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1.0 Entering a Requisition

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.

Requisition Layout

| Header — Used for the entire Requisition

Form — Requester, Req Date, Origin, Acct Dt, Hold Flag

Header Defaults (override)- Vendor, Buyer, Ship To, Due Dt, Distribution
Header Comments - Vendor, Receipts, Voucher

| Line - Each item requested |
| Form — Description, Qty, UOM, Category, Price, Ship To, Status ‘

‘ Schedule — Delivery: Ship To, Due Date, Qty, Price ‘
‘ Distribution — Account/Dept/Prog/Fund, Delivery Location, % ‘

| Line — Each item requested ‘
| Form — Description, Qty, UOM, Category, Price, Ship To, Status ‘

‘ Schedule - Delivery: Ship To, Due Date, Qty, Price ‘
‘ Distribution — Account/Dept/Prog/Fund, Delivery Location, % ‘

‘ Schedule - Delivery (each line will have 1 or more schedules) ‘
Distribution — Account/Dept/Prog/Fund, Delivery Location, %
Distribution — Account/Dept/Prog/Fund, Delivery Location, %

Gray areas indicate that multiple schedules and distributions are permitted
for each line.
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Basic steps for Requisitioning

Header

1.

A wn

>

e

5.
6.
7

Add a new requisition to the system

Select the recommended vendor on the Header Defaults

Select a Ship To location on the Header Defaults

Verify that the Default Distribution has been brought in successfully

Enter a Description for the item to be requested

Enter the quantity, unit of measure, category, and price

. 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

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

Distribution

10.
11.

Verify that the Default Distribution has been brought in successfully

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 [Approval] button
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Adding a Requisition

| Navigation | Purchasing > Requisitions > -Maintain Requisitions

Business Unit: Enter COPPN or select from the Lookup.

Click L_Add_|.

¢ -2-QRA0ETIRD-IHED
PeopleSoft.

B

Mew Windaw | 5

Requisitions

[ Eind an Existing Value | Add a New Value |

Business LKit: (COPPR QL

Requisition ID: [NEXT

Add

Find an Existing Value |Add a Mew Value

Requisition 1d: NEXT — the word NEXT informs PeopleSoft to assign the next
available requisition number.
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The Form screen should appear:

—

& wiorklist M. Add to Favarites S Sign out

Mew'Window | Help

Form Schedule

Unit: USOD1 ReqlD: MEXT “Req Date: [04/2412002 EJ origin: | ONL =]
‘Requester: [VP1 QA atamian es ™ Hold From Further Processing

Status: Approved “Currency: Wg Dollar

B First [0 1011 [ Last

Sel Line item ID Description ReqQty UOM Category  Price Ship To Status

P Q| < B [o.0000 |_g| Qo.oooo0 | [usoot Q) Adive 4] =
Total Amt: 0.00 USD Total Base Amt: 0.00 UsD
‘Gu@er Defauh(eader Comments  Iterm Search ltern Dietail Line Defaults Line Details

o) sy mmeeieiy Catalog Line Comments  Sourcing Conirals | ~Mre. al
Bsave) [Elnotity )2 Retresh Bk Add) (E] Updateisplay

Forrm | Schedule

The information at the top of this screen is Header information and pertains to the
entire Requisition.

Requester: Should contain your User ID with your name displayed next to you
ID.

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. Can be changed if a more
appropriate origin is to be assigned.

Currency:  USD — will always be USD

Click: Header Defaults
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Header Defaults

The header defaults screen allows the user to enter data that will be applied
to each line, schedule, or distribution of the requisition line after the
requisition has been create.

; Maintain Requisitions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

—[=] X|
EBack - = - 7 ] ﬁ| Qhsearch [Favorkes EMedia 4 | Ey- S = ¥
Address @http:Htweety.coppin.edu,l’psp,l’cantst,iEMPLOVEEJERP,I’C,I’REQUISITION_ITEMS‘REQUISITIONS.GBL j @Gn Links

PeopleSoft.

Home Add to Favarites

Sign out

= Requisitions
[» Reconcile Requisitions
[> Review Requisition

=]

Header Defaults

Mews Window | Help

Information
[ Reports
= Maintain Reguisiions ||
Approve Armounts

Unit:  COPPM ReqlD: MEXT

Approve ChartFields
Benguest Requisitions
Load Redguisitions
Update Drop Shipments
Budget Check

Entry Event Reguest
Purie Requisition Load
Rensts

Aporoval Wiorkflowve

* Default

" Override

Vendor:

Buyer:
Ship To:

| QLocation: |
Wendor Lookup

| <
IRECV Q) CENTRAL RECEMING

al

[* Request for Quates

P Purchase Orders

[> Supplier Schedules
D Procurement Cards
[> Shipments

[> Return To vendor

[» Analyze Procuremant
[> Inventory

[» eProcurement

[* Sourcing

[» Enginearing

[> Production Contral
[> Canfiguration Modeler

[» Guality

> Grants

[» Projects

[* Engagement Planning

[> Procurement Contracts

[» Manufacturing Definitions

[> Product Configurations

[> Resource Management

Due Date:

| (2] Category: | Q  uom: l_ (Y]
Distribute by [ |

Distributions
(" Details

SpeedChart: | Y

Yy Azzet Information

Percent  GL Unit

Dept

Project Account Program Bud Ref Budnet Date Location

1 |

[corpr @]

| | Q] Al @[ &l[oenazoos El[proc

Ok | Cancel| Refreshl

Kl I

Vendor:

Location:

Tax ID of the merchant.

Not required to be entered.

Vendor Lookup — we’ll explore this in a little more detail below.

Buyer:

Ship To:

Due Date:

Category:

Not required to be entered.

RECYV - this is the code for the location of Central Receiving. This code will be
defaulted into the Ship To location of each Schedule.

Today's Date or the date that the goods are to be received. This code will be
defaulted into the Ship To location of each Schedule.

Requesters will typically use either: A-2WAY MATCH or A-3WAY MATCH.
The category is used to identify what type of good or service is being requested.

It also identifies the requirements PeopleSoft will use for Matching the PO,
Receiving, and Voucher. This code will be defaulted into the Category field of

Requisition Guide for Requesters
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each Line. Caution: If any item that is being requested is NOT in this Category
then it will have to be changed manually at the time the line is added.

Unit of Measure: Each (EA) is the most popular. Select the most appropriate UOM
that describes the quantity that will be used to order and receive the
goods. This UOM code will be defaulted into the UOM field of each
Line. Caution: If any item that is being requested is NOT in this
UOM then it will have to be changed manually at the time the line is
added.

Speed Chart: Abbreviation of a combination of Dept/Program/Fund. This will enable
the user to select a valid Dept/Program/Fund without having to enter
each field separately.

Distributions — this is the default and will be applied to every Line on the Requisition.
(Coppin’s distribution may look a little different, have changed the
order to make it easier for entry.)

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: COPPN - is always COPPN

Account: The GL account to which the items on the line are being charged.
(What)

Department: Use the Speed Chart field to populate the department/program/fund
combination.

Location:  This field should default from your User ID. This field is the delivery
location of the person making the request. Will be RECV, unless
every campus location has been identified and attached to each
requester.

Hint: If you have a need to navigate to a different menu location, to lookup
the cross-reference from a FRS Account to a PeopleSoft Department
as an example, you may not be able to do so without losing your
current work. Instead of leaving your current menu location, you can
click on 'New Window"' in the upper right corner of the screen. This
will allow you to navigate to another screen without disturbing the
work you are performing. Once you are finished with the 'New
Window’, close it and you will return to your original location.

Click on the Vendor Lookup link, ‘etuor Lok
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Vendor Lookup

i R FIEEEER E
PeopleSoft.

Ad to Favorites

[E

Mew Window | Customize Page | 15,

WVendor Lookup

Name: IJOHNS [o\j'lorlName: I Q
City: I State: I (&} Postal: I
Country l_ Q, Class: I_ Q, Type: l_ Q

Max Rows I 10 Search |
1to100af12 (4] (44 %) Dl

Search Results 3 Customize | Find | view All | 5 First 4] 1.500 10 O Last
Sel Vendor ID Default | ocation Address Name
[~ 390330010 ujuli} T JOHNSON CONTROLS
[~ 520591656 ujul} 1 JOHNS HOPKIMNS HOSPITAL
[~ 520591656 001 2 JOHNS HOPKIMNS HOSPITAL
[~ 520595110 ujul} 1 JOHMS HOPKINE UNIVERSITY
[~ 520595110 001 2 JOHNS HOPKIMNS UNIVERSITY

Wendar Detail  Address
Ok | Cancell Refreshl

Name: Vendors can be found by entering the name of the Vendor. The Name is
listed as it would be on the check.

ShortName: ShortName has been converted to be the vendor name in FRS from the
* forward. This is basically a lookup by Last hame if the vendor is a
typical firstname/lastname vendor

FRS Vendor Name: Shortname (10 characters)
Example: John*Smith John Smith Smith

John*Smith Inc. John Smith Inc. Smith Inc.

Smith Supplies Smith Supplies Smith Supp
Wildcard: % - can be used to lookup vendor names without knowing how the

vendor name starts %HOPK% - above will display any vendor that has
HOPK in their name. However this is case sensitive, but Coppin is all

CAPS
Select a Vendor Id to use by clicking the Sel field in front of the vendor. You can only
select one.
Click 9K
From the Header Defaults screen
Click 9K
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Header Defaults - Retrofit

‘3 Maintain Requisitions - Microsoft Internet Explorer |5 |5||

File Edit “iew Favorites Tools  Help ﬁ

¢aBack + = - (D #at | Qhsearch [SFavorites  GMedia ®| BrS = H
Address I@ http: fftweety .coppin.edu/psp/csfnkst EMPLOYEE JERP fcfREQUISITION _ITEMS, REQUISITIONS, GEL j @Go Links **

PeopleSoft.

< Reguisitions |
[* Reconcile Requisitions
[* Review Requisitian
Infarmation
[* Reparts

MewWindow | Help

Retrofit field changes to "all" existing requisition linesischedulesidistributions.....

Unit:  COPPM  Req ID: MEXT

Approve Amounts Farthe distribution specific defaults,

Approve ChanFields Select Apply'ta apply changes to the Distrib Line value Far example, if you select Apply for Distrib Line 3, the change is applied to
Request R’EQ_L!\SNDHS each Distrib Line 2 on the requisition.

Load Requisitions Elestaanly 10 All Distribs' to apply changes ta all distribution lines an the reguisitian.

Update Drap Shiprments @

Budget Check O Unmark A1
Entry Event Request :
Purge Reguisition Load a P = =
Regsts Apply [ Distrib Line  Field Narme Field Value Applyto All Distribs
Approval Workflow I~ Ship Ta RECY

[> Request far Quaotes

[ Procurement Contracts W 1 Budget Date 2004-06-04 I

[> Purchase Orders

[» Supplier Schedules g ! Location FROC =

> Procurement Cards |

[> Shipments

[> Return To Yandor

[> Anakyze Procurement -

[> Inventary

> eProcurement

[> Sourcing

[ Engineering

[» Manufacturing Definitions

> Production Contral

[» Configuration Modeler

[» Product Configurations

[» Quality

P> Grants

[> Projects

[» Engagement Planning

[* Resource Managemant x|

Cancel Refresh

Defaults: If you whnt to use the values that were just selected on the Header Default page.
This will set the Vendor, Ship To, Location, etc... on every line of the requisition.

Click Mark All

Click 9K _|
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New Vendor Info

-

& Home (=2 Worklis o Favorites S Sign out

Mew Window | Help

Form Schedule
Unit: US001  RegID: NEXT “Req Date: [142412007 ) origin: [ONL =] 7 & L
*Requester: |VP1 R ptamian wes [~ Hold From Further Processing
Status: Approved *Currency: |USD Q] Dallar
E First (4 10t 1 [M] Last
Sel Line HemID Description Reqg Oty  *UOM Category Price Ship To Status
o ]| SR e [ Q[oooonn  [usoot (Qf actve | =]
Total Amt: 0.00 UsSD Total Base Amt: 0.00 uso

*Goto: Header Defaul
CopyFrom
B szve] [ElNetite | (2 Refresh

Form | Echedule

Header Comments Yem Search ltern Detail Line Defaults Line Details
...Mare. =z

Line Comments Gourcing Controls

Bk Add ) | Update/Display]

When to use: Vendors that can noy\be found by doing the Vendor Lookup.

Vendor Info:  Vendor Information canbe sent to the Buyer within the Requisition.
Simply click the Header Comments icon to enter the vendor information.

A screen will appear to allow the user to enter information the buyer should know
about:
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Header Comments

PeopleSoft.

hutiChannel Console | Addto Favorites | Sign ou

|E»
Mews Window | Help

Header Comments

Unit:  SALIS  ReqlD: MNEXT

First 1 of 1 Last

% H 53

¥ Active Only *Sort Methd: ICommentTime Sta vl *SUnSeq:lAscending ~| B
Comments—

< B

[ SendtoVendor I~ Shown at Receipt [ Shown at Voucher

\

/

File Name: | File Extension: | i
Standard Corrments GaTo Source Fetch ltem Specs
Ok Cancel Refresh

Enter the information the buyer will need to know to add a new vendor to PeopleSoft prior
to creating the PO.

Things like:  Federal Tax ID (SSN or TIN)
Name

Address
City, State & Zip

When finished entering the information you would like the buyer to know:

Be careful: If you click these buttons this information will be passed to those
people!!

[T SendtoVendor [~ Shown at Receipt [ Shown at Voucher

Clicking these boxes will pass your comments on to those people.

Click 0K |
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Adding Lines

‘ Maintain Requisitions - Microsoft Internet Explorer

File FEdit Wiew Favorites Tools  Help |
GBack = - (D) ﬁ| Qisearch [GelFavorites GlMedia &4 | S M= E R

Address I@ http: fitweety, coppin, edu/psp/csfrkstEMPLOYEE JERP cfREQUISITION_ITEMS.REQUISITIONS, GEL j @Go Links **

PeopleSoft.

(=3

Form ' Schedule |

/

MewrWindow | Help

Unit: COPPN  ReqID: NEXT

*Req Date: [0610412008 Florigin: [ONC 7] & A X 0 &

*Requester: [Nconsult4
Budget Status: Mot Chikd Accounting Dates [06042004 | Ellcurrency: IUSD

g Cedar Consultant- George ™ Hold From Further Processing

Dallar

Farm | Schedule

Status: Open
Sel Line ltemID Description Reqg Oty *UOM Category Py Ship To Status
v o1 Q) [Copy Paper = B [so000  [BOx @[ [sup-OFF [@[3.50000 [RECY | [QAcive  [+.| =]
Total Amt: 1780 USD Total Base Amt: 17480 UsSD
*Goto: Header Defaults Header Comments  Itern Search ltern Detail Line Defaults Line Details
Copy From Catalog Line Comments  Sourcing Controls | --MOre... d
B savel  [EdMotity | |2 Refresh Bk add | [ 2] UpdateiDisplay

Item ID:

Description:

Req Qty:

Unit Of Measure:

O

Category:

Not Required to be entered.
Enter a description of the item to be requested.
Enter the full quantity of the item to be requested.

Should default from header defaults. However, if the UOM is
different for this item from the header defaults, use the drop down
and select a different UOM that better describes the UOM for
ordering and receiving. This will be done if the number of items is
large and they vary in type.

Should default from header defaults. However, if the Category is
different for this item from the header defaults, use the drop down
and select a different Category that better describes the UOM. This
will be done if the number of items is large and they vary in type.

Requisition Guide for Requesters
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Price: Enter the Price for each UNIT, not the total price of the items, but
rather the individual cost of each item. The system will multiply the
Qty * Price to arrive at the Total Cost. In order to get the exact price
of items that are sold in lots, you need to extend out the use of
decimal places.

Additional Lines

In order to add additional lines you simply click on the key and you will
prompted to enter the number of rows to add.

Schedule  Before proceeding to the ™8 tah you must select the line that
you want to review the schedule for. Click the Sel box on the Form
screen for one of the lines.
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Schedule

Click on the “=%= . Tabh at the top of the screen.

 Maintain Requisitions - Microsoft Internet Explorer _|= Illl
File Edit “iew Favorites Tools  Help ﬁ
dBack » = - @D | Qsearch [GaFavorites EiMedia <F | By S = ¥
Address I@ http:ffweety, coppin, edufpspfcsfntst EMPLOYEE/ERP/c /REQUISITION_ITEMS, REQUISITIONS, GEL j @Go Links **
PeopleSoft.
&>
MewWindow | Heln
Eorm ({ Schedule )
Unit: COPPN  ReqID: NEXT AX

Line: 1 Copy Paper

Sel Sched "Ship To Due Date ReqOly  Price Amount Status

F 1 |RECY Q| Ed [s.0000  [3.:50000 17.50 Active ] (= |
ReqQty. 50000 Amount: 1750 Dollar

Distribution Shipment Detail Drop Shipment
Ship To Adgess One Time Address

B save) ([Elndity |2 Refresh Eadd | |2 Update/Display

Form | Schedule

Verify that\the Schedule data has defaulted from the User ID or the Header
Defaults. Click View All to display all lines entered on Form tab.

In order to ddd additional lines you simply click on the key and a new row will
appear. If aflditional lines are added the sum of the schedule lines MUST be
equal to the total quantity entered on the Form screen.

The use of schedules is rare unless you are making large orders for materials to
be delivered over time. This usually involves things like construction projects.

Click on the ™= |ink to review the Accounting information.

Requisition Guide for Requesters Page 15 of 31 Coppin State



Requisition Guide for Requesters

Distribution (Accounting)

; Maintain Requisitions - Microsoft Internet Explorer _ |5'| X

File Edit Wiew Favorites Tools  Help |
dBack + = - (@) o3 ‘ iQisearch [GFavorites  Media ®| By S = ¥
Address IEJ http:fftweety . coppin.edufpsp/csfntst EMPLOYEEJERP/c/REQUISITION_[TEMS, RECQIUISITIONS, GEL j @Go Links *

PeopleSoft.

=13

Mew Window | Help

Distribution Information

ReqID: NEXT Line: 1 Sched: 1 Copy Paper x
Ship To: RECY RECEMNG OpenAmt:  17.500
*Distribute by: |*‘\"rlt =l SpeedChart: |1U2U Q' pulti-SpeedCharts

Distributions Custarnize | Find | View &l | 58

Details Mare Details | Asset Infarmation

Sel Dist Status *Location Amount Percent GL Unit Dept Project Account Program  Fund Bud Ref

r 1 0Open  |PROC Q| 17.50 [t00.0000 [cOPPR Q] [2301020 Q] | < [psozo1 (@ [oosor | @] [soio @ | [+ =]
Req Oty: 5.0000 BOX Amount: 1750 UsD

Exchanoe Rate Detail
Ok | Cancel Refresh

Distributions — this Distribution is the accounting information for only this LINE.

Selecting ‘Distribute by: [t = allows the Accounts Payable

dept to make payments if this item is invoiced across more than one
invoice.

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: COPPN —is always COPPN

Account:  The GL account to which the items on the line are being charged.
(Note: copy the account before using speedchart, the speedchart
will blank out the account number)

Department: Use the Speed Chart field to populate the department/program/fund
combination.

Speed Chart: Abbreviation of a combination of Dept/Program/Fund. This will
enable the user to select a valid Dept/Program/Fund without having
to enter each field separately.

Location:  This field should default from your User ID. This field is the delivery
location of the person making the request. Will be RECV, unless
every campus location has been identified and attached to each
requester.

Click __OK_]
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Saving the Requisition

Click on the =~ | Tab at the top of the screen.

T

a Maintain Requisitions - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help ﬁ

dBack » = - @D | Qsearch [GFavorites Eliveda (B | By S =0 ¥

Address I@ http:fftweety, coppin, edu/psp/csfntst EMPLOYEE/ERP /¢ /REQUISITION_ITEMS REQUISITIONS.GEL j @Go Links **
PeopleSoft. —

&

Mews Windaw | Heln

[ Form Y Schedule

Unit: COPPM  Req My 0000000012 *Req Date: [06:04/2004] Elorigin: | ONL =] vAXOTHR
*Requester: [wareene Q \wisting Greene I Hold From Further Processing
Stat ; udget Status: Not Chk'd Adgounting Date:lﬂam‘”?”m Edl*Currency: IUSD Dollar

—

Custornize | Find | View Al | B First [0 104 [ Last

Sel Line tem ID Description Req Qty “UOM Category Price Ship To Status
F o1 \ QJ [Copy Paper \ = B [sooo0  [pox @ [sur-ofF (@ [z50000  [RECY | @) Acive [ [= ]
Total Amt: \7.50 USD Total Base Amt:\ 1780 UsSD
*Goto: Header Defaults Headdy Comments Itermn Search \\temDetaiI Line Defaults Line Details
Catalog Line Comments \Sourcing Contrals | -Mare.. ~
< B save Notity | |45 Refresh [ Add | [ 2] Update/Display
ule

\

Click B save],

The requisition does NOT exist in PeopleSoftwuntil you click the "B 5=+l pytton.

Once you click the B s=ve) pyttdn, the requisition\is saved in PeopleSoft and the
word NEXT in Req ID: is assignead the next available number.

The Status: should be Open or Pending depending on what security has been
set up for each user.
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Hold — until complete

—

(2 wWorklist

MewwWindow | Help

Form

Schedule

Unit: US001

Req ID: MEXT

*Requester: IVP1

=

Status: Approved Budget Status: Mot Chi'd Accounting Date:l”aﬂ 772002 B *cyrrency; [ VS0 R

*Req Date: [0617/2002" ] origin: | OM
al Atamian,Wes [ Hold From Further Processing

Ttodof4

Customize | Find | Wiew

First (4] 1-acra Last

Sel Line Hem ID Description Reqg Oty  *UOM Category Price Ship To Status
Long Sleeve Biking Jersey, = i -
1 [rooo0 al e B [1a4000i[EA @ cveung'  [zoooono [Usoor @ acve [ [
Long Sleeve Biking Jersey, = ; -
r 2z [rooos Qi B [1a4000i B @ cvoule  [zaooono [usoor @) acve [ (=]
r 3 [rooo7 Q sidepocket Shorts, Women's B2 [144.000( [EA @ cvcfue  [2000000 [Usoot (@ Acive [ = |
W 4 [1o008 Q Switchback Mt Biking Shors, B2 [144.000( [EA Q) cybuns  [z000000 [Usoot (@ Acive [ = |
Total Amt: 12,240.00 USD Total Base Amt: 12,240.00 USD /
*Goto: Header Defaults Header Cornments  tern Search ltem Detail LineDefaults Line Details
Copy Frorm Catalog Line Comnrments  Sourcing Controls
< & save Hotity | (4 Refresh [Eadd | (] UpdatesDisplay

arl chedule

If the Requisition you are entering/is not ready to be sent to the Approver for any
reason you can set the Requisitign to HOLD so that no further action can be taken
by the Approver nor the Buyer. for instance, the Requisition is only partially
entered or there is some questfon about the Requisition that needs to be clarified
prior to processing it.
Click on the Hold from Further Processing checkbox to HOLD the Requisitiion.

The HOLD does NOT take effect until you click the & s=v=] pytton.

To take the HOLD off you simple click the Hold from Further Processing again.

Don't forget to Click &322 after you take the HOLD off.
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Notify

@ Home

Mewy Wind o | Help

{ Form \ Schedule

Unit: US001  ReqD: NEXT “Req Date: [0517/2002 ] origin: [oML =] ¥ A ¥ 0 &
*Requester: |VP1 Q) atarnian wes ™ Hold From Further Processing
Status: Approved Butlget Status: Not Chk'd Accounting Date: IUBM 7i2002 Bl *currency: IUSD Q| Dollar 1todof4

Customize | Find | % First (4 1.4 ot 4 O Last
Sel Line Hem D Description RegOty °"UOM  Category  Price Ship To Status

~ 1 [roooo g;ﬁgs'ee"ea'k'”g”rsev' By [1aeoooi e @ cveumne  [zoooono [usoor @) acve . (=

r 2 [rooos Q ong Sleeve Biking Jerses. g [raqoo0i [ea @ cvoune  [z500000 [US001 < Active ] (=]

3 |1ooo7 QJ sidepocket Shorts, women's B2 [1a4.0000 [EA @ cvcung  [z000000 [Usoot (@ actve ] = |
W 4 |1o008 Q switchback Mt Biking Shors, B2 [1aa.000( [E2 &) cveuns  [zooooon | [soor (@) acwve [ = |

Total Amt: 12,240.00 USD Total Base Amt: 12,240.00 USD
*Goto: Header Defaults Header Comments  Jtem Search Itern Dietail Line Defaults  Line Details
CopyErar Catalag Line Comments  Sourcing Contrgls | ~MOre.. hd
B savl) [Elnotity )| E)Refresh B add | (48] Update/Display

Form | Scheddls

Once the Requisition is complete:
= All Lines are added to the Req
= All Schedules are correct
= All Distribution (accounting) has been assigned correctly

You are now ready to Notify the Approver that the Requisition is complete and
ready for Approval.

You can create an email message directly from PeopleSoft using the == putton.

Click the &= putton.
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Notify Screen

-aMaintain Requisitions - Microsoft Internet Explorer

J_Frng Edit  Wiew Favorites Tools  Help

J GBack - = - (D #at | Qsearch [ Favorites L ZHistory | E-S M ¥

J Address I@ http: jiscfinweb Frostburg.edu/pspips/EMPLOYEE JERP/REQUISITION_ITEMS, REQUISITIONS, GEL

—

@ Hame

+ Requisitions =
b Reconcile Requisitions

I Review Requisition . .
Information Send Notification

S dd to Fawo

Mewy Window | Help 2]

I Repaorts

= Update Draop Shipments To:

= Load Requisitions I
= Budiet Check

= Entry Event Request CcC: I
= Purge Requisition Load

Rensts BCC:

= Approval Workflow
Priority: 'l

Ll | b s

I Requestfar Quotes

P Procurement Contracts

[ Purchase Orders Subject; =Enter Subject here=
I Supplier Schedules

I Procurement Cards Template ol o Notification

I Shipments —  Text
[ Return To Wendar Priarity. %MotificationPriority

I Analyze Procurement

Fimbe Pt AAAT AR 40

Lo L

I Inwentary

P eProcurement

I* Sourcing

I» Engineeting

I Manufacturing Definitions
P Production Caontrol

Message:

I Product Configurations
I Quality

b Grants | 0K | | cancel | | Appty |
By Piemi

Click Apply to send this notification and remain on this page

[ K1

El

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
- Approve Amounts Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OFTIONS fo view or change the method of the send.

= Approve ChartFields
- Request Requisitions Hotification Details

Lookup Recipient

b Canfiguration Modaler Click Ok to send this notification and exit this page. Click Cancel to exit this page without sending 2 notification.

Delivery Options

You first must select who you want to send the Notification to:

Click on the "“*"=# |ink to assign the users you want to notify.

You should get the following screen:
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#} Maintain Requisitions - Microsoft Internet Explorer =gl x

J File Edit Yiew Favarites Tools  Help |
J s= Back [ «| = - @ ot | @Search [l Favorites gHistUry | %v =N |
Jnddres I €1 http:Jfschinweb. frostburg.eduipspipsEMPLOYEEIERP CfREQUISITION _[TEMS REQUISITIONS GEL j @Go H Links **
~ Requisitions ;I
[ Reconcile Requisitions
I Review Reguisition Send Notification
Infarmation
I Reparts
Il - Maintain Requisitions Lookup Address
- Approve Amounts
= Approve CharFields
- Reguest Requistions
= Load Requisitions
- Undate Drop Shinments
- Budget Check Name:
- Entry Event Request
- Purge Reguisition Load E
Rensts
= Aporoval Workflow Search Results Custornize | Find | Vi A First (0 1ot 1 [B] Last
E Efﬂ‘lﬁsgﬂﬁggﬁfws To cc bee Recipient Email Address User ID
P Purchase Orders I I [T ¥ BobU Young peoplesot@peoplesoi.com BOBYOUNG
[ Supplier Schedules
b Procurement Cards Add to Recipient List
I Shipments |
P Return To Yendor
P Analyze Procurernent
I Inwentary
I eProcurement
P Sourcing cC: I
I Engineering
[r Manufacturing Definitions BCC: I

P Production Control
I Configuration Modeler

P Product Configurations

b Guality oK Cancel
b Grants

4 Ad| -

€} Home

HewWindow | Hel a|

To: I

L] e

In the Name: field enter the name of the person you wish to Notify.

Click [ Search |,

A list of users who have this name should appear. That might be many users or a
single user. It depends on how many users meet the criteria.

From the list of users you then Click the To: checkbox next to the user’s name to
tell the system which user to send the Notification to. You can select more than
one user if those users all appear on the same search.

Once you have selected the user To: notify, click the M button which
will make the user’'s name appear in the Recipient List at the bottom.

You may perform this process several times to send the notification to more than
one user.

Once all users are on the list Click .
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a Maintain Requisitions - Microsoft Internet Explorer

J_Frng Edit  View Favorites Tools Help

J@Back'-"@ﬁ|

@Search [ Favorites aHistUry | %v =N @ bt

J Address I@ bkt jiscfinweb . Frostburg.edu/psp/ps/EMPLOYEEJERP o/ REQUISITION_ITEMS. REQUISITIONS. GEL

+ Reguisitions
I Reconcile Requisitions
I Review Requisition

Infarmation
ort:

= Approve Amounts
= Approve CharFields
= Request Requisitions
= Load Requisitions
- Update Drop Shipments
- Buduet Check
- Entry Event Request
- Purge Requisition Load
Regsts
- Apnroval Workflow
I Requestfor Quotes
I Procurement Contracts
P Purchase Orders
I Supplier Schedules
P Procurement Cards
I Shipments
I Return Ta Wendar
I Analyze Procurement
I Irnwventory
I eProcurement
I Sourcing
I» Engineeting
I Manufactuting Definitions
P Production Control
[+ Configuration Modeler
I Product Configurations
I Quality

[

S Add to

Mew Window | Help =

Send Notification

Type narmes or email addresses inthe To, CC, or BCC fields, using a semi-calon as a separator.
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OFTIOMS fo view or change the method of the send.

Hotification Details

Delivery Options

Lookup Recipient

To: I él
cC: I il
BCC: il
Priority: 'l
Subject: =Enter Subject here= :I
Template  [inorkflow Motification -
Text:

Priority. %MotificationPriarity

Fonte At 0% AR 41 =
Message: =]

Click 0K to send this notification and exit this page. Click Cancel to exit this page without sending a notification
Click Apply to send this notification and remain on this page.

Ok Caneel Apply

Enter a subject in the Subject: field and any comments you want to send to the
users in the Message: field.

Click to send the message.
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Approval

Requisition approvals must be done by someone who is set up with '‘Approval’
authority in PeopleSoft and who has access to documents created by specific
requesters. Approvers are not permitted to add requisitions. Conversely,
requesters are not permitted to approve requisitions.

& Home S Add to Fay 3 Sign out

Mewy Wind o | Help

{ Form \ Schedule

Unit: 115001

ReqID: NEXT

7
*Req Date: |05 712002 ] grigin: | OML M
al Atarnian Wes [ Hold ETo Further Processing

First (4] 14 4 (] Last

Custarn'ze | Find | View All | 3

=

Ttodofd

Sel Line [iémID Description ReqQty ‘UOM  Catengn Price ShinTo  Status
Long Slesve Biking Jersey, = -
1 [ioooo QA o By [1aeoooi e @ cveyfng  [zoooono [usoor @) acve . (=
Lang Sleeve Biking Jersey, =h y i + =]
r o2 [foooz A B [1a4000i B @ ovfune  [z500000 [Usoor @) actve . (=]
r 3 [fooor Q sidepocket Shorts, women's B2 [1a4.0000 [EA @ cfcuing [z000000 [Usot (@ actve ] = |
# 4 [{ooos Q switchback it Biking Snors, B2 [1aa.000( [E & froeuns  [zooooon [Usoor (@) Acwve [ = |
Total Amt: 12,240.00 USD Total Base Amt: 12,240.00 USD /
*Goto: Header Defaults Header Cornrments  Jtern Search Itern Detail i Line Details
CopylFrom Catalog Line Comments  Sourcing Controls
B save) ([Edfotity )2 Refresh B add | (48] Update/Display

Farm | Schedul

The Ap

proval process is fairly simplg! The approval process applies to the entire

Requisifion not just single lines.

Once th
The Ap

e Requisition is verified:

prover must click the Approve button (looks like a check mark in a box)

The Status: should change to Approved

** Note ** - Only certain users have the security to Approve Requisitions

Requisition Guide for Requesters Page 23 of 31 Coppin State



Requisition Guide for Requesters

Budget Check

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. Therefore, the
Approver will be Budget Checking the Requisition.

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

—

@ Home

Mew Window | Help

Form Schedule

*Req Date: [16172002 (&1 origin: [ OML ]

™ Hold From Further Processing

Unit: 115001
“Requester: |VP1 Ql AtarrianWes
Status: Approved Budget Status: Not Chi'd Accounting Date: IUEM 712002 El *currency: IUSD Q| Dollar

Req ID: MEXT

1to4ofd
First [ 1.4 of 4 Last

Customnize | Find | View All | 5

Form | Schedule

Sel Line [tem ID DescYiption Reg Oty  *UOM Category Price Ship To Status
Long Xleeve Biking Jersey, =h . =
r 1 [roooo Qo B [1a4000i [EA @l cvcune  [zoooooo [Usoor @ actve . (=]
Long Sldgve Biking Jersey, =k -
2z [rooos & By [1aano0i[EA @ cveune  [zeooooo [usoor @ acve . (=]
o3 [1o007 Q sidepockeNshorts, women's 2 [1a4000( [EA @ cycuns  [zo00000 [Usoot (@ acive [ = |
W 4 |1o008 Q suitchback . Biking Srorts, B2 [1a4000( [EA @ cvcuns  [z000000 [Usoot (@ actve [ = |
Total Amt: 12,240.00 USD Total Base A}v: 12,240.00 USD
*Goto: Header Defaults Header Comments  ltem Searc lterm Detail Line Defaulls Line Details
Copy From Catalog Line Commdyits ~ Sourcing Caontrals ~ |--Mare.. =
& save] [EdMotity | [ Refresh B Add | |42 Update/Display

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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2.0 Copying a Requisition from a Previous Requisition

| Navigation

| Purchasing > Requisitions > -Maintain Requisitions

Create a Requisition using the normal process (see pg. 15)

gggg.
2

Form Schedule

ﬁ‘: Home

@ warklist

Mew Yindow | Help

Unit: Ug001  ReqlD: NEXT

*Rey Date: |14/26/2002 ﬂoriin:lm\”-ﬂ vAXTD

*Requester: |VF'1
Status: Approved

Sel Line Item ID

Description

™ Hold From Further Processing
*Currency: |YSD 4 Dollar

ﬂ Atamian Wes

First [4] 1 or 1 [P] Last
Status

ize | Find | ¢

ReqGty "UOM Category P Ship To

o Q| =B 00000 Q| QJfooooon | [usomt @ Active ] (= |
Total Amt: 0.00 USD Total Base Amt: 0.00 Ush
*Goto: Header Defaults Header Comments  [tern Search lterm Detail Line Defaults  Line Details
Copy Fram Catalog Line Comments  Sourcing Contrals More =
B save] [Eldnaify |2 Refresh [Edd ] |2 Update/Display

Farrr | Schedule

The Copy From option allows you to use an already existing Requisition to create
a new Requisition. Much of the data from the original Requisition is copied into
the new Requisition, however, the Approval & Budget Statuses are NOT.

Click =omyFrom

The Copy From screen appears.
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@ 1 ame

S Add to Favorites % Sign out

Mew indow | Help

Copy Requisition

Business Unit: Usnnd
Requisition ID: UUUUUUDUW‘

0K Cancel | | Refresh |

It simply asks you which Requisition you'd like to copy.

Enter the Requisition ID: or click the & Lookup button to find the Requisition

Click L_9¥__|

When the OK button is clicked the data from the original Requisition is copied into
the new requisition.
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gw’f
[

Form Schedule

& Home

Mew Window | Heln

Unit: U001
*Requester: [YF1

ReqID: MNEXT
Ql Atamian\Wes
Status: Approved

Sel Line tem ID Description

a Date: [0671 2002 B g [ONL =] 7 A 2 0

™ Hold From Further Processing

*Currency: [YS0 Q| Dallar

Custornize | Find

eq Oty *UOM  Category

Ttodofd

First [ 4.4 ot 4 ] Last

Price Ship To Status

Form | Schedule

Long Sleewe Biking Jersey, = =
~ 1 [1ooo0 A e @ [[ssoo0i[Ex @ cveume  [zo00000 [US00T @) Actve [kl =]
Long Sleewe Biking Jersey, = NZzon0r + =
2 |00z A o @ [fewoo0i[Ex @ cveume  [zs.00000 [US00T @) actve [kl (=]
3 [rooo7 Q) Sidepockst Shorts, women's B [fa4000i [Ea &) oveune  [zno0000 [usoor @ actve [k = |
I« |iooo8 @ Switchback M. Biking Shorts, [ [fa4000( [EA @) cvoune  [2000000 [Usoot | Q@) actve [k (=]
Total Amt: 12,240.00 USD Total Base Amt: 12,240.00 USD
*Goto: Header Defaults Header Comments  ltem Search ltern Detgl Line Defaults Line Details
Copy From Catalog Line Comments  Sourcing Fontrols Wore =
B save] ([Elnotity )12 Refresh [Erdd | () UpdaterDisplay.

Make sure you update the Req Date: so it is set for today’s date.

Make any other changes to Header, Line, Schedule or Distribution information.

Click B save],

Follow the normal process for Approval and Budget Checking.
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3.0 Canceling a Requisition

| Navigation

\ Purchasing > Requisitions > -Maintain Requisitions

—

@ Home

2 winrklist S add to Favarites % Sign out

MewwWindow | Help

Form

Schedule

Unit: US001

Req ID: MEXT

*Req Date: [06717/2002 | E2] origin: [ONL 7]

*Requester: IVP1

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

al Atamian,Wes [ Hold From Fufther Processing

Ttodof4
Customize | Find | Yiew Al ] First (4] 1-4 of 4 Last
Sel Line Hem ID Description Reqg Oty  *UOM Category ice Ship To Status
Long Sleeve Biking Jersey, = | ; -
1 [rooo0 al e B [1a40000 A cvoLme o000 [USoot [ Acive [ = |
Long Sleeve Biking Jersey, = ; -
r 2z [rooos Qi B [1a40000[Ea @ cveumne  [[zaooono [usoor @) acve A (=]
r 3 [rooo7 Q sidepocket Shorts, Women's B2 [144.000( [EA @ cveums [ 2000000 [Usoot (@ Acive [ = |
W 4 [1o008 Q Switchback Mt Biking Shorls, B2 [144.000( [EA @ cveuns [ [zo00000 [Usoot (@ Acive [ = |
Total Amt: 12,240.00 USD Total Base Amt: 12,240.00 USD /
*Goto: Header Defaults Header Cornments  tern Search ltem Detail Line Defaults Line Details
Copy Frorm Catalog Line Comnrments  Sourcing Controls
& save] ([EdMotity | [ Refresh [Eadd | (] UpdatesDisplay

Form | Schedule

In order to Cancel a Requisition you must be jooking 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 30
Verify that the Requisition in front of you isjthe Requisition you wish to delete.

Click on the Update Display button 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.

** Note ** - Only certain users have the security to Cancel Requisitions
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4.0 Inquiry/Tracking a Requisition

As the Requester you can review the Requisition or track the status of that
Requisition.

Select Purchasing > Requisitions > Review Requisition Information > -Requisitions

it - EE I T=TER
PeopleSoft.

- i i E]
[ CEC Custormizations Mews Window | Customize Page | ne

[ Manager Sel-Senice

Regquisition Inguiry

[> ltems
[ “endors
[+ Purchasing Business Unit: ICOPPT\Q
= Requisitions
[: Reconcile Regquisitions Requisition ID: I Q To Req: I Q
= Review Requisition o
Information Req Status: I Q ongn: | &
— Reguisitions
Requester: Q
— Accounting Entries o I
— Workbench Requisition Date: I El To: I Bl
— Document Status
— Change Histary Vendor Set ID: COPPIN Wendor Lookup Wendor Details

[: Reports
— Maintain Requisitions ‘Wendor ID: I & Short ¥Vndr Name: I Q
— Approve Amounts
ICOPP'\ Item ID: I Q

— Approve ChartFields Item SetiD:
— Beqguest Reguisitions il
— Load Reguisitions Descr: I -

— Update Drop Shipments
- Budget Check Department: | ™ Drop Ship

— Entry Event Reduest | |
Entry Event Recguest oK o]

— Purge Requisition | oad
Regsts
— Approval Yorkilow
> Request for Quotes
[> Procurement Contracts
[> Purchase Orders
[ Pracurement Cards
[> Shipments
[ Return To Yendar
[> Analyze Procurement
[ Azcounts Payable
[ Commitment Control

If you click OK 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_9K__|
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Inquiry Details Tab

-5 - QM AETB3E-SEHEY

PeopleSoft.
M N

[ CEC Customizations

[ Manager Self-Service —
[ lterms { Requisitions
[ Vendaors "

[~ Purchasing _ :
< Requisitions [ oetails ((_ staus )=y

Mevw Windaw | Custamize Page | o5,

Customize | Find | Vi

I» Reconcile Reguisitions Unit Sition  Status Reguester Req Date Total Amt Currency
- Review Requisition
Infarmatian

COPPN 0000000003 Pending Thomas Dawson 0512712004 50.000 Dollar
COPPMN 0000000002 ©pen  Thomas Dawsan 0512752004 288.000 Dallar
COPPMN ooooooonnt Gpen  Thomas Dawsan 052712004 48.000 Dollar

— Requisitions

— Accounting Entries
— Warkbench

— Document Status

0=

— Chanoe History
[> Reports
— Maintain Requisitions
— Approve Amounts
— Approve ChartFields
— Benuest Requisitions
— Load Reguisitions
— Update Drop Shipments
— Budget Check

— Entry Event Reguest
— Purge Requisition Load Search Approval History Header Comments Document Status

Reqgsts Show RFG Show PO Show Receipts Show MER Show Voucher f Payment
— Approval Workd o -
[> Request for Guotes Enarity )
[ Pracurement Contracts
[ Purchase Orders
[ Pracurement Cards
[ Shipments

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

-5 - QM AETB3E-SEHEY

PeopleSoft.
M N

=

P~ DMWY VVITIEEAY
[» CEC Customizations e Wind o ‘ Customize Fage | heep
[ Manager Self-Service

[ lterms { Requisitions
[ Yendors " m———
= Purchasing = - Custornize | Find | Vi
= Requisitions [ Details Status

I» Reconcile Reguisitions Unit Requisiften  Statys’ Requester Req Date Total Amt Currency
- Review Requisition

Information

COPFPM 0000000003 Pending Thomas Dawson 05i2712004 40.000 Dollar

I
— Requisitions I~ COPPM Qooooooao2 Open  Thomas Dawson 0542752004 288.000 Dallar
— Accounting Entries
— Warkbench r
— Document Status
— Chanoe History
[> Reports
— Maintain Requisitions
— Approve Amounts
— Approve ChartFields
— Benuest Requisitions
— Load Reguisitions
— Update Drop Shipments
— Budget Check
— Entry Event Reguest
— Purge Reguisition Load Search Approval Histary Header Comments Docurmnent Status
Reqgsts Show RFG Show PO Show Receipts Show MER Show Voucher f Payment
— Approval Workd o -
[> Request for Guotes Enarity )
[ Pracurement Contracts
[ Purchase Orders
[ Pracurement Cards
[ Shipments

COPPMN ooooooonnt Gpen  Thomas Dawsan 052712004 48.000 Dollar

The Inquiry Details screen shows you all the requisitions selected. It gives very
brief information about each requisition.

The columns on the 2= | 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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