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Requisition Overview

Requisitions are entered into the Peoplesoft Purchasing module as needed by departments.
This is the only mechanism available for requesting goods and services. Procurement will
run daily processes to identify all new requisitions. The buyer assigned will review and
process the requisition accordingly.

Objectives:

In this training guide you will learn how to:
e Enter a requisition

Approve a requisition

Budget Check a requisition

Delete a requisition

Cancel a requisition

Run Requisition Inquiries and Reports
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Purchasing Processes

1. Requisition
a) End User creates a Requisition
e General Information
e Header Information
i. Requisition Defaults
ii. Add Comments
iii. Add Attachments
e Line Information
e Schedule Information
e Distribution Information
b) Approve, Budget Check
c) If applicable email a copy of the quote to procurementservices@csusm.edu.
Reference the Requisition # in the Subject line.

2. Procurement Sourcing
a) Validates Buyer
b) Review Category Code and the Account Chartfield
c) Validate/Assign Supplier
d) Source Requisition

3. Purchase Order
a) Review, validates & changes data as required
b) Budget Check - Creates Encumbrance / Reverses Pre-encumbrance
c) Dispatch — email PO to Supplier & copy to requestor
d) Reconciliation and Close

4. Materials Management
a) Receive shipments and enter into PeopleSoft

5. Accounts Payable
a) Enters Vouchers (Invoice) against Purchase Order
b) Match for approvals
c) Post Voucher — Creates Actuals / Reverses Encumbrance
d) Pay Voucher

6. Procurement
a) Reconcile and Close the Requisition (remaining Pre Encumbrance balance)
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Components of a Requisition

This manual explains how to enter each component of a requisition and how the
components relate to each other.

In PeopleSoft requisitions consist of four components:

e Header - Defines the Business Unit, the Requestor, Date, and Status.

e Line - Contains the line item information. For each line item the quantity,
category, UOM, description, Supplier, and price.

e Schedule - Defines when (due date) and where you want the line items
delivered.

e Distribution - Where accounting information (i.e. the general ledger Chartfield
string) is entered. The Chartfield string includes the account, fund, department
ID, program, class and project.

Each component of a requisition has a one-to-many relationship, starting with the header
information and ending with the distribution information. For example, every requisition

has a header, but a header can have several lines. Each line can have several schedules
and each schedule can have several lines of distribution information.

Schedule 1 Schedule 2 Schedule 1 Schedule 2
for Line 1 for Line 1 for Line 2 for Line 2

Distribution 1 Distribution 2 Distribution 3
for for for
Schedule 2 Schedule 2 Schedule 2
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Creating a Requisition
This function is used to enter a requisition in the PeopleSoft Purchasing Module.
The Add/Update Requisition process consists of the following steps:

Enter the Requisition

Put the requisition on Hold

Validate/enter requisition data

Remove Hold

Approve

Budget Check the requisition

If applicable email a copy of the quote to procurementservices@csusm.edu.
Reference the Requisition # in the Subject line.

No o AWM e
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Requisition Entry

The following navigation is used to access the requisition page:
Purchasing > Requisitions > Add/Update Requisitions > Select Business Unit

Add — Requisitions dialog
box displays.

The Business Unit for Cal
State San Marcos
Campus is always
SMCMP. Accept default.

Accept the "NEXT”
Requisition ID number
assigned. This defaults the
Requisition ID to the NEXT
available number when the
requisition is saved. Do not
change this field.

Click Add

Business Units:

CSUSM — SMCMP

San Marcos University
Corporation — SMCOR
UARSC — SMURS

ASI — SMASI
Foundation - SMFND

Favorites ~ ‘ Main Menu ~
Search Menu:
ORACLE ©]
s
Accounts Payable >
Top Menu Featu Accounts Receivable L& 2
Asset Management L
Billing 4
The menu is no' in
»
Menu to get st: General Ledger
Purchasing
P Requisitions
Highlights Suppliers i
Request for Quotes
Customers

Recently Use«
appear under tl
located at the {

Purchase Orders
Set Up Financials/Supg
Receipts
Reporting Tools

i o A R

BECD/elcos Analyze Procurement

Jur R o o o ot S A o o O A I 0

(3 Reconcile Requisitions »
(3 Review Requisition Information »
1 __Reports »

Retum To Vendor/ Sup [5] AddlUpdate Requisitions

[Z] Requesters Workbench

Tree Manager D Approve Amounts
Banking » [E] stage For Loading
5;5?“'.“'","5 csu » [} LoadRequisitions
access to the ( CSU BU Derivation ’ [ Update Direct Shipments
ElNakict CSU Claims Processing > [E]  BudgetCheck
CSU Delegation of Authority » [E  EntyEvent Request
CSU ProCard » [F] Purge Load Requests
Montisench CSU State & SW Reporting ’
Main Menu, no
ahead which Supplier Contracts s
pages much fa Items »
Procurement Contracts Y
eProcurement >
Services Procurement [
My Personalizations
Favorites ~ | Main Menu~ > Purchasing ~ > R ~ > Add/Update Requisitions

ORACLE

Menu ~ | Search

Requisitions

Eind an Existing Value Add a New Value

Business Unit: SMCMP Q_
Requisition ID: NEXT

Add

Find an Existing Value | Add a New Value
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Requisitions

The following Page will display. The Requisitions page contains General Information,
Header and Line information as well as other links.

Maintain Requisitions

General Information
>

Requisition Header Info

Requisition

Business Unit SHCMP
Requisition ID NEXT
Requisition Name

Status  Open 4
Budget Status Not Chkd s
Copy From [T] Hold From Further Processing

 Tieater 7

*Requester 68000046732 Q
*Requisition Date 02/19/2014 [

Origin ONL

Q

*Currency Code |USD

Accounting Date 02/19/2014 [

Requisition Defaults
Requisition Activities

Taylor,David
Requester Info
Online

Dollar

Add Comments Amount Summary (2

Total Amount 0.00 USD
—

Add Items From (2

Purchasing Kit

tams,

b

Catalog

Requisition Line Info

Line (2

| Details || ship Toue Date | status | Supplier nformation || tem Information || Attriutes || Contract || Soucing Contrals |

Line item

18 Q

Description

Personalize | Find | ViewAll |CZ | #8  First M 1 or1 M Last

Merchandise
Amount

2 & oo Q lQ 0 0.000pen om B =]

Quantity ~ *UOM  Category  Price Status

View Printable Version

@ save || Notiy |[@) Refresh |

*Goto ..More... v

‘B Add || & UpdateDisplay
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Requisition
Review/Update the
following:

General Information

e  Status Displays the
requisition status.
Defaults to Open.

« Budget Status
Displays the requisition
budget checking status.
Defaults to Not Chk'd.

e Hold From Further
Processing Check until
you are ready to
approve the Req.

Header Info

« Requestor Defaults to
user id and can be
changed.

+ Req Date defaults to
today’s date.

« Origin DO NOT
CHANGE.

« Accounting Date DO
NOT CHANGE.

« Requisition Defaults
link— See the
Requisition Defaults
section.

« Add Comments link-
See the Add Comments
section.

Maintain Requisitions

Requisition

Business Unit SHCIP
Requisition 1D NEXT
Requisition Name
< Header 2

*Requester 58000046732 Q

*Requisition Date 02/1972014 W

Origin ONL Q
“CurencyCode[0S0

Accounting Date 02/19/2014 5

Requisition Defaults
Requisition Activities

Add Items From 2

Purchasing Kit

Item Search Requester ltems
Line (2
Details | ShipToDueDate | Status | Supplier Information | ftem Information
Line ttem Description Quantity
13 Q i € 00000

View Printable Version

@ save | 5] Notity | @ Refresh

Copy From

Taylor,David
Requester info
Online

Dollar

Add Comments

Catalog

Page 9 of 44

Status Open 4
Budget Status Not Chid Ls3

[] Hold From Further Processing

Amount Summary (2

Total Amount 000 USD
Personaze | Find | View Al |0 | B8 First M 1 of 1 M Lot
Aftributes | Contract | Soucing Controls | [F=D)
'UOM  Category Price e
Q Q 0| 0.00 Open Qm = =
*Goto More -
B Add || F Upoatemisplay
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Requisition Defaults

Requisition Defaults is used for two primary reasons:
1. If you have a specific Supplier you want to use, you identify it here.
2. If the requisition contains multiple lines, and the lines contain either the same Due

Date, Category Code, or Accounting Distribution.

It is recommended that you access this page prior to entering Line information.
Once Lines/Schedules have been entered and this Page is accessed, you will be prompted
as to whether you want to retrofit the changes in the already established Lines/Schedules.

From the Requisitions page Maintain Requisitions
click on Requisition
Requisition Defaults | ;. O— status Open o4
Requisition 1D NEXT Budget Status Not Chkd Lo
Requisition Name Copy From [T] Hold From Further Processing
¥ Header (2
*Requester 68000046732 Q Taylor,David
*Requisition Date 02/19/2014 B Requesterinfo
Origin ONL R oniine
*Currency Code ,"L— Dollar
Accounting Date |02/19/2014 [
Add Comments Amount Summary (2
HrABls Total Amount 0.00 USD
Add ltems From (2
Purchasing Kit Catalog
Iltem Search Requester ltems
Line (2 Personalize | Find | ViewAll |[& | B Fi

Details Ship To/Due Date Status Supplier Information Iltem Information Attributes Contract Sourcing Controls
- S . 5 Merchandise
Line tem Description Quantity uom Category Price " Status

1B Q 2 & [0.0000 Q Q 0 0.00 Open (@Ne=5]

View Printable Version *Goto ..More. i

B save Notify || @ Refresh
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The Requisition Defaults page
displays.

The following fields can be

added if the values are Requisition Defaults

applicable for a" “nes On the Business Unit SMCMP Requisition Date 02/19/2014
Requisition. All fields have a Requisiton D 0000010034 Status. Aopoved

Default Options (2

J to use to IOOk Up VaI |d @ Default Ifyou selectthis 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 field If default values already existin the hierarchy, they
values. are used, and the values on this page are not used

© Override It you select this option, all default values entered on this page override the default values found in the default

Override Select this. All Line = 7 B
default values entered on svopbr
this page override the gl

Schedule

default values found in the T e\ e RNy e M
default hierarchy. oveDae B ey Qi

Ultimate Use Code Q
Attention To

Unit of Measure Q
Supplier Location Q

s PP

Supplier Lookup

Buyer Leave blank. Do not DR

SpeedChart
select.

Distributions

Details Asset Information =y
Supplier If yOU have a Dist Percent GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref Product Project Affiliate Fund Affil Oper Unit Affil
recommended Supplier enter ! SucHa i AL’ pl_RLR aL_R s 2 & 2
it here. (See the Supplier o | Concel || Retush
Search section for how to
search for a Supplier) If the
Supplier does not exist in PS,
use the Header Comments
Link to specify the Supplier
Name and information.

Category Category of Good
or Service you are requesting.
See Appendix C for a
complete list.

Unit of Measure The Unit of
Measure.

Due Date For Goods this is
the date when you need or
expect the goods to be
received by. For a Service
this is the last day of the
contract.

Distribution How you want DO NOT USE ANY OF THE OTHER FIELDS.
the Good or Service charged

(ChartField String). Do not
use the Account, as it will
default in based on the
Category that has been
selected. Also, leave the
DeptID blank if the Req is to
be charged to the requestors
default department.
Otherwise specify.

Page 11 of 44 Last Revised: 10/15/2021



Cal State San Marcos

Online Requisition
Training Manual Ver 9.2

Supplier Search

There are two ways to search for a Supplier. The first way is from the Requisition Defaults
Link. Use the drop-down list next to the Supplier field Ql,

Supplier drop-down list to search for a Supplier

Select the ﬂ Supplier drop
down list next to the Supplier
field.

The following screen displays.

Fill in the first few letters of
the Supplier in the short
Supplier name (Not Case
Sensitive and no spaces).

Click Look Up. If the
Supplier you are looking for
appears, select it. If it does
not, click Cancel.

Requisition Defaults

Business Unit SMCMP
Requisition ID 0000010034

Default Options (2

Requisition Date 02/19/2014

Status Approved

Ifyou select this option, the default values entered on this page are freated as part of the defaulting logic and are

© Default
only applied if no other default values are found for each field. If default values already existin the hierarchy, they
are used, and the values on this page are not used.
© Override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned.
Line
Buyer. Q Unit of Measure Q
Supplier Q Supplier Location Q
ategory Q Supplier Lookup
Schedule
Ship To RECENVING |Q Receiving *Distribute By Quantity v
Due Date [ *Liquidate By Quantity v
Ultimate Use Code Q
Attention To
Distribution
SpeedChart
Distributions
| Details \ Asset Information
Dist  Percent  GLUnit  Account OperUnit  Fund Dept Program  Class  BudRef Product  Project Affiliate Fund Affil Oper Unit Affil
1 SHCHQ Q Q & | R | Q Q Q Q Q Q Q
[ ok | cancel | Refresh |
Look Up Supplier &3]
Help 4

SetiD: SMCMP
Supplier ID: begins with v
Short Supplier Name: begins with ~

| Lookup || ciear || cancel |BasicLookup

Search Results

Only the first 300 results can be displayed.
View 100

Supplier ID  Short Supplier Name Supplier Name

0000000001 SANMARCOSR-001 SAN MARCOS REVOLVING FUND
0000000002 INTERNALRE-001  INTERNAL REVENUE SERVICE
0000000003 STATEOFCAL-002 STATE OF CA FRANCHISE TAX BOARD
0000000004 ALDRICHKIL-001  ALDRICH KILBRIDE & TATONE LLP AKT
0000000006 PRECISION-001 PRECISION LITHO

0000000007 PALOMARCOM-001 PALOMAR COMMUNITY COLLEGE
0000000009 COUNTYOFSA-001 COUNTY OF SAN DIEGO

0000000010 PALOMARHEA-001 PALOMAR HEALTH

Page 12 of 44

Additional Name

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

m

First [§] 1-200of300 [ Last

r "
Number

(blank)  (blank)
(blank)  (blank)
(blank)  (blank)
(blank)  @00000141
(blank)  @00000195
(blank)  @00000200
(blank) ~ @00000213
(blank)  @00000226
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The second way is from the Review Supplier Page. This page provides a wide variety of
search fields for locating Suppliers and enables you to view a Supplier's address.

Review Supplier Page to search for a Supplier

The following navigation is used to get to the Review Suppliers page:
Suppliers > Supplier Information > Add/Update > Review Suppliers

The following screen displays.

Fill in the first few letters of
the Supplier name you are
searching for. Or you can fill
in any of the other fields if
you know the information.

Note: Make sure to select
Contains.

Click Search to get

all Suppliers meeting your
criteria.

Make note of the Supplier ID
to use on the Requisition.

Review Suppliers
Search Criteria

*SetiD SMCMP Q
Equal to v ‘Withholding Name
Supplier Status -
Equalto . Address
Customer Number
ID Type TaxIdentification Number o

VAT Registration ID

Withholding Tax ID
Search Results

Main Information | Additional Supplier Info | Audit Information

Actions SetiD Supplier ID Supplier Name Short Name
~ Actions  SMCMP 0000000060 ﬁJAR HUIEDERS SUERLLOF SANMARGDS STARBUILDE-001
v Actions  SMCMP 0000000072 ~WAXIE SANITARY SUPPLY WAXIE SANI-001
v Actions  SMCMP 0000000072  WAXIE SANITARY SUPPLY WAXIE SANI-001
v Acions  SMCMP 0000000072 WAXIE SANITARY SUPPLY WAXIE SANI-001
~ Actions  SMCMP 0000000137 ~ PALOMAR PEN & OFFICE SUPPLY PALOMARPEN-001
v Actions  SMCMP 0000000137 PALOMAR PEN & OFFICE SUPPLY PALOMARPEN-001
v Actions  SMCMP 0000000144  PRUDENTIAL OVERALL SUPPLY! PRUDENTIAL-001
~ Actions  SMCMP 0000000144 PRUDENTIAL OVERALL SUPPLY PRUDENTIAL-001
v Actions  SMCMP 0000000250  IMPERIAL SPRINKLER SUPPLY IMPERIALSP-001
~ Actions  SMCMP 0000000250  IMPERIAL SPRINKLER SUPPLY IMPERIALSP-001

Page 13 of 44

Supplier ID Q Short Name
Equalto ol
Classification =
Type -
Persistence v
city
Country Q
State Q
Postal
Bank Account #
\' earch | [ clear_|
personalize | Find | viewAll | & | 8 First B 1-10 0740 B Last
Address City State Country Effective Status
SAN
961 GRAND AVENUE MARCOS CA USA Active
PO BOX 23506 SANDIEGO CA USA Active
P.0. BOX 81006 SANDIEGO CA USA Active
LOS
PO BOX 60227 ANGELES CA USA Active
700 S RANCHO SANTAFERD C el CA USA Acti
MARCOS e
663 S RANCHO SANTAFEROAD  SAN
158 MARCOS CA USA Active
2485 ASH STREET VISTA CA USA Active
P.0. BOX 11210 SANTAANA CA USA Active
630 ENTERPRISE STREET ESCONDIDO CA USA Active
1485 N MANASSERO STREET ~ ANAHEIM  CA USA Active
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Add Comments

This is where comments or information pertaining to the requisition is entered. These
comments are used for the following reasons:
e Specify where the Materials Management/Receiving Department needs to deliver the
goods.
e Special instructions you wish to send to the buyer and/or receipt of goods.
e If a Supplier was not entered on the Header Defaults page you can enter it here.
Include the Supplier name, address, email address, phone number, fax number,
Supplier contact person and their extension.

Maintain Requisitions

- -l—‘.ll-|l-| L
Click on #dd Comments

. Requisition
Link.
Business Unit SMCMP Status Open 4
Requisition ID NEXT Budget Status Not Chik'd na
R Copy From [=] Hold From Further Processing

~ Header (2

*Requester 68000046732 A orDavid

*Requisition Date |02/19/2014 Requester info
Origin ONL Online
*Currency Code ,‘E— Dollar
Accounting Date |02/19/2014 151
Requisition Defaults | Add Comments Litmonit: Uiy
Requisition Activities Total Amount 0.00 USD
‘otal Amoun

Add ltems From (2
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find | View All | &2 | & i
Details Ship To/Due Date Status Supplier Information Iltem Information Attributes Contract Sourcing Controls

Merchandise

Line item Description Quantity UOM  Category Price et Status

1B Q 2, [0.0000 Q Q 0 0.00 Open (@]
View Printable Version *Goto ..More.

B Save ||[Z] Nofify || 2 Refresh
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Header Comments

Add your Comments. Your

ﬁI‘St Comment ShOU|d be the Busin-e.s-s Unit SMCMP Requisitio:‘D(ate 02/20/2014
instructions to the Materials ol s
Management department on

Where you Want the goods *Sort Method Comment Time Stamp v *Sort Sequence Ascending v l Sort
delivered to. Make sure to Comments Eod
check Shown at Receij pt Use Standard Comments Comment StatusAdtiva
Enter Relevant Information @@
Send to Supplier Show at Receipt

Show at Voucher

Associated Document

Attachment | aftach | iew Delete [CIemail

From -> REQ SMCMP-0000010035

oK || cancel | Refresh |

Header Comments

Business Unit SMCMP Requisition Date 03/11/2014

Requisition ID NEXT Status Open

*Sort Method Comment Time Stamp v *Sort Sequence Ascending v | Sort \
If you have other comments —
. R Comments Find | View All First [ 2012 B Last
insert a row by selecting the e S Conmiars S acTvale
. Notice you will now —
have multiple comments.
C“Ck OK to return to the [C] send to Supplier [Z] show at Receipt
Requ,lg/tjon page. [C] show at Voucher

Associated Document

Attachment | atach | ew Delete ] Email

From -» REQ SMCMP-NEXT

OK || Cancel Refresh

When applicable Header Comments should include the following:

Contact information for the Requestor

Contact information for the supplier

Pertinent information for the buyer

Attachment with Requisition Backup Documents
o Specifications/Quote/Proposal
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Line

« Description Enter the
description of the
Good or Service you
are requesting.

 ReqQty

« UOM

o Category
Classification of
Goods/Services.

(Determines the
account number in
your chartfield string
as well as the buyer
assigned to the
goods/service
requested.) See
Appendix C

e Price (per unit)

« Due Date The date
you would like the
goods/services to be
completed. If this is
an extended service
time request, enter the
date you expect the
service to expire by.

« Ship To Location DO
NOT CHANCE. Can be
overwritten if not
correct.

Maintain Requisitions
Requisition

Business Unit SHCMP

Requisition ID. NEXT

&

L)

Status  Open
Budget Status Not Chid

Requisition Name Copy From [] Hold From Further Processing
< Header (2
*Requester 68000046732 |Q 110 6o
*Requisition Date 02/19/2014 B pequesterinio
Orkoin ONL Q oniine
*Currency Code Doitar
Accounting Date 02/19/2014 =
Requisition Defaults  Add Comments Amoun Sumeony &
Requisition Activities
Total Amount 000 USD
Add ltems From (2
Purchasing Kit Catalog
Londean Ssaueaicien
Line (2 Personalize | Find | ViewAll |2 | 2 First B 1or1 B Last
Details | ShipToMDueDate | Status | Supplierinformation || ltem Information | Atibutes || Contract || Sourcing Controls | [FEH)
e ooty oM ooy prce AT Merhwane o
1B Q@ |widgets & & 7.0000 EA Q (15000 ‘@  500.000 0.00 Open Qm = E =
ol
@ save | [ Notity || Refresh Es Add | £ Update

Windows Internet Explorer

a

W'arning -- Schedule due date is out of range, (10200,233)

If the due date you entered is greater than 30 days from the Requisition Date, you will
receive a warning message. Once validated, click OK.

Note: If you specified either the UOM, Category, or Due Date on the Requisition Defaults page, you will not
need to enter these fields. They will default in.

Page 16 of 44
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Additional Notes:

Commodities/Goods Req Qty =1 Service Agreements ReqQty =1
UOM = EA UOM = Lot
Price = $$$.$$ Price = $$$.$$

Sales Tax and Freight

For Requisitions, DO NOT ADD Sales Tax. Sales Tax will be added to the Purchase
Order. If there is Freight, add it as a separate line. The Category Code for freight should be
the same as the item that has the additional Freight Charge.

Category Code will assign a Buyer automatically. Do not change the Buyer.
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Additional Features

Details for Line

Note: If the Line description

is longer than what is
displayed, you can see the
complete description by
selecting the Details for

Line button Also,

when typing the description,
it will automatically wrap, no

carriage return required.

The Details for Line displays
additional information. You

can also see the entire
description.

Click OK to return to the
Requisition page.

Maintain Requisitions

Line Details
Buyer Name Van Ness, Steven
Category Code 15000
Description Building Supplies/ Materials
*Transaction Item Description

Buyer Information
View Hierarchy

Requisition
Business Unit SHCMP Status  Open 4
Requisition 1D NEXT Budget Status Not Chkd L+
Requisition Name: Copy From | Hold From Further Processing
< Header ¢
*Requester 68000046732 Q TaylorDavid
*Requisition Date 02/19/2014 B Requesterinio
Origin ONL QA oniine
*Currency Code Dok
Accounting Date 02/1972014 W
Requisition Defaults Add Comments Amount Summary (2
Requisition Actiities
Total Amount 000 USD
Add ltems From 2
Purchasing Kit Catalog
Item Search Requester tems
Line (7 Personalize | Find | View Al | £ |
Details | Ship ToDueDate | Status | SupplierInformation | ftem Information | Afiributes | Contract | Sougcing Controls | [F=)
Line, m Description Quantity WOM  Category  Price i sigll il S
Q Widgets i3 €& |7.0000 EA @ [15000 @ | 500000 0.00 Open
View Printable Version *Goto  More. o
@ save | [5) Notity || @ Refresh
Requisition ID 0000010035 Item Widgets
Line 1
Buyer 68000042091 Q Line Status Approved

Amount Summary

Merchandise Amt

Document Base Amount

Widgets

Preferred Language Item Description

Expand All
D Supplier Information (2

Collapse All

D ltem Information (2
D Attributes (2
b Contract (2

D Sourcing Controls (2

OK | cancal ,‘L Refresh

¢

B riest B g or1 B Last

=

[E Add

1,450.00 USD
1,450.00 USD

& Update

For Example:

Part Number: XCO Monitor

NOTE: The Line Description should include the following (if applicable):
e Part/Item/Product Number
e Part/Item/Product Name

Page 18 of 44
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Adding/Deleting Req Lines

To add or delete a Req Line,

hit the +—| ;I at the end

of the last line.

For Adds — After you hit the

+..

—I, in the upper left hand
corner you will be prompted
for the number of rows to
add. Enter the number and
hit OK.

Maintain Requisitions

Requisition
Business Unit SMCHP Status  Open T4
Requisition ID NEXT Budget Status  Not Chikd L]
Requisition Name Copy From []Hold From Further Processing
© Header 2
*Requester 65000046732 Q  raviorDavid
*Requisition Date 02/19/2014 5 Requester Info
Origin ONL Q oniine
*Currency Code Dollar
Accounting Date 02/19/2014 5]
Requisition Defaulls  Add Comments Gmount Sunwpery @
Requisition Actmities
Total Amount 0.00 USD
Add ltems From 2
Purchasing Kit Catalog
tem Search Requester tems
Line (2 Personaiize | Find | viewan || 8 First 8 1011 B Last
Details | ShipToDueDate || Status | Supplierinformation | ttem Information || Aftributes | Contract | Sourcing Controls
50 e et cumty oM Catgory  prcs  Amount Merhandae o,
1B Q |widgets 2 & 7.0000 EA |Q [15000 @ | 500.000 B 0.00 Open Om =B
View Printable Version *Goto . More -
@ Save | [=] Notity |2 Refresh B Add | F Update

Explorer User Prompt

Script Prompt:

Enter number of rovws o add:

&3

Cancel |

i
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Requisition Schedule

The Requisition Schedule Page contains the Schedule and Distribution information of the
Requisition.

Schedule

Select the e Schedule link Maintain Requistions
to access the Schedule page.  Reauisiion

Business Unit SMCMP Status Open 4
Requisition 1D NEXT Budget Status Not Chikd L
e Copy From "] Hold From Further Processing

< Header 2
*Requester 63000046732 Q
“Requisition Date 02/19/2014 £l
DA e Q oniine

“Currency Code Dogar

Accounting Date 021912014

Taylor,David
Requester Info

@

Requisiton Defaults  Add Comments Amount Summary (2

Requisition Activities
& S Total Amount 0.00 USD

Add ltems From 2
Purchasing Kit Catalog
item Search Requester ftems.

Line (2 Personalize | Find | view Al |2 | B First B 1 or 1 B Last
Details | ShipToDue Date || Status || Supplier information || ftem information || Attibutes || Contract |  Sourcing Controls | [
Amount  Merchandise

Line tem Description Quantity  'UOM  Category  Price monet Merhes status
TR Q |widgets 2 & 7.0000 EA|Q [15000 '@ | 500.000 ] 0.00 Open Qm ®EBE
View Printable Version *Goto _.More. -
@ Save | (] Notify | Refresh E Add || & Update
Maintain Requisitions
Schedule
Business Unit SMCHP Requisition Date 02/20/2014
Requisition ID 0000010035 Status Open
Return to Main Page
. . . Line Find | viewAll  First M 1 or1 [ Last
The Ship To, Quantity, Price, 1 item Widgets Quantity 29.0000 Each Merchandise Amt 1,450.00 USD
and Due Date have all Schedule Personalize | Find | View Al | &5 | B First B 1 or1 B Last
defaulted from the Maintain Details
Requisition page. Sched *Ship To Quantity Price Merchandise bue Date Attention To Status
1 F[Lj’ RECENQ  [=] [29.0000 50.00000 1,450.00 02/20/2014 |5 [Taylor,David =]
)
C||Ck the Sk DIStrIbutIOI‘I ||nk Add Ship To Comments
tO SpeCIfy Whel’e the gOOdS or B Save EI Notify || s Refresh | [E Add || F Update/Display

services should be charged to
(Chartfield String).
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Distribution

Enter the following:

Account DO NOT
CHANGE Defaults from
Category entered on
either the Defaults or
Requisition page.

Fund Required

DeptID Defaults based
on the Requestor

Program Optional
Class Optional

Proj/Grt Optional

Click OK to return to the
Schedule page.

Maintain Requisitions

Distribution
Requisition I 0000010025 ttem
Line 1 Status Active
Schedule 1
Ship To RECEIVING Recelving Quantity
“Distribute By Quantity - Open Quantity
*Liquidate By Quantty - Merchandise Amt

SpeedChart Q Multi-SpeedCharts

Distributions
Chartfields | Details || Assetinformation || Budgetinformation | [F=)

Merchandise

Distrib Status  Percent Quantity bty GLUnt  Account Oper Unit
10pen 100.0000 29.0000, 1,450.00 SMCMQ 650003  |Q
oK Cancel || Refresh

Widgets

29.0000 EA
29.0000
1,450.00 USD

Fund Dept Program  Class Bud Ref Product Project

Q l4ss00/Q (1047 & Q Q Q Q

Note: If you specified the Chartfields on the Requisition Defaults page, you will not need to enter these fields.

They will default in.
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Splitting the Distribution

The distribution can be split by line/schedule among two or more departments and/or
Chartfield strings. Distribution can be split by quantity or amount.

From the Schedule page (see
1

above) click the S Jink to
go to the Line 1 Schedule 1

Favorites = Main Menu = ) Purchasing ~ > Requisitions ~ » Add/Update Requisitions.

ORACLE

laintain Requistions

Distribution

Home  AddtoFavostes | Sign out

| New Windo | Help | Persosaice Page | B,

Distribution page. Reduce
the quantity and click the
+..
—I to insert another
distribution line.

The remaining quantity is
automatically copied down.
Change the distribution
accordingly.

To split a distribution by
dollar amount use the drop
down to change the
Distribute by from Qty to
Amt and enter the dollar
amounts.

For Adds — After you hit the
+__| Explorer User Prompt

=!_ in the upper left hand

%]
corner you will be prompted Script Prompt:
for the number of rows to Enter number of rows to add:
add. Enter the number and Cancel |

hit OK.
[

Click OK to return to the
Schedule page.
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Approval and Budget Check

From the Requisitions page

Maintain Requisitions

. e Requisition
If you put the requisition on a
Business Unit SMCMP Status Open 4
Hold, Remove the Hold From e cudget s noroors || @
FUrther Processing by Requisition Name Copy From | Hold From Further Processing
. - < Header (2
unchecking it. s —
*Requisition Date 0211912014 B Requester Info
Next you want to Approve ongi ONL Qe
*Currency Code
and Budget Check the e T
ReqU|Slt|0n- Requistion Defaults  Add Comments Amount Summary (2
Requisition Activities Total Amount 0.00 USD
Add ltems From (7
Select the A rOVal E Purchasing Kit Catalog
pp ltem Search Requester items
Icon. After the Req is L Personalize | Find | viewAll |2 | B First B 1 or1 Bl Last
. Details Ship To/Due Date Status Supplier Information Item Information Attributes. Contract Sougcing Controls \'V:")
approved the Status will s vty oW Coegory e Amow Merhemase
Change from Open to 1R Q Widgets & & 70000 £a|Q (15000 @ | s00000 EI 0,00 Open Ow = =
Approved. View Printable Version o w [ e =
@ Save || Notify | & Refresh [Es Add | F Update
Select the Budget Check
@ . Maintain Requisttions
Icon. Once the Req is Requisition
budget checked the Budget )
Business Unit SMCHP Status  Approved x
Status changes from Not Requisiton D 0000010034 Budget Staus Vaid
Chkld to Va"d. Requisition Name 0000010034 [F] Hold From Further Processing
< Header 7
*Requester 63000046732 Q Taslor,David
*Requisition Date 02/19/2014 B Requesieriio
x Origin ONL R oniine
Currency Code USD Dollar
Icon' Once Req has been Accounting Date 02/19/2014 )
savc_ed, the Cancel button is S akihon Dofias TS Ravount Summary (@
available. Retpismon s Total Amount 350000 USD
Document Status Pre-Encumbrance Balance 3500.00 USD
Add Items From (2 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q To Q Retrieve
Line 2 Personalize | Find | View Al |C0 | B8 First B 1 or1 B Last

Details | Ship To/DueDate | Status | Supplierinformation | [tem Information | Atiributes || Contract | Sougcing Controls | [F)
Amount Merchandise

Line ttem Description Quantity UOM  Category Price iyl s Status.

1B Q  Widgets & @ [7.0000 EA |Q 15000 Q@ [500.00000 3.500.00 Approved @m = BHE
View Printable Version *Goto .More -
@ Save |Q RetumtoSearch || Notify | @ Refresh B Add

Note: Approved requisitions can be modified by the Purchasing Department only. To request a change to an
approved requisition, send an email to procurementservices@csusm.edu referencing the requisition
number in the Subject Line. Changes will be made to either the requisition or purchase order,
depending on where the requisition is in the purchasing cycle. Online Requisition Change Orders is not
implemented at this time.
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Requisition Changes
Deleting a Requisition
You can delete a requisition line, schedule, or distribution by selecting the Delete Row
button on the respective requisition page.
You can delete an entire requisition by clicking the Requisition Delete icon on the requisition
Requisitions page. To delete an entire requisition, the requisition must meet the following
criteria:

e The requisition is not on hold

e The requisition has never been successfully budget checked

e You are authorized to delete entire requisitions

e No requisition lines have been sourced to a purchase order

e No requisition schedules are staged
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The following navigation is used to Delete requisition information:
Purchasing > Requisitions > Add/Update Requisitions

Deleting the Entire Requisition

Ezgj;ftﬁ;rﬁe;?oﬁ \t/\?a;:]?"t(;'lp the Favorites ~ ‘ Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier

Delete. ORACLE

Select the Find an Existing
Value Tab. Enter in the
Requisition Number or the

Requestor. Click on Search. Stippling DkRscn

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

< Search Criteria

SetiD: = v ISMCMP Q
Supplier ID: W
Persistence: = v v
If the Requisition is available Short Supplier Name:  begins with ~ Q
to be deleted the Our Customer Number: W Q
Delete Requisition | will be Supplier Name: ‘begins with ~ Q
available to select. [[linclude History [[] Case Sensitive

| search | Clear |BasicSearch [§ Save Search Criteria

E=—=—o

Note: If you just created the

Maintain Requisitions

Requisition and have not Requisition
naVIQated from the pagel you Business Unit SMCMP Status  Open 4 X
must exit and then return to s o opos 1634 Butpesiahr el I B
Requiskion Name 0000010034 7] Hold From Further Processing
access the
R *Requester 68000046732 R Tayior David
Delete Requisition | . e e
ICON Origin ONL R oniine
on the requisition. i e

Requisition Defaults  Edit Comments. Amount Summary 7

Requisition Actities

Total Amount 3,50000 USD
Add tems From 2
Purchasing Kit Catalog
Iltem Search Requester ltems
. . . Line 2 Personalize | Find | view Al |20 |5 First M 1 o1 B Last
You W||| receive a Warn|ng Details | ShipToDueDate | Status | Supplierinformation | femInformation | Aftibutes | Contract |  Sourcing Controls [
. Loe  tem Description Quantty UM Category  Price Alout Wtelis |yt
message. Select Yes if you &
18 Q |Wiagsts 2 [7.0000 £A |Q (15000 |@ 50000000 ] 3,500.00 Open @w 5] EE=
are sure you want to Delete
View Printable Version Delete Requisition *Goto . More -
the Req' @ Save [=] Notify 4 Refresh Es Add B Update

This action will delete the entire Requisition and do an automatic Save. Continue? (10100,117)

The action that you are taking will delete the entire Requisition. An automatic Save will be done and you will be returned to the Search page.
Yes No

Once the Requisition is Deleted you can no longer view it.
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Deleting the Requisition Line, Schedule, or Distribution

To delete a Requisition Line,
Schedule, or Distribution,
select the appropriate section

and then the _I next to
the row you want to delete.

Maintain Requisitions

Requisition

Status  Approved X
Budget Status Valid

Business Unit SHCMP
Requisition ID 0000010034

Requisition Name 0000010034 [”1 Hold From Further Processing

< Header 2
*Requester 68000046732 Q1060
*Requisition Date 02/1972014 L] Requester Info
Origin ONL Q' oniine
Currency Code USD Dollar
Accounting Date 02/1922014 i)
Requisition Defaults  Edit Comments LIS T

Requisition Activties.

" Total Amount 3,500.00 USD
ocument Status Pre-Encumbrance Balance 3500.00 USD
Add ltems From 2 Select Lines To Display 2
Purchasing Kit Catalog Search for Lines
ttem Search Requester ftems Line Q To (¢} Retrieve
Line (2 Personaiize | Find | View Al |0 | B8 irst B 1 or 1 B Last
Details | Ship ToDueDate | Status | Supplierinformation || jtem Iinformation || Attoutes || Contract || Sougoing Controls | D)
B Amount Merchandise
Line tem Description Quantity UOM  Category Price. ool Aimount Status
1B Q  Widgets [ €& 7.0000 EA |Q 15000 Q@ (50000000 [l 3,500.00 Approved @m £
View Printable Version *Goto . More.. -
@ save || Q RetumtoSearch [ Notify | 7 Refresh [ Add
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Canceling a Requisition

You can cancel a requisition line, schedule, or distribution by selecting the Cancel icon on
the respective requisition page.

You can cancel an entire requisition by clicking the Requisition Cancel icon (Red X) on the
requisition header page. To cancel an entire requisition, the requisition must meet the
following criteria:

e The requisition is not on Hold

e You are authorized to cancel requisitions

e No requisition lines have been sourced to a purchase order
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The following navigation is used to Cancel requisition information:
Purchasing > Requisitions > Add/Update Requisitions

Canceling the Entire Requisition

The first step is call up the
Requisition you want to
cancel.

Select the Find an Existing
Value Tab. Enter in the
Requisition Number or the
Requestor.

If the Requisition is available
to be canceled the will
be available to select.

You will receive a warning
message. Select Yes if you
are sure you want to Cancel
the Req.

Falorilesv| Main Menu~ > Suppliers ~ > Suppli:

ORACLE’

Supplier Information

~ > Add/Update ~ > Supplier

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

Find an Existing Value

« Search Criteria

setiD: = SMCHP Q
Supplier ID: W

Persistence: = v =
Short Supplier Name: beiin; wnrr; Q

Our Customer Number: W Q
Supplier Name: 7;gi'rmirhiv Q

[ include History [C] Case Sensitive

gggﬁr’chg‘l 70]@317_\Basic Search [E) Save Search Criteria

Maintain Requisitions
Requisition
Business Unit SMCMP

Requisition ID 0000010034
Requisition Name 0000010034

< Header (2

*Requester 63000045732 R TayorDavid
5

*Requisition Date 02/19/2014 % Requester Info
Origin (ONL R onine
Currency Code USD Dollar

=

Accounting Date 02/19/2014

Requisition Defaults
Requisition Activities
Document Status

Edit Comments

Add ltems From 2

Purchasing Kit Catalog

tem Search Requester ftems
Line 2
Details || Ship ToDueDate | Status || Suppiier information || item Information
Line Item Description Quantity
1B Q  |Wwidgets & & [7.0000

View Printable Version

@ Save | & RetumtoSearch | =] Notity || @ Refresh

Status Approved
Budget Status Valld

Amount Summary (2
Total Amount
Pre-Encumbrance Balance
Select Lines To Display 2

Search for Lines
Line Q T

Aftributes | Contract
‘UM Category

EA /@ (15000

Q@ 500.00000 B

[x]

Hold From Further Processing

3500.00 USD
3500.00 USD

Q Retrieve

Personalize | Find | ViewAul | | B First Ml 101 B Last

Sougcing Controls | [

Amount  Merchandise

Price Status

Only  Amount

3,500.00 Approved

*Goto ..More -

B Add

reguisition.

Yes No

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

‘When you mark a reguisition as complete or canceled, the system does not allow any further changes to the requisition. Any changes made, however, will be stored on the

If you have any more changes to make to this reguisition, do not mark it as complete or canceled at this time. Make the other changes, then return to change its status.
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Once the Requisition is
successfully canceled you will Successful Cancellation
receive this message. You will
need to select the Budget

Check button as this will o )
eliminate the Requisition The requisition has been canceled, but requires a budget check. Press the budget

amount from your budget. check button below to run the budget checking process. Otherwise click OK to
continue without budget checking the Requisition.

Budget Check Ok

Budget Status

Once the Requisition is Canceled you can no longer review it through this path. You can
see it using the Review Requisition Information menus.
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Canceling the Requisition Line

To cancel a Requisition Line,

select the Details for Line
Link.

If the Requisition Line is

available to be canceled the

will be available to
select.

You will receive a warning

message. Select Yes if you
are sure you want to Cancel

the Req Line.

Maintain Requisitions

Requisition

Business Unit SMCMP
Requisition ID 0000010034
Requisition Name 0000010034

Status  Approved

Budget Status Valid

x

(7] Hold From Further Processing

¥ Header 2
*Requester 68000045732 |Q 1.0 1z
RReNMGOR Deile 1021672014 B Requesterinto
OB ONE R oniine
Currency Code USD Dollar
Accounting Date 02/19/2014 oy

Requisition Defaults  Edit Comments et

Requisition Adtivities

D""‘ I«s: n'] : Total Amount 3,500.00 USD

SCAIRTE aus Pre-Encumbrance Balance 3500.00 USD

Add tems From (2 Select Lines To Display 2

Purchasing Kit Catalog Search for Lines

ftem Search Requester ftems Line Q To Q| Retieve
Line 2 Personalize | Find | viewAll | |88 First B 1 011 B Last

Details | ShipToDue Date | Status || Supplierinformation | ftem information || Attributes || Contract | Sourcing Controls
o Amount Merchandise
Line stem Description Quantity UOM  Category  Price st status
Q |widgets & & 7.0000 EA |@ [15000 |Q [500.00000 ] 3,500.00 Approved ®m o] &=
View Printable Version *Goto .. More. -
@ Save | & RetumtoSearch | [=] Notify | @ Refresh B Add
Roquisition 1D 0000011045 tem aiorial Sipplied
Line 1
Buyer (58000042091 Q Line Status Approved E

Line Details
Buyer Name Van Ness, Steven
Category Code 15000
Description Building Supplies/ Materials
*Transaction ltem Description

Janitorlal Supplies
Preferred Language ltem Description
Expand All Collapse All
b Supplier Information 2

» tem Information 2

b Attributes 2

b Contract (2

b Sourcing Controls 7

0K Cancel Refresh

Buyer Information
View Hierarchy

Amount Summary
Merchandise Amt
Document Base Amount

50000 USD
500.00 USD

Canceling a line will also cancel its schedule(s) and distribution(s), Froceed? (10100 136)

After a Line is Canceled and the Requisition is saved, the Line cannot be changed again.

Yes Mo
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Once the Line has been
canceled the Status will
change to Canceled.

Maintain Requisitions
Requisition
Business Unit SMCWP

Requisition 1D 0000011045
Requisition Name 0000011045

@ Header 2
*Requester 68000999957 Q[0 o
*Requisition Date 03/11/2014 () Requester Info
Origin ONL R oniine
Currency Code USD Dollar
Accounting Date 03/11/2014 B

Requisition Defaults  Add Comments

Requisition Activities.

Document Status
Add tems From (2

Purchasing Kit Catalog

ttem Search Requester tems
Line (2

Details | ShipToDue Date || Status || Supplier Information

Line tem Description

1B Janitorial Supplies
View Printable Version

@ Save | Q& RetumtoSearch | [] Notify |2 Refresh

Page 31 of 44

Htem Information

Status  Approved %X
Budget Status Not Chika _
[] Hold From Further Processing

Amount Summary (2

Total Amount 0,00 USD
Pre-Encumbrance Balance 500.00 USD
Select Lines To Display (2
Search for Lines
Line QA To Q Retrieve

Personalize | Find | view Al | £ |
Atributes | Contract || Sougcing Controls
Quantity UM Category  Price Fesdarpn il
CS 15000 |@  100.00000 50
*Goto More -
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Canceling the Requisition Schedule

If the Requisition Schedule is
available to be canceled the

will be available to
select.

You will receive a warning
message. Select Yes if you
are sure you want to Cancel
the Req Schedule.

Once the Schedule has been
canceled the Status will
change to Canceled.

Maintain Requisitions

Schedule
Business Unit SMCMP Requisition Date 03/11/2014
Requisition ID 0000011045 Status Approved

Return to Main Page
Line

Find | ViewAl  First € 2 or2 B Last
2 Item Janitorial supplies Quantity 10.0000 Each Merchandise Amt 250.00 USD
Schedule Personalize | Find | ViewAll | &0 | B First Il 1 or 1 B Last
| petails | [E
= . Merchandise -
Sched Ship To Quantity Price Ariount Due Date Attention To Status
1 B [REcENQ [ [10.0000 25.00000 250.00 ) [Frazee,Karla | & [} Active b =

Add Ship To Comments

| save || & RetuntoSearch ||[=] Notity || @ Refresh | B+ Add || B Update/Displa

Canceling a Schedule will also cancel its distribution(s), Proceed? (10100,137)

After a Schedule is Canceled and the Requisition is saved, the Schedule cannot be changed again.
Yes | Mo

Maintain Requisitions

Schedule
Business Unit SMCMP Requisition Date 03/11/2014
Requisition ID 0000011045 Status Approved
Return to Main Page
Line Find | ViewAl  First (€ 2 or2 B Last
2 Item Janitorial supplies Quantity 10.0000 Each Merchandise Amt 250.00 USD
Schedule Personalize | Find | View All |3 | B First [ 1 or1 B Last
| Details |
s > Merchandise <
Sched Ship To Quantity Price “Amount Due Date Attention To Status
1 I_% RECEIVING [=] 10.0000 25.00000 250.00 Frazee,Karla @ [5§ Canceled EE
Add Ship To Comments
|2 save |[Q RetumtoSearch || Notiy | |2 Refresh | [B a0 |[& Upoate
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Canceling the Requisition Distribution

Maintain Requisitions

If the Requisition Distribution Schedule
is available to be canceled the Business Unit sMcHP Requisition Date 03/11/2014
Requisition ID 0000011045 Status Approved
. . Return to Main Page
W|” be aVa||ab|e tO Line Find | View All First [ 202 B Last
select 2 Item Janitorial supplies Quantity 10.0000 Each Merchandise Amt 250.00 USD
Schedule Personalize | Find | View All | & | =] First M 1 o 1 B Last
1 Details
Sched *Ship To Quantity Price Me“::::f; Due Date Attention To Status
1 B RECENQ [ [10.0000 | [25.00000 250.00 [ |Frazee Karla | & [R Active X =
Add Ship To Comments

|@ save || Q Returnto Search ||[=] Notify || @ Refresh |

After a distribution line is Canceled, it cannot be changed again. Proceed? (10100,52)

You will receive a warning After a distribution line is Canceled and the Requisition is saved, the distribution line cannot be changed again. In the future this distribution line will be unavailable.

message. Select Yes if you ves | Mo
are sure you want to Cancel
the Req Distribution.

Maintain Requisitions

Distribution
Requisition ID 0000011045 Item Janitorial supplies
Line 2 Status Canceled
Schedule 1
Ship To RECEMING Receiving Quantity 10.0000 EA
Distribute By Quantity Open Quantity 0.0000
Liquidate By Quantity Merchandise Amt 250.00 USD
SpeedChart Multi-SpeedCharts
Distributions

Person
Chartfields | Details | Assetinformation | Budgetinformation = [FF)

Merchandise

Percent Quantity  ere GLURit Account Oper unit Fund  Dept Program  Class  Bud Ref Product  Project Affiliate
100.0000 10.0000 250.00 SMCHP 650003
Refresh |

Once the Distribution Line has
been canceled the Status will
change to Canceled.
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Requisition Inquiries

Requisitions

This inquiry is useful in helping you find your Requisition number. Some examples of how
you might use this are: You can search by your name (requestor) or all Requisitions
associated to a specific Department.

The following navigation is used to Review requisition information:

Purchasing > Requisitions > Review Requisition Information
This inquiry gives you line-by-  Requisition Inquiry
line information for your

. e Business Unit SMCMP Q
requisitions, as well as access

pages that contain more e am—— 2 T =
- quisition Name Q

details about the selected ReqStas| @ orga T,
reqUiSition' Requester Q Card Number =

Requester Name Q 7
Enter criteria for SE|eCting Requisition Date [ To [
requisitions to view on the Supplier SetiD [SyCHIF Supplier Lookup
Requisitions Inqun’y page. Supplier ID Q_ Supplier Details Supplier Name Q

Item SetiD [S1ICHIIF item ID Q
Item Description 1] [Elbirect Ship
Department Q
OK | cancel |
Requisitions
Requisitions meeting the Req Inquiry Personalize | Find | View Al |0 | 8 First B 1 or 1 B Last
criteria will be displayed. Reteigy st -
Select the Requisition you Unit Requisition Requisition Name gfﬂ‘::‘:"w" Requester Req Date Total Amt
wish to view. You will be able SMCMP 0000010028 Open Cariillo Mary 0112412014 100.00 USD
to drill down to the Line,
Schedule and Distribution et
=] Notify

details.
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Document Status

This is the most commonly used inquiry to find out whether a Requisition has been sourced

into a Purchase Order, has been Vouchered, or has been Paid.

The following navigation is used for Document Status:
Purchasing > Requisitions > Review Requisitions >Document Status

This inquiry gives you an
inquiry of all associated
documents - the Purchase
Order, Voucher, Payment,
and Receipt of goods.

Enter criteria for selecting
requisitions to view on the
Document Status page.

Requisition Document Status

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

Find an Existing Value

« Search Criteria

Business Unit: = v SMCMP
Requisition ID: begiﬁ;vvit};i
Requisition Status: = =
Requisition Date: = v

Origin: begiﬁs wnh -
Requester: beiglmiwltrﬁ
Description: Kgins with v

[[]case Sensitive

| search H

Document Status

Business Unit SMCMP
Document Date 02/06/2014
Currency USD
Requester Schnieder,Carolynn

Associated Document

Documents | RelatedInfo
Actions Bl | | e DoC ID atus
Unit Type
v actions  sucwp | PUMESe gooop11156  dispatched

Order

& Retunto Search ||+ Previous in List JEl Next in List

Page 35 of 44

P L&

Clear |Basic Search [§) Save Search Criteria

ReqID 0000010292
Status Approved
Document Type Requisition
Merchandise Amt 1,155.00
Budget Status Valid

Personalize | Find | ViewAll | & | B First M 1 of 1 B Last

Document Date  Supplier ID Location

02/06/2014 0000001494 MAIN B
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Requisition Reports

Print Requisitions
If you want to print a hard copy of your requisition, you would use this.

The following navigation is used to print requisition information:
San Marcos Reports/Interfaces > Purchasing > Reports > Print Requisition

. L Print Requisition
Business Unit is SMCMP

. |
Select the ReqUiSition D you Run Control ID Karla ReportManager  Process Monitor | RUN
: : Language English v @ ified L @ ipient's L
wish to print. s A = pectid - -
Report Request Parameters
C||Ck Run. Business Unit SMCMP Q Statuses to Include
Requisition ID (0000009310 Q [l Approved Select Al
[¥] canceled
From Date
& [¥] completed
Through Date & Open
Requester Q L
NOT On Hold v
B Save | Q& Returnto Search | +E Previous inList || +E NextinList | [E] Notify E+ Add | B UpdateDispla

Server Name is PSUNX.

Favorites ~ | Main Menu~ > Purchasing =~ > Purchase Orders ~ > Reports ~ > CSU Open PO by Chartfield
Select SMOPOO006.
ORACLE’

Click OK.

Process Scheduler Request

User ID: 68000046732 Run Control ID: dtaylor
Server Name:| - Run Date: 02/20/2014 ]
Recurrence:lr v | Run Time: |9:01:11AM | Resetto Current Date/Time
Time Zone: Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
CSUPO011 CSUPO011 SQR Report Web v Csv - Distribution
| ok | cancel H Refresh |

See the “Finance Inquiry & Reports Training Manual Ver. 9.0” for a detailed explanation on
Run Controls and Process Scheduler Request instructions (How to run the report).
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Requisition Form

Requisition
Cal State San Marcos

Business Unit: SMCMP___ APPROVED |
Req ID Date Page
Ship To: Receivin 0000010272 02/01/2014 1
441 La Moree Road Requester Telephone Entered By
San Marcos CA 92078 Guidera,Robin Guidera,Robin
Line-Schd-Dist Description Category Quantity UOM Price Extended Amt Due Date
Distribution Account Fund Dept Prgm Class Project Dist Amt

Buyer Van Ness, Steven
Supplier: 0000001427 VINCE DIXON FORD INC DBA KEN GRODY FORD

1-1 Ford F150 4 x 2 Regular cab 1/2 ton 07000 1.0000 LOT 15,756.00 15,756.00
pickup
1-1-1 619805 48500 1058 15,756.00
Line Total: 15,756.00

Buyer: Wan Ness,Steven
Supplier: 0000001427 VINCE DIXON FORD INC DBA KEN GRODY FORD

21 Available Options - to be decided by S. 07000 1.0000 LOT 7,294 47 7,294.47
Van Ness
2-141 619805 48500 1058 7,294 47
Line Total: 7,294 47
Jotal Requisition Amount 23,050.47

Vendor to coordinate with Steve Van Ness for vehicle requirements.
Vendor to deliver vehicle to Nick Magana.
Per attached quote
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Open Requisitions by Department
This report lists all Open Requisitions by Department/Fund. It displays the Requisition
Balance and associated Purchase Orders (if applicable).

The following navigation is used to print open requisitions by department information:
San Marcos Reports/Interfaces > Purchasing > Reports > Open Requisitions

Select by: Search: ‘
» Smo Run Po002
Business Unit s st —
. Run Control ID: APCHKS Report Manager Process Monitor
Fiscal Year (thru) Meatane
Period (thru) bBudgels
CeoL ayaing Enter search criteria and click on Search. Leave blank for all values.
From/TO Req ¥ Purchasing Search Criteria
D rt t < Reports
epartmen - gge{;g/? ngon by *Business Unit SMCHP
eptiD/Fun
From/To Aceo S e
From/To Account Department
— PO Activity by Categon e ] L ]
From/TO CIaSS — PO Detail by Buyver From Requisition To Requisition
. — Print Requisition
From/To Project 5 Interfaces Requestor l
G
From/To Program C Eorid
— Fiscal Authority L ooku From Department 1012 To Department 1012
— Trust Fund Authority
Lookup From Fund ] To Fund =
— nVision Maintenance
> Employee Self-Service
[ Manager Self-Senvice From Account To Account
i tr
E gﬁgtpoﬁre?: it From Class To Class
[ Partners x ] s |
[ Products From Project To Project
> Catalog Management
I Promotions From Program To Program
IR RO S

Delivery Date to be announced
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Reconciling Requisitions
The Procurement department will automatically cancel all Requisitions that are 90 days old

and have a balance remaining. This will result in the Requisitions Pre Encumbrance balance
reducing to $0.00.
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Appendix A - Inquiries Matrix

INQUIRY NAME

USE

NAVIGATION

Requisitions

View line-by-line information for your
requisitions, as well as access pages
that contain more details about the
selected requisition.

Purchasing > Requisitions >
Review Requisition Information >
Requisitions

Req Accounting Entries

Shows the accounting distribution by
line and schedule. This information
shows aftera req has been Budget
Checked.

Purchasing > Requisitions >
Review Requisition Information >
Req Accounting Entries

Req Document Status
Inquiry

Shows details of receivers, purchase
orders, payments, and vouchers
posted against a req.

Purchasing > Requisitions >
Review Requisition Information >
Reqg Document Status Inquiry

Purchase Order

Shows details of each page of a PO
(lines, schedule, distribution, header
and comments).

Purchasing > Purchase Orders >
Review PO Information > Purchase
Orders

Activity Summary

Lists all receipts and invoices on a PO
as well as the quantity and amount
that have been matched.

Purchasing > Purchase Orders >
Review PO Information > Activity
Summary

PO Accounting Entries

Shows the accounting distribution by
line and schedule. This information
shows aftera PO has been Budget
Checked.

Purchasing > Purchase Orders >
Review PO Information > PO
Accounting Entries

Document Status

Shows details of requisitions,
receivers, vouchers and payments
posted against a PO.

Purchasing > Purchase Orders >
Review PO Information >
Document Status

Supplier Review

Searches for a Supplier by name.
Includes Supplier ID and order and
remit to addresses.

Suppliers > Supplier Information >
Add/Update > Review Suppliers
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Appendix B - Reports Matrix

REPORT NAME USE NAVIGATION
Print Requisition Print a hard copy of the Requisition. San Marcos Reports/Interfaces >
SMOPO006 Purchasing > Reports > Print

Requisitions

Open Requisitions by
Department
SMOPO002

Lists all open requisitions by
department ID. Can be further
defined by fund, account, class,
program and/or project/grant.
Includes the requisition amount,
liquidated amount, PO amount and
remaining amount.

San Marcos Repo

Purchasing > Reports > Open
Requisitions by Department

rts/Interfaces >

CSU PO Detail Activity
Report

CSUPOO051

CSUPOO052

Lists purchase order activity for the
PO business unit, department, and
dates you select. Reviewing this
report enables you to perform
comparisons and resolve
discrepancies proactively.

Purchasing > Purchase Orders >
Reports > CSU PO Detail Activity

Report

Open PO Report by
Department
COOPOO005

Lists all open purchase orders by
department ID. Can be further
defined by fund, account, class,
program and/or project/grant.
Includes the requisition amount,
liquidated amount, PO amount and
remaining amount.

San Marcos Repo

Purchasing > Reports > Open

Requisitions

rts/Interfaces >

Print POPO0O05

Used to print a copy of the Purchase
Order.

Purchasing > Purchase Orders >

Dispatch PO’s
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Appendix C - Category Codes

Code | Description PS Account
03700 | Entertainment, Misc. 660820
04000 | Animal and Supplies 660003
04500 | Appliances Non-Industrial 660003
05000 | Art Equipment and Supplies 619002
06000 | Auto Parts and Services 660021
06099 | Recycled Antifreeze 660003
07000 | Auto Vehicles 619805
08000 | Badges/Name Tags/Plates/Emblem 660003
08500 | Bags/Bagging/Erosion Equipment 660003
15000 | Building Supplies/ Materials 660003
15500 | Buildings/Structures 607031
17500 | Lab Equipment and Supplies 660003
19099 | Recycled Solvents 660003
20000 | Clothing/Athletic/Uniforms 660003
20400 | Computer Hardware/Accessories 616005
20800 | Computer Software/Licenses 616003
23200 | Crafts General 660003
26500 | Draperies/Curtains/Upholstery 660003
26900 | Drugs/Pharmaceuticals 660003
28500 | Electrical Equipment/Supplies 660003
29500 | Elevators/Escalators/Bldg. 607033
33569 | Recycled Compost 660003
34000 | Fire Protection Equipment/Supp 660003
34500 | First Aid/Safety Equipment/Sup 660003
40500 | Fuel 660003
40587 | Recycled Petroleum/Qil 660003
42500 | Furniture 660803
42558 | Recycled Plastic Furniture 660803
42598 | Recycled Steel Furniture 660803
44062 | Recycled Glass 660003
44500 | Tools 660003
45000 | Hardware Misc (Non-Info Tech) 660003
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Code | Description PS Account
45064 | Recycled Rubber Products 660003
48500 | Janitorial Supplies 660003
51500 | Landscape Equipment/Supplies 660003
54500 | Hardware Industrial 660003
55000 | Traffic Control/Markers/Placar 660003
57000 | Metals All Types 660003
57099 | Recycled Steel 660003
57800 | Miscellaneous Products 660003
58000 | Musical Instruments/Access/Sup 660003
60000 | Office Machines/Equip/Access 660003
61500 | Supplies General 660003
63079 | Recycled Paints 660003
64066 | Recycled Paper Products 660003
66572 | Recycled Plastic 660003
68000 | Police Equipment/Supplies 660003
71500 | Audio/Visual Equip/Supplies 660003
72500 | Communication Equip/Supplies 604090
78500 | School (Instructional) Eqp/Sup 619002
80100 | Signs/Material/Equip/Supplies 660003
80500 | Athletic Equip/Supplies 660003
85500 | Theatrical Equip/Supplies 619002
88500 | Water/Wastewater Chemicals 660003
90600 | Major Arch/Eng Agreements 607022
90700 | Major Arch/Eng Agree Extra Srv 607023
90900 | New Major Capital Construction 607031
91000 | Minor Cap Repair / Maintenance 607011
91200 | Construction Serv / General 607031
91400 | Construction Trade Services 607031
91500 | Advertising/Media Services 660017
91800 | Consulting Services 613001
92500 | Pre-Construction Phase Agree 607021
92600 | Environmental/Ecological Svc. 613001
92645 | Hazardous Material Services 613001
92800 | Equipment Maintenance/Repair 660021
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Code | Description PS Account
95300 | Insurance 660010
95800 | Cap. Outlay Constr. Management 607032
96100 | Mjr/Mnr Cap - Othr Srv - Const 607033
96200 | Miscellaneous Services 613001
96600 | Printing Services 660002
96800 | Public Work Service 607031
97100 | Rental/Lease Real Property 660041
98100 | Rental/Lease Equipment 660835
99000 | Safety Services 613001
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