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Create Purchase Requisitions

T,
Ve,
@} This document describes how to create, update and print Purchase Requisitions. Before creating a

purchase requisition, please review Business Support Services Payment Matrix to determine what types of
items are appropriate for a Purchase Order and what types can be ordered as a Direct Payment Request

or using

the ProCard.

The steps to purchasing an item(s) are:
Create and print a Purchase Requisition (College/Department) specifying the funding source,
vendor and item description. Vendors must first register with CSUMB
Purchasing creates a Purchase Order (P.O. ID#)

The Vendor ships the item to Receiving (Receiving ID#)

The Vendor submits an invoice to Accounts Payable Office (Voucher I1D#)

1.

arwnN

Accounts Payable pays

Review/Approval History

the invoice (Invoice ID#)

Date By Action Pages

15 July JStone Original for CFS — updated Print Requisition section 15-17
only to reflect new Requisition Form format.

7/29/2010 CFS_PO_Create Purchase Requisition Page 1 of 27



http://bss.csumb.edu/site/x22652.xml�
http://bss.csumb.edu/site/x5689.xml�

TABLE OF CONTENTS

Create REQUISITION ... ..ttt e e e e e e e e ens 3
[N = AV T = L ] o 3
Ao Lo IR oYV =T U o) o 3

Find an EXiSting REQUISITION .......iueiiiiei et e e e e e e e eeas 3

Verify Requisition Header INfOrmation ......... ... e 4

Step 1: ReqUISITION DefauUlts .......con e 5

A. Defaults OPLioNS SECLION ....c...iiie et e e e e et e et e e e e e eaaaeaa s 5

B. Lines Section - Vendor INfOrmation ............coouiiiiii e 6

C. Schedule Section - Distribute by AMT OF QTY ..iiuniiiiiiieii e e e e eean s 7

C. Blanket PUIrCNASE OFUEIS ......coeeiiieeiiiiie et e e e e e e e e e e e 8

D. Distributions Section — source of payment w/ single chart String............cccoooviiiiiiiieinnne. 8

5] (=T o J0Z AN [o I @ o 8.4 =1 0} = 9
Step 3: LiNe Details SECTION . ..uiei e e e 10
Add/Delete REQUISITION LINES ......iieeiiii ettt e e e e e e e eaaas 11

Step 3a - Line Comments O 11

Step 3b — SPlit DISTrDULIONS ... .cee e e e e e een 12

] (=T o S S o Lo T3 O o =Y ] S 14
Step 5: Print @ ReQUISTTION ... ...t 15

(O 1 g [>T g U] o o3 W T ] 1 PP 19
RETrOfit FIEIAS Page .. ettt e e e e e 19
Cancel PUurchase ReqQUISITIONS........iuiiii e e e e e e e 19

(@3 g =T aTe LAY /=1 o T [0 ] gl AN F= Vs 1= S 20
VIEW Change HISTOIY ...t ettt e e e e e 21
(@70 o) V21 4= T {8 11T 1 Lo 1 TS 22
FiX Vendor Name/AAArESS . ...ttt 23
Following up 0N your REQUISITION ... 24
(070 ] 01 = Tox £ PP 24
Submit Invoice to Accounts Payable: ... ... 24
Yo [ 1 Y0 == T = 24
Appendix A: Correct Chartfield Distribution Error.........c..cooiviiiiiiniiiieee, 25
Verify the Requisition DiStribDULIONS ..o e 25
SINGIE DISTHDULION ... ettt et et e e e e eaa e eean 25

IS o T 93 1 o 4T o N 26

Verify the Retrofit Field Changes .......c.iiiiiiiiii e 26
Perform Approval and Budget CheCK..... ... 27

7/29/2010 CFS_PO_Create Purchase Requisition Page 2 of 27



Create Requisition
Navigation:

Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Search: I U :
&) ﬁ Requisitions

> Monterey Bay — —
[ Vendors Creste, maintain, recancie ar review requisiions infaormation
[~ Purchasing [F==] AddUpdate Requisitions Budget Check

e ke U e e e e e e
> Review Requisition information

Information
> Reparts

— AddiUpdate Requisitions ﬁ

burgets

Reports

Run reguistion reports for detail, cross-reference, and template
infarmation.

] Print Revuisition

I PO/Requisition Xref

- Budeet Check
I» Purchase Qrders
I Recelpts
> Accounts Payable
[ General Ledner

Budget-check requistion amourts or guantities agsinst predefined

P

Review Requisition Information

Run incuiries on requistion details and activities.
= Requisttions

= Document Status

=] Change History

Figure 1: Navigation to Create a New Requisition

Add New Requisition

1. Select the Add New Value

Tab. Requisitions

2. Business Unit — use look up
and select appropriate value.

3. Requisition ID - leave
“NEXT” — system will create a
new value when record is
saved.

Eind an Add a New Value

Business Unit: |MBO00 C
Requisition ID: |MEXT

Add

Add

4. Click Figure 2: Add a New Run Requisition

Find an Existing Reguisition

Requisitions
Lse the following search to look for an existing Requisition.

5. Select the Find and Existing
Value Tab.

Find an Existing Value

6. Business Unit — use look up

and select appropriate Value- Business Unit: = W |MEIDDD Q
Enter additional search criteria Requisition ID: begins with |
such as: Requisition Status: = v | | v |
o Origin: hegins with v| Q
7. RGQUISItIOH ID - enter Requester: hegins with |+ |we||8833 Q
requiSition ID number. Requester Name: hegins with |« | Q

Hold From Further Processing H

8. Requester — enter CMS ID of
person creating the
requisition (OtterID).

9. Click 4593”’“ .

10. Search results will display.

[Icase Sensitive

Search Results
Wi Al

11. Select correct Requisition 1D m &m

maunn D0D000B240 Approved oL
to open the record. MBOOO 0000006226 Approved oML

Search Clear | Basic Search Save Search Criteria

WEII8833
welldBaa
wellBBaa

Mar_\[WeII N
hilary Wells M
hary Wells M

F|rt|I|1_ E:|I|L1t

Figure 3: Find an Existing Requisition
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Verify Requisition Header Information

Confirm that header default
information is correct:

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Business Unit — accept
default.

Requisition ID — will be
assigned when saved.

Status — defaults to
“Approved”.

Budget Status — will be “Not
Chk’d” until Saved or icon is
clicked.

Hold from further
processing — check only to
keep from being finalized and
forwarded to Purchasing.

Requester — ID of person
creating the Requisition will
populate.

Requisition Date — date
created, accept default.

Origin — accept default (ONL
= online).

Accounting Date — accept
default.

Account Summary Section
— total from all items/services
ordered.

Add Items From Section —
Not Used at CSUMB

Use links for additional
functionality.

Click on the Requisition
Defaults link.

Malnraln Requisitans

Dusiness Uni:  WME000

Approved
Mot Chky T

Status:
Budyel Status;
LIk From Further Processing

Requisition s WELT Ciopy Froem

‘Requester: Ston1159 O Jennifir Stone
Recqiistion Date: 120172008 [ Busuesbyr e :
Cgine aML 0, aniine Bequislion Al

‘Curency Coe; Duollar

[Amount Summary

Tatal Anwount: 0.00 UsD

Aceourting Date: 120172008 [

Purchiging Kil Calalog

lem Seareh

TEEqUEster ems.

e Prinilabile Yersign

W swve | [S]notty | b Retresn

Figure 4: Maintain Requisitions page

Fenga [ Slupastemispisy

Description of links on Maintain Requisitions page:

Copy From — allows user to copy requisition information from another
requisition.

Requester Info - information about the Requester

Requisition Defaults — main page where vendor and distribution
information is entered for the requisition

Add Comments — enter standard comments for the order. NOTE: This
field was called Header comments in v 8.4

Requisition Activities — Not Used at CSUMB

Purchasing Kit — not used at CSUMB

Item Search — not used at CSUMB

Catalog - not used at CSUMB

Requester Items - not used at CSUMB
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Step 1: Requisition Defaults

The Requisition Defaults page in v9.0 replaces the Header defaults page in v8.4.

& NOTE: If you are charging more than one Fund/Dept. (Split Distribution), complete the first
Distribution line in the Requisition Defaults page and then add the new row in the Schedule
Distribution Page (See Step 2, Sec D to enter distribution lines)

Information entered on this page Maintain Requisitions
is intended to apply to all items
ordered through the requisition.

Requisition Defaults

Business Unit:  MBOOD Requisition Date:  02/11/2008
Requisition ID:  NEXT Status: Approved
#A @iefanit Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other defaultvalues are found for each field. If default values already existin the hierarchy, they are used,

and the values on this page are not used.

O override Ifyou select this option, all defaultvalues entered on this page override the default values fognd EA @"IUHLOT
hierarchy.

#B Buyer: ’W C EvaSalas Unit of Measure: ’IO\

Vendor: WQ OFFICE DEPOT Vendor Location: ’WQ Qua t|ty

,515[”]7(1 Wendor Lookug Amolint

#C

Ship To: ’m Q Recelving “Distribute by:

Due Date: l— E] ‘Liquidate by:

Ultimate Use Codle: l— Q,

SpeedChart:
#D Dl:lnhulluns

Details

—

MBOD0 O | @ [MBsoo @ (1032 Q Q Q

ok | cancel | Retresn |

Figure 5: Requisitions Default page

A. Defaults Options Section

1. Unit - Accept default H#A
business unit (e.g. MB00O).

Maintain Requisitions

2. Requisition ID — will enter Requisition Defaults

AFTER the ReqUISItlon 15 Business Unit:  MBOO0 Requisition Date:  01/2042009

saved. Requisition ID: ~ MEXT Status: Approved

Default Options

3. Default Options — accept ® bt Ifyou select this option, the defaultvalues entered on this page are treted a3 part ofthe defaulting logic and are only

default (Default) applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,

. and the values onh this page are not used
D override Ifyou selectthis option, all default values entered on this page override the default values found in the default
hierarch

Figure 6: Default Options
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B. Lines Section - Vendor Information

#B
4. Buyer - select buyer name
_

5. Vendor Se|ECt Vendor mrer 1 sty Unit of Measure: ’KO\

name. |_ Vendor: 0000002834 Q. OFFICE DEPOT Vendor Location: peblilil O

fey et ——

6. Category — select category [ Categury: s HendorLookun

code Figure 7:Vendor Lookup on Line Section

g p

7. Unit of Measure (UOM) —

Use EA for all orders. Use Look Up Vendor

LOT for contracts/services

. . SetlD: MB0OD

(including Blanket Purchase Vendor ID: [beains win ]|

orders). Short Vendor Name: | hegins with |0FF\CE
8. Vendor Location — accept LoskUp | _ctsar | _cameel | gasic Lectap

default (MAIN).

. A First [4] 18 of@ [)] Last
9. Vendor Looku 0] (l | nk) hort Wendor Name [Name 1 Hame 2 [Our Customer Humber [Old Vendor ID
OFFICE DEPOT {blank) (blank) 500000457
10. Select the 000006448 OFFICEDESHODT  OFFICE DESIGH & INTERIORS {blank) (blank) blank
Vendor Loakug link 000007173 OF FICEMAG-001  OFFICE haX GONTRACT, MG thlank) (blanky )

=
=

0000002858 OFFICECFTH-001 OFFICE OF STATE ARCHITECT hlank (hlan| A00000631
0000006672 OFFICECFTH-002 OFFICE OF THE GENERAL COUNSEL (blank) (hlan lank)

hlank
hlank
0000006032 OFFICECFRIO01  OFFICE OF RISK MANAGEMENT (blank) (blanky lan
hlank
hlank

=

11. Fill in the first few letters of

the vendor name. and/or fill Figure 8:Vendor Lookup on Line Section
in any of the other search
criteria. Vendor Search
Search
12 CI|Ck tO VieW Name: ShortName: |3
all vendors meeting the ciy: il g “
- . Country: Postal:
criteria you entered. o [ e M

TS |

13. Select the check box next to
the vendor.

1to1of2 [H] [ B ]

14 Click . This will gﬁﬁ Location /Address |Short Vendor Name Hame 1

take you back to the ] 0000002846 MAIN 5 IMCENTER-001 am CEMTER N
Requisition Defaults page. Figure 9: Vendor Look up (link)

Lines Section - Category Codes

Categor_y codes are established by Buyer: lala@i05 QL Evagalas Unit of Measure:  EA QL
the National Institute of I rerrrrror — Vendor Location:  [WAN |2,
Government Purchasing (NIGP) Category: s @ vendor Lookup

and a,re us,ed universally to_ . Figure 10: Category Code in Line Section
describe different commodities.
The Chancellor’s office requires all
CSU’s to use the category code so
that expenditures among
campuses can be compared. It is
important that you take the time
select the correct category codes.
If in doubt, please contact your
Buyer.

In CMS, each Category Code is
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linked to corresponding Account;
the account is auto-populated
when the category code is
selected. If needed the account
can be later changed in the
Header Defaults > Distributions
Section.

Click here for a link to Category
Codes and their corresponding
Expense accounts.

Look Up Category

Setllx
Category:

MBooo

hegins with

Description:| begins with  w | office

Look Up | Clear ‘ Cancel ‘BaswcLookug

Search Results

Description
Office Machines/Eoquip & Acc
Office Mechanical Aids
Office Supplies General

Figure 11: Category Code search results

C. Schedule Section - Distribute by AMT or QTY

15. Ship to — accept default
(RECEIVING).

“  NOTE: If you want the
delivery to be sent to a
different location use the Line
Comments (see Figure 13).

16. Due date — leave blank

17. Ultimate use Code - leave
blank

18. Distribute by — enter
Quantity or Amount (see
discussion to the right)

19. Liquidate by — accept
default. This value will default
from the value used in the
“distribute by” field.

#C

Ship To: RECEVING | Q Recaiving ‘Distribute by:
Due Date: [ ‘Liquidate by:
Ultimate Use Code: (&}

Figure 12: Distribute by and Liquidate by fields in Schedule section.

Data selected in the “distribute by” field applies to each distribution line.

When to use Quantity (QTY):

Use QTY when ordering one or more than one (1) any tangible item on any
line.

When to use Amount (AMT):

For contracts and services (including Blanket Purchase Orders) that have a not
to exceed amount, enter AMT. This enables the system to pay for orders with
any number of Line Items (list of services) with various costs for each until the
total contract amount is reached (or until you indicate FINAL PAYMENT on the
invoice).

A purchase requisition may have more than one line, but each line must use 1
EA; if you attempt to enter 2 EA using the Distribute by= AMT, you will get an
ERROR.

7/29/2010
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C. Blanket Purchase Orders

The following fields are handled
differently for BPO's:

Requisition Defaults:

e UOM=LOT

e Distribute by = Amount
e Quantity=1

e Price = Total dollar

amount of the
requisition.

NOTE: Liquidate by field will
become inactive when Amount is
selected.

Maintain Requisitions

Requisition Defaults

MBOO0 Requisition Date:
Requisition ID: MEXT Status: Approved

Default Options

Business Unit: 0211142009

@ Default Ifyou selectthis option, the defaultvalues entered on this page are treated as part of the defaulting logic and are only
applied it no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values an this page are not used.

O override Ifyou selectthis option, all defaultvalues entered an this page averride the defaultvalues found in the default

hierarchy.

Buyer: W Q. EvaSalas Unit of Measure: W Q,

Vendor: 0oo0002E34 Q. OFFICE DEPOT Vendor Location: W Q
Category: 61500 Q vendor Lookun
Schedule

Ship To: [RECEMNG QL Receiing DrStribe hy:
Due Date: ’— El ‘Liquidate by:

Ultimate Use Code: Q

Figure 13: For Blanket Purchase Requisitions, distribute by Amount

D. Distributions Section — source of payment w/ single chart string

This section describes how the item(s) will be paid for.

e If the item (or majority of items) is to be charged to one chart string, complete details at this
time. This will populate the Distribution sections for all items.

e If you are paying for any item from more than one source, create a separate Line for each chart
string to be charged (Line > Schedule > Distribution). Do NOT use the Distributions Section
on the Requisition Header. See Split Distributions section for details on how to split charges
between multiple funding sources.

23.
24.
25.

26.
27.
28.
29.

30.
31.

Percent — leave blank.
*GL Unit — use look up.

Account — will default from
category code — leave blank.

Oper Unit — leave blank.
*Fund — use look up.
*Dept — enter dept ID.

Program — enter if
applicable.

Class — enter if applicable.

Bud Ref —
(0]34

leave blank. Click

_

1 Open  [100.0000 50000 87.50 \MBUUU Q \660003 a |ME|500 Q |1034

Figure 14: Requisition Defaults - Distribution Section (Example with one chartstring)
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Step 2: Add Comments

20. Click the Add Comments link
from the Requisition page
(Figure 15).

21. The Line Comments page
will display (Figure 16).

22. Sort Method — accept
default.

23. Sort Sequence — for use
when there is a series of
comments.

Comments Section:

24. Copy Standard Comments —
not used at CSUMB.

25. Copy Item Specs - not used
at CSUMB.

26. Enter comments in the
following format:
e Name (of person creating
the requisition)
e Telephone number and
extension
Building number
Total $ Amount
FAX # of the Person
Chartstring

32. Click Send to Vendor, Receipt
and at Voucher.

33. Click when you have

finished entering information
on this page. This will take
you back to the Requisition
Form page.

Associated Documents

Section:

34. Attach any documents for
Procurement office to review.

55, ook 0% |

Maintain Requisitions

Requisition
Busiess Unit:  wE000 status: Approved
Requisionl:  MEXT Gony From Budyet Staius: motched R
[IHokd From Furher Processing
‘Requesten stoni 159 L Jenniter Stone Bequisition Detayt
“Requisfion Date; 1240112008 3 Faquegter Info Al Comments ‘
g NLQ anline Reauisition Aivities
‘Carrency Code: Dollar
Accounting btes T FVETTE| mour summary — =
Total Anvoumit: 000 Usn
Add temns From
Purchising kil Calalng
i Sarch Rouusiir By
Ling custemize | i | view an LB prss 311000 (¥l Lo
I Dataits T Stio ToOue Dt T Enlus ‘[zmm.-m‘[p-ywm_‘[ Hirites T Contract [mm_ ]
ine | mem Dencrigtion | Jausntty [uom  [Cetepore  [Price Amout Status [
1 Q % [n.onon Q Q[0 0.00 Appravird o EE
Vigw Prntsole Version “Golx More. v
s | EiMotty | o Retrest | Thndd | FUpinteisgiay

Figure 15: Add Comments link from the Requisition page

Line Comments

Business Unit:  MBOO0 Requisition Date:  01/20/2009

Requisition ID: 0000007694 Status: Approved Line: 1

[IRetrieve Active Comments Oniy Retrieve |

‘Sort Method: | Comment Time Stamp R | *Sort Sequence: Ascending v Sort |

Copy Standard Gomment Cooy e Sher Comment Status: _Active Inactivate I

Oliver Otter

100 Campus Center Drive, Building 18

Phone: 831.582-1212 Chartstring: MBOOO_MBS00_1034_

FAX: 582.582-2121 -
|=§82.40

| >
®

<

Send to Vendor Shown at Receipt Shown at Voucher

Associated Document
Attachment Atlach| | Delete | Email

Frarm -= REQ MBOOO-0000007694-1

Ok | Cancel | Refresh|

Figure 16: Line Comments page

“  NOTE: If you do not select these 3 check boxes, Receiving
and Accounts Payable will not have your contact and delivery
information.

First K1 2 o 2 [M] Last

Copy Standard Cormments Copy ltern Specs Comment Status:  Active Inactivate

Flease deliver to the University Center

[Osendto \.I’en(loll Shown at Receipt I:I] Shown at Voucher

Figure 17: Comment to Ship to a Different Location (check Receiving Only)
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Step 3: Line Details Section

Item — leave blank

*Description - This
description will be carried
through the audit trail; make
it precise.

Alternately, use the Long
Item Description if needed.

=l1:
Click fl; after the
Description field to view the
entire description. You may
wish to expand the
description first, then type it
in. This way the entire
description is visible as you
are typing it in. Use the top
text field only.

From the Long Item
Description page click

to return to the

Requisition Form page.

Quantity — enter number or
items

*UOM - enter either EA or
LOT for contracts and
services.

Category — value defaults
from requisition header.
Accept default.

Price — enter price for each
item or the service.

If only one line, click on the

Line Comments next and
proceed to instructions on
Page 11.

Maintain Requisitions

Requisition
Brsiness Uitz MD000 Staiug: Approved
Requisition ;. RERT opy From Budyed Stalus: motchid L

[“JHubd Frcan Further P ocessing

‘Requesten stont 158 &, Jenniter Stong Fenuisiion Detaults
‘Roquisition Bate: 1201/2008 [ Buguesber infy Add Corererils
Origin: anL o Qriline Requisition Authiles
"Currency Code; Dllar
Accounting Date: 1240112000 i {Amourt Summary |
Tatal Amboui: 0.00 USD
Purchasing ki Catalog
Llgen Search Baguester ter
e Cughomize | Find | view A
[ veraan Vs gin o st e et ] B e - gt Gontract | Saueng Contos |
line [ e Densrislion | Quanidy [uoM  Clenpre  |Prise
gL < £ [nonan Q Qo 0.00 Approved ElEEEE
Jirw Prtadle verzion “Gotae More.. e

Line Cugtonize |Fra | Ve | 8
[ veans  Tosnotosusoas T getus T veedsciitecmation T pom iitormaon T8 mowes g sonn 860 Twumm [leeai]

| Amount sus
8250 Aporoved
0.00 Approved

Ut | Dencrigtion |auentity [vom  Cetepory  Prie

4, |ENTER DETAILED = B Jso000 [[Ea fu lerse0  l1eso000

=t LTI

6w Printalbs version i tas More .,

@S | [Cnaity | s Bkt | lupdate Dinpley

Figure 19: Line Details Section — Category code defaults from Requisition Header

Item Description
ENTER DETAILED INFORMATION ABOUT WHAT YOLI ARE
ORDERING
Ok Cancel Refresh

Figure 20: Long Item Description page
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Add/Delete Requisition Lines

e If you are ordering more than one item from this vendor, you may add it at this point. Otherwise,
proceed to Line Comments (Item 31, page 11).

e If you are splitting the source of funding for any item (s), you will need to create a separate
Line for each item so that the Line Distribution will reflect the different source of funding. Proceed to
Step 3b.

27. If you have more than

N X R ) Maintain Requisitions

one line item in this Requisition

Requisition, CliCk 'l'.-.I BusineﬁsUnil: mMB000 Status: approved %
Requisition ID: 0000007694 Budget Status: Mot Chik'd ﬂﬁ

at the end Of the IaSt [IHold From Further Processing

line to add a line. —
‘Requester: [stan1188 QL ennifer Stone Eequisition Defaults

: ‘Requisi .|o12002008 |5 Reauesterinfo Add Comments
28' After a" LlneS are 2;::::.5nlonDale.WQ Online Reguisition Activities

added, check to make e Cos Pt B
Currency Code: Dollar

sure that the Total Accounting Date: [11/20/2003 |5 O

Amount displayed is o

piay Select Lines To Display
Correc':. ;;r:hsae!z::hm gztgaisler\tems He ’_QTO:,_Q Remere
29. You will be prompted

for the numzer 0? rows ’7 T shioIomuepate T status inormation T kem information ] Attribtes T Cort
Line ftem Description

to add. Enter the 1B @ [NEW PAPER @'d 5.0000 ]7Q 51500 Gy |17.50000 57.50 Approved

number of rows and 2 B Q@ [INK PENS £ [1s0000 EA @ [e1s00 @ [22.50000 337.50 Approved

i 0K Figure 21: Add an Additional Item to your Requisition
clic .

30. To delete a line item x
from the Requisition, Seipt Prompt —

click ;I at the end Enter number of rows ko add: oo
. . ance

of the line you wish to

delete. I

Figure 22: Add Additional Rows

Step 3a - Line Comments »

31. Comments- click the Q

for each line and follow Tl Tsseoay T sosonsn T gomu s "f“""l'“m&i' i

- - L M lmnmm [OM  (Clegory Price Amunt Staus |

instructions below. 1 W 4, |ENTER DETAILED = B lso000 [[Ea & 61500 € 1650000 0250 Approved 0 [E &=

. 2 W Q 4 |o.ooto Q q, lo 0.00 Approved ) [EEE
32. When all lines are entered, '
ﬁ Sﬂl...e V] Pripfabés Vergion oo More w
click . A Requisition | [2eme] G| teres | EA| Blpaterhr]
ID is assigned. Figure 23: Comments link on Line Section

If more than one department or account is to be charged for an order (multiple distributions) go to next
section (Split Distributions). If not, proceed to Step 4 (Budget Check Section).
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Step 3b — Split Distributions

Requisition Lines:

36. Ensure that a separate Line is

created for each item to be
split.

. P
Click the '=" icon for each
line, open the Schedule
page.

37.

Requisition
BusinessUnit  LIBO0D Status: Bpproved X
Requisition ID: 0000008528 Eapy Franl Budqet Status: Netcnkd B
[ Hold From Further Processing
- Heacher
“Hequester: lrain1 A waint Requisiion Detauls
"Hequisition Date: 11052009 Reguester nfy Edit Commants
Origin: onL G Oniing Requizition Adiies [}g
“Currency Coce: Diliar
S
Accounting Date; 1 105E009 [
Total Amount: 80,00 USD
Purchasing kit Lines (e} ™ &), Relrieve
Detaie T ShoToDueOme T gowe T yeecornformaton T pemntomason T stroes T m qum_
| [perscription | |ty Im.m [catewory | amount [status
LA G, [Greenbiingsfor CAT& = By (50000 ([FA @ [42500 | [60.00000 300.00 Appreved '.-: [=]
2 B Q4 [Green Blinds for ITCO B [Goo00 [EA QL [2500 X [50.00000 360,00 Approved P E

Figure 24: Schedule link on Line Section

Schedule Page:

38. Click “** icon on the
schedule page to open
Distribution page.

39. The Distribution page for that

Line will display.

q

Maintain Requisitions

Schedule
Business Unit:  1MBO00 Requisition Date: 11/05i2008
Requisition 1D: 0000008528 Status: Approved

Return to Main Page

Find | View 1
300.00 USD
) 1

First 1) 1-20f2 L7 Last

Green blinds for CAT & ITCD

Quantity:

50000 Each  Amount:

Customize | Find | View First 4 1 011 [ Last

&1 [5.0000 60.00000

Green Blinds for TCD Quantity: 6.0000 Each  Amount:

First

10f1

1 E 7 Euw

50.00000 350.00 5 E‘; Adive =
N—"

Figure 25: From the Schedule page, select the Distribution icon

Distributions Section:

40. Enter the Chartstring for the

Maintain Requisitions

THIE Distribution
specific line. -~
. <\ Requisition 10: 0 2628 Item:
41. Click OK. Line: 1 Status: Active
42. Repeat for any other Line Scheduler 1
items that require funding Shple  RECEWNG  Recenng e e
distributions to be split (if “Distrioute by: 0o V] Open Quancy: 50000
applicable). ~Liquidate by: Amount: 300.00 USD
SpeedChart: Q pult-SpeedChars
43 CI|Ck SaVe. Distributions
[ chartfieds I Detaiis T Assetinformation Wain Cartel Come
Distrib | Status |Percent |Quantity Amount GL Unit Account Oper Unit
1 Open  [100.0000 5.0000 300.00 [MB00D &, [519800 Q |r.1Bsuu Q |‘IEIEJ? Q
Figure 26: Line 1 Distribution page T
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Maintain Requisitions

Distribution

Requisition I0: 0000008628 Item: Green Blinds for ITCL %
I Line: ) Status: Active

Schedule: 1

Ship To: RECEIVING Receiving Quantity: 6.0000 EA

Distribute by: Open Quantity: 5.0000

*Liquidate by: Amount: 360.00 USD

SpeedChart: @ Multi-SpeedCharts

Distributions

T e e

Distrib | Status |Percent |Quantity Amount GL Unit Account Oper Unit Dezt ‘

1 Open [100.0000 5.0000 380.00 [MBO0D & [519800 Q | Q |ru1asuu sl |1u21

Figure 27: Line 2 Distribution
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Step 4: Budget Check

On the Maintain Requisition page, you have one last chance to verify information entered before it is
saved and printed. Once you print it, only the Purchasing Office can make changes to the information

entered.

1. Status — status will default to

Maintain Requisitions

Approved.
R Requisition
2. ﬁ- - Change order feature is Business Unit: ~ MBO0OD Status: Approved X
not USEd at CSUMB RequisitionID: 0000007693 Budget Status: Mot Chk'd ﬂa
e . .

3. Cancel x - click here for
procedures on how to Cancel

a Requisition.

4. Budget Status - if status is
Not Chk’d, click the ﬂ@ to

begin the process.

5. The budget status will change

to Valid (Figure 27).

"~ Note: Write down the

Requisition number for future

reference.

Tt i

Figure 28: Budget Check on Maintain Requisitions page

Status: Approved A X

Budget Status: Valid
Figure 29: Budget Status = Valid when budget check is successful
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Step 5: Print a Requisition

"~ Note: You cannot change information in the Requisition once it has been printed. Write any
required changes on the printed Requisition and your Purchasing Agent will make the necessary change

in the Purchase Order.

Navigation:

Main Menu > Purchasing > Requisitions > Reports > Print Requisition

Find a New or Existing Run Control 1D

If this is the first time you
have run this report, create a
new Run Control ID:

1. Select Add a New Value
Tab.

2. Enter a Run Control ID
(e.g. Print_Requisition)

3. Click _"4d

If you have already set up a
Run Control ID:

1. Select Find an Existing
Value Tab.

2. Click m

3. Select the correct ID from
the list (if this is the only
Run Control, the page will
open directly).

Requisition Print

Find an Existing Walue Add a New Value

Run Control ICx |F'RINT_REQUISITI o

Add

Figure 30: Create a new Run Control ID if necessary

Find an Existing Value Add a Mew Value

Search by: Run Control ID begins with||
[Icase Sensitive

Search | Advanced Search

Figure 31: Find an Existing Value
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Set Up Run Control

This report can be run for a specific Requisition, or range a of requisition dates.

4. Business Unit — use look

up to select correct
business unit code.

5. Requisition ID — enter

the Requisition ID or use

the look up to select the
correct ID.

6. Statuses to Include —
click Select All

7. Click @.
8. Click __~un_|

9. The process monitor page

Requisition Print

Run Control ID: PRINT_RECQUISITION

Language: | English  »| @ specified O Recipient's

Report Manager Process Wonitor Ran |

Report Request Parameters

Business Unit: IWO\

Requisifion|D: 0000008888 | Q
From Date: !
Through Date: ’7@

Requester: |

Statuses to Include
[#] Approved

Select All
[#l canceled 4
[#] Completed

Open
Pending

[NOT On Halg v

will display. [Ssen] [y =
Figure 32: Run Control Set up
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Process Scheduler Request

Reports may be run to a .pdf format (read only) or to a .cvs format (which can be opened using Excel).

Process Scheduler Request

10. Server Name — select the User ID: ton1 159 Run Control ID; PRINT_REGQUISITION
PSUNX Server_ ser L ston m Control 3 |
Server Name: Run Date: 0141212009 @
11. Select - make sure the Recurrence: RunTime:  |3S001PM | (REECHD OUiEH TEENTTS
current report is selected. Time Zone:
12. Type - select Web.
Requisition Print SGR PORGDTD 50R Repart Distribution
13. Format — select PDF.
. Ok
14. Click 4
Ok Cancel
15. A Process Instance number # Q
will display on the top right of Figure 33: Process Scheduler Request page (PDF format)
the Run Control Page.
16. Click the Process Monitor link. Process List
17 The p List wil disol
' F.e roggss ISt will display vser:fontigs @ wper [ @ues [ 1) [ows [ Refresh
( Igure )- Server: Name: Q Instance: to
_ metresn ||| En st e cnosh
18 C|ICk the Untl|3 Process List Customize | Find
Run Status — SUCCeSS Select Inmn:a|;l’rn:el: Tvpe :::":::s User Run Date/Time
271072 SQR Report MBAPO16 ston1159 01/13/2009 1:43:02PM PST | Success  Posted Details
Distribution status = Figure 34: Process List Tab L !
“Posted”
Details = Details View Log/Trace
19. Click Details link. e
) ReportID: 395004 Process Instance: 271072 #eszane Log
20. CIICI_( on t_he Report Name Name: MBAPOTE Process Type: SR Report
endmg with .PDF. Run Status:  Success
21. The report will open. Accts Payahle Youcher YTD
Distribution Node: FMBTST Expiration Date:
File List
Name File Size es Datetime Created
| SOR WMAAPNIE 271077 100 1,558 01/13(2008 1:43:49.000000PM PST
mhap016 271072.PDF 5,616 014132008 1:43:49.000000PM PST
—rereae M AT O st 986 014132008 1:43:49.000000PM PST
Figure 35: Open PDF Report File
7/29/2010 CFS_PO_Create Purchase Requisition
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Report Output

22. Click on the printer icon

ﬁ on the Explorer
toolbar to print the
requisition.

23. If you need to save the
electronic PDF file then
save it to a private

directory on the network.

Close the Adobe Acrobat
window.

24.

25. Click on the Home link in
the upper-right hand
corner of the CMS screen
to return to the main

menu.

26. If you are finished
working in CMS Finance,

click the Sign Out link.

Requisition
Cal State San Marcos
. - Date Fage
Ship To:  Receivin 0000005465 0318:2010 1
441 La Moreg Road Requester Enter=d By
San Marcos CA 52078 Jennyfer Nguyen 2 Jennyfer Nguyen 2
Einers chd-Dist Description Category  Quantity UOM Price  Extended Amt Due Date
istribution Account Fund Dept Pram Class Project Dist Amt
Buyer:  Jennyfer Nguyen 2
Wendor:  0DDDDD0420 DDOOO0O4BD-Scramble
-1 FCMSPSELn 1 03700 1000 EA 100.00 1.000.00 03716/2010
-1 660003 43500 1012 1.000.00
FCMSPSE Testng Line Comments Line 1
Line Totak: 1.000.00
Buyer: Jennyfer Nguyen 2
Wendor:  0DODO0D420  DDOQODO4ED-Scramble
21 FCMSPSE Ln 2 04500 000 EA 200.00 400000 03/16/2010
211 660002 48500 1012 4,000.00
FCMSPSE Testing Line Comments Line 2
Line Totak 4,000.00
Totsl Requisition Amount: 5.0D0.00

Figure 36: Printed Purchase Requisition

“~ NOTE: After appropriate signatures are obtained, route to the Procurement Office.
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Other Functions
Retrofit Fields Page

1.

If you make changes to the
Requisition Defaults page

after you have entered line
item information, when you

click at the

bottom of the Header
Details page, you will see
the Retrofit field changes
page (Figure 37).

Select Mark All, and click

. This will return

you to the Requisition Form
page.

ZJ Maintain Requisitions - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help

bk -+ - (@D [8] & | Qoearch [EFavortes reda (| By S =1 @

Address [{€] hetps: jcmsdev-Fs.calstste edui4433{pspifambtim EMPLOYEEJERP/c/REQUISITION_ITEMS REQUISITIONS. GEL

Google - | || @psearchweb - | ) | Bh246 bocked fE]eutori | Eoptions

PeopleSoft.

(=3

Retrofit field changes to "all" existing requisition lines/schedules/distributions.....

Unit:  MBO00  ReqID: MNEXT

ictibution specific defaults,
Select 'Applf to apply changes to the Distrib Line value.For example, if you select Apply for Distrib Line 3, the change is applied ti)
each DistribjLine 3 on the requisition.
Select ‘Anpldto All Distribs'to apply changes to all distribution lines on the requisition.

W Mark Al [}

Unrnark All

Apply Distrib Line  Field Name

Ird Wendar 0000002653

4 Location MAIN

2 Buwer ANCASTLE

e Ship To RECEMING

I3 Categary 1D 00100

~ 1 Fund Code ADZ04 r
1 DeptiD 1004 O
I3 1 Budget Date 20041212 [
~ 1 Location RECENMING O
Ok Cancal Reiresh

Figure 37: Mark All to carry defaults to all requisition lines

Cancel Purchase Requisitions

"~ NOTE:

Purchase requisitions that have been sourced into Purchase Orders cannot be canceled and

may only be modified by the Purchasing Department.

Click X

requisition.

to cancel the

If you cancel the requisition,
you will see the warning
messages in Error! Reference
source not found..

If you agree that you wish to
cancel the requisition, click
fes

Maintain Requisitions

Requisition
Business Unit:  MBO00 Status: Approved A X
Requisition ID: 0000007683 Budget Status: valid
Change Order: 1 [THold From Further Processing
Figure 38: Cancel a Requisition that has been budget checked
EanEeling & FquisSan will cameg any thanges made and provent iher changes. Continus (10000, 7)
Wehien yaus mriack s sequison as complile or canceled, B syslem does nol allow ary fathes changes o lhe requisiion. Arry changes madr, e, will Be stoned on e regquisilion

I'you v ary nare changes 1o make 10 this requisition, do not mark it 33 complete or canceled st inls Bme. Make the other changes. en retum b change i3 stsis.
i Mo

Figure 39: Warning message prior to canceling a Requisition
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Change Vendor Name

1. Find Requisition.

Maintain Requisitions
2. Navigate to the Requisition Defaults
Requ ISItlon Defau Its Business Unit: MBOOD Requisition Date: 0141272009
page . RequisitionID: 0000007693 Status: Approved
3. Vendor = C|eal’ the ) Default Ifyou selectthis aption, the defaultvalues entered an this page are treated as part ofthe defaulting logic and are only
. . applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
ex|st|ng Vendor name. and the values on this page are not used.
@ le Ifyou selectthis aption, all defaultvalues entered on this page override the defaultvalues found in the default
4. Look up new vendor hisrarchy
Line
name — use the |00k Up to Buyer: saladl0s Q. Eva Salas Unit of Measure: WO\
flnd the new Vendor | Vendor: [o0oo004723 . 3DAYBLINDS Vendor Location:  [MAIN G
Category: 2Ly Vandor Lnokup
5. Click Ok Figure 40: Change Vendor Name on Requisition Default page
. IC .

6. The Retrofit field

. . Retrofit field changes to "all” existing requisition lines/schedules/distributions.....
changes page will display. ¢ gred

Business Unit:  MBO00 Requisition Date:  01/12/2009
7- CI|Ck the MLkA“ llnk The Requisition ID: 0000007693 Status: Approved
aCtiOﬂ WI” apply tO a” Far Li_ne_and_ Schedule defaults,‘SeIeclt ‘Apply'to apply changes t_o a_H Iin_es and schedules.
fleldS and dlStrlbUtIOﬂ F?Erxg:'ig:2:ult;?fzudzz:gts‘;&ii‘li'cftofg?gritg Eimlg,c?r?englfasr:;g]ii E;IJQ;'JtIriI:stluni.ach Distrib Line 3 on the requisition.
|ineS. Select Apply 1o All Distribs'to apply changes to all distribution lines on the requisition.

Mark Al O Unrmark Al

8. ik % _| N - o™
jApBly |ustoLme  |Field Hame

Vendor 0000000001
9. Click % at the 1 GL Unit WBODO 0O

Requisition page. 2 GL Unit MBOOD O

Ok | Cancel | Refresh|

Figure 41: Retrofit field changes page
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View Change History

This view displays a summary of the date and person who made updates to a specific requisition.

Main Menu > Purchasing > Requisitions > Change History

1. Business Unit — enter
MBOOQO or use look up to
select value.

2. Requisition ID - enter
requisition ID or leave blank

and click SIEELE

Requisition Change Order

Find an Existing Value

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

Business Unit: | Q
Requisition ID: | begins with |

Gearch Clear | Basic Gearch Save Search Criteria

Figure 42: Change History Search page

Figures 38 - 40 show examples of
information describing changes
made to the Purchase Requisition.

Unit: MBODO ReqlD: 0000004642
First [ 1 o1 0] Lot
Change Order: 1
Revision Date: 0113172006

Figure 43: Change History - Batch

Batch Header
Unit: WBO00 ReqlD: 0000004642
Requisition Header Changes Ci Fing E
Batch| Seq [Field Name Value
1] 0 Budget Checking Header Status W
o 0 Currency Code usD
a 0 Reguester bush1416
1] 0 Reguisition Status A
1 1 Budget Checking Header Status ¥l
1 1 Modified By bush1416 2006-01-31-12.30.19.000000

Figure 44: Change History - Header Changes page

Unit: MBODD Req ID: 0000004642
Line Changes
Batch | Seq|
02
1 o 0 Categary ID 00138
1 0 0 Current Status A
Lodging:
Yuichi Handa- 2 & $53.99might-Arr 1/31- Dep.2/2
S R— B e
Lipika Deka-1 @69.99/night-Arr 2/8-Dep 219
Mathan Carlson-2 @ 69.99-Amr 21 3-Dep 215
1 [t} 0 item ID
1 o 0 Reguisition Price 511.92000
1 o 0 Reguisition Quantity 1.00000
il It} 0 Unitofhleasure E
1 [t} 0 Vendor D 0000003217
1 o 0 Vendor Location WAIN
1 o 0 Zero Frice Indicator N
Lodging
Yuichi Handa- 2 @ $53.30-Arr.1/31- Dep 22
IR B
Ligika Delka:] @76 80 A 28 0en 2/9
Nathan Carlson-2 @ 76.99-Arr 2/13-Dep 215
1 1 1 Modified By bush1416 2006-01-31-12.30.18.000000
1 1 1 Reguisition Price 46312000

Figure 45: Change History - Line page
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Copy Requisitions

When creating a new requisition, you have the option of copying the details from a previous requisition, if
desired. You may copy any requisition, not just those that you've created in the past.

1. Create a new Purchase
Requisition (Steps 1 - 4).

Maintain Requisitions

Requisition
2' CIICk the CO From Ilnk' Business Unit; mMBO00 Status: Approved
. Requisition ID: MNEXT Copy From Budget Status: Mot chkd B3
3' The Copy ReqUISItlon page I:lHol(l From Further Processing

will display. ~ Header

. Figure 46: Header default has "Copy From" link when creating a NEW Requisition
4. Requisition ID — enter the

Requisition ID or use the look
up to find the requisition that Maintain Requisitions
you would like to copy.

Copy Requisition
5. Click m . Business Unit:
Requisition information will Requisition ID: 0000007693 O
display. Req Status: Q Origin: [ a
| | heck the b Requester: [ Q
6. Select (Se ) - Chec t e 0X Requester Name; | Q
to the left of the Requisition RequisionDate: | 5 To: B
that you want to copy. Vendor Sefin: S
OK Vendor ID: Q Wendor Details Vendor Name: liQ
7. Click 4 Item SetiD: Item ID: Q
Item Description: | [Cpirect Ship

8. All requisition information will
be copied, but you can make | |""™™™ @
changes to it before you save Search
it as a new purchase Requisitic
requisition. Req ID atus Orig ques

AnANa7EaE Appraved ML stan1159

Ok | Cancel | Refresh

Figure 47: Copy Requisition Page

Maintain Requisitions
Requisition
Business Unit. ~ MBOO0 Status: Approved
Requisition ID: MNEXT tugx From Budget Status: Mot Chk'd ﬂﬁ
[CIHold From Further Processing
~ Header
*Requester: ston1158 L Jennifer Stane Reguisition Defaults
*Requisition Date: 01/2002009 [ Reguester nfo Add Comments
origine WO\ Online Reduisition Activities
‘Currency Code; Dollar
Accounting Date: [7172072003 |5 [Amount Summary |
Total Amount: 87.50 USD
Add ltems From
Purchasing Kit Catalog
ltern Search Reguester [terms

T
Q 61500

B | Q. [NEW PAFER  [17.50000

Figure 48: Copied (Imported) requisition

%, [5.0000
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Fix Vendor Name/Address

Vendor contact information does not appear on Purchase Requisition.

Workaround

1. Open the Requisition
(Purchasing > Requisitions
> Maintain Requisitions >
Find an Existing Value)

2. From the Form page, click
on the Requisition
Defaults link.

3. Verify that the Vendor 1D
is correct.

4. Verify that Vendor
Location = MAIN. (Ifit
does not, select MAIN from
the list).

5. Click _OK_]

6. On the Retrofit field
changes... page, click
Mark All to copy the
Vendor Location to all lines
in the requisition.

7. Clik L_OK_]

8. On the Form page, click
B savel 1o re-save the

requisition.

9. Re-print the requisition.

Maintain Requisitions

Redquisition Defaults

Business Unit:  mBOO0 Requisition Date: 011272009
Requisition ID: 0000007683 Status: Approved
Default Options
O Defautt Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are anly
applied if no other default values are found for each field. If defaultvalues already existin the hierarchy, they are used,
and the values on this page are not used.
@550__\_(?[["!_9? Ifyou select this option, all defaultvalues entered on this page override the defaultvalues found in the default
hierarchy.
Line
Buyer: =alad105 O, Evasalas Unit of Measure: EA O
Vendor: |0ooo004723 Q. JpavBUNDS Vendor Location:|  MAIN O,
| o
T T Latuio1m e o
Ship To: RECEIMING Receling “Distribite by:
Due Date: E] “Liquidate by:
Ultimate Use Code: Q
Distribution
SpeedChart: QU

Distributions
[ Detais

T asset information

1 | s0.0000 mEooo & | Q| Q. [meson @ [103z Q Q Q Q
2 | s0.0000 [mBoOD @ | Q | Q |wesoo @ oot Q Q Q Q
ok | cancel | Refresn |

Figure 49: Requisition Defaults page - change Vendor Name

7/29/2010

CFS_PO_Create Purchase Requisition

Page 23 of 27



Following up on your Requisition

Procurement website: nttp://bss.csumb.edu/site/x5474.xml

Contacts:

Purchasing:
Eva Sales (x3571) — Requisitions, PO’s, PO Alterations, Vendor Data Records, Procard,

performer/speaker agreements
Reyola Carlisle (x3506) - Construction contracts

Accounts Payable:
Includes invoices, payment requests personal reimbursement and petty cash:

Jennifer Benallal (x4758) (Vendors A-M)
Cory Castaneda x4605 (Vendors N-Z)
Deanna Aromin (x3711) (Travel)

Submit Invoice to Accounts Payable:

If Accounts Payable receives the invoice, they will forward it to the Department.

The Department is responsible for the following:
1. Verify that the invoice matches the Purchase Order by looking in the Purchase Order Inquiry:
a. Main Menu > Purchasing > Purchase Orders > Purchase Orders
b. Search by Vendor Name or other available search criteria
c. Verify the following pieces of information in order to avoid an exception to the check
generating process: amount, unit price, distribution amount (Amt or Qty), Sales Tax,
Receiving.
2. If goods were shipped to Receiving, send packing slip to Receiving so that the system is updated
to “Received”. If goods were shipped to the Department, omit this step.
3. If invoice does not match the PO, contact the vendor for clarification. If the PO needs to be
altered, contact the Buyer.
4. Ensure that the invoice has the following information:
Received by
Date
P.O. number
Account #
Amount
. Final Bill (Y/N)

Inquiry Pages:
To follow up on the status of a completed Purchase Requisition, you may use one or more of the
following inquiry pages (see separate job aids for details):

Paoow

—h

1. Requisition Document Status — Main Menu > Requisitions > Review Requisition Information >

Document Status
2. Requisition Inquiry - Main Menu > Requisitions > Review Requisition Information > Requisitions
3. Open Commitment Report — Main Menu > Monterey Bay > PO > Reports > Open Commitment
Report
4. PO Inquiry - Main Menu > Purchasing > Purchase Order > Review PO Information > Purchase

Orders
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Appendix A: Correct Chartfield Distribution Error

Use these steps to correct chartfield distribution errors, especially when the system displays the “Correct
ChartFields Combination Error” message (Figure 49):

ogpONE

If for a single distribution, verify/edit the Requisition Defaults information, or,
If for a split distribution, verify the Schedule—Distributions page information.
Verify/edit the Retrofit Field Changes page.

Deselect the Hold From Further Processing checkbox.

Run the Approve and Budget Check processes.

Panel Processor

A

Correct ChartFields Combination Errar an ine 1, Schedule 1,
Diistribution 1. [10208.18]

Explain |

Figure 49: Correct ChartFields Combination Error message.

Verify the Requisition Distributions

Single Distribution

1. From the Maintain
Requisitions page, click
Requisition Defaults link.

2. Verify that the following
are correct:

GL Unit - Business Unit
Account. Must be an EXPENSE
account, beginning with 6.

Fund Code - Fund, e.g.,
MB500 for General Fund.

Dept - Department ID.

Program - If applicable, click

QJ to see valid values, or type
in Program code.

Class - If applicable, click Q
to see valid values, or type in
Class code.

Maintain Requisitions

Requisition Defaults

Business Unit:  MBOO0

Requisition ID: MNEXT Status: Approved

Default Options

Ifyou select this option, the defaultvalues 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 defaultvalues already existin the hierarchy, they are used,
and the values on this page are not used

Requisition Diate: 02i11/2009

@Default

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

hierarchy,

Buyer: salag105 Q,  EvaSalas Unit of Measure: EA O

Vendor: 0000002334 C,  OFFICE DEFOT Vendor Location:  [MaIN QL
Category: B1500 Q vendor Logkup
Ship To: RECEMING |, Recehing ‘Distribute by:
Due Date: Eﬂ ‘Liquidate by:

Ultimate Use Code: Q
Distribution

SpeedChart:

Distributions
r Details T&zsetlrn-:-r'vn-ati-:wn

|Account

—

GL Unit
[ IEE Q [ . [mesoo @ [1032 Q. Q Q

Dist Percent

ok | cancel | Retresn |

Figure 50: Maintain Requisitions—Requisition Defaults page.

7/29/2010

CFS_PO_Create Purchase Requisition

Page 25 of 27



Project - If applicable, click Ql to see valid values, or type in Project code.

“~ NOTE: Although you will not see the account number on the screen, the account number will be
added to the chartfield distribution for each line on the requisition.

Click . This will bring you to the Retrofit Field Changes page.

Split Distribution

1. Refer to page 12, Step 3b of this job aid for instructions on viewing and editing split distributions.

a. On the Maintain Requisitions page click the Line §c_hledule 2 icon.
On the Schedule page click the Line Distribution “ jcon.
c. Verify/edit the ChartFields as needed.

d. Click OK. This will bring you to the Retrofit Field Changes page.

Verify the Retrofit Field Changes

1. On the Retrofit Field Retrofit field changes to "all” existing requisition lines/sechedules/distributions.....
Changes page click the

. Uit WMEODD  Reql; MEXT
Mark All link.

For the distributon $pecifc defaulls,

i Select Apply'to 3 changes to the Distb Line value.For example, #you salect Apoly for Distrib Ling 3, the ol
If this does not Appty' b apply chang ple, Hyo App

. each DisNne 3 on the requisition
automatlcally check all of Select Apply tg)All Distribs'to apply changes bo all distibution Bnes on the requisition
3 et Linrmark All

the Apply boxes below,
then select each of them
individually.

E
E
E
|

= Vendor I00002E5D

2. Click __9K_], @ Location s
= Buyer ANCASTLE
=] Ship Ta RECENMMNG
= Catagony 1D o100
= 1 Fund Codé ADI04 r
= 1 DeplD 1004 r
F o1 Budget Date 04-12-12 r
= 1 Location RECEMNG r
o || cancel | | Retesh |

Figure 51: Retrofit Field Changes page.
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Perform Approval and Budget Check

1.

Refer to page 13, Step 4 of this job aid for instructions on Budget Checking a purchase requisition.

a.

On the Maintain Requisitions page, if the Hold From Further Processing checkbox is selected,
de-select it.

If the Approval & icon is available, click on it. After the Requisition is approved, the Status
will change from Open to Approved.

Click the Budget Check = Icon. Once the Requisition is budget checked the Budget Status
changes from Not Chk’d to Valid.

Click Save.

7/29/2010 CFS_PO_Create Purchase Requisition Page 27 of 27




	Create Requisition
	Verify Requisition Header Information
	Step 1: Requisition Defaults
	A. Defaults Options Section
	B. Lines Section - Vendor Information
	Lines Section - Category Codes

	C. Schedule Section - Distribute by AMT or QTY
	C. Blanket Purchase Orders
	D. Distributions Section – source of payment w/ single chart string

	Step 2: Add Comments
	Step 3: Line Details Section
	Add/Delete Requisition Lines
	Step 3a - Line Comments
	Step 3b – Split Distributions

	Step 4: Budget Check
	Step 5: Print a Requisition
	Find a New or Existing Run Control ID
	Set Up Run Control
	Process Scheduler Request
	Report Output


	Other Functions
	Retrofit Fields Page
	Cancel Purchase Requisitions
	Change Vendor Name
	View Change History
	Copy Requisitions
	Fix Vendor Name/Address

	Following up on your Requisition
	Contacts:
	Submit Invoice to Accounts Payable:
	Inquiry Pages:

	Appendix A:  Correct Chartfield Distribution Error
	Verify the Requisition Distributions
	Single Distribution
	Split Distribution

	Verify the Retrofit Field Changes
	Perform Approval and Budget Check


