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1.0 Entering a Requisition (Review)
Overview

A requisition is the first step in the procurement process. The format of a
requisition within the system is made up of 4 basic parts, Header, Line,
Schedule, and Distribution.

The requester fills out the requisition for the supplies/equipment/services
required for their department or project. After the requisition has been filled out
completely, the department approver must approve it. Following approval, the
budget checking process will be run to verify that budget exists and a pre-
encumbrance will be created for the requisition. Staff in purchasing, who will
create a purchase order, will then pick up the requisition.

Basic steps for Requisitioning

Header
Add a new requisition to the system

=

. Select the recommended vendor on the Header Defaults

2

3. Select a Ship To location on the Header Defaults

4. Verify that the Default Distribution has been brought in successfully
n

5. Enter a Description for the item to be requested
6. Enter the quantity, unit of measure, category, and price
7. Verify the Ship To location from the Header Defaults

Schedule

8. Verify that the schedule information has been defaulted in from the Header and
Line correctly

9. Insert any additional schedules that are required (normally only one schedule is
required)

Distribution
10. Verify that the Default Distribution has been brought in successfully

11. If distribution needs to be changed,
- Account: select the Account from the dropdown
- Department: use the SpeedChart dropdown to select a valid Dept/Program/Fund

Following Entry
12. Click the [Save] button
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2.0 Workflow

Review Worklist

‘3 Worklist - Microsoft Internet Explorer m=E||
File Edit View Favarites Tools  Help ﬁ

GBack » = - @ i) ‘ {Qsearch [HFavorites @Media 4 | - S - ¥

Address Iﬁj hitkp:f foweety, coppin,edufpsp/csfrk st EMPLOYEE JERP fw/WORKLIST?ICACion=ICViewworkisteMenu="worklistBMar ket=GBL&P anelGroupMame="WORKLIST

PeopleSoft.

Home Sign out

=113
Mew Window | Help )

Worklist for fnconsultd: Cedar Consultant - George

Dretail Yiew Work List Filters:l
orklist Cus 1-8

From Date From Work item Worked By Activit Priority Link

Cedar Consultant 06 52004 \?V‘;?k’:‘ig?’”"a' Requisition Amount Appraval D ~| 26 COPPIM. 00000000 Markworked | Reassion |

Cedar Consultant 0B/ 52004 \?V%?k’:\ig?m"a' Requisition Armount Approval ~| 26, COPPI, 000000012 Markiorked | Reassigh |

Cedar Consultant 06 52004 \?\r‘z‘jkﬁz?m"a' Requisition Amount Appraval ~|/26. COPPI, 0000900012 Markwiorked | Reassign |
Approve

Cedar Consultant 06152004 ChartFields Requisition ChartField Appr | 27, COPPRM, O0AOO00012 ark Worked | Reassign |
Wiorklist
Apprave

Cedar Consultant 06/ 5/2004 ChartFields Requisition ChartField Appr | 27, COPPR/O000O00012 Mark YWarked | Reassign |
Worklist
Approve

Cedar Consultant 06152004 ChartFields Requisition ChartField Appr % | 27 COFPRM, 0000000012 ark Worked | Reassign |
Worklist
Approve

Cedar Consultant 061502004 ChartFields Requisition ChartField Appr ¥ | 27, QOPPR, 0000000012 Markorked | Reassign |
Worklist
Approve |

Cedar Consultant  06M 52004 ChartFields Requisition ChartField Appr > | Y, COPPR, 0000000012 Mark\Warked | Reassign |
Worklist

Worklist: To Review your workHst click the Worklist icon on the top PS line.

The items to be “worked” are fisted under the Worklist heading. These are the Requisitions that
require attention to have the/Requisition Chartfield Approved or the Requisition Amount
Approved.

Link: From your workli
approval.
Click the purpl

you can go directly to the PS screen that requires you to perform the

link that lists the BU: COPPN and the Requisition number.
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3.0 Requisition — Amount Approval

Amount Approval Screen

The Approval process is fairly simple. Just click on the purple link to bring up the
requisition that is to be approved. The approval process applies to the entire
Requisition not just single lines.

The Amount Approval is to verify the total amount of the Requisition.

PeopleSoft.

= Requisitions | Mew\indow | Heln
[* Reconcile Requisitions

[* Review Requisition i
Irfarmation [ Approval Y\ Defails

[* Reports .
Maintain Requisiions Unit:  COPPMReq:  0o000ppnzs  Reauester: Cedar Consultant- George =

= A nts

Apnrave ChartFields

Reguest Reguisitions *Approval Action: IApprDve :I' Approval Status: Initial
Load Reguisitions
Update Drop Shipments

Budiet Check | =]

Entry Event Reguest
Purie Requisition Load
BEensts
Approval Workdl o

[> Request far Quotes

> Procurement Contracts

I Purchase Orders Requisition Date: 0BA BI04

[> Supplier Schedules

> Procurement Cards Total Amount: 30.000 Dallar
[> Shiprmants

[> Return To Vendor Total Base Amount: 30.000 Daollar
[> Analyze Procurement —

[> Inventary

[» eProcurement

[> Sourcing B savel (QLRetumn to Search | |+E Nexctin Lj Eotify

[ Engineering

[» anufacturing Definitions Approval | Details

[> Production Contral

[> Canfiguration Modeler
[> Product Configurations
[» Guality

> Grants

[» Projects

[* Engagement Planning
[> Resource Management ;I

Review the Total amount of the Requisitipn each line to verify that you agree with
the amount that is to be spent on each it

If you agree with the amount of the Requigjtion then you can approve the Req by
making sure the Approval Action is Approve

Approval Actions are: Approve
Deny
Recycle

Click B save)

Again the Approval does not take effect until you click Save.
** Note ** - Only certain users have the security to Approve Requisitions
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4.0 Requisition — Chartfield Approval

Chartfield Approval Screen

Click on the “=2= . Tab at the top of the screen.

Click on the "= [ink to review the Accounting information.

PeopleSoft.

B

Waorklist far

Detail View Work List Filters: b |

Customize | Find | Wiews &1 | ] First EI 1-Zof 2 IE Last

Warkflow 0172602005 B Approval

Administrator ‘orklist

ol owy G ;
01/26/2005 CharFields Requisition ChartField Appr & | 187, COPPRN, 00005001 28 ‘ Reassign

Adrminigtrator \Warklist

Requisition Amount Approval 26 COPPR, 0000500122 ‘ Reassign

Click here to approve Requisition

Click here to approve Requisition ChartField

2 Refresh Amount

<

%

|

Worklist: To Review your worklist click the WerIist icon on the top PS line.

The items to be “worked” are listed under the Worklist heading. These are the Requisitions that
require attention to have the Requisition Chartfield Approved or the Requisition Amount
Approved.

Link: From your worklist you can go directly to the PS screen that requires you to perform the
approval.
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The Amount Approval is to verify the total amount of the Requisition.

PeopleSoft.

Add to Favorites

513
Mewswindow | Help

" mpproval '\ Details !

Unit:  COPPNReq: 0000000023 Requester: Cedar Consultant- George =

|Appr0ve 'l

Distributions/Chartfields

Line Sched Distrib Status GL Unit Acsgqunt Prograrm
1 1 1 COpen COPPN\D9020 4010 2001012 001

B save) | Eviewmorklist] HZtNext intiorklist | @PrgAinWorklist

Approval | Details / \

Review the Chartfields of the Requisition each
the amount that is to be spent on each item.

*Appr Act: Approval Status: Initial

= I

1af 1 Last

Project

All| B

First
Bud Ref

iZe | Fliit

to verify that you agree with

If you agree with the Chartfields assigned on the Requisitionthen you can
approve the Req by making sure the Approval Action is Approve

Approval Actions are: Approve
Deny
Recycle
Click B save]

Again the Approval does not take effect until you click Save.
** Note ** - Only certain users have the security to Approve Requisitions
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5.0 Budget Check

| Navigation | Purchasing > Requisitions > -Add/Update Requisitions

In order to Budget Check, you must be looking at the Requisition you want to
Budget Check.

The Budget Check process is fairly simple! The Budget Check process applies to
the entire Requisition but checks each line one at a time.
The Requisition must be Approved before Budget Checking.

Click the = Budget Check button (looks like a spreadsheet with magnifying glass)

—

& Home @ wiorklist 4. Add to Favorites > Sign out

MewwWindow | Help

Form Schedule

*Req Date: [0617/2002 ] origin: [ONL =]

Unit: US001  ReqID: NEXT

*Requester: IVP1

Q atamian wes

" Hold From Further Processing

Status: Approved Budget Status: Not Chik'd Accounting Date: IUEH 772002 ] *Currency: IUSD QJ Dollar

Customize | Find | View All | B

Ttodof4
First (4] 1-acra Last

Form | Schedule

Sel Line Hem ID Desqription Reqg Oty  *UOM Category Price Ship To Status
Long §leeve Biking Jersey, = i -
1 [rooo0 al e B [1a4000i[EA @ cvoumne  [zoooono [Usoor @ Acve [
Long Sl8gve Biking Jersey, = ; -
r 2z [rooos Qi B [1a40000[EA @ cvoumne  [zaooono [usoor @) actve [ (=]
r a [ioo07 Q sidepockeNshorts, Women's B2 [144.000( [EA @ cveums  [2000000 [Usoot (@ Acive [ = |
¥ 4 [ioo08 Q switchback N, Biking Shors, B2 [144.000( [EA Q) cvcuns  [z000000 [Usoot (@ Acive [ = |
Total Amt: 12,240.00 USD Total Baseﬂ\l: 12,240.00 USD
*Goto: Header Defaults Header Cornments  tern Bearéu ltem Detail Line Defaults Line Details
Copy Fram Catalog Line Comm¥nts  Sourcing Contrgls | ~M2re.. i
& save] ([EdMotity | [ Refresh [Eadd | (] UpdatesDisplay

The Budget Status: should change t

The Budget Check does an automatic save but it never hurts to Click [EEY

** Note ** - Only certain users have the security to Budget Check Requisitions
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6.0 Canceling a Requisition

| Navigation

| Purchasing > Requisitions > -Maintain Requisitions

w.
[

Form Schedule

Mew Window | Help

Unit: US001  ReqID: NEXT

*Req Date: |05 712002 ] rigin: | ONL 7]

“Requester: |VP1

Q atamian wes

Status: Approved Budget Status: Mot Chk'd Accounting Date: IUEM 72002 B *Currencys IUSD QJ Daollar

1to4ofd

Custormize | Find | View &1 | B8

First (4] 1.4.0f 4 Last

Sel Line [tem ID Description Reg Oty  *UOM Category ice Ship To Status

Long Sleeve Biking Jersey, = i -
r 1 [roooo Qo B [1a4000i[EA @l cvcumne  Jroooono [Usoor @) actve . (=]

Long Sleeve Biking Jersey, = =
2z [rooos & B [1aano0i[EA @ cveune  [[zsooono [usoor @ acve . (=]
3 [iooo7 Q sidepocket Shorts, women's 2 [144.000( [EA @ cycuns [ [zo00000 [Usool (@ acive [ = |
¥ 4 [iooo8 Q switchback Mt Biking Srorts, B2 [144.000( [EA @ cvcuns [ [z000000 [Usoot (@ actve [ = |
Total Amt: 12,240.00 USD Total Base Amt: 12,240.00 USD /

*Goto: Header Defaults Header Comments  ltem Search

lterm Detail

Line Defaulis

Line Details

Copy Fram Catalog Line Camiments Sourcing Contrals
B save) [ElNotity ) (2 Refresh E+Add

Form | Schedule

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, to Find an Existing Requisition
see page 14.

Verify that the Requisition in front of you i$ the Requisition you wish to Cancel.

Click on the ‘E*&%55| 1y tton to change the mode.

Click the Cancel button (looks like a big X)
The Status: should change to Cancelled

The Cancel takes effect the minute you click Cancel.
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** Note ** - Only certain users have the security to Cancel Requisitions
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7.0 Inquiry/Tracking a Requisition

You can review the Requisition or track the status of that Requisition.

Navigation | Purchasing > Requisitions > Review Requisition Information >
-Requisitions

/3 Requisitions - Microsoft Internet Explorer |7 x
J Flle Edit MWiew Favorites  Tools  Help ‘

J @Bacl-[jev| = - @ 7t ‘ @Search (] Favarites @History | %- =1 | E k]

| ddress [@] hitpjiscinweh. frostburg. edufpsp/ps/EMPLOVEEERPYc/REQUISITION _ITEMS. REQ_INQUIRY. GBL x| e “Links &

& 'worklist %, Add to Favorites S Sign out

= Furchasing :l Mew windaw | Help
= Reguisitions

I Reconcile Requisitions
I = Review Reguisition

Requisition Inquiry
Information l—
= Requisitions Business Unit: FROST ﬂ

- Accounting Entries isiti . | =Y . Q)
o PR Requisition ID: J To Req: J
R ocimentistatiis) Req Status: I Ql Origin: Ql
= Change Histary

I Repotts Requester: I Q)

- Maintain Reguisitions

- Apnrove Amounts Requisition Date: | B To: Ed
= Approve ChartFields
- Reguest Requisiions vendor Set1D:  [FROST wandor Lookup Yendor Details

= Load REQUiSmUnS
- Update Drop Shipments Vendor ID: I QJ  short vndr Name: Q

- Budget Check O
LI0EL Nt Item SetiD: [FrosT Hem ID: ey

- Entry Event Request
= Purie Requisition Load  §= I :I
Reqsts Descr: =

- Approval Workflow . I— ]
I Reguest for Quotes Department: " Drop Ship

P Procurement Contracts 0K | Cancell

P Purchase Orders

I Supplier Schedules
P Procurement Cards
Ir Shipments

P Return To Yendor

P Analyze Procurement
I Irventary

P eProcurement

Ir Sourcing

[» Engineeting -

If you click you will get a list of ALL Coppin Requisitions.

This may be a big list that can be narrowed down by entering as many of the
fields that you'd like to specify which requisition you would like to review.

Click on the Requisition (blue) that you would like to view or work on.

Click L_9¥__|
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Inquiry Details Tab

3 Requisitions - Microsoft Internet Explorer

=181

J Eila Edit  Wiew Favorites Tools  Help
J Back ~ = - @ 7t | @Search (] Favarites @Histnry | %v = K kol

JAddress I@ http: fiscfinweb, frostburg. eduf/psp/ps/EMPLOYEESERPCIREQUISITION_ITEMS.REQ _INQUIRY.GEL

=] @so [|unks >

+ Purchasing ;l

~ Requisitions
I Reconcile Reguisitions

& Home

@ wiorklist

%, Add fo Favorites

{ Requisitions

+ Review Reguisition
Infarmation

Details Status =z b

[4] »

= Accounting Entries —
= Waorkbench - Unit
= Document Status FROST
= Change History FROST
I Reports
= Maintain Requisitions FROST
= Approve Amaounts
- Apprive ChartFields FROST
= Request Reguisitions
- Load Requisitions FROST
= Update Drop Shipments FROST
FROST
FROST
FROST

Requisition Status
0000000096 Open

0000000095 Approved Harris Susan
0000000094 Approved Harris, Susan
0000000093 Approved Harris Susan
0000000092 Approved Harris Susan
0000000091 Approved Harris Susan
0000000090 Approved Harris Susan
00000000285 Approved Harris, Susan
0000000088 Approved Harris Susan

Reguester
Atarmian Wes

= Budget Check

= Entry Event Request

- Purge Reguisition Load |
Rensts

e e e e e (R B B

= Approval Wirkilow
I Reguest for Quotes
P Procurement Contracts
b Purchase Ordars
I Supplier Schedules
I Procurement Cards
[ Shipments
I Return To Wendar
[ Analyze Procurement
I Inventary
I eProcurement
I Sourcing
[» Engineeting ;I

Header Comments
Show Receipts

Search
Show RFG

ElNatify

Approval Histary
Show PO

Req Date
OB 82003

0AfOB2003
057052003
0452472003
0451872003
0451182003
045182003
045182003
04511872003

Show MSR

Total Amt Currency
1000.000 Dollar

T8000.000 Dallar
52.040 Daollar
2131.000 Daollar
20085.000 Dallar
4490.000 Dallar
4158.030 Dallar
2110.000 Dollar
2403.250 Daollar

Document Status
Show Youcher ! Payment

Mews Window | Help

The Inquiry Details screen shows you all the requisitions selected. It gives very

brief information about each requisition.

You can see the specific requisition by clicking the Requisition ID: (in blue)

To see any of the topics in blue at the bottom you must first put a check mark in

front of the Requisition you want to see.

Note: before leaving this screen that the Status of the Requisition is listed beside

the Requisition ID:

Interesting that the Status is on this screen but the label on the tab for the next

screen is Status.

Click on the i == | tab.
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Inquiry Status

‘3 Requisitions - Microsoft Internet Explorer = ﬁllﬂl

@ wiorklist . Add o Favorites > Sign out

Customize | Find | First (1] 1.90r 11 I Last

[

J File | Edt  View Favorites Tools  Help |
J Back ~ =» - @ | | @Search (Gl Favarites @History | %v =N @ H
~ Review Requigition - Mewe indow | Help
= Reqguisitions
= Accounting Entries
= Document Status F
=)
- Change History Detals Status
= Maintain Reguisitions SALIS 220625354 ¥ Y
- Approve Amounts B
SALIS 0000000010
- Request Reguisitions
= Load Requisitions
SALIS 0000000008
= Budpet Check
- Entry Event Reguest SALIS 0000000007
Rensts
- Approval Workflow SALIS 0000000005
SALIS 0ooooooood
P Procurernent Gontracts - -

JAddress I@ http:fschinweb.frostburg, edufpsp/ps/EMPLOYEE/ERP/C/REQUISITION_ITEMS REC_INGUIRY , GEL j @Go |J Links *
Information
SR { Requisttions
= Warkbench
“PRepots . Unit Requisitity,_OnRFQ/OnPO  Drop Ship Received OnMSR  OnVoucher
- Approve ChantFields
SALIS 0000000009
= Update Drop Shipments
- Purge Requisition Load SALIS 0000000008
P Request for Guotes
SALIS 0oooono0o3

= =

[ e e e e e B e

I Purchase Orders

P Supplier Schedules
I Procurement Cards
I Shipments Search Approval History  Header Comments Document Status

[ Return To Vendor Show RFQ Show PO Show Receipts Show MSR Show Voucher ! Payment
b Analyze Procurement -

P Inventary Bty )
P eProcurement

[ Saurcing

I Engineering

[ Manufacturing Definitions
I Production Gontrol

I Canfiguration Modeler ]
oo L e "

The Inquiry Status screen shows you all the requisitions selected. It provides
brief information on the progress of each requisition.

The columns on the Status tab show the progression of the Requisition. If there
is a Y next to the Requisition ID: then this requisition has been progressed further
along the procurement path.

You can inquire on the RFQ, PO, Received, and Voucher by clicking on the Y
(blue).

The yellow box with the arrow in it . [F* shows you both screens at once when it is
clicked.
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