Requisition Guide for Requesters
ﬁSTATE UNIVERSITY

Oracle Financials

Requisition Guide

For Requesters

Office of Procurement

Alan Snyder Krista Warnick
301-687-4243 301-687-4242
arsnyder@frostburg.edu kawarnick@frostburg.edu




PeopleSoft Sign On
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Sign In

English

Requires a User ID & Password
Case sensitive (upper/lower)
**Note** - your User ID is associated with almost every transaction you make



Requisition Manual for Reguesters

Basic steps for Requisitioning

Header — Requisition Defaulits {applicable fo entire requisition)

1. Default / Override
Use the Override if the charge is to be different than what populated. Verify that the
distribution has been brought in successfully. If a default did not populate or needs
changed, please add dept or project, program and fund.

2. Buyer: Enter Alan Snyder

3. Select the recommended supplier for the entire requisition

Line Hem

4. Choose an ltem
(Items correspond to an account. This will populate the account on the line
distribution)

5. Blank out populated description and create a detailed description for the item to be
requested

6. Enter the quantity, unit of measure, and price

Distribution {specific to individual line)

7. Verify that the default distribution has been brought in successfully
8. If distribution needs to be changed,

- Department/Project: change to desired department (Make sure Program and
Fund are changed to match the Department or Project number selected)

Compieting the Requisition Process

9. Header Comments

10. Attachments

11. Save the requisition

12. Budget check the requisition
13. Submit for approval



Entering Requisitions

PS Menu Navigation

Click on the following menu navigation

Navigation Main Menu>Purchasing>Requisitions> - Add/Update
Requisitions

A page similar to the illustration below should appear on your screen:

ORACLE
Favortes + | ManMeny ~ > Puchasing- > =3 A,

Nwwn@[m'a[ﬂ

Requisitions

Eind an Exising Value | Add a New Value

Business Undt FROST Q
Requisition ID NEXT

Add

Fingdl an Existing Value | Add a New Value

Click ADD

This is the same page you will use to retrieve Existing Requisitions (under
the “Find Existing Value” tab.



Your Next Screen Should Look Like This

ORACLE’

Favortes = ManMenu v 3 Puhasing~ > * 3 Ao

| New Window | Help | Perscnatize Page | B

Maintain Requisitions

Requisition
Business Unit FROST Status  Open Ce
Requisition ID NEXT Budget Status Not Chicd L3
Reavision Neras. Cogpy From 7 Hold From Further Processing

Header (3
*Requester kawamick
“Requisition Date 05/082015

Q Krista A Warnick
B Requester info

Origin DAL Q Azcounts Payable Vouthers
*Currency Code _—
Accounting Date 05/0872015 i
Requisition Defaults Add Comments Amount Summary 2
Requisition Activities e T
e Porsonaize | Find [ViewAd [E2] B8 Fist  q0t1 b Last

Datails | Shy fdumnr.n Status || Suppbet Information || Jtem Information | Aftrbutes || Coniract || Sourcing Controls | [FT

Description Quantity ‘woM  Category P e
a & Bo EA 1Q 2ZWAY 0 500.00 Open om % +] =]
View Approvals ‘Golo _More =

[hAdd 5] UpdateiDispiay

The information between the Header and Line is Header information and pertains to the
entire Requisition.

Requester: Should contain your User ID with your name displayed beside it.

Req Date: Defaults in as today’s date. This date will only be changed if a
Requisition has been on hold for more than one day. The date
should be changed to today's date so that the requisition will truly
represent the date that the request was made.

Origin: Defaults from your User ID setup.
Currency: USD - will always be USD
Accounting Date: Defaults in as today’s date.

Click on the blue hyperlink Requisition Defaults




This should be your next screen

Regquisition Defaults
Help
Business Unit FROST Requisition Date 05/04/2015
Requisition 1D NEXT Status Open
Default Options ' ?
@ befaurt If you select this option. the default values entsred on this page are treated 35 part of the defautting logic and are

only applied if no other default vaiues are found for each field. If default values already exist in the hierarchy. they
are used, and the values on this page are not used

W vermae If you select this option, all default values entered on this page override the defauit values found in the default
hierarchy, only non-blank values are assigned
Line
Buyer Q Unit of Measure Q
Supplier Q Supplier Location Q
Category Q Supplier Lookup
Schedule
Ship To RECV Q, Central Receiving *Distribute By Quantity [3
Due Date il
Ultimate Use Code Q
Attention To One Time Address
Distribution
SpeedChart
Distributions Personalize | Find !\’tewM|@\ E First ‘& 10of1 ' Last
Details  Asset Information
Dist Percent GLUnit  Dept DCEu  Project Activity Account Frogram Fund  BudgetDste  Location IN Unit
1 FROSTQ Q Q Q Q Q Q, 05/042015 i§ ST Q Q =

oK Cancel Refresh

Default Options: See explanations

Override: Click this button if you want the whole requisition to override
with a new department or if the department did not default.



Requisition Defauits

Help
Business Unit FROST Requisition Date 05/04/2015
Requisition ID NEXT Status Open
Default Options (2
ié;PthH If you select this option, the default values entered on this page are treated as part of the defaulting logic and are
only applied if no other default values are found for each fieid. If default values already exist in the hierarchy, they
are used. and the vaiues on this page are not used
P CveTRle If you select this option, all default values entered on this page override the default values found in the defauit
hierarchy, only nen-biank values are assigned
Line
Buyer Q Unit of Measure Q
Supplier Q Supplier Location Q
Category Q Suppiler Lookup
Schedule
Ship To RECV Q, Central Receiving *Distribute By Quantity =
Due Date i)
Ultimate Use Code Q
Attention To One Time Address
Distribution
SpeedChart
Distributions Personalize | Find | View All | (el E‘ First 4 10of1 & Last
Deftails = Asset Information
Dist Percent GLUnit  Dept fepus  Project Activity Account Program Fund  BudgetDate  Location IN Unit
1 FROSTQ, Q Q Q Q Q @, 05042015 i) ST Q Q, =
OK Cancel Refresh

Buyer:

Enter Alan Snyder

Click the magnifying glass. Enter the supplier under short name and
click Look-Up. Once you found the supplier click on the supplier
name. You should now be back to the above screen and the supplier

Supplier:

name should now be displayed in the vendor box. (additional
supplier instructions on following pages)

Category: This will be entered on the Maintain Requisition screen, no need to

enter it again.

Unit of Measure: This will be entered on the Maintain Requisition screen, no
need to enter it again.

Location:  If you know the supplier you have chosen has various locations,

choose the correct location by clicking on the magnifying glass.

Ship To: This section defaults to (RECV) Central Receiving. No need to make

any changes.



Supplier Look Up Details

Hetp

Supplier Search
“Search Critaria

HNeme ) Short Hame

Alternate Supp Name
Gy . sae A
Counlry . aQ fostal o
cass R e Q@
waraows T

L Seach T BER®
Search Results #. T pommensize § Find iview ant 31 B At 4 et b taw |
Sei  SuppheriD tocaticn Address Short Supplisr Hama Supplier Hame Withhatding Applicelie
C
Supptier Detait Address
{0k ]! cancel | Refmsh |

Enter the first few letters of the supplier name in the Short Name field.

Then click “Search”

Every supplier in the financial system with that name should appear in the Search

Results section. Once you find the one you want, click the little box to the far left
of that supplier name.

Then click “OK”




Distribution Instructions on Default or Line Distribution

Distributions

Percent: This is the percentage of each line that will be charged to the
Account/Department that is listed on the same line.

GL Unit: FROST — this will always be FROST.
Department: Enter the department number,
Project: Enter the project number. (Per line you have to choose either a

department or project — you can’t have both on one line)

When entering a Project, 2 additional fields are now required:
PC Business Unit — “FROST” {(all caps)
Activity 1D — “DEFAULT” (all caps)

Account: The GL account number to which the items on the line are
being charged (will default from the item).

Program: Enter the program number.
Fund: Enter the fund code.
Speedchart: Abbreviation of a combination of Dept/Program/Fund or

Project/Program/Fund. This will enable the user to select a
valid Dept/Program/Fund or Project/Program/Fund without
having to enter each field separately.

If all the information entered appears correct, Click OK



You should be back to the Maintain Requisitions Screen

ORACLE'

Favortes ~

hMaintain Requisitions

Requisition

Business Unit FROST
Requisition 1D NEXT
Requisition Name
Header 2
“Requester kawamick
*Requisition Date 05082015
Origin ONL
*Currency Code
Accounting Date 05032015

Requisition Defaults
Requisiion Activities

MainMenu ~ > Purchasing~ »

| New Window | Help | Personaize Page | B

=
L

I Hold From Further Processing

Status  Open
Budget Status  Not Chi'd
Copy From

Q Krista A Wamnick

B Requester info

Q. accounts Payabie Vouehers
Doitar

W

Ndd Comiments Amount Summary 2

Total Amount 50000 USD

Line 7 Personatze | Find | View At [E0 BB Fist 4 1001 % Last

Details Ship ToDue Date | Status Suppher Information || jtem Information || Altributes. || Coniract Soucing Controls

Line tem Description Quantity *YOM  Category Price m"“" Status

1B Q ® ®Bo EA @ 2WAY 0 500.00 Open om red s

View Printable Version View Approvals *Gato . More. =

[Esave |22 Relresh ShAcs 5] UpdateDispiay
Item: Enter item to be requested by clicking on the magnifying glass.
Description: The populated data can be deleted and then you can enter a

full description of the item you are purchasing

Quantity: Enter the full quantity of the item requested.

Unit of Measure:

Category:

Price:

Unit of measure is defaulted. If the UOM is different for this
item, use the magnifying glass to choose a different unit of
measure.

This will default from the item selected.

Enter the price for each unit, not the total price of the items,
but rather the individual cost of each item. The system will
calculate the total of the requisition.
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Check or Change Line Distributions using Icons

Maintain Requisitions
Requisition
Business Unit FROST Status Open 4
Requisition 1D NEXT Eiadt s Nt i =
Requisition Name Copy From [ Hoid From Further Processing
~ Header 2
“Requester kawamick Q krista A wamick
*Requisition Date 05082015 B Requester info
Origin ONL Q. accounts Payabie Vouchers
*Currency Code /%0 Doilar
Accounting Date 050872015 ]
s s P m—— Amount Summary |7
Rt Akl Total Amount 50000 USD
TR T pemonaus And [ Vew A BT B Pt @ rorn W Last
[ Detaits || sp ToDue Date | Staius || Suppiber informaton || jwm informaton || Atributes || Contract || Soureing Conirols | [
Line ftam Deacription Quantity UM Category Price. M'E wrigend Saus |
7 - R (O JlEA Q) 2WAY — 500000pen oo E S
View Printable Version View Approvals *Golo _ More. =

[Esave |2 Retresn

Click the Schedule icon

| New Wingow | Heip | Personalize Page

Maintain Requisitions
Schedule
Business Unit FROST Requisition Date 05082015
Requisition 1D NEXT Status Open
Retum o Main Page
Line . Find | View Al Fist 4 fof1 b Last
1 Mem FOOD_SERV_CHARTWhtract #100 Quantity 10000 Exn Merchandise Amt 53000 USD
Schedule Personatzz | Fina | View Al | 0 [ At & 101 % tast
Sched *ship To Quantity Price "'""‘"“" Due Date Attention To Swtun
1 B Recv 'Q & 10000 500 00000 50000 W kista Awamicl B 5 Acrve 23
Add Ship To Comments
[ B Ao || B UpeiniaDiaplay,_ |

Click the Distribution icon
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Distribution Details Screen

i Distnbution Detats
Help ]

FMzntam Reguistions
#] Distribution

Faquisition 1D NEXT Hetn FOCD_SERV_CHARTWELETaet FIG0
Line 3 Status  Astive
Schedule §
Ship To RECV CanytRee CQuantity 10000 ga
‘Dlswibute By Cuantty  [¥] Open Quantity 10000
Marchandise Aml £00.00 USD
SpeedChart Q Mutd-SpeadCharts
i3 | Distinutions . Permsndize | Find e s | E3) st 4 tert M Last
| | Chentexts - Qewis | Astiromolon | Bugmivormetor (R e
Distrp Status Pecoent apantity mfﬁ“ GLuniz Dagt 52“5 ux Prejast Astivity Azcount Progrem Fund
10pen 163.6007 10099 £00 GO OSSR Q. Q [+ Qoo Q _a Q 1)
{:...0% 0 Cawe . Refesh

You can add lines to distribute between various departments by clicking the +

*If you use Speedchart on the line distribution, the system will wipe out Quantity
& Account, so please note the account that was populated
from the entered “ltem”.

The quantity & account will need to be added back.

When finished, Click OK to get back then click “Return to Main Page”
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Click on the blue hyperlink Add Comments in the Header Section

Header Comments

Help
Business Unit FROST Requisition Date 05/04/2015
Requisition ID NEXT Status Open
*Sort Method | Comment Time Stamp [=f *Sort Sequence [Ascending  [~] S0
Comments Find | View All First ‘&' 1of1 '“® Last

Use Standard Comments Comment Status Active Inactivate H

[T] send to Supplier [Tl show at Receipt

[T] show at Voucher [C] Approval Justification

Associated Document

Attachment Attach Vel Delete Email

From -= REQ FROST-NEXT

OK Cancel Refresh

Enter comments in the comment box.
Please include things such as:

e Requesting Department Name and phone number

e If the PO needs fax or emailed, please indicate that along with the fax
number/email address and Name of contact person.

e Any other information you want to print on the PO should be entered
in the comment box.

Put check marks in the three small boxes under the comment section. IF YOU DO
NOT ENTER THE CHECK MARKS, COMMENTS WILL NOT PRINT!

Click: OK

13



Attachments

Header Comments

Business Unit FROST
Requisition ID NEXT

*Sort Method { Comment Time Stamp |k

Comments

Use Standard Comments

[C] show at Receipt
] Approval Justification

[Z] send to Supplier
[C] show at Voucher

Associated Document

Attachment
From -> REQ FROST-NEXT

OK Cancel Refresh

Requisition Date 05/04/2015
Status Open

*Sort Sequence |Ascending

Find | View All

Comment Status Active

Altach

El Sort
First ‘4" 1of1 ‘&' Last
Inactivate =+
a¢
_ Email

You have the option to place an attachment on your requisition.

This is a great place to add a copy of a quote or any other supporting

documentation you may have.

Click: Edit Comments
Click: Attach
Click: Browse

Now locate the document you want to attach and click UPLOAD.

If you add an attachment you need to indicate that in the comment box along

with your other comments.

Click: OK

14
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You have now entered all the information requested.
If everything is entered correctly you can Click SAVE.

You should now have Requisition # under Requisition ID.

ORACLE

Favotes | ManMens 5 Puchasngv > Reossboos~ ) AXGUsdse Requsions

|Mwm1m\chFmEE

Status Open _Ef

Business Unit FROST
Budget Status  Not Chi'd =

Requisition ID 0000025057

Requisition Name 0000028057 Copy From [ Hold From Further Processing
w Header 7
"Requester kawamick QA ksta A Wamick
*Requisition Date 050872015 B nequsster ink
Origin CNL Q. accounts Payanie Voueners
"Currency Code Dollar
Accounting Date 05/082015 H
» X - Ad - Amount Summary ‘1
Requisition Activities Total Amount 500.00 USD
Custom Fieids

Salect Lines To Display ‘7

Search for Lines
Line Q To Q Retrieve

Perscnalize | Find [View st |0 [ mist & 1011 M Last

Line
n-nil: Ship TofDue Date || §iatus | Suppher Information | _fiem information | Attributes | Contract. | . Sougeing Conrois
Line tem Description Guantity WOM  Category Prce Morthandit S
1 [ FODD_SERV_CHARTWQ, | Contract #100 & & 10000 EA O 2WAY 500.00000 500,00 Open (@]:] & 28|
View Printabie Version View Approvals "Goto _More =
Chaca 1) UpaseDpiay

{isave |2 Refsh

At this point the requisition is ready to be approved.

15



NEW STEPS!!

You as the requestor will now budget check the requisition before sending

it to your supervisor for approval.

ORACLE
Favomss~ | ManMenu = > Puthasng- ) Requstors> > AGS

Business Unit FROST
Requisition 1D 0000028057

Requisition Name 0000028057 Copy From

+ Header (2

“Requester kawamick Q Krista A Warnick

“Requisition Date 050872015 i Requester infa
Origin DAL Q. accounts Payable Vouchers
*Currency Code - Doitar
Accountng Date 05082015 W

Requisition Defaults Add Comments

Requsition Activilies
Custom Fieids

Line 2
Details || Snip To/Due Date | Status || Suppher Information || Jiem Information || Attribules || Conwract || Soujcing Conrois.
Merchandise

Sign out

]»iww!nﬁuwlueis Personalize Page | @

Status Ogen =
Budget Status  Not Chicd L]
[ Hold From Further Proc

Amount Summary (7
Total Amount 50000 USD
Select Lines To Display 2

Search for Lines
Line Q Te Q)

Retrieve

Personaize | Find [View A | 1 B At & 10tN\D Last

1 B FOOD_SERV_CHARTWQ, |Contract #100 @ 8 10000 EA Q 2WAY 500.00000 500,00 Open Qo e
View Approvals *Goto . More =
_ 1

View Printable Version
[Esave | Refresn

Click the Budget Check icon

16



ORACLE’

m

TPk

Maintain Requisitions
Requisition

Business Unit FROST
Requisition 1D 0000028057
Requisition Name 0000029057
+ Header 7
“Requester kawarnick
*Requisition Date 050872015
Origin ONL
“Currency Code |/
Accounting Date 05/08/2015

s Aot

Status  Open
Budget Status Vaiid

B %

Hold From Further Processing

Q' Krista A Wamick

B Roguester Info

Q. accounts Payabis Voushers
Doitar

| New Window | Heip | Parsonatize Page | I

5

Requisiton Detauits
Requisition Activities

o Amount Swhmary 3

sy i Total Amount £00.00 USD
. S pro.Egfumbrance Betance 50000 USD
Seleef Lines To Display 7
h for Lines
Une @ To a) Retriove

Line iz Personatize | Find [ View A | D [ Fst’ @ 1ot1 @ Last
Detalls || Ship To/Oue Date || Status | Supober information || jlem Aunbutes, | Contract | Sourcing Controls | [P
Line tem Cescription ‘WOM  Category Price. Mechandies. | soma
1 B FOOD_SERV_CHARTAQ, ‘Contract #100 ] EA @ 2WAY £00 00000/ 500,00 Open Cm 1] [ f]
Wiew Printabla Version View Approvals “Gate . More =
M3eva | ED Rotumio Seach | |2 Refresh BoAsd

Budget Status should now be “Valid”

If the requisition fails budget check you must contact the budget office (Denise x4593)
before sending the requisition on for approval.
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Submit for Approval

Maintain Requisitions
Requisition
Business Unit FROST Status Open F X
Requisition 1D 0000028057 Budget Status  Vaid
Requisition Neme 0000028057 [a] fom Further Processing
* Header 2
“Reauester Kiwamick Q. Krista A Wamick
“Requisition Date 05/08/2015 W Requeser info
Origin ONL Q. accounts Payabis Vouchars
*Currency Code | 50 Dottar
Accounting Date 050872015 5
Requstion Defaulls A Comments nt: Surmmary; \&
::“’"“’“ Akt Total Ameunt 0000 USD
Pre.Encumbrance Balance 50000 USD
Salect Lines To Display 7.
Search lor Lines
Line Q To Q Retrieve
Line iz Personaize | Find [View s [E0 | [ st 4 1001 b Lamt
| Detaits || Shio ToDue Date || Status | Suopher i Jtem Information | Atiributes || Contract || Soucing Controis | [T
Line hoen UOM  Category Price Jorchanciae | sume
1 [l FOOD_SERV_CHARTW EA Q@ 2WAY 500.00000 500.00 Open [ ]::] & &l =
View Printable Version Goto _More..
5%

Once the requisition has been budget checked and the status is “Valid” you need

to submit it for approval.

Click the “Submit for Approval” icon (')
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Once you submit for approval the status changes to “Pending.” The requisition

will automatically be sent to the approver assigned to the department/project

being charged.

Business Unit FROST Status Pending X
Requisition ID 0000028058 Budget Status  Valid
Requisition Name DDO0028058 73 Hold From Further Processing
+ Header 7
“Requester kawamick Q Krista A Warmick
“Requisition Date 05/1272015 ¥ Roquester info
Origin ONL Q. pccounts Payatie Vouchers
*Currency Code | =" Dotar
Accounting Date 05/122015 i)
Requisiton Defaults Add Comments Amount Summary |2
;x ) & aids Total Amount 100.00 USD
: Pre-Encumbrance Balance 100.00 USD
Select Lines To Display 2
Search for Lines
Line Q To @ Reneve
Line 7 Personatze | Find [View At | 3| B Frst 0 101y % Lawt
Detalls | Shig ToDue Dale || Status || Suppiier information |, jtem Informagion || Aiributes || Coniract. | Soursing Controls | [T
Line tem Descripton Quantity UOM  Camgory Price A""n:“"""' S
1 B 'sUPL_OFFICE @, Toner Cartridge @ B0 EA @ 3IWAY 100.00000 100 00 Pending cm & ==
View Printabla Version View Approvals *Goto . More. =
[fsave B RetwmioSearch £ Refresh YA

When the requisition is approved you will receive email notification.

AldT U e wis

- Message Adobe POF

Requisition ID “0000028059" Business Unit "FROSTBURG ST UNIVERSITY" Has Been "Approved” - Message (Plain Text)

=

The following requisition has been "Approved".

Requester: kawarnick

Business Unit: FROSTBURG ST UNIVERSITY
Requisition ID: 0000028059

Requisition Name: 0000028053

Date: 2015-05-12

= - x = . = 3 1 & -
4 1gnore x & Ll £3 Smeeing A FEWPROLECTS: () T Marapey 23 i rues :aa S L Y A% #h i q
33 Team E-mail + Done == 3 oneHote == ) Related ~
= Delete  Reply Re Forward B, - ¢ — Move Assign Mark Categorize Follow | Translate Zoom

& unk o Renly BaMorer oy ReplysDetete i Create New =] | M3 B adions | Pokare Unread o 2 T g selea~

Delete Respond Quick Steps Move Tags " Editing Zoom
From: Alan R Snyder Sent: Tue 5/12/2015 10:5¢
To: Krista Wamick
Cc
Subject: Requisition ID 0000028059 Business Unit "FROSTBURG ST UNIVERSITY” Has Been “Approved”

You can navigate directly to the approval page for more informaticn by clicking the link below.

https://fin9devweb.frostburg.edu/psp/FINDEV/EMPLOYEE/ERP/c/PY MAIN MENU.PV_REQ APPROVAL.GBLPAction=U&BUSINESS UNIT=FROSTE&REQ ID=0000028059
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Printing Requisition

Maintain Requisitions
Requisition
Business Unit FROST
Requisition ID 0000028057
Requisition Name D000028057
* Header 7
*Requester kawamick
*Requisition Dats D5/08/72015

|Newmm |m§m]

Status Open o X
Budget Status  Valid

[T Hold From Further Processing

Q Krista A Wamick
B Requesterinio

Origin ONL Q. accounts Payatie Vouchers
*Currency Code /57 Doltar
Accounting Date 050872015 o)
Requisition Defaults  Add Comments Amount Summery &
iGN A Total Amount 50000 USD
b Pre-Encumbrance Balance 500.00 USD
Select Lines To Display ¢
‘Search for Lines
Line Q To O S rubivs

Line 7
| Details WM&M W Wlm
Line ttem Description

1 [ FOOD_SERV_CHARTWQ, |Contract #100

Personaize | Find | view a1 | 9] [

Fiest ' tof1 % Last

@ & 1o A Q 2way 500.00000 500,00 Open Ow = =3
Goto _More... =
B aoa | (BN SR

If you wish to print the requisition click the View Printable Version blue hyperlink
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Canceling a Requisition

Navigation | Purchasing>Requisitions> Add/Update Requisitions>Find an
Existing Value

ORACLE

Favortes » e gt g > < >

Sign out

| New Window | Help | Personaize Page |
Maintain Requisitions

Requisition
Business Unit FROST Status Open T 4
Requisition 1D D0D00280ST Budget Status Vakd

Requisition Name (0000028057 [} Hold From Eafther Processing

Header (7.

"Requester kawarnick Q. erista A warnick

*Requisition Date 0508/2015 SR,
Origin ONL

*Currency Code

Q Accounts Payable Vouchers
Dokar
Accounting Date 050872015 e
Requisition Defauts Add Comments Amoyp( Summary 7
Requisition Activities

Total Amount 50000 USD
Document Status

Pre-Encumbrance Balance 500.00 USD
Select Lines To Display 7
Search for Lines

Line Qa To Q Retneve
Line 7
Detaits . Ship JoDue Date | Status || Supplier

Personalize | Find [View A | 31 B, Fist & tor1 W Last
tion || Jiem Information Attributes_ || Conlract || Sougcing Controls f""g)

Line her Quantity oM Categery Price Yoot Stama

1 B FOOD_SERV_CHARTW s & & 10000 EA 1@ 2WAY 500 00000 500,00 Cpen om = ==
View Printable Version View Approvals "Golo . More [=
Hisave @ Retumto h <% Refresh s Agd

In order to Cancel a Requisition you must be looking at the Requisition you want
to cancel. If you have been working the Requisition and it is still in front of you
then you can proceed directly to Cancel. If not, use the navigation steps above to
Find an Existing Value. Enter the Requisition ID (remember to always add 00000
before your requisition ID) and proceed to cancel.

Verify that the Requisition in front of you is the Requisition you wish to delete.
Click the Cancel button (looks like a big X)
You will get a message that asks if you want to proceed, if so, click Yes.

The Cancel takes effect the minute you click Yes.
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Tracking the Approval Process

You can now see where the requisition is in the approval process by clicking the
View Approvals hyperlink

Maintain Requisitions
Requisition
Business Unit FROST Status  Pending X
Requisition 10 0000028031 Budget Status Vakd
Requisition Name 0000028031 [ Hotd From Further Processing
¥ Header i7

*Requester cboone Q Carta L Boone
“Requisition Date 021252015 I~ r——
Origin ONL U accounts Payabie Vouchers
“Currency Code Solar

@

Accounting Date 027252015

Req Detau Add C Amount Summary 7.

Reqursition Actwvibes

Total Amount 250000 USD
Document Status 2500000
Q Retneve
Line 12 Personaize | Find [view s | ] B st ¢ 1001 @ Last
| Detalls = Ship ToDue Date || Sistus || Suoplier information Sougeing Controls
Line item Descripton Quantity ‘YoM  Category Price m""“’"““"‘ Status
1 [B SERV_OTHER @ Bianket PO for Cabie 1 £ 10000 YRS @, 2WAY 2,500, 0000 2,500.00 Pending O m [r:) Hi=
View Printable Version iew Approvals) *Golo  More =

[@save | Zh RetumioSearch | Refresh L s I
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Window opens to show if the requisition has been approved by the Dept Manager

The example below is pending approval.

Example below shows requisition has been approved and sent to Krista to be
rolled to a PO.
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Tracking the Requisition through Document Status

| pew wingow | Hein | Personaize Page | B

Maintain Requisitions
Requisition
Business Unit FROST Status - Acproved Pl
Requisition ID 0000028540 Budget Status Vaid
Riquishion Nase 0000028540 1 Hold From Further Processing
~ Header (%
“Requester kawamick Q Krista A Warnick
*Requisition Date 04202015 B pequastericio
Origin ONL Q Accounts Payabie Vouchers
Currency Code USD Dollar
Accounting Date 04/202015 cl
Amount Smary ‘4
Requisition Defaults Edit Comments
Rucishion Activibey Total Amount 57900 USD
Document Status Pre-Encumbrance Balance ooo usp

Salect Lines To Display 7
Search for Lines
Une Q To q Retieve
Porsonaize | Find [viewat | [ At 4 1ot @ Lamt
e Date || Statws | Suopler information | ltem Information || Aftibutes || Conract || Sougeing Cantos | [FTD
Description OQuantity UM Categary Price Morchandies | Sutus

1.0000 EA  3wWAY 57900000 579,00 Approved [o)::] = &=l

*Goto . More =l
[l Roturn bo Search || i Previous i Ust | [4fff NextinList) | [(E Mobty, | | Retresh B s | R

Document Status
Business Unit FROST Req D 0000023540
Document Date 047202015 Status Approved
Currency USD Document Type Requssition
Requester Krista A Wamick Merchandise Amt 579.00
Budget Status Vaid
Associated Document Personaize | Fnd [View At | B Fist @ 1303 & Lagt
Actions Dusiies®  DocumentType DOCIO  Status Document Date  Supplier 10 Location
atons FROST U oooomeoet Dspamhed  DA2I05 10000076 00O
vActons FROST  Receipt 0000008109 Recelved D4242015 1000000976 000 B
wicons  FROST  Voucher  DD130147  Posted 4722015 1000000976 0 B
" Retumto Search |
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PO Activity Summary

Navigation | Purchase Order>Review PO Information>Activity Summary

ORACLE’

New Window | Heip | B
PO Activity Summary
Enter any information you have and click Search. Leave heids blank for @ fist of al values.
Find an Existing Value
+ Search Criteria

Business Unit = [=] FROST Q
PO Number  begins with [=]

Purchase Order Date = = ]
Purchase Order Relerence | begins wit
Supphier ID] beginyfm [7] Q

[ case Sensitive

ar | Basic Search B Save Search Critenia

Enter the PO Number & Click Search

ORACLE' m

P 71T MSR et 75 PR P O 37 Revow PO orallon~ el surmmy TR

T T e T

New Window | Help | Personafize Page | B8

Activity Summary
Business Unit FROST PO Status Dispaiched
Purchase Order 0000020691 Supplier APPLE COMPUTER INC
Merchandise Amount 57900 USD Supplter Location 000
Merchandise Receipt 579.00 USD
Merchandise Returned 000 usD
Merchandise Invoice 579.00 USD
Merchandise Matched 57900 USD
Lines Personaitze | Find |View A | 11 BB Fest 4 1001 b Lawt

Detals || Receipl || invoike | Matched | RIV

Line tem Hem Description uom Manutacturer 10 Migl

1 18 come_ADD_ADw_LT_5x oo sraihnece EA

@ Retumio Search | = Notify

On the Invoice Tab, you can view what has beenNpvoiced. The Receipt tab will
show if the item has been received.

To see the information you must now use the slide bar.
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ORACLE'

THE NEXT SECTION CONTAINS INSTRUCTIONS

ON HOW
THE APPROVER/MANAGER

SHOULD APPROVE THE REQUISITION



Instructions to Approve a Requisition
Approval

Requisition approvals must be done by someone who is set up with ‘Approval’ authority
in PeopleSoft and maintains the Manager or Pl status. Approvers are not permitted to
add requisitions. Conversely, requesters are not permitted to approve requisitions.

The Approval process is fairly simple!

When the requisition has been submitted for approval, it will generate an email
notification.

Set Tod WL2LN 3034 dne
Apprran o Segerted far Faganton © TOOCIIW Live 1" Bupmest Ut T EOSTPLSG 11 LISV TRITY
A tequistion e hat been entered which requres your attenton.

Requester.  kawemck

Business Uni: FROSTOURG ST UNNIRSITY
Requistion 10: DOOX280%

Requeion Mame:  DICONSY

Une: 1

Destription:  Toner Cartridge

ome: 20159512

You

g the appeoval page by .

bapa P P /ey MAN_MINUPY BEQ APPROVALGE, JUNEIS usT.

Click on the link

The requisition will then appear

ORACLE

Facrmae  Manies -

Requestion Aponoval

Hew nzsa | Hee | Puensioe Paze

Total Amourt

A B3 Reasaten

Pancaaize | Frg | L
Eem Geerption Suppsers Waww Quantay oM e
v & 1 “one: Carvage BONTAY D01

10000 EA % 20000 o
2 Swtectan Desesect A
L

View Line Detais (T4
b RevbemE dit Approvers

¥ ot Approver C omaents

Retum 1o Wondsl

You can see where the requisition is being charged by clicking View Line Details

The following screen appears showing the distribution details.

1



Click “Approve”



You will then get a confirmation screen showing the approval was successful.

 tie ondon | e | Parvomaizs Page



Approving the Requisition using the Worklist.

If the email notification is not available the requisition can be pulled up using the
Worklist.

oracLe A e T e T

- ._.__-‘_l T Ty L SR M

Personaiize Content | Layout ? Help
Menu
Search:

Q
o
1

®
» My Favorites
» FSU Cuslomizations:
» Manager Self-Service
» Suppiier Contracts
» Suppiiers
+ Procurement Conlracts
» Purchasing
» eProcurement
» Services Procurement
» Accounts Payable

From the Main Menu, Click on Worklist

Requisitions requiring approval will be displayed. Click on the requisition using the Link

ORACLE’

Paceteie  Maallesiw o Weaiie 5 e
e | sieta | Pees e

Worklist
Workdst for acsyder Alan R Sroycder
...... Workia Fitors
Workdint i
e e o Wk e Wk By Ac Py

Kocron



The Approval window below will be displayed .

7 g S H S S
Recqueition Apgroval

000 UES
Priscty vagum

Vs gretasle vesion

Peoratze | Fra (00 Fe @ 10t 8 Law

Rt 12 erhial

You can then look at the line details and approve the requisiton using the same steps as
onpagel & 2.



