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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 &4 7 68)

VT REQ BUDGETARY ACTIVI TY REPORT:
This report replaces the VT Req and PO Budgetary Activity Report
(Pages 881 94)

February 2010:

RECONCILE A REQUISIT ION:
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 name updated to
Office of Purchasing & Contracting

PREPARING A REQUISIT ION:
Wording and procedural changes made to this section.



Table of Contents

ReVISIONS 10 MANUAI  ...eeiiiiiiiiiiiiies et ees aaeee e 3
Introduction t0 REQUISITIONS  ..eiiiiiiiiiiiees e .5
Preparing a Requisition in VISION .. v 6
Requisition Process Flow Chart ... s 10
How to determine if a Commodity is on Contract ..., .11
Enter a Requisition in VISION ... s 14
Enter a Requisition with Split FUNAING oo v, 22
Copy an existing RequUISItiON ... e .31
ApPProve a ReQUISILION  ......uuuiiiiiiiiiiiiiiiis vvrreesssss s ses s aeeaeaaaens 36
Budget Check a Requisition ...t e .. 38
Cancel @ REQUISITION ..o e rrreeeeeeeas 40
Create a Change OrderforaReq T Line ....ccceeiiiiiiiiiiiiiiiiiiiies e, 44
Create a Change Order to a Requisition - Schedule .........coeoeiiiiiiin, 48
Create a Change to a Requisition T Distribution  .....ccoooiiiiiis .50
Print @ REQUISILION  ....iiiiiiiiiiiiiiiiiiiiiiiiiis e eeereeaeeaaeeaans 54
Finalize a Partially used ReqUISItION ... i 60
Batch Budget Checking ..o e e 64
Inquire on Requisition Accounting Entries ... 67
Reconcile a REQUISITION ..o e e 70
PO/R equisition Xref REPOIT ..o e .. 18
VT Req Budgetary Activity Report ... e 81



Introduction to Requisitions

Overview of VISION Financial System
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A Requisition is a request submitted through

Office of Purchasing & Contractingto 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 Contracing 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 commodity. 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

BDAG6s are issued by BGS and authori ze
purchases for items not available under statewide contracts. For a complete listing
of BDAOGs pl 8R2sledexwn teeBGS Rurehasing & Contracting website.

A sole source purchase situation may arise and is defined as an award for the
acquisition of a commodity or service from the only known capable supplier because
of the unique nature of the requirements, time rest raints, 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

Of fice of Purchasing & Contracting on
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.

departm
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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
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 requisitionds related purchase order (s)

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 athttp://finance.vermont.gov/policies -and-
procedures/vision-closing-instructions, as a guide to help in managing and
reconciling requisitions.

h


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)

T

= =2 =2 =4 -4 A4 A -2 -1

Requester

Requisition Date (defaults as current date, accept default)
Origin

Accounting Date (defaults as current date, accept default)
Item (if applicable Item can be found in VISION) or
Desaipton (required if there is not Item entered)

Quantity

Unit of Measure (UOM)

Category

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)

T

il
1
il

ShipTo
Quantity (defaults from main page)
Price (defaults from main page)

Due Date

Maintain Requisitions (Distribution Page)

1
T
1

Account
Fund
Dept ID



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
Commissioner's Office 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
Facilities Operations Contracts that are utilized by more than one agency/department (including those for use by Towns and Schools)

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
¢ Environmentally Preferable Purchasing (EPP!
Forms and Publications
Environmentally Preferred Purchasing Online Forms
Frequently Asked Questions N N
* Online Contract Comments Form -- tell us how we're doing.
Debarment List
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 & Contractng.

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 AContr ol + FO or sel

Building Supplies

+ Harwood Plywood : Atlantic Plywood, Contract 26425

* Plumbing and HVAC Supplies : Granite Group, Contract 30953
* Plumbing and HVAC Supplies : £ 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.
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[& nttpyfog:

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.

13



Enter a Requisition in VISION

Situations when this function is used: Enter a requisition when you need to
purchase anitemthatt he ST AT Eurrerdlyehsve & ¢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



Favnvrltes:Ma\nvMenu » Purchasing > Requisitions > Add/Update Requisitions

Ed

Maintain Requisitions

Requisition

Business Unit 01110 Status: Open g
Requisition ID:  NEXT Copy From Budget Status: Netcnkd TR
[] Hold From Further Processing
~ Header
*Requester: WQ Jarvis, Tanya Requisition Defaults Requisition Activities
+Requisition Date: 09/02711 [} Reouesterinfo Add Comments
Origin: &
*Currency Code: Dollar Total Amount: 0.00 USD
Accounting Date: 07/20/11 EJ
Purchasing Kit Catalog

Item Search Requester ltems
VLine Customize | Find =) 28 First Bl 1 or 1 B Last
Details | ShipTomueDate | Status | Vendornformation T temmformation T Atiributes | Contract T Sourcing Controls

[Lne [ [item [ | |ouantity [uom [category Price Amount | Status.
1B a B fooooo || @ 2, [0.00000 Open QM E R E

Enter
1 Requester i if nothing defaults click the magnifying glass and select your
name
1 Requisition Date - will default in as current date . Do not change date.
I Origin -if your dept ori gi n clclottkenaghifyiegglas§t def aul

to select it from a list

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

91 Description -type in the description of item(s) or service(s) that are needed,
it ds | mpegpdciicnt t o

1 Quantity T enter the quantity needed

1 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

1 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

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

15



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

[Z

Maintain Requisitions
Requisition
Business Unit: 01110 Status: Open 4

Requisition ID:  MEXT Copy From Budget Status: MotChkd B
[T Hold From Further Processing

TJARVIS QL Jarvis Tanya Requisition Defaults Requisition Activities
Add Comments

*Requisition Date: lm ] Requester Info

o [ &
*Currency Code: |YSD Dallar Total Amount: 1500000 USD

Accounting Date: (07/2012011 5]

Purchasing Kit Catalog
ltem Search Reguester ltems
i First K 1 of 1 o Last

*Requester:

Line
i Details T Ship To/Due Date T Status T Vendor Information T Item Information T Attributes Tgnntrar:t T Sourcing Ci

Line [ [item De: [ uentity [vom [Coteaory |Price Amou
1R | Q. |Forkiift- 10 Ton capacity £ [10000 [EA @ [76010 G [15.000.000C 15,

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

[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 askinghowmany addi ti onal | ines youodd

‘Explorer User Prompt

| Script Prompt:
_ Concel |

Enter number of rows to add:
Cancel

Once all lines have been entered dick on the Schedule icon
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javascript:submitAction_win0(document.win0,'REQ_LINE_WRK_SCHEDULE_PB$0');

Enter
1 Ship To Location
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

1 Due Date 71 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.

T the following format exists in Purchasing for Ship To

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 Al First Bl 4 or 4 Il Last
1 Item: Forklift - 10 Ton capacity Quantity: 1.0000 Each  Amount: 15,000.00 USD
Schedule Customize | Find | View All | # Firstn 101 B Last
Sched *ShipTo [ [Quantity Price Amount [Due Date Status e
1 B PRt =1 [1.0000 |15,000.0000C 15,000.00 [09M10/2011 [3) 5= Active (=]

Add Ship To Comments

B save | [=] Notify | 4 Refresh

E Add | Update/Display |

Click the Distribution icon S

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: Quantity - 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 Am GL Unit Account Fund Dept Program Class Project
10pen  [100.0000 10000 1500000 (01110 Q (522400 L 10000 € [1110003000 O | Q| Q| Q| Q [=]

OK | Cancel | Refresh |
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javascript:submitAction_win0(document.win0,'REQ_SCHED_WRK_DISTRIBUTE_PB$0');

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

Fa\rc»vr'rtes MainvMenu » Purchasing » Requisitions > Add/Update Requisitions
H - -

Maintain Requisitions

Schedule
Business Unit: 01110 Requisition Date:  09/02/2011
Requisition 1D: MEXT Status: Open
Return to Main Page
Find | View Al First o 10of1 n Last
Forklift- 10 Ton capacity Quantity: 1.0000 Each Amount: 15,000.00 USD
Schedule _ Customize | Find | View Al E1] 88 First B 4 or ¢ B Last
Sched *Ship To Quantity Price Amount | Due Date Status
1 B PrmmTECY, & [1.0000 [15,000.0000¢ 15,000.00 |09/10/2011 [3] 5% 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.

Favovrtes Maln_Menu y Purchasing » Requisiions > Add/Update Requisitions

=

Maintain Requisitions

Requisition

Business Unit 01110 Status: Open 4 *®
Requisition ID: 0000000014 Budget Status: MotChkd B3
[" 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: /5D Dallar Totgf Amount: 15,000.00 USD

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

Purchasing Kit Catalog
ltem Search Requester ltems
a0 rrst By oy D st

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

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 youbobdve cenmeént cheak the Semrd 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 or 1 I Last

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 needel 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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javascript:submitAction_win0(document.win0,'COMM_WRK1_COMMENTS_ICN$0');

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: TJARVIS QL 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

Customi

= ils T Ship To/Due Date: T Status T ndor Information T Iltem Information T Attributes T Contract T Sourcing Controls
Line '_ Item ’_ Quanti *uomMm |\ At Price Amount | Status
C |15,000.000C 15,000.00 Open

QL |F0rk\|ﬂ 10 Ton capacity £ [1.0000 QL [7d1o

EFIEIEIE

View Printable Version *Goto:

Er Add | Update/Dizplay |

i nk changed

& Save | [=] Motify | i Refresh |

Comment s

Youol | notice the
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 anitemthatt he ST AT Eurrendlyehsve & ¢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

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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