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& Contracting to initiate the purchasing procekscontains details of the requested product such as

description, quantity, delivery times and places and special terms and conditiGesves as the

authorization for the division to procedd acquire the item(s)lt is important that requisitions include

a realistic estimate of the cost of the item being requested.
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Preparing a Requisition in VISION

A requisition must be entered in VISION if an item that you wish to purchase tmeétdowing criteria:

1 The item is not available under an existing statewide contract

$ This item is not covered by a Blanket Delegation of Authority (BDA), refer ¢d B&As on the
Office of Purchasing and Contraagfwebsite:http://bgs.vermont.gov/purchasing
contracting/forms/bda

1 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 @uirent
Contracts listinggn the BG®ffice of Purchasing & Contracting websitéhile this is an extensive list,
you may not be able to find the contract you are looking foyou want to know what contracts may
be available for a specific commodity, contact the Office of Purchasing &acong

Click on the commodity. For examphgjtomotive:

CURRENT CONTRACTS

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
need the free.

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

To Search This Page Press "Control F"

| Audio Visual
Automotive I

|Bedsand Be ding Interior Coverings
Building Supplies Laboratory and Field Equipment
Clothing and Footwear Lawn and Grounds Equipment
Communications Markers and Signs
Computer Hardware. Software and Training Mail and Express Services
Custodial Supplies Medical
Document Destruction Services Newspaper Advertising
Electrical Equipment, Supplies and Service Office Furniture

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
« GMC: Shearer Chevrolet, Contract 30289
* Dodge Vehicles : Central Dodge Inc., Contract 30829
* Subaru Vehicles : 5t. Johnsbury Subaru, Contract 30334

* Toyota Vehicles : Alderman’s Toyota, Contract 30252
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availableunder statewide contractdor a complete listing
BGS Purchasing & Contracting website.

YR Fdzi K2NAT S RSmhdt NI YSy
T .51 Qa LiBSBAIEdSontd Sg (K

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 restraints, and supplier or market conditiohlé sole source requests, regardless of
the dollar amount, must be submitted in writing to thdfide of Purchasing & Contracting with
appropriate documentationSole source procurements are reviewed in accordance with the approvals
required under Administrative Bulletin 3.Bequests exceeding $15,000 require approval from the
Secretary of Adminisation and are submitted by the Office of Purchasing & Contracting on the

RS LI NIi Y S yla suéh instéhéek, th& difice of Purchasing & Contracting will submit the request
to the Secretary of Administration, along with a memorandum from the Commissairtguildings and
General Services in support of (or against) the requsSole Source contracts greater than $100,000
must be approved by the Secretary of Administration prior to execution

Requisitioning MaterialA requisition line can be created lentering an existing Item ID from VISION,
or by entering a description of what you need to purchas#en 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
directlyinto the description field.

Office of Purchasing & Contracting

So thata Purchasing Agemtill know that you have entered a requisition for goods, the requisition
needs to be approved and budget checkBdch Purchasing Agent runs a daily query in VISi@N
lists requisitions that have been entered into the system and are approved and budget ch€bked.
Purchasing Agent then determines if a Request for Quote (RFQ) needs to be isSuggltes 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 Requisitiorio the successfudupplierfrom the Request for Quote proceduréhe Office of
Purchasing & Contracting will notify the requestbat 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 & Contractindh Yy OS Yy 2 GAFAOFI A2y Kl & 06SSy NBOSAOSR
budget check and approve the purchase order and notify supplierto order the material.

If the Purchasing Agent decides that a contract would be more appropriate you wilitified that a

new contract has been enteret¥ou must then cancel and budget check the Requisition to release the
pre-encumbrance on the budgethen a purchase order can be entered against the new confraet.
purchase order will need to be approvedjdget checked and thsuppliercontacted to order the
material.
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Reconciling Requisitions

Requisitions can be moved to complete on the Requisition Reconciliation Workbextichef
followingaretrue:

1 The requisition is in a Canceled status or hassmirced to a purchase order
T¢KS NBldAaAaAGA2Y Qad NBf I SR LIJzNOKFaS 2NRSNH AU
1 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 atttp://finance.vermont.gov/policiesand-procedures/visiorclosing
instructions as a guide to help in managing and reconciling requisitions

State of Vermont Required Fields
Note: Departments may define additional required fields as needed for their own business processes.
Maintain Requisitions (Main Page)

Requester

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

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

Quantity

Unit of Measure (UOM)

Category

Price (cannot be zerollse the previous purchase price orestimated price if an existing item
number is not being used

1
1
1
1
1
1
1
1
1
1

Maintain Requisitions (Schedule Page)

1 Ship To

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

1 Due Date

Maintain Requisitions (Distribution Page)

9 Account
 Fund
1 Dept ID
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Requsition Process Flow Chart
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How to determine if a Commodity is on Contract

Navigation:Go to the Purchasing and Contra&tiministration website at
http://www.bgs.vermont.gov/purchasingontracting/contractinfo:

TE'WEBSITE

AGENCY OF ADMINISTRATION

VERMONT.GOV OUTLOOK ONLINE

Home

Commissioner's Office

Design & Construction

Operations & Maintenance

Planning & Property Management
Vermont Information Centers Division
Government Business Services
Purchasing and Contracting

Bid Information

Construction Services and Professional
Consulting Retainer Contracts

Contact Information - Purchasing Agents
Contract Information

Current Contracts

Communications Contracts

Computer Hardware, Software and Training
Contracts

Information Technology Retainer Contracts

SEARCH

Buildings and General Services

STATE PHONE BOOK

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 Commaodity Contracts that are utilized by more than one agency/department (including those for

use by Towns and $chools

+ Download alist of executed contracts that have been issued by the Office of Purchasing and Contractin,

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

« Environmentally Preferable Purchasing (EPP)

2@

Statewide Contracts Environmentally Preferred

Purchasing (EPP)

1. Click onStatewideContracts
TheCurrent Contractpage displays:

need the free.

CURRENT CONTRACTS

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

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

Audio Visual
Automotive
Beds and Bedding
Building Supplies

Clothing and Footwear
Communications

To Search This Page Press "Control F"

Computer Hardware, Software and Training

Interior Coverings
Laboratory and Field Equipment
Lawn and Grounds Equipment

Markers and Signs
Mail and Express Services

Custodial Supplies

Document Destruction Services

Electrical Equipment. Supplies and Service

Medical

MNewspaper Advertising

Office Furniture
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Note: 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
agencyspecific contracts issued by the Office of Purchasing & Contracting.

2. To search the page preS§sntrol + For select a category

A listof contracts opens:

Building Supplies

« |umber and Building Supplies

= LaValley Building Supply Inc, Contradg 34436

= Poulin Lumber, Contract 34441
* Hardwood Plywood

= Atlantic Plywood Corporation, Contract 36064
# Plumbing and HVAC Supplies

= Granite Group, Contract 30953

= F.W.Webb, Contract 31324

3. Click on thecontract numberto view a particular contradb see what is under contract for this
supplier:

CONTRACT :
State of Vermont
Buildings and General Services
Office of Purchasing & Contracting
100 State 5t
Montpelier VT 05600-3001
USA actiD Page
00000000000000000000344 36 1of 4
VendorID 0000053484 Contract Dates Origin
LaValley Building Supply Inc 0801/2017 1o 07/31/2010 cPE
PO Box 955 escription Contract Maximum
Rutland VT 057020955 CPS-LUMBER & BUILDING SUPPLIES $000,000.00
USA Buyer Name Buyer Phone Contract Status.
Brian Jon Benn: BO2iB28-2217 Approved
Phone #
Uit Max Max
ine & ltem ID ltem Desc uom Price Qty Amt
1 SPRUCE. 2X4xg EA 4.64000 000 0.00
2 SPRUCE. 2X4X10 EA B.58000 000 0.00
3 SPRUCE 2x4X12 EA 7 60000 000 00a
4 SPRUCE. 2X4X16 EA 10.54000 0.00 0.00
L] SPRUCE. 2X6XE EA 5.84000 0.00 0.00
L] SPRUCE. 2X6X10 EA 0.04000 0.00 0.00
SPRUCE. 2XBX12 EA 10.88000 000 0.00
] SPRUCE. 2XEX16 EA 12.68000 0.00 0.00
o SPRUCE. 2%8XE EA 028000 0.00 0.00
10 SPRUCE. 2X8X10 EA 10.54000 0.00 0.00
1" SPRUCE. 2x8xX12 EA 12.68000 000 0.00
12 SPRUCE 2XBX16 EA 18.87000 o000 00a
13 PRESSURE TREATED. 2X4X3 EA 8.00000 0.00 0.00
14 PRESSURE TREATED. 2X4X10 EA 7.38000 0.00 0.00
15 PRESSURE TREATED. 2X4X12 EA 0.08000 0.00 0.00
16 PRESSURE TREATED. 2X4X18 EA 12.33000 o000 00a
17 PRESSURE TREATED. 2X8X3 EA 8.27000 0.00 0.00
18 PRESSURE TREATED. 2X8X10 EA 11.21000 0.00 0.00
1 PRESSURE TREATED. 2X8X12 EA 13.46000 0.00 0.00
2 PRESSURE TREATED. 2X8X18 EA 17.73000 000 0.00
il PRESSURE TREATED. 2X8X8 EA 11.03000 000 0.00
n PRESSURE TREATED. 2X8X10 EA 1307000 000 00a
pee] PRESSURE TREATED. 2X8X12 EA 1741000 0.00 0.00
24 PRESSURE TREATED. 2X8X18 EA 22.24000 000 0.00
25 NO LONGER AVAILABLE EA 0.01000 000 0.00
26 PLYWOOD. 122" 4X8 EA 001000 000 00a
0SE: $20.23
CDX: 524.91

Requisitions ManualApril 2019 PagelOof 76


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

Enter a Requisition in VISION

Situations when this function is usedEnter a requisition when you need to purchase an item that the
{¢!1 ¢9 R2SayQi OdaNNByidfte KIZS I O2y iGN Ol F2NE A3
and has a dollar value greater than $3,500.00.

WorkCentemavigation: Purchasing WorkCeestt > Linkpagelet > RequisitionsAdd/Update Requisitions
Navigator Menunavigation: Purchasing > Requisitions > Add/Update Requisitions
TheRequisitionspage displays:

Requisitions

Find an Existing YValue Add a New Value

Business Unit|01110 |G,
Requisition |D |NEXT

Add

1. Business Unit Your default BU will appear in the Business Unit field
2. Requisition ID- Defaultsas NEXT
3. ClickAdd

TheMaintain Requisitiongpage displays:

Maintain Requisitions

Requisition
Business Unit 01110 Status Open g
maQuiSIion 10 NEXT Budget Status Not Chk'd
Requisition Name Copy From [JHold From Further Processing
Header (2
*Requester Q,

*Requisition Date [11/28/2018 B Requester Info

Origin Q

* - ushD
Currency Code Dollar

Accounting Date |11/23/2013 [

Requisiion Defaulls  Add Comments Amount Summary

Requisition Activities

Total Amount 000 UsSD

Requisition Name If nothing is entered, th&equisition IDwill populate this field

Requester- If nothing defaults click the magnifying glass and select pauare

Requisition Date Will default in as current datedO NOTchangethe date

Origin-IFT 82 dzNJ RSLIi® 2NAIAY O2RS R2SayQi RSTI dz
Accounting Date Will default in with the current dateDO NOTchange the Accounting Date

© N o g &
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Add ltems From (2
Purchasing Kit Catalog
[tem Search Requester ltems
Line (7 Personaize | Find | View All | &1 B mst @ 1o 0 Last
Details || Ship To/Due Date | Status | Supplier Information || ltem Information | Aftibutes | Confract | Sourcing Controls
Line Item Description Quantity *UOM Category Price gls:'gm:dise Status
163 @ [Snow Removal @ & jooooo EA @ 88172 |@ [1,0000000 0.00 Open O EE D!
View Printable Version *Goto _More... ﬂ
/Save ||[&] Notify ||&* Refresh + Add
9. Description-Te LIS Ay U0KS
be specific

RSAONALIIAZ2Y 2F AdGSYoao

2 NJ
10. Quantity - Enter the quantity needed

11.Unit of Measure- Enter a unit of measure for the item or service or click on thegnifying
Glassto select from a list of values

12.Category- Enter the 5digit category the item or service most closely relates to or click on the
magnifying glass and select from the lisvafues

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

14.If additional lines are needed click the plus sigat the end of the line
AMessagevindowopend a { Ay 3 K2 g

YIye FRRAGAZ2YIE tAySa &2d
Script Prompt: oK
Enter number of rows to add:
Cancel
I
15. Enter the number of rows to add
16.ClickOK
Line (2 Personalize Fi“dl‘«"iexﬂ'AIl\LQ First ' 1-20f2 '} Last
Details || Ship To/Due Date || Status || Supplier Information || [tem Information || Affribuies || Coniract | Sourcing Controls
Line Item Description Quantity “UOM Category Price K‘Iﬁ:gﬂ:rdise Status
16 @, [Snow Removal @ & 1000 EA |Q 8172 @ [1,000.00001 1,000.00 Open Qm El HE
2B Q & [ooo00 Q Q 0 0.00 Open @ B R
View Printable Version *Goto _More... v
17.0nce all lines have been entered click on §wneduldcon
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You are returned to thdlaintain Requisitiongpage:

Maintain Requisitions

Schedule
Business Unit 01110 Requisition Date 10/26/2018
Requisition 1D NEXT Status Open
Return to Main Page
Line Find | View All First ‘&' 1of1 ‘b Last
Item Snow Remaoval Quantity 1.0000 Each Merchandise Amt 1,000.00 USD
Schedule Personalize | Find | View All | £ B First ‘4’ 1of1 b Last
Details
Sched *Ship To Quantity Price Mercgﬁ‘g&ﬁ Due Date Aftention To Status
1 Fé. PAOTBYQ =71 1.0000 1,000.00000 1,000.08 11/15/2018  [[z1] | Jarvis, Tanya g Active =]

18.Ship To LocationEnter a ship to locatiorihe following format exists in Purchasing for Ship To
locations:

1 P = Purchasing

1 FM = Origin Code for the Agency/Department

1 MTP = Abbreviation for city/town

9 001 = First location for that origin code in the city/town

19.Due Date- Ente a due datejf 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.

20. Click theDistribution icon
The followingMessagewill open

Message

Price will be ovemridden by system calculated price when changing Ship To Location

A change to the ship to can result in a price change, a sales and use tax recalculation, or a VAT recalculation.

OK

21.ClickOK
A secondMessagewill openif the Due Dateis more than 30 days in the past or futyre

Message

Warning -- date out of range. (15,9)

The date entered is either more than 30 days in the past or 30 days in the future. This is not normally frue for this date. Either acknowledge that the date is
OK, or correct the entered date.

22.ClickOK
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You are returned to thdlaintain Requisitiongpage

Maintain Requisitions
Distribution
Requisition ID NEXT Item
Line 1 Status Active
Schedule 1
Ship To PAOTBARDD1 Quantity 1.0000 A
*Distribute By | Amount ¥ Open Amount 1,000.000
Merchandise Amt 1,000.00 USD
SpeedChart Q Multi-SpeedCharts
Distributions Personalize | Find |V’|ewz\\||@| E First ‘4 10f1 ‘&' Last
Chartfields || Details | AssetInformation || Budget Information | [F=R
Distrib Status Percent T;rgll:g;\d\se GL Unit Account Fund Dept Program Class Project Affiliate
1 0pen 100.0000)  [1,000.00 01110 |@, [s10300 |@, Q Q Q Q Q Q &l =]
1
0K I Cancel Reiresh
23.Enter the appropriatehartfield datafor your department
24.ClickOK
TheSchedulepage displays:
Maintain Requisitions
Schedule
Business Unit 01110 Requisition Date 10/26/2013
Requisition ID NEXT Status Open
Return to Main Page
Line Find | View All First ‘4’ 10of1 ‘»' Last
1 Item Snow Removal Quantity 1.0000 Each Merchandise Amt 1,000.00 USD
Schedule Personalize | Find | View Al | £ E First ‘4’ 1of1 ‘b Last
Details
Are - 5 Merchandise .
Sched Ship To Quantity Price Amount Due Date Attention To Status
1B PACTB{Q =1 1.0000 1,000.00000 1,000.00 [1115/2018 |[H] |Jarvis, Tanya = Active =]
Add Ship To Comments
GlSave ||[¥]Notify | =% Refresh [ % Add || 2] Update/Display

25.Click theReturn to Main Pagéink

Maintain Requisitions

Requisition

Business Unit 01110
Requisition ID NEXT

Requisition Name | Amount Only Snow Removal Copy From

Header (2

“Requester TJARVIS Q Janis Tanya

*Requisition Date 10/26/2013 B Requester Info

origin |FM
*Currency Code USD

Q Finance & Management

Dollar

El

Requisition Defaults Add Comments

Requisition Activities

Accounting Date | 10/26/2018

Amount Summary

g
7

[ Hold From Further Processing

Status Open
Budget Status Not Chk'd

7

Total Amount 1,000.00 USD

26.Click theAdd Commentdink
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TheHeader Commentsvindow opens:

Header Comments

Help
Business Unit 01110 Requisition Date 10/26/2018

Requisition ID MEXT Status Cpen

*Sort Method | Comment Time Stamp

v *Sort Sequence | Ascending v Sort

Comments Find | View Al First ‘4 1of1 '}/ Last
Use Standard Comments Comment Status Active NEENIEE (+]
Snow Removal as requested by Agency (E1A

&% send to Supplier
LI Show at Voucher

(] show at Receipt

Associated Document

Attachment Email

From = REQ 01110-NEXT

OK Cancel Refresh

27. Add comments that relate to the Requisition as a whtiles important to be specific about your
delivery requirements as théems may be delivered by an independent compagie. Inside
delivery is required to the'8Floor, only accept deliveries on Tues & Thurs betweeB, b2cause
of loading dock location deliverieannotbe accepted by anything larger than a box truck)

28.0nN0S &2dzQ@S Sy iSNBR $SeKdSo 0gphheoh&kbixa OKS O] G KS

29.To add an attachment to the Requisition, cligkach on the Header Comments Page
AFile Attachmentwindow opens:

File Attachment

Help|

Browse. ..

Upload 'l cancel

30. ClickBrowseto search for files to choose to upload asatachment.Note that you can select
files on local or network drives that your computer has access to
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TheChoose a Filevindow opens:

(& Choose File to Upload X
- v 4 m > ThisPC > Desktop > ~ O Search Desktop »
Organize ~ New folder - m @
Name Date modified Type Size ~
v 3 Quick access
& Wire Advice 1/23/2018 11:25 A PDF File SK
m Desktop
2 W9 Form 3/20/20189:36 AM  PDF File 128K
4 Downloads - o
VT Payment Warrant Report 4/6/2018 1256 PM  PDF File 7K
& Documents @ Title 7/26/2016 11:19 A Microsoft Word D... 20K
= Pictures 1 Setup Task List All Modules 3/7/2018 248 PM  Microsoft Excel W. 69K
& Music 2 porfq01_8773946 12/11/2017 430 PM  PDF File 7K
8 Videos ISR ] 12/11/2017 3:49 PM  PDF File 7K
. 2 pocnt100_8773940 12/11/2017 3:57 PM  PDF File 7K
Z& OneDrive
ﬂ Microsoft Edge 5/14/2018 11:09 A Shorteut 2K
& This PC £ INS9090_9188186 CH2 06082016 6/8/2018 4:46 PM  PDF File 37K
% INS9090_9188185 CH2 06082018 6/8/20184:47PM  PDF File 19K
¥ Network - v
< >
File name: | | A Files () -

31.Select the file and click thepenbutton
You will be returned to the File Attachment page with the filene selected defaulted in

File Attachment

Help

C:AUsers)

ohn.kennerknecht\Desktop\W9 Form.pdf

Browse...

Upload

Cancel

32.ClickUploadto upload your attachment to the Requisition.
Youare returnedto the Header Commentpage and the attachment is displayed in thesbciated

Documentsection

Header Comments

Business Unit 01110

Requisition ID NEXT

*Sort Method | Comment Time Stamp hd

Comments

Requisition Date 10/26/2018

Status Open

“Sort Sequence [Ascendng V] sor

Find | View All First ‘&) 1of1 &' Last

Help

Use Standard Comments

Comment Status Active

Inactivate [+]

Snow Removal as requested by Agency

el

Ml send to Supplier
[_] show at Voucher

[ show at Receipt

Associated Document

Attachment Favorites.vssx

WView

Delete Email

From -= REQ 01110-NEXT

1
OK I Cancel

Refresh

33.0nce all comments and attachments have been entered Cli¢at the bottom of the page
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Add Items From (7
Purchasing Kit Catalog
[tem Search Requester ltems
Personalize | Find | View All | 2| B st @ 1202 ® Last
Sourcing Controls

Merchandise Status

Line (2

Details | Ship To/Due Date || Status || Supplier Information || [tem Information || Aftribufes || Confract

Line ltem Description Quantity *JOM Category Price Amount
1B @, Snow Removal € 1.0000 EA | [96172 @ [1,000.00001 1,000.00 Open (o) & S ] =]
2B Q & 0.0000 Q Q 0 0.00 Open [G):E ES) B =]

\View Printable Version “Goto . More.. ™

Glsave ||[¥]Notify | |£ Refresh » Add

34.Click theLine Commentgcon for specific information about the line item(s)

Line Comments
Help

Business Unit 01110 Requisition Date 10/26/2018

Requisition ID NEXT Status Open Line 2

*Sort Method | Comment Time Stamp A *Sort Sequence | Ascending w Sort
Comments Find | View All First ‘4 10f1 ‘&' Last
Inactivate ]

Use Standard Comments Comment Status Active

Use Item Specifications

Snow Removal as requested by Agency

Wl send to Supplier I [ show at Receipt

L] Show at Voucher

Associated Document
Aftach VIEAN Delete Email

Attachment

From -= REQ 01110-NEXT

OK Cancel Refresh

35.AddLine Commentshat are specific for the requisition line
36.hy OS &maled théScomments check thgend to Suppliecheckbox

37.To add an attachment to the Requisitibne, clickAttach

AFile Attachmentwindow opens:

File Attachment

Help|

Browse...

| Upload " cancel

38.ClickBrowseto search for files to choose to upload as an attachment. Note that you can select
files onlocal or network drives that your computer has access to.
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TheChoose Filavindow opens:

(=2 Choose File to Upload X
“— ~ 4 m > ThisPC > Desktop > v O Search Desktop pa
Organize ~ New folder =~ m @
Name Date modified Type Size “
~ 3t Quick access
% Wire Advice 1/23/2018 11:25 A PDF File 5K
m Desktop
& W9 Form 3/20/2018 936 AM  PDF File 128 K
s Downloads - o
VT Payment Warrant Report 4/6/2018 12:56 PM PDF File 7K
& Documents @) Title 7/26/2016 1119 A Microsoft Word D... 20K
= Pictures B Tosteise s tbacer 3/7/2018 248 PM  Microsoft Excel W... 69K
$ Music I % porfg01.8773946 I 12/11/2017 430PM  PDF File 7K
@ Videos o8 sl T soE 12/11/2017 3:49PM  PDF File 7K
£ pocnt100_8773940 12/11/2017 3:57 PM  PDF File 7K
& OneDrive
E Microsoft Edge 5/14/2018 11:09 A Shortcut 2K
= This PC % INS9090_9188186 CH2 06082016 6/8/2018 4:46 PM PDF File 37K
% INS9090_9188185 CH2 06082018 6/8/2018 447 PM PDF File 19K
b Network = v
< >
File name: | ~| |anFites ¢ v
Cancel

39. Select the file and clicdkpen
You will be returned to th&ile Attachmentwindow with the file name selected defaulted:in

File Attachment

Help

| Upload |||

hn.kennerknecht\Desktop\W9 Form.pdf

Browse...

Cancel

40.ClickUploadto upload your attachment to the Requisition
Youarereturnedto the LineComments pagand the attachment is displayed in the Associated

Document section

Line Comments

Business Unit 01110

Requisition ID NEXT

Comments

Use Standard Comments
Use Item Specifications

*Sort Method {[E T LRl hd

Requisition Date 10/26/2018
Status Open

Line 1

“Sort Sequence sor
Find | View All First ‘4 1of1 &' Last
Comment Status Active NEHER ]

Snow Removal as requested by Agency

Bl

M send to Supplier
[ show at Voucher

Associated Document
Attachment Favorites.vesx
From -= REQ 01110-NEXT
OK

Cancel Refresh

[ show at Receipt

Attach WView

Delete Email

Help

41. ClickOK
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You are returned to thdlaintain Requisitiongpage:

Maintain Requisitions

Requisition

Business Unit 01110
Requisition ID MEXT

Header (7
*Requester TJARVIS
*Requisition Date | 10/26/2012
Origin |FM
*Currency Code USD

Requisition Name /Amount Only Snow Removal

Daillar
Accounting Date | 10/26/2018 [
Requisition Defaults Edit Comments Amount Summary (2
Requisition Activities
Total Amount 1,000.00 USD
Add ltems From (#
Purchasing Kit Catalog
Item Search Requester ltems
Line (7 Personalize | Find | View All | &2 =] First ‘& 1of1 &/ Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Item Description Quantity *UOM Category Price :l;:;s:‘nuise Status
1B Q, |Snow Removal @ & 1.0000 EA |Q (86172 Q, [1,000.0000( 1,000.00 Open i = El =
View Printable Version *Go to _More [v]
olSave ||[=]Notify ||2¥ Refresh + Add

g
=

[ Hold From Further Processing

Status Open
Budget Status Nof Chk'd

Copy From

Q Jarvis, Tanya
B Reguester Info

Q Finance & Management

42.Add Commentdink changed tddit Comments

43.Line Commentscon
44.ClickSave

is no longer empty

Follow specific controls within in your department for approval and budget checking.
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Enter a Requisition with Split Funding

Situations when this function is usedEnter a requisition when you need to purchase an item that the

{¢1 ¢9 R2SayQi OdNNByidfe KIFgS I 02y iathadiy BEPANE A 3

has a dollar value greater than $3,500.00, and has more than 1 funding source.

WorkCenternavigation: Purchasing WorkCenter > Lirgaggelet >Requisitions> Add/Update
Requisitions

Navigator Menunavigation: Purchasing > Requisitions >dAdpdate Requisitions
TheRequisitionspage displays:

Requisitions

Find an Existing Value Add a New Value

Business Unit 01105
Requisition ID NEXT

“

Add

Your default BU will appear in the Business Unit fidlde Req ID will default as NEXT.
1. ClickAdd
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The Maintain Requisitiongpagedisplays:

Maintain Requisitions

Requisition
Business Unit 01105 Status  Open
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name Copy From Hold From Further Processing
Header (2
*Requester ETEST Q Ella Test
“Requisition Date [12/02/2013 By Requester Info
Origin D1l 2 Dept of Info & Innovation
*Currency Code usD Dollar
Accounting Date [12/02/2018 i
Requisition Defaults Add Comments SIS ENIIEL
Requisition Activities Total Amount 0.00 UsD
Add ltems From (;
Purchasing Kit Catalog
Item Search Requester ltems
Line (¢ Personalize | Find | View All | &4 | [ First ‘4" 10of1 ‘& Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls | [F=5%)
Line Item Description Quantity *UOM Category Price gﬂ;rocll;l::'lc\ise Status
1B f Lasermate 20 Offine | 20 €8, [1.0000 EA @ [F0099 Q 50 0.00 Open (@N=:] €l + =
View Printable Version *Go to ._More v
2. Requester- If nothing defaults click thenagnifying glass and select your name
3. Requisition Date Will default in as current datddO NOTchange date
4. Origin-IF @ 2dzNJ RSLII 2NRIAY OR&RSyiNBREaSsio geteét it fRIS & listdzt G A
5. Accounting Date Will default in withthe current date DO NOTchange the Accounting Date
6. Description-Te LIS Ay GKS RSAONARLIIAZ2Y 2F AGSYoao 2NJ a
be specific
7. Quantity - Enter the quantity needed

Unit of Measure- Enter a unit of measure for the item @ervice or click on thielagnifying
Glassto select from a list of values

9. Category- Enter the 5digit category the item or service most closely relates to or click on the
MagnifyingGlassand select from a list of values

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

11.Click on thetto add a line
The followingMessageopens:

fintraining.erp.vermont.gov says

Enter number of rows to add:

1

f—

12. Enter the number of lines to add
13.dick OK
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Line 2is added

ltem Search Requester ltems
Line (7 Personalize | Find | View All | @ First ‘4 1-20f2 */ Last
Details || Ship To/Due Date || Status || Supplier Information || Item Information || Aftributes || Contract || Sourcing Controls | [E
Line Item Description Quantity *UOM Category Price K‘;‘rgﬁt"dise Status
1R Q [Lasermate 20 Omine | @ B [1.0000 EA |q [To0gg @, | 50.00000 50.00 Cpen [hy=} [2 ] [=]
2= Q A B p.oooo Q Q 0 0.00 Open [N =) ES] ] [=]

14.Enter description, Quantity, UOM, Category, Price the sameyaayentered line 1

The following varningMessageopens:

Message
Warning - The item description entered : LASERMATE 20 OFFLINE BASE W/NESTER SERIAL #379 is on another Requisition Line
(10105,8)

The item descriptions that you have specified also appear on ancther requisition line. You can have two separate requisition lines using the

same descriptions, but you may want to consolidate information for the two lines

QK

15. ClickOK

Line Personalize | Find | View Al | L2 E First ‘&' 120f2 b Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Centrols iﬂ
Line Item Description Quantity *Uom Category Price l!;‘lﬁ]r;lljl:?dise Status
1R @, [Lasermate 200fine | 21 €3 [1.0000 EA |q ([ro099 Q 50.00 Open = =
-3 @ [Lasermate 20 0fine | 2 € [1 0000 EA |Q |[ro099 Q 50.00 Open ] [=]
16.Click on thescheduldconfor Line 1
TheSchedulepanel opens foLine 1
aintain Requisitions
Schedule
Business Unit 01105 Requisition Date 127202018
Requisition D NEXT Status Open
Return to Main Page
Line Find | View All First ‘& 10f2 '}/ Last
Item Lasermate 20 Offine Quantity 1.0000 Each Merchandise Amt 50.00 USD
Schedule Personalize | Find | View All | 21 | [ First ‘4’ 10f1 b/ Last
Details
S . . Merchandize :
Sched Ship To Quantity Price Amount Due Date Attention To Status
1 & [PoumTie, = [1.0000 50.00000 50.00 [01/20/2019 |5 |Ella Test T Acti-.-'e +] [=]

17.Ship To Enter ship to location
18.Due Date- Enter due date
19.Click orthe Distribution icon forLine 1
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The followingMessageopens:

Message

Price will be overridden by system calculated price when changing Ship To Location

A change to the ship to can result in a price change, a sales and use tax recalculation, or a VAT recalculation.

oK

20.ClickOKF YR @SNAFe GKI G LINAOS RARy QG OKIFy3S
TheDistribution page displays:

Distribution Details

Viaintain Requisitions

Distribution
Requisition ID NEXT Item Lasermate 20 Offiine
Line 1 Status Active
Schedule 1
SI'\E To _PDIMTRO01 |nformatio Quantity 1.0000 Ea
I *Distribute By | Quantity v Open Quantity 1.0000
Merchandise Amt 50.00 USD
SpeedChart C Multi-SpeedCharts
Distributions Persanalize | Find | View All | 2| =] First ‘& 10f1 & Last
Chartfields Details Asset Information Budget Information
Distrib  Status Percent Quantity :‘:{oﬂ:‘ﬁ‘”"i“ GLURt  Account Fund Dept rogram Class Project Afiiliate
1 Open 100.0000 1.0000/ 50.00 01105 | 22400 @ a a a aQ [s% aQ -

21.Distribute By - Defaults in afQuantity
22.Fund- Enter Fund

23.Dept ID- Enter Dept ID

24.Click on thet button to add a row

The following Mssage opens

fintraining.erp.vermaont.gov says

Enter number of rows to add:

1

25. Enter number of rows to atl
26.dick OK
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Distribution for Line 2opens

|
27.0n Distribution line 1 enter 50 in Percent field
28. Quantity and Amount of line decrease by 50%
29.0n Distribution line 2 enter 50 in Percent field

30. Account- Enter account
31.Fund- Enter fund
32.Dept ID- Enter department ID
33.ClickOK

You are returned to th&chedulepage:

34.Under Lines, clickiew All
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