Tgontract T.E‘mu[cingCuntrDis

B3 [10000 EA  7BO10 15,000.000C 15,000.00 Approved

@@ E R E

Forklift- 10 Ton capacity

You have completed Budget Checking a Requisition
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Cancel a Requisition

Situations when this function is used: If it is decided after entering the
requisition that it is not needed the requisition can be canceled. A requisition may
also need to be canceled if the Office of Purchasing & Contracting decides to create
a contract for the product being purchased instead of a purchase order.
Navigation: Purchasing > Requisitions > Add/Update Requisitions

Your default BU will appear in the Business Unit field. The Requisition ID will default
as NEXT.

Click on Find an Existing Value.

FEI‘.'IIJ'F'rtEE MainvMenu » Purchasing > Requisitions : Add/Update Requisitions

Requisitions

Ise the following search to look for an existing Requisition.

it an Existng vaus | |

Maximurm number of rows to return (up to 300); (300

Business Unit: = - 01110 QL
Requisition ID: begins with - EIDEIEIEIEIEIEHE

Requisition Status: = - -
Origin: begins with &)
Requester: begins with ')
Requester Hame; beqgins with - QL

Hold From Further Processing O

[ case Sensitive

Search | Clear |EasicEearch B save Search Criteria

Click the Search button
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Favovrrtes MainvMenu b Purchvasing b3 Requg’rtions » Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit: 01110 Status: Approved A X
Requisition 1D: 0000000016 Budget Status: Valid ﬂa

["] Hold From Further Processing

TJARVIS Janiis Tanya Requisition Defaults

*Requester:
*Requisition Date: 09/06/2011 [31 Requester Info Add Comments
Origin: Fl 3 Finance & Management Amount Summary

Total Amount: 15,000.00 USD

*Currency Code: |USD Dollar
Accounting Date: [07/25/2011 [

Add ltems From

Purchasing Kit Catalog Line: Q.Tg
ltem Search Reguester ltems

Select Lines To Displuy

Q, Retrieve |

First KN 4 of 1 B L ast

Line Customize | Fin

" Details | ShipToDueDate | Status | Vendor nformation | teminformation | Attributes | Contract | Sourcing Controls
Description I— Quantity |*UOM |Category Price

1 |_§|L:‘| Forklift- 10 Ton capacity E& 1.0000 EA 76010 15,000.000C 15,000.00 Approved

&8 E R E

Click the red X next to Status. /

The following message will appear

Canceling a reguisition will commit any changes made and prevent further
changes. Continue? (10100,7)

When you mark a requisition as complete or canceled, the system does not
allow arny further changes to the requisition. Any changes made, hovwever, will

he stored an the requisition.

[fyou have any mare changes to make to this requisition, do not mark it as
complete or canceled atthis time. Make the other changes, then return to

change its status.

Yes Mo

Click the Yes button
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**If the requisition has NOT been budget checked you will not receive the message

shown below**

This action will create a change order. Continue? {(10200,27)
The action thatyou are taking will cause the systerm to create a change order.

[fyou do notwant to create a change order, then you cannot perform the action
at this time.

Yes Mo |

Click the Yes button — the screen will return to “Find an Existing Value” page

Favorites Main Menu > Purchasing » Reguisitions > Add/Update Requisitions

Requisitions

Use the following search to look for an existing Requisition.

Find an Existing Value Add a Mew Value

Maximum number of rows to return {up to 300): 200

Business Unit: = - 1110 Q
Requisition ID: begins with - |D[J[J[J[JD[JD'IE

Requisition Status: = - -
Origin: begins with v| &'}
Requester: begins with ~ | Q
Requester Name: begins with v| Q,

Hold From Further Processing =

[[Icase Sensitive

Search | Clear |ElasicSearch Bl save Search Criteria

Click the Search button
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Favorites = Main Menu > Purchasing > Requisitions » Add/Update Requisitions

Requisitions

Ise the following search to look for an existing Requisition.

it an Existng vavs | |

Maximum number of rows to return (up to 300); (200

Business Unit: = - 01110 Q,
Requisition ID: begins with - |0000000016

Requisition Status: = - -
Origin: begins with &'}
Requester: begins with - e}
Requester Name; beqgins with - Q

Hold From Further Processing O

[ case Sensitive

Search | Clear |Easicsearch B save Search Criteria

Mo matching values were found.

The message “No matching values were found” will be returned

The requisition will need to be budget checked to liquidate the pre-encumbrance on
the budget. Please follow instructions in this manual on Batch Budget checking to
liquidate the pre-encumbrance.

Note: The requisition will need to be moved to Complete status. Follow the

exercise in this manual titled Reconcile a Requisition to move the Requisition to
complete status.

You have completed Canceling a Requisition
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Create a Change Order for a Requisition

(Line - Schedule - Distribution)

A requisition must be Approved and have a Valid Budget Status for the Change
Order icon to be available — the Office of Purchasing & Contracting runs a query to
pick up requisitions that are ready to be processed daily — if you make a change to a
requisition after 1 day has passed be sure to contact the Office of Purchasing &
Contracting at 828-2211 to discuss the change.

Create a Change Order for a Req — Line

Navigation: Purchasing > Requisitions > Add/Update Requisitions

Click on Find an Existing Value and enter the Req ID

FEI‘..'IIITF'rtES MainvMenu > Purchasing > Requisitions » Add/Update Requisitions

Requisitions

Llse the following search to look for an existing Requisition.

o ancising valus | |

Maximum number of rows to return (up to 300} (200

Business Unit: = - 01110 Q
Requisition 1D; beqgins with - (0000000014

Requisition Status:; = - -
Origin: begins with - Q
Requester: begins with - Q
Requester Hame: begins with - Q

Hold From Further Processing O

[ case Sensitive

Search | Clear |E:35i|:Se:3rn:h El save Search Criteria

Click the Search button
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Fa\rovr'rtes MainvMenu > Purchvasing b Requlgrtions > AddfUpdate Requisitions

Maintain Requisitions

Re qu isition
Business Unit: 01110 Status: Approved A X
Requisition 1D: 0000000014 Budget Status: Walid g
["] Hold From Further Processing
“Requester: TJARVIS Janis, Tanya Requisition Defaults Reguisition Activities

“Requisition Date: ,709f022011 B Requester Info Edit Comments Document Status

Origin: Q Amount Summary

“*Currency Code: |USD Dallar Total Amount: 15,000.00 USD

Accounting Date: [07/20/2011 B
Add ltems From Select Lines To Display

Purchasing Kit Catalog Line: Q.To: ), Retrieve
Item Search Requester ltems

Customize First K 1 of 1 ] Last

Line
e
Details | Ship To/DueDate | Status | Vendorinformation | eminformaton | Attributes | Contract | Sourcing Controls

= Farklift- 10 Ton capacity Ea 1.0000  EA TG00 156,000.000C 15,000.00 Approved

® 8 [E R E

Click on Create Header Change icon/\, make the necessary line changes, and click
the Save button at the bottom of the page. Be sure to update the Accounting Date
to the current date when making a change.

If you need to make a change to the Description portion of the Requisition
click on the Line Details icon 2.

Favorites Main Menu > Purchasing > Requisitions > Add/Update Requistions

Maintain Requisitions

Requisitio n

Business Unit: 01110 Status: Approved b 4
Requisition 1D: 0000000074 Budget Status: Walid ﬂﬁ

Change Order: [ Hold From Further Processing

“Requester: TJARVIS 3, Janis Tanya Requisition Defaults Requisition Activities

“Requisition Date: |09/02/2011 El Requester Info Edit Comments Document Status

ong: e

“Currency Code; |Y=D Dollar Total Amount: 15,000.00 USD

Accounting Date: |07/20/2011 [5)
Add ltems From Select Lines To Display

Purchasing Kit Catalog Line: QTo: 1, Retrieve
ltem Search Requester ltems
Line Customize | Find |E|| First B0 4 or 1 B Last

" Details | ShipToDueDate | Status | Wendorinformation | femlinformaton | Attributes | Contract | Sourcing Contra
| |Quantity [-uom [Cateaory  |Price nt [Status

& [1o000 EA  7B010 15,000.000C  15,000.00 Approved

2 W =]

1B Forklift - 10 Ton capacity
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Favuvrites MainvMenu > Purchasing : Requistions » Add/Update Reguisitions

Maintain Requisitions

Details for Line 1

Forklift- 10 Ton capacity

Requisition 1D: 0000000014 Item:
Line: 1
Buyer: SSMITHZ Line Status: Approved A x

Buyer Name: Smith,Steven D Buyer Information ey ae o]

View Hierarchy Amount: 15,000.00 USD

Category: HEAVY EQUI Document Base Amount: 15,000.00 USD
Category Description: HEAWY EQUIPMEMNT ACCESSORIES
Category Code TEO10

Transaction ltem Description:
Forklift - 10 Ton canarity

Click the Create Line Change icon /A
The Transaction Item Description field opens so changes can be made.

Favorites Main Menu > Purchasing > fRequisiions > Add/Update Requisitions

Maintain Requisitions

Details for Line 1
Requisition 1D: 0000000014

Item: Forklift - 10 Ton capacity

Line: 1

Line Details
Buyer: ssyfrH2 Q, Line Status: Approved b4

Buyer Name: ith, Steven D Buver Information e =m—"—

Wiew Hierarchy Amount: 15,000.00 USD

Category: WY EQUI Document Base Amount: 15,000.00 USD
Category Description: EAVY EQUIPMENT ACCESSORIES

Category Code 76010

*Transaction ltem Description: @

Forklift- 10 Ton capacity

Ok | Cancel | Refresh |

Once the changes are made click the OK button
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Fa\ro_r'rtes Main_l\-'lenu » Purd@sing ¥ Requlit\ons » Add/Update Requisitions

Maintain Requisitions

Requisition

Business Unit: 01110 Status: Approved *
Requisition ID: 0000000014 Budget Status: Walid s

Change Order: ["] Hold From Further Processing

*Requester: TJARVIS Q Janvis,Tanya Requisition Defaults Requisition Activities

*Requisition Date: ’709:’02!2011 el Requaster Info Edit Comments Document Status

orgi: a

*Currency Code: |USD Dollar Total Amount: 15,000.00 USD

Accounting Date: |07/20/2011 [5]
Add ltems From Select Lines To Display

Purchasing Kit Catalog Line: QTo: Q, Retrieve
ltem Search Requester ftems

Line Customize | Find | Vi ) First [N 1 o 1 I Las

Details | ShipToDue Date | Status | rinformation | Hem information | Attributes | Contract | Sourcing Controls
Line tem Desci Quantity |*UOM Category Price Amount | Status
B C, |Forklift - 25 Ton capacity £ [1oooo [EA @ [76010 L [15,000.0000 15,000.00 Approved 3 [=]

View Printable Version *Go to: ..More...

& save | £\ Return to Search | [=] Motify | 4 Refresh

Save the Requisition.

Follow specific controls within your department for budget checking.

You have completed Create a Change Order to a Requisition Line.

47



Create a Change Order to a Requisition -
Schedule

Navigation: Purchasing > Requisitions > Add/Update Requisitions

Click on Find an Existing Value tab, enter your requisition number or click the Search
button and select it from the list of values

Favuvr'rtes MainvMenu b Purcl‘@sing b Requigrtions > Add/Update Requisitions

Requisitions

Use the following search to look for an existing Requisition.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300); |300

Business Unit: = - 1110 Q
Requisition 1D: begins with - |D[J[]DD[J[][J14

Requisition Status: = - -
Origin: begins with - | a
Requester: begins with - | Q
Requester Name: begins with - | Q

Hold From Further Processing [

[C] case Sensitive

Search | Clear |ElasicSearch B save Search Criteria

When the Maintain Requisitions page comes up click on the Create Header Change

icon/A and follow the previous example or you can go directly to the Schedule page
and click the Create Schedule Change icon /A,

—
Favuvntes Mavaenu » Purch'asing » Requigrtions > AddfUpdate Requisitions

Maintain Requisitions

Requisition
Business Unit: 01110 Status: Approved AR
Requisition ID: 0000000014 Budget Status: Valid 7

Change Order: 1 ["] Hold From Further Processing

*Requester: ARVIS Janvis Tanya Reaquisition Defaults Reaquisition Activities

*Requisition Date: 09/02/2011 [] ~ Reauesterinfo Eait Comments Document Stalus

origin —a
“Currency Code: WSD Dollar Total Amount: 15,000.00 USD

Accounting Date: 07/20/2011 [

Purchasing Kit Calalog Line: | |QTe:| | Relrieve

ltem Search Requester tems

Line

Customizs | Find G0 A Fiest B g o B Lot

[ Detaits T ShipTomueDate | Status T Vendor information T em nformation T atirioutes T contract T Sougcing Controls
Line [ [tem Description | |Quantity [uom [cateaory  [price Amount | Status

1% Forklift- 25 Ton capacity @'d 1.0000 EA 76010 15,000.000C 15,000.00 Approved

@B [EE =
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Favorites Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Schedule
Business Unit: 01110 Requisition Date: 09/02/2011
Requisition ID: 0000000014 Status: Approved

Return to Main Page

Forklift - 25 Ton capacity Quantity: 1.0000 Each Amount:

Schedule

Sched *5hip To Quantity Price
1 B prumTPo02 =1 1.0000 15,000.0000C

Click the View All link If applicable, make the necessary changes and click Save. The
header Requisition page will return to your screen — notice the change order is now
2

Favovrrtes Ma\nvMenu » Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Requisition

Business Unit: 01110 Status: Approved A K
Requisition ID: 0000000014 Budget Status: Notchkd 3

Change Order: 2 ["] Hold From Further Processing

“Requester: TJARVIS Janis, Tanya Requisition Defaults Requisition Activities
“Requisition Date: [08/0272011 = Requester Info Edit Comments Document Status

Origin: Q Amount Summary

*Currency Code: |JSD Dollar Total Amount: 30,000.00 USD

Accounting Date: |07/2002011 El

Add ltems From Select Lines To Display

Purchasing Kit Catalog Line: Q) To: ), Retrieve |
ltermn Search Reguester ltems

Line Customize | Fi - First B 1 or 1 B Last

Details T Ship Te/Due Date T Status T Vendor Information T ttem Information T Atftributes T Contract T Sourcing Controls

[ne | em  [Desergton | |Qusmtiy [UOM |Caemory |Pries | Amount|Status

1B Farklift- 25 Ton capacity £, [zo000 EA  7B010 15,000.000C  30,000.00 Approved S [-]

You have completed Create a Change Order to a Requisition Schedule
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Create a Change to a Requisition — Distribution
Navigation: Purchasing > Requisitions > Add/Update Requisitions

Click on Find an Existing Value tab, enter your requisition number or click the Search
button and select it from the list of values

Fa\rc;r'rtes Mainvl'\"lenu > Purchasing > Reguistions > Add/Update Requisitions

Requisitions

Use the following search to look for an existing Requisition.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): |300

Business Unit: = - [p1110 Q
Requisition ID: begins with - |UUUUUUUU14
Requisition Status: = A -
Origin: begins with - | aQ
Requester: begins with - | aQ
Requester Name: begins with - | aQ
Hold From Further Processing [l
[[] case Sensitive

Search | Clear |Elasi|: Search [E] Save Search Criteria

When the Maintain Requisitions page comes up click on the Create Header Change
icon /A (there is no Create Distribution Change icon)

Favorites  Main Menu > Purchasing > Requistions > Add/Update Requisitions

Maintain Requisitions

Requisitio n
Business Unit: 01110 Status: Approved A X
Requisition ID: 0000000014 Budget Status: Mot Chk'd ﬂa
Change Order: 2 [] Hold From Further Processing

“Requester: TIARVIS Janis Tanya Requisition Defaults Requisition Activities

Edit Comments Document Status

2 isiti . Reguester Info _— —_——e=
Requisition Date: 09/02/2011 |[31) Reguester Info

Origin: Q Amount Summary

*Currency Code: | Y/SC Dollar Total Amount: 30,000.00 USD
Accounting Date: 07/20/2011 )

Add ltems From Select Lines To Display
Purchasing Kit Catalog Line: QTo: Q, Retrieve
ltem Search Requester ltems

Line Customize | Find Al B # At B o B Las
- S DML
Details T Ship To/Due Date T Status T Vendor Information T Item Informatien T Attributes T Contract T Sourcing Coentrols

Description Quantity |(*UOM |Category Price Amount | Status

1By Forklift - 25 Ton capacity € [2oo00 EA 78010 15,000.000C 30,000.00 Approved o = [=]

Click on the Schedule icon =
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Favovrrtesg Main Menu > Purchasing > Reguistions > Add/Update Requisitions

Maintain Requisitions

Requisition

Business Unit: 01110 Status: Approved X
Requisition 1D: 0000000014 Budget Status: Mot Chik'd ﬂﬁ

Change Order: 2 [ Hold From Further Processing

*Requester: TJARVIS Q. Janis Tanya Requisition Defaults Requisition Activities

“Requisition Date; [09/0212011 [ Requester Info Edit Comments Document Status

ongin &
*Currency Code: W50 Dollar Total Amount: 30,000.00 USD
Accounting Date: 071202011 [

Purchasing Kit Catalog Line: O, To: Q) Retrieve |
ltem Search Reguester ltems

Line First I 4 of 1 B Last

tails T Ship To/Due Date T Status T Wendor Information Item Information T Attributes T Contract T Sourcing Controls

Forklift - 25 Ton capacity £ [20000 EA 78010 15,000.000C  20,000.00 Approved o [E [=]

Schedule page opens.

Click on the Distribution icon
Favorites Main Menu > Purch‘gsing > Requli'rtions » Add/Update Requisitions

Maintain Requisitions

Schedule
Business Unit: 01410 Requisition Date: 09/02/2011
Requisition 1D: 0000000014 Status: Approved

Return to Main Page

1 Item: Forklift - 25 Ton capacity Quantity: 20000 Each  Amount: 30,000.00 USD

Schedule

1 B PFmwTPO02 =1 20000 15,000.0000C 30,000.00 |09/10/2011 [=1] |_=—T“; Active A X E [E
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Favorites | Main Menu > Purchasing > Requisitions » Add/Update Requisitions

Maintain Requisitions

Distribution
Requisition ID: 0000000014 Item: Forklift - 25 Ton capacity
Line: 1 Status: Active
Schedule: 1
Ship To: PFMMTPO02  F&M Finops Quantity: 20000 EA
*Distribute by: Quantity Open Quantity: 2.0000
Amount: 30,000.00 USD

SpeedChart: Q. Multi-SpeedCharts

Distributions
[ chartrieiss  [{DEtEiEIN[NESEEtnformaton

1 Open [100.0000 2.0000 30,000.00 01110 C 522400 4 [10000 Q [1110002000 O |

OK | Cancel | Refresh |

Make necessary chartfield changes.

Click OK to return to the schedule page.

Favorites Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Schedule
Business Unit: 01110 Requisition Date:  09/02/2011
Requisition 1D: 0000000014 Status: Approved

Return to Main Page

First Bl 4 o 1 B Last
1 Item: Forklift - 25 Ton capacity Quantity: 20000 Each Amount: 30,000.00 USD

Schedule Customize | Find ) B First B g or e B Last

O S B N —

PFMMTPO02 =1 2.0000 15,000.0000C 30,000.00 [09110/2011 [ 53 Aclive A X [=]

Add Ship To Comments

B save | £\ Return to Search | [=] Motify | Refresh ErAdd| FEU

Click Save
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Favorites = Main Menu > Purchvasing > Requlg’rtions » Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit: 01110 Status: Approved A ¥
Requisition 1D: 0000000014 Budget Status: Mot Chicd ﬂa

Change Order: 2 || Hold From Further Processing

~ Header

*Requester: TJARVIS Jarvis Tanya Requisition Defaults Requisition Activities
Edit Comments Document Status

“Requisition Date: ,m B Reguester Info
orgi: &
*Currency Code: Y50 Dollar Total Amount: 30,000.00 USD

Accounting Date: 0712012011 [5]

Purchasing Kit Catalog Line: Q) To: Q, Retrieve |
ltem Search Reguester ltems

Line Customize | Find | | @| # First B 4 or 1 I Last
s
Detaits | ShipToueDate | Status | Vendorinformation | feminformation | Attributes | Contract | Sourcing Controls

Line | |[item Description | |Quantity [-uom |Category |Price Amount | Status

Forklift - 25 Ton capacity 3 [20000 EA 76010 15,000.000C 30,000.00 Approved

@ 0 [E R

Complete the necessary changes for any additional lines and Save the page.
The requisition now has a budget status = Not Chk'd

Follow the specific controls within your department for budget checking.

You have completed Create a Change Order to a Requisition Distribution
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Print a Requisition

Navigation: Purchasing > Requisitions > Reports > Print Requisition

The Requisition Print page opens click on the Add a New Value tab.

Fa*.fuvr'rtes MainvMenu > Purchasing > Requisitions > Reports > Print Reguisition

Requisition Print

Find an Existing Value Add a New Value

Run Control ID: |

Add

Enter a Run Control ID (EXAMPLE: Req_Print) and click the Add button

Favn:nvr'rtes MainvMenu » Purchasing > Requisitions > Reports » Print Requisition

Requisition Print

Find an Existing Value Add a New Value

Run Control 1D: |RE{1_F'RIMT

Add

Enter your business unit number and the Requisition ID
Click the Select All button in the Statuses to Include section
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Favc;r'rtes Mainvrv'lenu * Purcrlasing * F‘.equlvs'rtions * F‘.e:lprts »  Print Requisition

Reguisition Print

Run |

Run Control Il REQ PRIMNT Report Manager Process Monitor
Language:  English ~ @ Specified ) Recipient's

Report Request Parameters

Business Unit: 01110 3 Statuses to Include

Requisition ID: 0000000014 /| Approved

L Q 141 = Select All |

o
From Date: | EJ Canceled

Completed
Through Date: El Open
Requester: | Pending
MOT On Hold -

Click the Run button

Fa\rovr'rtes Mainvl\-'lenu > Purchasing > Reguisitions > Reports > Print Requisition

Process Scheduler Request

User ID: TJARVIS Run Control ID: REQ_PRINT
Server Name: Run Date: panei2011 EN

Run Time: 10:36:51AM Resetto Current Date/Time |

Recurrence: v

Time Zone: Q

Process List

Select |Description Process Hame Process Type *Type *Format Distribution

Requisition Print SQR PORQO10 S0OR Report Web * PDF + Distribution

oK | Cancell
Click OK
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Click the Report Manager_Jink

Favorites | Main Menu > Purchasing
- H - -

Requisition Print

Run Control ID: REQ_PRINT Feport Manager Process WMonitor

Requisitions > Reports : Print Requisition

Run

Language:  Enaglish v (@ Specified ) Recipient's Process Instance: 5402761

Report Request Parameters

Business Unit: 01110 G, Statuses to Include
Requisition ID:  |0000000014 O [¥] Approved
ed PP Select All |

J
From Date: E‘j Canceled

Completed
Through Date: El T
Requester: | Pending
MOT COn Haold -

Click on the Administration tab

T W T Ve ——

Favorites | Main Menu > Purchasing > Requisiions > Reports > Print Requisition
- H - - - -

List Explorer Administration Archives

View Reports For
Foider: [ ~ Instance: | lo:| Refresh |

Name: Created On: | [ Last - | 1 Days ~

Reports customize | Find | View Al B0 B First B 4 op 1 B gt

o Completion Report Process
Repori bescrpiion Folder Hame 2
Report Report Description Folder Hame FrY— D P—
1 Report
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Click the Refresh button until the Status = Posted
Favg"rtes Main_Menu > Purcllasing b Requlvsitions > Repvorts > Print Requisition

List Explorer Administration Archives

View Reports For
User ID: TJARY

o

Type: _ v Last 1 Days - Refresh |

~ Instance: |

Customize | Fin Firs 4] 10r1 I8 Last

o \ .
— Description e rtatus Details

- ) 09/06/2011  Acrobat ’
q P,
931501 5402761 Requisition Print SOR 10:37:23AM (% paf) Posted Details

Once the status = Posted click on the Requisition Print SQR link in the Description
column. A new window will open displaying the Requisition for printing.

& nttpsy/intraini

File Edit GoTo Favorites Help

bl ©  McAfec” jiRd
% K% Windows Live Bing e - What's New  Profile  Mail Photos Calendar MSN  Share #r B o | Sign in

i Favorites | (& hitpsy//fintraining.peoplesaft state.vt.us/psreport... | | i~ v 0 v Pagew Safetyv Tooks~ @+

IO E& (S &e 0 88 v [ o

s Requisition
Business Unit: 01110 APPROVED
) i Req ID: Date Page
Ship To:  Finance and_Mana%ement Department 0000000014 09/02/2011 1
Division of Financial Operations Requester Currency
109 Stat_e St 4th Fir Jarvis, Tanya UsD =
Montpelier VT 05609-5901 Requester Signature
ine-Schd _ltem Description Mfg ID Quantity UOM Price Extended AmtDue Date
1-1 Forklift - 25 Ton 2.0000 EA 15,000.00 30,000.0009/10/2011 ||
capacity
Buyer: Smith,Steven D
Example
Line Total 30,000.00
Total Requisition Amount: 30,000.00
EXAMPLE Inside delivery is required to the 3rd Floor, only accept deliveries on Tues & Thurs between 12-3, because
of loading dock location deliveries can not be accepted by anything larger than a box truck

€D Unknown 7one | Protected Made: Off 4o -

None

Click on the printer icon to print the Requisition.
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If a new window doesn’t open or it opens and the req is not there to be printed -
click the Details link on the far right of the line.

Fa\rovr'rtes Mainvl\-'lenu » Purchasing : Reguistions > Reports : Print Requistion

List Explorer Administration Archives

View Reports For
User ID: TJARVIS Type: ~ Last -

Days - _Refresn |

Status: v Folder ~ Instance: |

Report List customize | Find | View A1 || B8 First Kl 4 of 4 B Last

Report Prcs . Request .
Select D Description DatelTime Format |5tatus Details

Instance
. ) 09/06/2011  Acrobat .
q 972340
981501 5402761 Requisition Print SQR 1037 (*.pdf) Posted Details

Click the PDF file

Favc;r'rtes Main|Menu > Purchasing > Requisitions > Reports > Print Requisition

Report Detail

Process Instance: 5402761 Message Log

ReportID: 951601
PO

Run Status: Sucgess

Name: Process Type: SOR Report

Requisition Print SRR
Distribution Details:

312011

FMPRD Expiration Date: il

Distribution Node:

File List

File Size es Datetime Created

SOR PORQOI0 545761 log 1,748 09/06/2011 10:38:00.0355604M EDT
porgl10 5402761.PDF 2374 09/06/2011 10:38:00.035560AM EDT
porg010 5402761.out 70 09/06/2011 10:38:00.0355604M EDT

Distribute To

Distribution ID Type *Distribution 1D

User TJARVIS
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A new window will open displaying the Requisition for printing

ntraining.peoplesoft state.vt.us/ps

7761 PDF - Windows Intemet Explorer

RAINING/981501/porq010_5402761.PDF

/€ https:/ffintraining peoplesoft state.vt.

File Edit GoTo Favorites Help

x [DEE -
| et

x ¥ Windows Live Bing B ~ | What'sNew Profile Mail Photos Calendar MSN  Share | 5 ~ [ + df

. = >
Sy Faverites | @ https://fintraining.peoplesoft state.vt.us/psreport... iR ~ [ @ -~ Pagev Safety~ Tools~ @~

‘=m [ &l @ s 11 @ ® vox -y (Y R -

Requisition
Business Unit: 01110 APPROVED
) i Req ID: Date Page
Ship To:  Finance and_Mana%ement Department 0000000014 09/02/2011 1
Division of Financial Operations Requester Currency
109 Stat_e St 4th Fir Jarvis,Tanva UsD 2
Montpelier VT 05609-5901 Requester Signature
Liﬁ:—Schd Item Description Mig 1D Quantity UOM Price Extended Amt Due Date
1-1 Forklift - 25 Ton 2.0000 EA 15,000.00 320, 000.00 09/10/2011 |
capacity
Buyer: Smith,Steven D
Exampie
Line Total: 30,000.00
Total Requisition Amount: 30,000.00
EXAMPLE Inside delivery is required to the 3rd Floor, only accept deliveries on Tues & Thurs between 12-3, because
of loading dock location deliveries can not be accepted by anything larger than a box truck

€ Unknown Zone | Protected Mode: Off fa T

»
Desktop ~ « iy B (@ "0

Click the printer icon in the toolbar to print the req

You have completed Printing a Requisition
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Finalize a Partially used Requisition

Situations when this function is used: A requisition was entered with a total
dollar value of $10,000.00 and the PO was created for $8,000.00. The requisition
needs to be finalized to release the remaining pre-encumbered amount.

This process will immediately liquidate any remaining encumbrance on the
Requisition, but it is not the most efficient way to clean up items at month or year
end. For managing and reconciling requisitions for month or year end, it is more
efficient to use the Reconcile a Requisition method shown in this manual.

Navigation: Purchasing > Purchase Orders > Add/Update POs

Click on the Find an Existing Value tab and enter the PO ID associated with the
Requisition you need to finalize.

Favorites  Main Menu > Purchasing > Purchase Orders > Add/Update POs

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300); |300

Business Unit: = - pa110 Q

PO ID: begins with - (0000002203

Purchase Order Date: = - El

PO Status: = - -
Short Vendor Name: begins with - Q
Vendor ID: begins with - QL
Vendor Name: begins with -

Buyer: begins with - QL

Buyer Name: begins with - Q

PO Type: = - -

Purchase Order Reference:  begins with -
Hold From Further Processing m

[[Icase Sensitive

Search | Clear |BaaicSearch B save Search Criteria

Click the Search button

60



Favovr'rtes Mainvl\-'lenu » Purchasing » Purchase Orders : Add/Update POs
H - =

Maintain Purchase Order
Purchase Order

Unit: 08110 PO Status: Dispatched A x
PO ID: 0000002202 Budget Status:  Valid m m

Copy From: - [“] Hold From Further Processing
*P0 Date: 09/06/2011 El Vendor Search Doc Tol Status: Valid

Vendor AOTCENTRAL-001 vendor Details Backorder Status: Mone Create BackOrder
*Vendor ID: (0 66981 Agency of Transportation Central Garage  Receipt Status: Mot Recvd
“Buyer: WHKNAPF Knapp Wanda A *Dispatch Method:  Print - [HiEpaich |
PO Reference: Amount Summary

HeaderDetails PO Activities A0d ShipTo Comments Merchandise: B00000 s |

FreightTax/Misc.: 0.00

PO Defaults Document Status
Add Comments Requisitions Total Amount: §000.00 USD
Add items From Select Lines To Display
Purchasing Kit Catalog Line: Q To: & M
Lines

Details | ShipToueDate [ statuses T teminformation T arioutes T gFa Tcnmract T Recewng

*UOM |Category |Price Amount | Status
UTILITY BODY FOR 3i4 -1

TONTRUCK  NEW, =
: = &
TEST MODEL AT TIE OF 538 10000 EA 05504 8000.00000 8,000.00 Active £ [=]
DELIVERY. INSTALLED.

ltem Search

First B 4 of 1 I L ast

“ustomize | Find | Vi

To review Requisition information click on the Requisitions link

Favarites Main Menu > Purchvasing > F-‘urchasev Orders > Add/Update POs

Maintain Purchase Order

Requisition Details -- AOTCENTRAL-001

Unit: 08110 POID: 0000002203

1 Requisition Details T Reguestor Detailz

108110 00000001395 1 8000.000  10000.000

Return |

Click the Return button to go back to the main page
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To finalize the requisition click on the finalize document button (pink sheet of paper
next to budget status field)

worites Main Menu > Purchvasing > Purchasev[)rders » Add/Update POs

Wlaintain Purchase Order
Purchase Order

Unit: 08140 PO Status: Dispatched A X
PO ID: 0000002202 Budget Status:  Valid R
Copy From: - [] Hold From Further Processing

The following message will appear — click Yes

This action will finalize all eligible distributions forthis PO, Continue?
(10200,334)

Once you click Yes your screen will bounce back to the Maintain Purchase Order
page.
‘avorites  Main Menu > Pur(h'as\ng > PurchasgDrderE » AddfUpdate POs

Maintain Purchase Order
Purchase Order

unit 03110 PO Status: Dispatched A X
POID: 0000002203 Budget Status:  NotChkd 0% §f§ B
Copy From: - [ZIHold From Further Processing
*PO Date: 08/06/2011 Vendor Search Doc Tol Status: Valid
Vendor AQTC L-001  VendorDetails Backorder Status: None Creale BackOrder
*Vendor ID: Agency of Transporiation Central Garage  Receipt Status: Not Recvd
*Buyer: KNA Knapp Wanda A *Dispatch Method:  Print - iEpatch|
PO Reference: Amount Summary
Header Details PO Activities Add ShipTo Comments Merchandise: 8000.00 Calculate
PO Defaults Document Status FreightiTax/Misc.: 0.00
Add Comments  Requisitions Total Amount: 8000.00 USD
Add ltems From Select Lines To Display
Purchasing Kit Calalog ltem Search Line: A e G Refieve|

Lines omize | Find A PP e
Details | ShipToDueDate | Statuses | feminformation | Atbwtes | gFa T Contract | Receiving

Line item Description PO Oty -uOM |Category  |Price Amount | Status

UTILITY BODY FOR 3/4 -1

= TONTRUCK  NEW, [ o000 [6000.00000 | = &
[ 000000000000000210 VIR T TR EE &, 1.0000 EA 05504 8000.00000 800000 Active (2 [T [=]
DELIVERY. INSTALLED

Click Save
You'll notice the Budget Status is now Not Chk'd
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Click the Budget Check icon again
Favarites Main Menu > Purchvasing 3 Purchase_[lrders » Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 08110 PO Status: Dispatched & x
PO ID: 0000002203 Budget Status:  NotChkd T3 {§ [
Copy From: - [ Hold From Further Processing

Once you receive a valid budget check the pre-encumbrance on the budget has
been released.

If you click on the link to Requisitions you'll see a check mark in the box under Final
at the far right hand side of the page.

Header Details PO Activities Add ShipTo Comments Merchandise: e |
PO Defaults Document Status FreightTax/Misc.:

Add Comments Reguisitions Total Amount: 80/40.00 USD

Click the Return button to return to the Purchase Order page

Favorites . Main Menu > Purchvaslng > Purchasgurders » Add/Update POs

Maintain Purchase Order

Requisition Details -- AOTCENTRAL-001

Unit: 08110 PO ID: 0000002203

Customize | Find | view &1 (20 8

Firs In 10of4 u Last
" Requisition Details T Hequw(ndeﬂs

1 1 108110 UUUUUUUﬂ.’»Q’j 1 1 1.0000 8000.000  10000.000  1.0000

Return

You have completed Finalizing a Partially used Requisition
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Batch Budget Checking

Situations when this function is used: Batch budget checking is more time
efficient than completing the process 1 transaction at a time — requisitions must be
in Approved status in order to successfully budget check. Batch budget checking is
also used to budget check a requisition(s) after it has been canceled or moved to
complete.

Navigate: Purchasing > Requisitions > Budget Check

Click Add a New Value

Enter a Run Control ID

Favorites = Main Menu > Purchasing » Requisitions > Budget Check

Requisition Budget Check

| [ w vaus

Run Control ID: REQ._BUDGET_CHECK|

Add

Click the Add button

In the Process Frequency box select the Always radio button

Enter a description

In the Process Options box use the drop down arrows to select the appropriate
values for any or all of the fields Caution: if you run batch budget checking

without a range of requisition numbers entered you will pick up and
budget check all requisitions for your BU

Click the Run button
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Fa'.rovr'rtes MainvMenu » Purchasing > Requisitions > Budget Check

Req Budget Check

Run Control ID:: REQ_BUDGET_CHECK Report Manager Process Monitor

Run |

Process Request Find | View A First BN 4 or 1 BN Last

Process Frequency =]
Request Number: 1

) Once |
@ Always *Description:
) Don't Run
*Business Unit:  Value - Unit: WO\
Req ID: All -
Req Date: All -
Actg Date: All -
Requester ID: All hd
Qrigin: All -
REQ Status: All A

Click OK — your screen will bounce back to the Run Control

Favorites Main Menu > Purchasing > Requisiions > Budget Check

Process Scheduler Request

UserID: TJARVIS Run Control Il REQ_BUDGET_CHECK
Server Hame: Run Date: po/oei2011 El
Recurrence: *  Run Time: 11:03:32AM Resetto Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Hame Process Type Type *Format Distribution

Comm. Cntrl. Budget Processor FSPKEDP3 COBOL SQL (Mone) (Mone) = Distribution

ok | cancal |
Click the Process Monitor link next to the Run button
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Favorites | Main Menu > Purchasing > Requisitions > Budget Check
- - - -

Req Budget Check

Run Control ID:  REQ_BUDGET_CHECK Report Manager Process Monitor

Process Instance:5402773

Process Request Eind | View Al First (] 1 of 1 ) | Last

FE

Process Freguency
Request Number: 1

) Once
@ Always
) Don't Run

Process Options

*Description: |REC Budget Check

*Business Unit:  Value - Unit: ’W Q
Req ID: All -
Req Date: All -
Actg Date: All -
Requester ID: Al -
Origin: All -
REQ Status: Al -

Click the Refresh button until the Run Status = Success and the Distribution Status
= Posted

Favorites | Main Menu > Purchasing > Requistions : Budget Check
- H - - -

Process List Server List
View Process Request For

User ID: TJARVIS Q, Type: w Last - 1 Days -
Server: + MName: Q. Instance: | to |

Run ~ Distribution - Save On Refresh
Status: Status:

Process List Customize | Find | View A1 B0 88 First Bl 44 or B Last

Select |Instance | Seq. |Process Type Sieziz User Run DateiTime Run Status R Details
Name Status

5402774 COBOL SQL FSPKBDP3 TJARVIS 08/06/2011 11:05:16AM EDT Success Posted Details

*If the Run Status shows Warning look for budget check exceptions using
the following navigation: Commitment Control > Review Budget Check
Exceptions > Purchasing and Cost Management > Requisitions

You have completed Batch Budget Checking
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Inquire on Requisition Accounting Entries

Navigation: Purchasing > Requisitions > Review Requisition Information >
Accounting Entries

Favorites Main Menu > Purchasing > Reguisitions > Review Requisition Information > Accounting Entries

Selection Criteria

*Business Unit: WQ

From Req: [ Q To Req: [«
Requisition Status: a

Fiscal Year FromTo: | & | Q. Max Rows:| 300

*Accounting Line View Option; | Standard *Ledger Group: |DETAIL_GRF Q
ChartFields
[ [Account  [Fund Dept Program |Class Project Affiliate
1| Q | Q | Q | Q | Q | Q| 2
ok | cancel |

The Selection Criteria page opens with your default BU. Change the Business Unit

as necessary or leave as default
Enter the Req ID # (including the leading zeros)

The field “Ledger Group” is a required field, to see all detail in the accounting entries
enter DETAIL_GRP in this field if it does not default in.
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Fa\rc;r'rtes Mainvl'«'lenu » Purchasing » Reqguisitions > Review Requisition Information > Accounting Entries

Selection Criteria

*Business Unit: 01110 /&

From Req: 0000000014 Q) ToReq: (00000000f14 Q
Requisition Status: Q

Fiscal Year From/To: Q Q. Max Rows:| 300

*Accounting Line View Option: | Standard '| “Ledger Group: |DETAIL_GRP &
ChartFields

’_ Account Fu Dept Program Class A ite
1l Q| Q| Q| Q| Q| Q| Q

OK | Cancell

Click OK

Favorites  Main Menu » Purchasing » Requisiions » Review Requisiion Information > Accounting Entries

Requisition Accounting Entries

Business Unit: 01110

From Req: 0000000014 ToReq: 0000000014
Status:

From Fiscal Year: To:

Accounting Line View Option:  Standard CommitmentControl Ledger Group: DETAIL_GRP
Accounting Entries
" Details  [{ICHEFIEIS

il Change Order |Trans Type Line | Sched Unit |Account Fund Dept
1 1

0000000014 TJARVIS 2 REQ_PREENC 01110 522400 10000

Use the bottom scroll bar to see additional information

Favovntes MalnvMenu v Purchasing > Requisitions » Review Requisition Information » Accounting Entries

New Window | Help | Customize Page |

Customize | Find | View Al First K 10f1 n Last

Monetary |Base |Closed = Reference
Depf ogram  (Class Budget Period JournalID | Tran Date
t Program |Class | 1€ |amount |curr |vame |BuductPeri TranDate | peversalip

0000 1110003000 15000 USD N 2012 0018927747 09/06/2011
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Click on the Chartfields tab for the view shown below or click on the Show all
columns button to view all column information for each line

Fa\rovr'rtes MainvMenu » Purchasing : Requisitions : Review Reguisition Information » Accountin
i - = -

Requisition Accounting Entries

Business Unit: 01110

From Regq: 0000000014 ToReg: 0000000014
Status:

From Fiscal Year: To:

Accounting Line View Option: Stangarg CommitmentControl Ledger Group: DETAIL_| GRP
VACCC'"““"g Entries Customize | Find | View All | EII Firs tlI 10of1 a Last
Detaisll| ChartFields

Requester Change Order |Trans Type n st Line | Sched |Dist GL Unit |Account Accounting Period

0000000014 TJARVIS 2 REQ_ F'REENC 0111{] 522400

You have completed Inquiring on Requisition Accounting Entries
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Reconcile a Requisition

Situations when this function is used: Requisitions that have been canceled
and/or liquidated need to be moved to a Completed status. Requisitions with a
remaining pre-encumbrance can also be moved to complete and the pre-
encumbrance liquidated on the Reconciliation Workbench by selecting to “close” the
requisition. Doing this regularly (we recommend monthly) throughout the year will
keep the volume of Requisition’s on the Requisition Activity report at a more
manageable level, helping to ensure timely month-end and year-end closing.

**Note — before running this process you should run the VT Req & PO
Budgetary Activity Report (VTPO8002). Instructions on how to run this
report are in this manual. Use this report to help determine what
requisitions should be moved to complete status.

Requisitions can be moved to complete on the Requisition Reconciliation Workbench
if all of the following is true:

e The requisition is in a Canceled status or has been sourced to a purchase
order

e The requisition’s related purchase order(s) have been moved to a complete
status

o The Due date is less than or equal to the current date

Navigation: Purchasing > Requisitions > Reconcile Requisitions > Reconciliation
Workbench

Click on the Add a New Value tab, enter a Workbench ID (Example: Req_Recon),
and click the Add button

Favorites | Main Menu > Purchasing » Requisitions » Reconcie Requistions > Reconciliation Workbench

Requisition Recon WorkBench

Business Unit: (01110 <
WorkBench ID: REQ RECON|

Add
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Enter the Requisition number, a range of requisition numbers or leave blank and

click the Search button at the bottom of the page. Make sure the Available button is
selected.

Favorites | Man Menu > Purchasing > Requisitions > Reconcie Requistions > Recondilation Workbench

Reconciliation WorkBench
Filter Options

Business Unit: 01110 WorkBench ID: REQ RECON
Description:

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Requisition: 0000000015 | 14, |oooooooohs @
Req Date: [ ™ [ =
Activity Date: [ H e ]
Due Date: [ EH e ]
Vendor ID: [

Item ID: &

Requester: Q

[Clopen [C] Approved [ Lines Approved ~ [|Cancelled ] Denied
["| pending Appr
@ Available () Complete

[10pen Pre-encumbrances

ChartFields Custorizs | Find | Vi Frst B 1 o1 B Last

GLUnit  [Account  [Fund Code |Department g%;;a—'" Class Project dgetDate  |Location Code

" @R @ A&l & @&l & | @& @ __ _EE

searcn |

A list of Requisitions will be displayed.

Favorites Main Menu > Purchasing » Requisitions > Reconcle Requisitions > Reconciiation Workbench
i - - -

Reconciliation Workbench

Business Unit: 01110 WorkBench ID: REQ RECON
*Description: [

Select Reqs for Further Processing

List of Requisitions Customize | Find | View All| EI| Download First 4] 1 of 1 ] Last

Requisition ID Doc Status | Status Hold Budget Status (Req Date Last Activity Hame Change Order

[]. 0000000015 Approved N valid 09/02/2011 09/06/2011 Janis Tanya =

Mselect a1 g Clearal

Enter a Description, select the individualPeqttisitians to be moved to complete status
using the checkbox to the left of each Requisition ID. The Select All link can be
used if every requisition should be moved to complete status.
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Fa\rc;r'rtes MainvMenu » Purchasing > Requisitions > Reconcle Reguisitions > Reconciliation Workbench
; - - -

Reconciliation Workbench

Business Unit: 01110 WorkBench ID: REQ RECOM
*Description: |Clos e Req

Select Reqgs for Further Processing

List of Requisitions Customize | Find | View All| | Download First B 4 or 1 B0 L ast

Requisition ID Doc Status | Status Hold Budget Status |Req Date Last Activity Hame Change Order

0000000015 Approved N Valid 08/02/2011 09/06/2011 Jaris, Tanya =

Moot O clearan

Action:  Approve I Unapprove Cancel Close

Go To: Setfilter options  Wiew Processing Results

Save I

Click the Close button at the bottom of the page.

If the Requisition appears in the Not Qualified box click the icon under Log to help in
determining why it's Not Qualified for reconciliation.

Favorites Main Menu > Purchasing » Requisitions » Reconcile Requisitions » Reconciiation Wosbench
o - - -

Reconciliation WorkBench
Processing Results

Business Unit: 01110 WorkBench ID: REQ RECON
Description: Close Reg

Select Reqgs for Further Processing

Accountipd Date for Action: [P9/06:2011 [

[ update Budget Date Equal to Accounting Date

Not Qualified View All] First BN 4 of + @0 Last Qualified View All| First BN 1 of 1 I Last
Requisition 1D Log E) Requisition ID Line Sched | Distrib Line
[] 0000000015 E= [=]
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L4TYY RNt | LITH | A3 UIAT | YT | heeg

Reconciliation WorkBench
Requisition Logs
Business Unit: 01110 WorkBench ID: REQ_RECOM
Description:

Requisition ID: 0000000014

Customize | Find | View All| 38 First [ 1 or1 [ Last
ine Sched Dist NMessage Text Hotes

The Requisition is associated with a Purchase
Order that has not been closed

Return

Review the PO/Requisition Xref report (instructions in this manual) to determine the
PO number associated with this requisition. If the purchase order can be moved to
closed then this process can be run again and the Requisition would be available to
close.

A requisition will not move to closed status if the Due date on the requisition is
greater than the current date.

Review the reason that the requisition is not qualified and determine if the
requisition should really be closed.

If it is determined the requisition can be closed, you can override the qualification
status, by doing the following:
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Favarites Mzin Menu > Purchasing » Requisitions > Reconcie Requisitions > Recondiiation Workbench
H - - -

Reconciliation WorkBench
Processing Results

Business Unit: 01110 WorkBench ID: REQ RECON
Description:

Close Req

Select Reqs for Further Processing
Accounting Date for Action: a7r20111 EJ

[ Update Budget Date Equal to Accounting Date

Not Qualified view AT First BN 4 or 1 B Last Qualified View All| First BN 1 of 1 I ast

Requisition ID Line Sched | Distrib Line
(=]

Requisition 1D Log
0000000015 H=

Override

selectAll | clear Al

Proceed: Yes | Delete |RF.!tLImTORequisition‘.“."orkbench

Click on the box next to Req ID and click on the Override arrow.

74



Favarites Main Menu > Purchasing > Requisitions » Reconcile Reguisitions » Recondiiation Workbench
H - - -

Reconciliation WorkBench
Processing Results

Business Unit: 01110 WorkBench ID: REQ RECON
Description:

Close Req

Select Reqs for Further Processing
Accounting Date for Action: |07/20/2011 [
| Update Budget Date Equal to Accounting Date
Not Qualified wiew ALY First B 4 o5 1 B Lot Qualified View Al | First KN 4 of 1 I Last

Requisition ID Line Sched | Distrib Line

0000000015 =

Requisition 1D Log

SelectAll T Clearal

Proceed: Yes | Delete |ReturntoRequisition‘.".forkbench

The requisition is now Qualified to close.

Click on the Yes button.
You will receive the following message.

Continue to Close Regs (10109,9)

Click Yes

When the process finishes, the following page will come up on your screen so you
can see the requisition in Complete status.
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Favorites | Main Menu : Purchasing : Reguisiions > Reconcile Requisiions : Reconciliation Workbench
- : - - - -

Reconciliation Workbench

Business Unit: 01110 WorkBench ID: REQ RECOMN
*Description: [ciose Req

Select Reqs for Further Processing

List of Requisitions Customize | Find | View All | | Download First L4 10f1 n Last

Requisition ID Doc Status | Status Hold Budget Status  |Req Date Last Activity Name Change Order |Lines

0000000015 Complete N Not Chk'd 09/02/2011 09/06/2011 Janvis, Tanya =

The Budget Status is equal to Not Chk'd

The requisition will need to be budget checked using the batch budget check
process. (See the exercise in this manual for instructions.)

If the Requisition is in a state that it can move to Completed Status it will appear in
the Qualified box as shown below:

Reconciliation WorkBench
Processing Results

Business Unit: 01110 WorkBench I REQWORKE
Description:

close

Select Reqs for Further Processing

Accounting Date for Action: |10/15/2008 |

O Update Budget Date Equal to Accounting Date

View All First [4] 10of1 [ Last i I First [4] 10f1 [ Last
Requisition [D Log E) Requisition 1D Line  Sched Distrib Line
O B 0000000014 E|
Click Yes

The following page will appear on your screen, click Yes

Continue to Close Regs (10109,9)
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When the process finishes the following page will come up on your screen so you
can see the Requisition in Completed status.

Fa\.rovr'rtes MainvMenu » Purchasing > Requisitions > Reconcle Reguisitions > Reconciliation Workbench
; - - -

Reconciliation Workbench

Business Unit: 01110 WorkBench ID: REQ RECON

*Description: |Close Req

Select Reqgs for Further Processing

List of Requisitions Customize | Find | View All| | Download First K 4 or 1 B ast

Requisition 1D Doc Status | Status Hold Budget Status |Reqg Date Last Activity Name Change Order
0000000015 Approved N Valid 09/02/2011 09/06/2011 Jarvis, Tanya =

Moot O clearan

Action:  Approve I Unapprove Cancel Close

Go To: Setfilter options  Wiew Processing Results

Save I

**The last step in reconciling a requisition is to run batch budget checking — see
instructions for batch budget checking**

You have completed Reconcile a Requisition
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PO/Requisition Xref Report

Situations when this function is used: When trying to determine all
Requisitions that moved to Purchase Orders for the year.

Navigation: Purchasing > Requisitions > Reports > PO/Requisition Xref

Click on the Add a New Value tab

Enter a Run Control ID

Fa\.fuvrites MainvMenu » Purchasing » Requisitions > Reports » PO/Requisition Xref

Requisition to PO XREF

Find an Existing WValue Add a New Value

Run Control ID: Req_PO_jref

Add

Click the Add button

Enter a From Date, a To Date, and your Business Unit

Fa*.fnvr'rtes MainvMenu » Purchasing > Reguisitions > Reports : PO/Requisition Xref

Requisition to PO XREF

Run Control I Reg_PO_Xref
Language: English  ~
Report Reguest Parameters

Report Manager Process Monitor Run

From Date: 071012010 El Through Date: |07/01/2011 =]
Business Unit: 01110 &

Click the Run button

78



Favorites  Main Menu > Purdlasing > Requivs'rtions b Repnvurts » PO/Requisition Xref

Process Scheduler Request

User ID: TJARVIS Run Control ID: Req_PO_Xref
Server Name: Run Date: poiosi2011 [
Recurrence: ¥ Run Time: 1:57:07FPM Resetto Current Date/Time |

Time Zone: Q

Process List

Process Hame Process Type Type *Format Distribution

Requisition to PO XREF Report POY1100- Crystal Web - PDF ~ Distribution

OK Cancel |
Click OK

Click on the Report Manager link

Favovrites Mainvr\-'lenu » Purchasing > Requisitions > Reports > PO/Reguisition Xref

Requisition to PO XREF

Run Control ID:  Req_PO_Xref Report Manager Process Monitor
Language: English v

Run

Report Request Parameters

From Date: 07i01/2010 ] Through Date: |07/01/2011 [z
Business Unit: 01110 C

Click on the Administration tab, then click the Refresh button until the Status =
Posted

Favorites Main Menu > Purchasing : Reguisitions > Reports > PO/Requisition Xref

List Explorer Administration Archives

View Reports For
User I« TIARVIS Type: I - Last - 1 Days - Refresh |

Status: ~ Folder: ~ Instance: | to:|

Report List Customize | Find | \ First Kl 1.6 or g I Last
Prcs
Instance

Description e Format |Status Details

09/06/2011  Acrobat
157:26PM  (*.pdf)

09/06/2011  Acrobat
1:56:53PM  (*.pdf)

Once the Status = Posted click on the Requisition to PO XRef Report link in the
description column a new page will open displaying the report

981514 5402794 Requisition to PO XREF Report Posted Details

981513 5402793 Requisition to PO XREF Report Posted Details
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File Edit GoTo
Ll © McAfec [IRg

% 7 Windows Live

Favorites  Help

What's New  Profile  Mail  Photos

sy Faverites | (@ https://fintraining.peoplesoft state.vt.us/psreport.

Bing

Calendar

MSN  Share

Signin

B v B - = o - Pager Safety~ Tools+ @

»

‘= B &) @ $ 1 /n #w1% - Find

4;:

Raport ID:
ser
FRam Controt:

REQUISITION TO PO XREF REPORT

50t Purchasing

Req Dates Inclucea:
Businsss Unit- 021

7172001
140

Guantity

Purchass Orger
el ShipDas Lol

uoM BOD Contract B Guanilty CUR

Dab_ tem ___ Doscrplion
0000000008 773112001 0DDO0ODDD00000 164RADID, 2 WATT URF W00
PORTABLE W18

CHANNELSFULLY

FUNCTIONS TO INCLUDE
ADJUSTABLEPOWER
LEVELS, MOG 1200
SELECTIVE SIGNALLING.
PRICRITY CHANNEL 5CAN
WITH CHAN (SEE ITEM
SPECS)

0000000012 1 1

872302001 netra t1 3c200 server 500
mhz 258cache512 mb ram 18
gb disk # n21aupe-0s 512at1

81232001 1200

M

81232001 400

-

87232001 400

o

#1882
87232001 netra t 1100 18° rackmount kit 400
#x3001a

-

732001 quad fast ethemet pai card #
10343

pei gigabit ethemet nic #
11413

solaris & media kit-engish #
solzs-0EbEayd

400

\,

81232001 a0

8232001 100

87232001 100

sparc modues 1gh mem 3
power modules sbus 1/oboard
# 400262550 1gb

sbus gigabit ethemat nic #
x1140a

8232001 400

EA 0000000113

BRoor 1 1 1 30,00 USD

0000000318 /312001 1200 USD 2,850.00

0000000318 Ea20m 81 1 1200 USD 2500

0000000318 Ba20m 71 1 400 USD 1125000

0000000318 gazm 4 1 1 400 USD 36000

0000000318 a3200 3 1 1 400 USD 22750

0000000318 E20m 5 1 1 400 USD 1075.00

0000000318 Ea20m 8 1 1 600 USD 125000

0000000318 gazom 11 1 1.00 UsD 000

PR RRER

0000000318 a320m 2 1 1 1.00 USD 18,750.00

0000000318 Bz 6 1 1 400 USD 137500

Page 1ol 11

To print the report, click the Printer icon

in the toolbar

You have completed running the Requisition to PO XRef Report
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VT Req Budgetary Activity Report

This requisition report provides the Requisition status in addition to the original,
liquidated and remaining amount information. The report is a useful tool in the
management and reconciliation of requisitions.

Navigation: Purchasing > Requisitions > Reports > VT Req Budgetary Activity

Click the Add a New Value tab and enter a Run Control ID

Fa*.fqrr'rte; Main_Menu > Purchasing > Requisitions » Reports > VT Req Budgetary Activity

VT Req Budgetary Activity

Find an Existing Value Add a New Value

Run Control 1D: |‘|.-"T_F€E{1_Elud geta ry_Au:tiuitﬂ

Add

Click Add
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Fa\.rovr'rtes : MainvMenu > Purchasing > Reguisitions > Reports » VT Reqg Budgetary Activity

Vt Run Pos2002

Run Control ID:  WVT_REQ_Budgetary_Activity Report Manager Process Monitor S |

Language: IEE_ -
Report Request Parameters

Business UnitGL: 01110 |, *Budget Date From: [07/01/2010 [ *To:  [07/01/2011 [

Remaining Amount: == 7 0.000 This report will return data meeting either
REQ Status: < ~ Complete hd ofthe criteria specified in this box.
ChartField Sort Options Customize | Find | View Al | @0 B8 First Bl 12 o3 I Last
[-ChartField ~ [shoriWame  |FromCharfFieldVawe  [ToChartfieldVawe | |
ACCOUNT Q. Account Q Q [=]
FUND_CODE Q. Fund Q (&} =]
DEPTID ! Dept Q aQ =]

Run Query VT_POB002 for VTPO2002 output

Enter

Business Unit GL

Budget Date From should be the first day of the fiscal year

Budget Date To should be the current date

(NOTE: Report cannot be run as of a prior through date.)

Remaining amount — choose the appropriate sign and enter the appropriate

amount for the data that you are requesting. Finance recommends

running this report for <> $0 for most reconciliation and
management purposes.

e REQ Status — choose the appropriate sign and choose the appropriate status
for the data that you are requesting. Finance recommends running this
report for <> Complete for most reconciliation and management
purposes.

NOTE: The report will return data meeting either of the criteria specified for
Remaining Amount and REQ Status. If one of the criteria is left blank, it will ignore
the criteria completely.

For example:

For month-end reconciliation and management of Requisitions, the report should be
run with remaining amount <> $0 and REQ Status <> Complete. The report run
this way will return every Req with a remaining amount and it will return every Req
that is not at a status of Complete. If the Req has a remaining amount and is not at
a status of Complete, the report will only return the Req once.
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Departments may run the report with other criteria for other purposes. To see all
requisitions that have been used and completed in a year, leave the Remaining
Amount fields blank and use REQ Status = Complete. The report will ignore the
Remaining Amount criteria and return just Reqgs that are at a status of Complete.

If you wish to see additional chartfield values, you can add rows by clicking the plus
sign (+) on the far right of each row.

If you wish to run the report for a particular Chartfield value, enter values in the
From Chartfield Value and To Chartfield Value fields. If you leave the From
Chartfield Value and To Chartfield Value fields blank, all values will be returned.

In this example, Account, Fund and Dept ID values will be returned. If other
chartfield information is needed, they must be selected above.

Click the Run button

Fa\.fnvr'rtes MainvMenu > Purchasing > Requistions > Reports > VT Req Budgetary Activity

Process Scheduler Request

User ID: TJARVIS Run Control ID: VT_REQ_Budgetary_Activity
Server Name: Run Date: porez011 [5]
Recurrence: *  Run Time: 2:06:11PM Resetto Current Date/Time |

Time Zone: Q

Process List
Select |Description Process Hame Process Type *Type *Format istril
VT Requisition Budget Activity VTPOB002 S0OR Report Web SPF Distribution
OK | Cancel |
Click OK
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Fa\rovr'rtes Mainvl'«'lenu > Purchasing > Requisitions > Reports » VT Reqg Budgetary Activity

Vt Run Posg002

Run Control ID:  VT_REQ_Budgetary_Activity ReportManager  Process Monitor __Foun I

Language: English hd
Report Request Parameters

Business UnitGL:  |01110 |C “Budget Date From: |07/012010 [ *To:  [07/01/2011 [5)

Remaining Amount. =~ ¥ | 0.000 This report will return data meeting either
REQ Status: == ~ Complete - ofthe criteria specified in this box.
ChartField Sort Options customize | Find | View Al | E1] #  First Bl 4.3 053 I ast
[-Chartfield ~ [ShortName  |FromCharffieldValue =~ |[ToCherfFieldValue | |
WO\ Account | Q| Cy [=]
DEFTD L Dept | Q| Q@ E
[FUND_CODE & Fund | Q| Q [+ [=]

Run Query VT_POB002 for VTPOB002 output
Click the Process Monitor link

Fa\rovr'rtes MainvMenu > Purchasing » Requisitions > Reports » VT Req Budgetary Activity

Process List Server List

View Process Request For

User ID: [TJARVIS 2 Type: - Last - 1 Days - Refresh |
Server: ~ Name: Q Instanoe:| to |
Run ~ Distribution - Save On Refresh

Status: Status:

Process List Customize | Find | view AITED | 38 First Bl 1.43 or 13 B Last

Select |Instance | Seq. |Process Type Process Name |User Run Date/Time Run Status W Details

5402798 SOR Report VTPO8002 TJARVIS 09/06/2011 2:06:11PMEDT Success Posted Details

- ammeaen il

ra A ARG AR A A LR A e .

Click the Refresh
= Posted

tton until the Run Status = Success and the Distribution Status

Make note of the process Instance number. You will need it to complete the next
step.

Navigation: Reporting Tools > Query >Query Viewer

Enter the query name = VT_P08002

Click Search

84



Favovrites MainvMenu > Reporting Tools > Query = Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: Query Name *  Dbegins with |fu’T_PDBUUZ
Search |Ad\fanced Search

Search Results

*Folder View: — All Folders — -
Customize | Find | View Al B0 | 88 First B 4 op 4 B0 Last

Runto (Runto (Runto Add to

i Favorites

Description Owner |Folder HTML |Excel |XML

VT_PO8002 RUN PROCESS FIRST Public HTML Excel XML Schedula Favorite

Click the Run to Excel link for the query VT_P0O8002

Enter the process instance number you noted earlier or use the magnifying glass to
select it — if you have run this report more than 1 time during the course of the day

all process instance numbers for the day will appear.

VT_POB002 - RUN PROCESS FIRST

Process Instance:| 5402803 C
View Results |

Distrib

Process | Business | Business |Req| Reqg Line

Instance Status

Note: If there are no requisitions on the report, the process instance box will turn
red.

Click the View Results button

You may receive a File Download message; click Open.

be File Download

Do you want to open or zave this file?

Mame: WT_POS002_30768.xls
EfH Type: Microsoft Excel Worksheet, 10,58

From: fmdevweb.finman.state.vt.us

[ Open ][ Save ][ Cancel J

k

|f’ “w/'hile filez from the Intermet can be useful, zome fles can potentially
harm your computer. [f pou do not bugt the source, do not open or
zave thiz file. What's the rizk?
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Excel spreadsheet will open

VT_POB002 [4
Process Busi unit__ [Busi Unit GL __ [Req ID |Req Status [Line [Sched Num [Distrib Line Num [Deptip [ciass
5402803 01110 01110 ‘0000000015 A 1 1 171110003000
5402803 01110 1110 ‘oocooooo1s A 1 1 2110002500
r r r A

Use the bottom scroll bar to view additional information

[ProjiGrt [Fund [Account[Budget Date From [Budget Date To][Program [Vendor ID [Original REQ Amount [Liquidated Amount [PO Amount [Remaining Amount

710000 522400 7M/2011 9/6/12011 0.00 0.000 D.DDDI 0.000]
83011 522400 7M/2011 9/6r2011 0.00 0.000 0.000 0.000

Using the data on the spreadsheet:

Total the remaining amount column on the spreadsheet. This total should match
the pre-encumbrance amount on the appropriation status report for your Business
Unit.

Review all requisitions for accuracy and to determine if they are still needed. Close
all requisitions no longer needed through the reconciliation workbench using the
exercise in this manual for reconciling requisitions.

You have completed running the VT Req Budgetary Activity report
To view a list of available reports and queries for the Purchasing module
see the VISION Reporting Manual on the Finance & Management website:

http://finance.vermont.gov/training-and-support/vision-
manuals/reporting-manual
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