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CFS The Requisition Process

Overview

CFS allows on-line entry of requisitions by end-users. Line items and the appropriate
chartstring information can be entered. Some end users will have the authority to approve
requisitions depending on their security. Approval by a manager or supervisor may be
required.

This manual will show you how to:
e Create and Modify Requisitions
e Add an Attachment to a Requisition
o Delete or Cancel Unapproved Requisitions
¢ Review Requisition Information
e Print a Copy of the Purchase Order
e Customize a Screen
e CSU PO Life Cycle Report

e Buyer Look Up
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Section 1 Create Requisitions using Requisition Defaults

When creating a requisition with multiple lines using the same Chartstring information, it
is best to enter Requisitions using the requisition defaults. Setting the defaults before
entering each line will save time and reduce errors.

1. Loginto My Sac State with
your SacLink user name and
Password.

§ CFS Finance Employee Access

i » CFSFinance Access o7
2. From the Staff Services page,

click on the CFS Finance
Access link.

3. The Oracle/PeopleSoft menu page will display in a new browser window. Select
the Main Menu option at the top of the screen.

Favorites Main Menu
enu: Home Add to Favorites Sign out
IORACLE ®
3
3 Accounts Payable » Personalize Content | Layout % Hell
Top Menu Featy £ General Ledger '+
(3 Purchasing »
3 Suppliers »
S i yC
The menu is no 03 Set Jp.Flnancwalsfsupp\,r Chain 3 hin
Menu to get stz (3 Reporting Tools »
1 PeopleTools »
Highlights 3 CSU Administer Integration 3
Recently User CSU Delegation of Authority »
appear uyndert 3 CS8U Security Reports B
menu, located| £3 Supplier Contracts »
3 eProcurement 3
(3 Services Procurement 3
lj My Personalizations
Breadcrumbs visually display lerara

Navigation: Purchasing > Requisitions > Add/Update Requisitions

4. The Add a New Value screen
will display. The business unit
will default to SACST and the
Requisition ID will default to
NEXT.

Requisitions
Find an Existing Value || Adda New Value

Business Unit: |SACST |G
Requisition ID: [NEXT

5. Click the Add button.

Add

The Maintain Requisitions screen will display.
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Maintain Requisitions

Requisition

Business Unit SACST
Requisition ID NEXT

Budget Status

Status

il
g

Open
Not Chk'd

Requisition Name Copy From

¥ Header (2

*Requester Q
*Requisition Date |03/10/2014 Requester Info

Ongin [ONL R on-Line Entry
*Curmrency Code |USD Dollar
Accounting Date |03/10/2014 [&

Amount Summary

Requisition Defaults Add Comments
Requisilion Acliviies

Purchasing Kit

Add ltems From (%7
Catalog

Total Amount

IHold From Further Processing

9

0.00 USD

ltem Search Requester ltems
Line (7 Personalize | Find | View All (EINY- | First B 1 of 1 B Last
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls
Line Item Description Quantity *UOM Category Price R‘;rg:glnmse Status
1R Q 1 & 00000 Q Q 0 0.00 Gpen Cm @ =
View Printable Version *Go to ..More [~]
B save Notify % Refresh B Add Update/Display

6. On the Maintain Requisitions screen, the Status: displays “Open” and Budget

Status: is “Not Chk’d”.

7. The Requester field will default
according to your log in information or
security settings. If it does not, click on
the search icon to select a Requester
from your list of available requesters

8. Click the Requisition Defaults link
shown above.

Look Up Requester

Requester begins wi V]

Help

Look Up Clear Cancel |Basic Lookup

Search Results
View 100 First @] 1-20f2 [§] Last

Requester Description
60000001106 IRT
60000002106 TRAVEL_IRT
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The Requisition Defaults screen, shown below, is used to select the supplier and to enter
default Chartstring information.

Requisition Defaults
Business Unit SACST Requisition Date 03/10/2014
Requisition ID NEXT Status COpen
Default Options (2
® Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are
only applied if no other default values are found for each field. If default values already exist in the hierarchy, they
are used, and the values on this page are not used.
O override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned
Line
Buyer| Q Unit of Measure Q.
ISuppHer Q I Supplier Location Q.
Category (&} Supplier Lookup
Schedule
Ship To|CENT REC  |Q_ Central Receiving *Distribute By Quantity /|
Due Date el i ‘
Ultimate Use Code (&}
Attention To
Distribution
SpeedChart
Distributions
Details | Asset Informafion
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Product Project
sacslQ Q Q Q [0 |q Q Q Q Q Q
ITI Cancel Refresh
9. The Default Options will automatically be set to the Default option. Select Override
and manually enter the chartstring.
Note: This has to be done every time you create a requisition, especially if you
are using multiple DeptID’s.
10. Select a supplier by clicking the search icon next to the Supplier field (previously
known as “Vendor”) to obtain a list of available suppliers. You can search by Supplier
ID or by Short Supplier Name. If the desired supplier is not in the list, leave this
field blank and note the supplier name, address and other related information
in the Comments section.
11. The Distribute By field will default to Quantity. Leave as is if the requisition is for a
commodity. Change it to Amount if the requisition is for a service.
12. The Distributions section will default to the Details tab. Fill in the required

Chartstring information in the designated fields as follows:

e Account — Enter the account number or click the search icon to select an account
from the list.

e Fund — Enter the fund or click the search icon to select a fund from the list.

e Dept — The department ID number will default based on the requester information.
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e Location — This field will default based on the requester information.

NOTE: The “Location” in this section designates
where Receiving will deliver the product.

13. After entering all Chartstring information, click the OK button.

The Maintain Requisition screen will display again. The next step is to enter the details
for each line item.

The Line section of the screen will default to the Details Tab. You can add additional lines
to the requisition using the same default Chartstring information.

14. To add a line to the same requisition, click the add a row icon at the end of the first
line item.

calstate.edu needs some information @
15. When prompted, enter umber of o ]
. S Enter number of rows to add: Cancel
ancel
rows you wish to add and clic e |
fi]
OK button. m
\
Line (2 Personalize | Find | View AT | H First B8 1-3 of 3 I8 Last
Details Ship To/Due Date Status Supplier Information Item Information Affributes Contract Sourcing Controls
Line em Description Quantity *JOM Category Price I\A.I;rgznardise Status
1Ry @, [#200-01450 adult i 8 [6.0000 EA|Q  [57800 |Q | 90.00000 540.00 Open oOm [ES] =
2Ry @ [#231-01380 kid and 3, [1.0000 EA |Q [57800 @ | s0.00000 80.00 Open O [ES] [=
3Ry Q [shipping and handiing |1 8 [1.0000 DLFQ (96200 |G | 20.00000| 20.00 Open g [ [=]

16. For each line, complete the following fields:

Item: Do not use this field. It is recommended that you customize this page and hide this
field. See Section 10 of this document for instructions on customization.

Description: Enter the description of the product or service. If you need to add more
information than this field will accommodate, use the Line Comments icon.
Quantity: Enter the quantity of the product. If it is a service, enter “1”.

UMO: Enter the Unit of Measure. Select EA for all commodities (57800) or DLR (96200)
for all services.

Category: Enter 57800 for miscellaneous products or 96200 for miscellaneous services.

Price: Enter the unit Price.
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1.1 Adding Comments to a Requisition

You can add comments to a requisition for Procurement or Vendor. The Maintain
Requisitions screen provides two ways to enter comments.

To add a comment click on the Add Comments link on the Requisition screen. This
comment will apply to the entire requisition.

Maintain Requisitions

Requisition

Business Unit SACST Status Open ~

Requisition ID NEXT Budget Status Not Chik'd s
Reauisttion Name Copy From [IHold From Further Processing

< Header (2

*Requester 60000001106 &} IRT
*Requisition Date |03/10/2014 1] Requester Info
Origin [ONL A online Entry
*Currency Code[USD Dollar
Accounting Date |03/10/2014 Ei;l

Requisition Defaults Amount Summary (2
Requisition Activities

Total Amount 640.00 USD

Add ltems From (2
Purchasing Kit Catalog
Item Search Requester ltems

The Header Comments page will display.

1. Enter your comments in the text field. The spell check icon can be used to run a spell
check on your entry.

2. Select the Send to Supplier, Show at Receipt and Shown at Voucher check
boxes. This will insure the comments are printed on the requisition and receipt. If you
do not select these options your comment will not be seen.

3. To enter a comment using the pre-defined comments section, click the Use
Standard Comments link.
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Header Comments

Business Unit SACST Requisition Date 03/10/2014
Requisition ID NEXT Status Open

*Sort Melhod| Comment Time Stamp v *Sort Sequencem Sort

Comments Find | View Al First B 1 or 1 B | ast
Use Standard Comments 9 Comment Status Active Inactivate

Please Rush s

o

[ send to Supplier [ show at Receipt
[ show at Voucher

Associated Document
Attachment Aftach View Delete Email

From -= REQ SACST-NEXT

OK Cancel Refresh

Standard Comments

4. From the standard
comments window, enter
REQ in the Comment “Acton Copy Commert

Type field. o e g -

Comments

*Effective Date [03102014 *Status | Active
5. Inthe Comment ID f|6|d, Description [Department Pick Up orders
click the search icon and ShortDesc[PU
select from the search
results list. Comments |PICK-UP ORDER BY DEPARTMENT - PLEASE CALL DEPARTMENT

WHEN PURCHASE CRDER IS READY FOR PICK-UP.

6. The standard comment
will populate in the

Comments textbox.

Cancel Refresh

7. Click the OK button to

continue.

NOTE: Once comments are entered into the comments field,
the comments link on the Requisition screen will change to
“Edit Comments”

Requisition Defaults Edit Comments

Requisition Activities
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1.2 Add a Line Comment

To add a comment to an individual line item, click the comments icon (2 in the desired line.

Line (7 Personalize | Find | View All | = | H First M 15 07 5 B | ast
Details Ship To/Due Date Status Supplier Information Item Information Affributes Contract Sourcing Controls
Line Item Description Quantity *UOM Category Price R!re"rg:ﬁ‘ndiee Status
1B Q, [Pens = # [10.0000 BO)@ (57800 |@ [ 2.00000) 20.00 Open (@ 2= = =
2B @, [Pencils 3, [10.0000 BOJQ, (57800 |@ [ 3.00000 30.00 Open O m Ee] =
IR @, |Project Folders 7 # [20,0000000) [BOJ@, 57800 |@ | 12.00000 240,000.00 Open (@ 2= = =
4B @, [Post It Note Pads 3, [10.0000 Pr(a, (57800 |@ [ 895000 89,50 Open QO m Ee] =
5 @y Q@ |Labels iz E3 [3.0000 BOJQ [57800 |@ | 25.99000 77.97 Open @ E| =
The Line Comments screen will display.
This screen functions like the Header Comments screen.
Line Comments
Business Unit SACST Requisition Date 03/10/2014
Requisition ID NEXT Status Open Line 5
*Sort Method | Comment Time Stamp v *Sort Sequence [Ascending v Sort
Comments Find | view Al First B 1 or 1 B Last
Use Standard Comments Comment Status Active Ir Undo
Use Item Specifications
g

W] send to Supplier 1 show at Receipt
i1 show at Voucher

Associated Document
Attachment Attach View Delete Email

From -= REQ SACST-NEXT

@ Cancel Refresh

1. Enter comments in the text box.

2. Select Send to Vendor, Shown at Receipt and Shown at Voucher check boxes at
the bottom of the screen.

3. Click the OK button to return to the requisition screen.

Sacramento State 11
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The comment icon will change indicating that a line comment has been entered into the

system.

Line (2 Personalize | Find | View All \@ | H First B 15 or 5 [ L ast

Details || Ship To/Due Date || Status || Supplier Information || Hem Information || Affributes || Contract | Sourcing Controls

Line Item Description Quantity *UOM Category Price :I;r:)::;a‘pdiee Status
1R a [Pens 8 [10.0000 BOJ@, (57800 |@ [ 200000 20.00 Open
2@y Q@ |Pencils i@ G [10.0000 BOJQ, 57800 |Q 3.00000 30.00 Open
3By Q_ [Project Folders €3, 200000000) [BON|@, [s7800 |@ | 1200000 240,000.00 Open
4By Q@ |Post It Note Pads = # [10.0000 PK(Q (57800 |Q 8.95000 88.50 Open
5@ Q  |Labels 2l 3 [3.0000 BO)Q, 57800 |y | 25.99000 77.97 Open

1.3 Assigning a Requisition ID

After entering all the necessary chartstring information and line information on the Maintain

Requisitions page, click the Save button.

B save

Maintain Requisitions

Requisition

Requisition ID 30
Requisition Name 3000015162
= Header (2
*Requester 60000001106
*Requisition Date |03/10/2014
Origin ONL

*Currency Code[USD

&
=

Status  Open
Budget Status Mot Chk'd

[IHold From Further Processing

IRT
Requester Info
On-Line Entry

Dollar

Q
El
aQ
[

Accounting Date |02/10/2014

Reguisition Defaults Edit Comments Amount Summary (7
Requisition Activities

Total Amount 240,217 47 USD

Add ltems From (%

Purchasing Kit Catalog

Item Search Requester ltems
Line (2 Personalize | Find | View All | | 2] First [« 1-50f 5 ] Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Item Description Quantity oM Category Price n;zg::rmse Status
1Ry Q, |Pens 7 €& [10.0000 BOY@ (57800 |Q 2.00000 20.00 Open O m = ==
2By Q. [Pencils 2 €& [10.0000 BoYQ, [57800  |Q 3.00000 30.00 Open O |, S} =
3Ry @, |Project Folders {7 % [20,000.0000) (BOYQ@ (57800 |@ [ 12.00000) 240,000.00 Open O g = =
4By @, |Post It Note Pads i@ # [10.0000 PKOQ (57800 |Q 8.95000 20.50 Open (@ =z 8 =
5 B Q, [Labels 7 B [3.0000 BCHQ 57200 |@ | 25.99000 77.97 Open & @ S} =]
View Printable Version *Go to -..More [+

B save otify L Refresh E Add Update/Display

The Requisition ID will change from NEXT to an assigned Requisition ID number. Record
this number so that you will have it available for other functions in the requisition process. At
this point the requisition is ready to be approved.

If you do not have approver status, notify the person in your department responsible for
approving requisitions and supply them with the Requisition ID humber.

If you have approver status, click the green checkbox to approve the requisition.

After approving, click the Save button. | & Save

NOTE: All requisitions will be
Budget Checked nightly.
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Section 2 Uploading an Attachment to a Requisition

Navigation: Purchasing > Requisitions > Add/Update Requisitions

1. The Add a New Value screen
will display. The business unit
will default to SACST and the
Requisition 1D will default to
NEXT. Use these settings.

Requisitions
Find an Existing Value Add a New Value

Business Unit: SACST |Q
Requisition ID: [NEXT

2. Click the Add button to create a
new requisition. (Or select the
Find an Existing Value tab to Add
search for an existing
requisition.)

The Maintain Requisitions screen will display.

3. Click the Add Comments link to add an attachment.

Maintain Requisitions

Requisition
Business Unit SACST Status Open g
Requisition ID NEXT Budget Status Not Chik'd s
Requisition Name Copy From

[JHold From Further Processing

< Header (2

*Requester 60000001106 &} IRT
*Requisition Date |03/10/2014 El Requester Info
Origin [ONL A online Entry
*Currency Code[USD Dollar
Accounting Date |03/10/2014 Ei;l

Requisition Defaults @ Amount Summary (2
Requisition Activities

Total Amount 640.00 USD
Add ltems From (2
Purchasing Kit Catalog
Item Search Requester ltems

4. Type “Document Attached” in the Comments box so the Buyer knows the
requisition has an attachment.

5. Click the three available checkboxes: Send to Vendor, Shown at Receipt, and
Shown at Voucher.

6. Click the Attach button below the checkboxes.
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Header Comments

Business Unit SACST
Requisition 1D 3000015162

Requisition Date 03/10/2014
Status Approved

*Sort Method| Comment Time Stamp

Comments

Use Standard Comments

Document Attached

*Sort Sequence[AScendng V]

Find | View All

Comment Status Active

Sort

First B 1 of 1 [ ast

Inactivate

Contact Leah 8-7810 for any questions

I

¥ send to Supplier
] show at Voucher

[ show at Receipt

Associated Document

Attachment

From -= REQ SACST-2000015162

QK Cancel Refresh

Aftach View De

Email

7. After clicking the Attach button, select the “Choose File” or “Browse” option.

8. Find the location of the document you wish to attach and click the file name to select

It.

4 18 Computer

- &, Local Disk ()

File name:

4l Kb

Test_File_Attachment.pdf

Adobe Acrobat Document
i Iy 1.21 ME

- | AllFiles )

o ] |

Cancel ]

9. Click the Open button.

File Attachment

CA\Users'p
Upload Cancel

Imert'\Desktop\Test_File_Attachment. pdf

Help

Browse_ .

10. Click the Upload button.

Sacramento State
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Comments Find | View Al First B4 1 of 1 I8 Last
Use Standard Comments Comment Status Active Inactivate
Document Attached (E1LA
Contact Leah 8-7810 for any guestions
i1 send to Supplier [ show at Receipt
i1 show at Voucher
Associated Document

Attachment Test_File_Attachment.pdf View Delete [ Email
From -= REQ SACST-3000015162
oK Cancel Refresh

Your document has now been uploaded (attached) to the requistion.

The “View” button is now active and yellow.

NOTE: If your purchase includes technology products or services, an
Electronic and Information Technology (E&IT) request must be submitted and
an E&IT email approval MUST be attached to your requisition. Please visit
http://www.csus.edu/accessibility/services/procure.html for
instructions on what products are considered “E&IT” and how to submit a

Note: ONLY one (1) document (file) may be uploaded per comment box. If you have
multiple documents to attach, click the plus (+) sign to generate a new comment and
add an additional document.

11. Click the OK button to return and complete the rest of your requisition processing.

Section 3 Creating a Requisition by Line

When entering a requisition using more than one chartstring you must enter distribution
information by line.

Navigation: Purchasing > Requisitions > Add/Update Requisitions

1. The Add a New Value screen —
will display. The business unit | Reauisitions
will default to SACST and the
Requisition |D WI” default to Eind an Existing Value Add a New Value
NEXT. Use these settings.

Business Unit: |SACST |Q

2. Click the Add button. Requisition 1D: [NEXT
The Maintain Requisitions screen will Add
display.

Sacramento State 15
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Maintain Requisitions
Requisition
Business Unit SACST

Requisition ID NEXT
Requisition Name

¥ Header (2

*Requester Q
*Requisition Date |03/10/2014 E]
Origin [ONL Q

*Currency Code ’LS:i
El

Accounting Date |03/10/2014

Requisition Defaults
Requisition Activities

Add ltems From (%

Purchasing Kit

Status (4
L=

IHold From Further Processing

Open
Budget Status Not Chk'd

Copy From

©

Requester Info
On-Line Entry
Dollar

Add Comments Amount Summary (2

0.00 USD

Total Amount

Catalog

ltem Search Requester ltems
Line (2 Personalize | Find | View all | &2 | & First B4 1 of 1 B8 Last
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls
Line Item Description Quantity *UOM Category Price I';‘!renrg:g{\wse Status
1R Q 1 & 00000 Q Q 0.00 Gpen Cm @ =
View Printable Version *Go to ..More v
B save Notify % Refresh B Add Update/Display

Enter a Requester in the Requester field.

Click the Requisition Defaults link.

Item: Leave this field blank or customize your page to hide this field. See
Section 9 in this manual for information on how to customize.

Description: Enter the description of the product or service. If you need to
add more information than this field will accommodate, use the Add Comments
link.

Quantity: Enter the quantity of the product. If it is a service, enter “1”.

UOM: Enter the Unit of Measure. Select EA for all commodities (57800) or
DLR (96200) for all services.

Category: Enter 57800 for miscellaneous products or 96200 for
miscellaneous services.

Price: Enter the unit Price.

5. Select the Schedule Requisition icon

Line (2 Personalize | Find | View Al [ | B First Bl 15015 B Last
Details | Ship To/Due Date || Status || Supplier Information || Jtem Information || Attributes || Contract || Sourcing Controls
Line Item Description Quantity *UOM Category Price Tr(a"rgzﬁ|nd\se Status
R Q,  [Chairs iz [2.0000 EA |Q 57800 |Q | 50.00000 100.00 Approved @) I:E’ [ =
-

0N L .
=" in the line item to bring up the

Schedule page.

Sacramento State
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Maintain Requisitions

Schedule
Business Unit SACST Requisition Date 03/10/2014
Requisition 1D 3000015162 Status Approved
Return to Main Page
Line Find | View All First B 1 075 [ Last
1 Item Chairs Quantity 2.0000 Each Merchandise Amt 100.00 USD
Schedule Personalize | Find | View All | 2 | £ First 4 1 of 1 B8 Last
Details
Sched *Ship To Quantity Price Merchandise  nue Date Attention To Status
1 B [ceEnTHQ [ [20000 50.00000 100.00

00.0 5 RT 5 Active =
Add Ship To Comments

B save || [=] Nofify % Refresh

Ex Add Update/Display

6. From the Schedule page, click the Distribution icon to add Chart string information.

3
Sk
Maintain Requisitions
Distribution
Requisition ID 3000015162 ltem Chairs
Line 1 Status Active
Schedule 1
Ship To CENTREC Cent Rec Quantity 2.0000 Ea
*Distribute By Open Quantity 20000
“Liquidate By[Amount V| Merchandise Amt 100.00 USD
SpeedChart @, Mult-SpeedCharts
Distributions
Chartfields Details Asset Information Budget Information
Distrib  Status Percent Quantity K‘Ire"rgﬂs:mise GL Unit Account Oper Unit Fund Dept Program Class
1 Open 100.0000 20000 100.00 SACS|QL 660003 s} @ [vDso1 |@ [42300 Q aQ a
[ 0K ancel || Refresh
N

7. Inthe lower portion of the Distribution screen make sure the chartfields tab is
selected. Fill in the chartstring information as follows:

e Account: This field will default based on the Category ID.

e Fund: Enter the appropriate Fund or click the search icon to select a Fund
from the list.

e Dept: The Department ID will default based on the Requester.

NOTE: Locations on this field
designates where Central Receiving
will deliver the product.

8. Click the OK button to return to the Schedule page.
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9. Click on the Return to Main Page link to return to the Maintain Requisitions

page.

Maintain Requisitions
Requisition
Business Unit SACST
Requisition ID 3000015162
Requisition Name [3000015162
< Header (2
*Requester 60000001106
*Requisition Date |03/10/2014
Origin ONL
*Currency Code ’USDi

Accounting Date 02/10/2014

a
El
a
El

Requisition Defaults
Requisition Activities

Add ltems From (2
Purchasing Kit

Iltem Search
Line (%
Details Ship To/Due Date Status Supplier In
Line ltem Description
13 Q& Chairs
View Printable Version
& Save | |[=] Notify %y Refresh

Status  Approved
Budget Status Not Chk'd

=

I Hold From Further Processing

IRT

Requester Info

On-Line Entry

Dollar

2

Edit Comments Amount Summary

Total Amount 240,297 47 USD

Catalog
Requester ltems

Personalize | Find | View Al |2 | 8 First [ 15 075 B Last

formation Item Information Aftributes Contract Sourcing Controls
GQuantity “UOM  Category Price m’gﬂ:{‘“e Status
= 7 [2.0000 EA|Q (57300 |Q [ 50.00000 100.00 Approved O (x5} [=]

Delete Requisition *Go to ---More

& Update/Display

[+ Add

To add a line(s), click on

/

rcalstate.edu needs some inf

the Add icon.

Script Prompt:

Enter number of rows to add:

When prompted indicate the number of lines to
be added and click the OK button.

m

Line (2 Personaiize | Find | View Al | &0 | 8 First Bl 15015 B Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Item Description Quantity *UOM Category Price mg::rmse Status
1R @, [Chairs = £ [2.0000 EA|Q (57800 |@ [ 50.00000 100.00 Approved O = =
2 Ry Q  [Table 71 # [1.0000 EA [Q [57800 |G | 200.00000 200.00 Approved (@ les| = =

For each additional line item repeat the steps outlined above.

Add Comments

To add Header Comments or Line Comments follow the procedures previously outlined in
Sections 1.1 and 1.2 of this manual.
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Section 4 Deleting a Requisition or Requisition Line
Conditions for deleting a line or distribution line:

¢ Aline or distribution line cannot be deleted from a requisition if it has been
“Approved.”

NOTE: When the requisition has been Approved or
budget checked, the appropriate buyer must be
notified to cancel a requisition.

e There must be more than one line in order to delete it from a requisition.

o If you attempt to delete a single line you will receive an error message saying: “Cannot
delete first line on requisition”.

Navigation: Purchasing > Requisitions > Add/Update Requisitions
4.1 Delete a Requisition Line

You can delete a Requisition Line as long as the requisition has not yet been approved.

Requisitions
1_ CIle the F|nd an Existing Use the following search to look for an existing Requisition.
Val ue tab Find an Existing Value Add a New Value
. = Search Criteria
2. Enter the desired
Requisition number in the | Businessuni: =+ sacet /
e . . Requisition ID: [begins with ]
Requisition ID field. Requisition Name: oons win v
Requisition Status: = v v
3. Click the Search button. Origin: bagins with v Q
Requester: begins with v Q
Requester Name: begins with v (&}
Hold From Further Processing O
[case sensitive
< Search Clghr  |Basic Search Save Search Criteria
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The Maintain Requisition page will display.

Maintain Requisitions
Requisition

Business Unit SACST
Requisition ID 3000015162
Requisition Name 3000015162
< Header (2
*Requester 60000001106 Q
*Requisition Date |03/10/2014 B
Origin |ONL Q
*Currency Code[USD
B

Accounting Date |02/10/2014

IRT
Requester Info
On-Line Entry

Dollar

Edit Comments

Budget

Amount Summary

Open [
Not Chk'd ﬂa

Status
Status

[IHold From Further Processing

0l

Requisition Defaults

Requisition Activities
Total Amount 240,217 47 USD

Add ltems From (%

Catalog

Requester ltems

Purchasing Kit

Item Search

Personalize | Find | View Al | & | B8 First [ 15 or 5 B Last

Line (2
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Item Description Quantity “UOM Category Price :!;rg::rmse Status
1Ry Q, |Pens 7 €& [10.0000 BOY@ (57800 |Q 2.00000 20.00 Open O m = ==
2 By Q_ |Pencils 2 €& [10.0000 BOJNQ (57800 |Q 3.00000 30.00 Open O g = [ 4
View Printable Version *Go to -..More [+
B save Notify L Refresh E Add Update/Display

4. Click the minus icon =' next to the line you want to delete.

A confirmation dialog box will display.

5. Click the OK button.

Delete Confirmation

Delete current'selected rows from this page? The delete will occur when the transaction is saved.

[o]8 ancel

The Maintain Requisition page will re-display. The example below shows that the second
line of the requisition has been deleted. Click the Save button at the bottom of the screen.

First M 1-5 o7 5 [ Last

Line (7 Personalize | Find | View All UEI | il
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls
Line Item Description Quantity *UoM Category Price :‘:E:::Fmse Status
1R @ |Pens i E [10.0000 BOY@, (57300 Q@ 2.00000) 20.00 Open [ s] = = =
View Printable Version *Go to -.More.. ﬂ
& Save Notify s Refresh [Ex Add Update/Display
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4.2 Delete a Requisition

Deleting a requisition differs from cancelling a requisition. When a requisition is cancelled a
record of it will remain in the system for future reference. When a requisition is deleted, it is
completely deleted from the system.

A requisition can be deleted before it is saved or after it is saved and assigned a Requisition
ID number however, it cannot be deleted if it has been approved or budget checked.

Navigation: Purchasing > Requisitions > Add/Update Requisitions
1. Select the Find an Existing Requisition tab.
2. Enter the desired Requisition ID and click the Search button.
3. Onthe Maintain Requisitions page, click on the Delete Requisition button at the
bottom of the screen or click the red X icon next to the requisition Status at the top of

the page. Note in the example below, the requisition status is Open and it has not
been approved.

Maintain Requisitions

Requisition
Business Unit SACST @
Requisition ID 3000015160 Budget Status Tt a ey
Requisition Name 3000015160 Hold From Further Processing

< Header (2

"Requester 50000001106 Q. IRT

*Requisition Date 02/10/2014 Reguester Info
Origin ONL Q. on-Line Entry
“Currency Code | Jsp Dollar
Accounting Date 02/10/2014 [5
Requisition Defaults ~ Edit Comments Amount Summary (2
Requisition Activities
5
Document Status Total Amount 18,440.01 USD
Add ltems From (7 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester tems Line @ To <% Retrieve
Line (2 Personalize | Find | View All | | il First 4 4 of 1 B |ast

Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Merchandise

Line item Description Quantity "UOM  Category Price e Status
1By Q_ |Renewal Agreement - /,@ # [1.0000 EA |Q 21900 |G |18,449.010 18,449.01 Open (el [ =
View Printable Version Delete Requisition *Goto ..More.. v
B Save | & Returnto Search || tE] PreviousinList | +E MexinList ||[=] Motify || b Refresh [Er Add

4. When the confirmation screen appears, click the Yes button.

5. The document has been deleted.

Sacramento State 21



CFS

The Requisition Process

Section 5 Finding an Existing Requisition

Navigation: Purchasing > Requisitions > Add/Updated Requisitions

1. Onthe Requisitions search page, click the Find an Existing Value tab.

2. Enter SACST in the Business Unit field.

3. Enter the desired Requisition ID number. If you don’t know the entire requisition 1D
you can enter a partial ID number and include a wildcard character (%). For example,
requisition numbers will begin with a three (3) followed by five zeros. See sample

below.

4. Click the Search

button.

5. The search results table will display the requisition(s). Open a requisition by clicking
on the ID number. The Maintain Requisition page for the selected requisition will

display.

Requisitions

= Search Criteria

Hold From Further Processing

Case Sensitive

<: Search >Clear Basic Se

Search Results

View All

SACST 3000015162 3000015162
SACST 3000015161 (blank)
SACST 3000015160 (blank)
SACST 3000015159 (blank)

Lse the following search to look for an existing Requisition.

Find an Existing Value Add a Mew Value

Business Unit: - v C_sacsT D
Requisition ID: begins wi m
Requisition Name: begins with ¥

Requisition Status: - L

Origin: begins with ¥

Requester: begins with ¥

Requester Name: begins with ¥

S5 ‘Save Search Criteria
=

Only the first 300 results be displayed.

Approved
Approved
Open
Open

OnL
OnL
OnL
OnL

Felyelye]

Business Unit Requisition 1D Requisition Hame Requisition Status Origin Requester Requester Name

60000001106 IRT
60000001128 Presidents_Office
60000001106 IRT
60000001067 Development

First [ 1-100 oF 200 ] Last
Hold From Further Processing
M
M
M
M
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L
Section 6 Requisition Approval

CFS allows for online approval of requisitions by authorized end users. Depending on the
end user’s security, the person entering the requisition may also approve it, or the approval
may need to be completed by a manager or supervisor.

NOTE: Before a requisition can be Budget Checked
or sourced to a PO, it must be approved.

The approval process is completed after the requisition has been saved and the requisition
ID has been assigned.

6.1 Search for a requisition that Requires Approval
Navigation: Purchasing > Requisitions > Add/Update Requisitions
1. Select the Find an Existing Value tab.
2. Enter SACST in the Business Unit field.
3. If you know the requisition number, enter it into the Requisition ID field.
4. Inthe Requisition Status field, select “Open” from the drop down menu.

5. Click the Search button.

Requisitions
Use the following search to look for an existing Requisition.
Find an Existing Value Add a New Value

= Search Criteria

Business Unit: = v SACST Q
Requisition ID: begins with v | 30000
Requisition Name:

begins with ¥

Requisition Status: = v Open v
Origin: begins with ¥ Q,
Requester: begins with ¥ Q
Requester Hame: begins with ¥ Q
Hold From Further Processing

Case Sensitive

Search Clear |BasicSearch Save Search Criteria

Search Results
View Al

Business Unit Requisition 1D Requisition Name Requisition Status Origin Requester Requester Hame Hold From Further Processing

SACST 3000012822 (blank) Approved OML 60000001106 IRT M
SACST 3000013827 (blank) Approved ONL 60000001106 IRT M
SACST 3000013820 (blank) Approved OML 60000001106 IRT M
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6.2 Approve a Requisition

Select the desired requisition from the Search Results list by clicking on the Requisition 1D
link.

1. On the Maintain Requisitions page, click on the Approval icon in the 4
upper right corner.

2. Click the Save button.

Once the requisition is approved, the Status will change from Open to Approved.

During the nightly processes, the budget check will take place and the requisition will be
ready to be sourced to a Purchase Order.

Maintain Requisitions
Requisition
Business Unit SACST

Requisition ID 3000015163
Requisition Name 3000015163

< Header (2

Accounting Date 03/11/2014

Requisition Defaults
Requisition Activities

Add Iltems From (2
Purchasing Kit

[ Hold From Further Processing

*Requester 60000001106 Q IRT
*Requisition Date 03/11/2014 [ Requester Info
Origin | GNL R On-Line Entry
*Currency Code ,Lasli Dollar
[&i

Add Comments Amount Summary (2

Total Amount £0.00 USD

Catalog

Item Search Reguester ltems
Line (7 Personalize | Find | View All | | H First 1] 1-20f2 ] Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Item Description Quantity *UOM  Category Price g':{g:ﬁt"d"e
16 Q. [Pens = 8 100000 Bol@, (57800 |@y 2.00000 20.00 Approved (@ =z = =
EEE @, |Pencils @ #3 [10.0000 BOJQ (57800 |Qy 3.00000 30.00 Approved O B3 [ [=]
x4 Printable Version *Go to -..More ﬂ
Notify % Refresh [Ex Add Update/Display

Sacramento State

24




CFS The Requisition Process

Section 7 Review Requisition Information and Reports

7.1 Inquiring on the Status of a Requisition

CFS allows a user to check the status of a requisition online as it moves through the
process.

Navigation: Purchasing > Requisitions > Review Requisition Information >
Document Status

1. Click on the Find an Existing Value tab.
2. Enter the Requisition ID

3. Click the Search button.

Requisition Document Status

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

Find an Existing Value

= Search Criteria

Business Unit: - v SACS Q
Requisition ID: begins wif ¥ | [3000014806
Requisition Status: | - ¥ v

Requisition Date: |- v Bl
Origin: begins with ¥ Q
Requester: begins with ¥ Q
Description: begins with ¥

Case Sensitive

Search Clear |Basic Search Save Search Criteria

The Document Status page will display a list of all documents associated with the
requisition.

To view a document, click on the Doc ID link.

Document Status

Business Unit SACST Req D 3000014306

Document Date 12/19/2013 Status Approved
Currency USD Document Type Reqguisition
Requester |RT Merchandise Amt 4 951.57

Budget Status alid

A H . . - ! . | |
Associated Document Personalize | Find | View Al | & | & First B4 1 of 1 B8 | ast
Documents || Related Info
Actions Bu;iness LEEIILEL DOC 1D Status Document Date Supplier 1D Location
Unit Type

~ Acfions  SACST Furchase (4000040579 Dyspatched 0111512014 0000000188 8520 YOUNG

S\ Returnto Search || 4 Previous in List | |+E Mextin List
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7.2 Reviewing Requisition Information

Requisition Inquiry gives the option to search for a requisition by various criteria.

Navigation: Purchasing > Requisitions > Review Requisitions Information >

Requisitions

The Requisition Inquiry page will display. There are several categories that can be used to
search for a requisition. Those categories are:

¢ Requisition ID

Requisition Inquiry

\

Business Unit SACST | @

¢ Requisition Status Requisition ID a
\ Requisition Hame Q
Req S
e Requester > fed Status
—»  Requester Q
L. Requester Name a
b ReqUISItlon Date === Requisition Date B
Supplier SetlD [saceT Supplier Lookup
o Supplier ID < supplier D @ Supplier Detalls >
Item SetlD [5acsT
° Supp”er Name Item Description 5
Department a,
e Department ID q ancel

To Req aQ,

Origin Q

Card Number

To il

Supplier Hame

Item ID

Direct Ship

For example: To view requisitions for a specific vendor, click the search icon next to the
Supplier ID field and select the desired vendor from the search results list. Click OK.

Requisitions

Req Inqujs
Detail
Unit Hequisition

SACST 3000015163

3000015162
3000011595

Search

[=] Notify

. Requisition
Requisition Name Status
3000015163 Approved
3000015162 Approved

Complete

N
Personalize | Find | View All | (L | i

Requester Req Date

IRT 031112014
IRT 031072014
Residence_Halls 04/04/2013

First 41 1-3 of 3 I8 Last

Total Amt
50.00 UsD
240 46747 USD

64200 UsD

A list of all requisitions assigned to that vendor will display on the Requisition Inquiry screen.
Click on the desired Requisition number link to review the Requisition details.
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If you know a specific Requisition ID that you wish to review, enter it into the Requisition 1D
field on the search screen and click the OK button.

Requisition Inquiry
Business Unit |sacsT Q
< Requisition ID 3000014806 > Q To Req Q
Requisim a,
Req Status Q Origin ]
Requester (e} Card Number v
Requester Name a,
Requisition Date E To B
Supplier SetlD [sacsT Supplier Lookup
Supplier ID Q Supplier Details Supplier Name a,
Item SetlD [spcsT Item 1D Q
Item Description A@ Direct Ship
Department Q
oK Cancel

The Requisition Inquiry screen will display the details of that requisition.

Requisitions
: = - -
Personalize | Find | view All | &0 | B First 4 1 of 1 I8 | ast
( Details tatus
Unit Requisition Requisition Name Ef;ﬂi:mon Requester Req Date Total Amt
SACST 3000014806 Approved IRT 12M19/2013 4,951.57 UsD
Search
Click on the Status tab.
Requisitions
Reg In Personalize | Find | View All | &z | H First 4 10of1 [ Last
Detai [F &
Direct Ship Use
Unit Requisition Requisition Hame C""9€  onREQ ONPO  from Received onmse oM Procurement
Order ! Voucher
Supplier Ca
SACST 3000014806 Y B = @
Search

The status page will provide links to various information regarding the requisition. For

example, if you click the Document Status icon the Document Status screen will
display in a new browser window.
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Document Status

Associated Document
Documents. Related Info

Business

Actions Unit

= Actions SACST

&, Return to Search

Requester

Document
Type DoC ID

Purchasd

Business Unit SACST
Document Date 12/19/2013
Currency USD

IRT

Status

Order 4000040579  Dispatghed

Req ID 3000014806
Status Approved
Document Type Requisition
Merchandise Amt 4, 95157
Budget Status ‘alid

Personalize | Find | View Al |2 | 88 First B 1 o 1 B Last

Document Date Supplier ID Location

011572014 0000000158 8520 YOUNG

Your PO number will display in the DOC ID column.

Sacramento State
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Section 8 Printing a Copy of the Requisition

8.1 Printing using a Run Control

To print a copy of a requisition, you must initially establish a Run Control ID. Once the Run
Control ID has been set up, it can be used each time you need to print a requisition.

Navigation: Purchasing > Requisition > Reports > Print Requisition

1. From the Requisition Print window, click
on the Add a New Value tab.

Requisition Print

Find an Existing Value Add a New Value

2. Inthe Run Control ID field enter req print
and click the ADD button.  —— | zu1 control 10: eg print

3. A Run Control ID has now been
established. In the future, click on the < Add
Flnd an EXiSting Value tab and enter Find an Existing Value | Add a New Value

req_print in the Run Control ID field.

The Requisition Print screen will display. To print a requisition for your department’s files,
enter the following information.

4. Inthe Business Unit field, enter SACST.
5. Enter the Requisition ID

6. Inthe Statuses to Include section, make sure ALL checkboxes are selected by
clicking the Select All button.

7. Make sure the drop down menu defaults to “NOT On Hold”

8. Click the Run button.
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Print Requisition

Run Control ID Req_Print Report Manager Process MO

Language |[English v | @) Specified Language _Retipient's Language

Report Request Parameters

Business Unit| SACST QL Statuses to Include
Requisition 1D 3000014306 G Approved
Canceled
From Date
E‘J Completed
Through Date [5] Open
7 i
Requester Q. Pending
>
[On Hold AND Not OnHold & ~
ESave || A Returnto Search [=] Notify Es Add 3 Update/Display
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The Process Scheduler Request page will display.

9. Make sure the checkbox for Requisition Print SQR is selected and the Type and
Format are set to Web and PDF.

10. Click the OK button.

Process Scheduler Request

User ID: £0102004862 Run Control ID: Req_Print
Server Name: [~] Run Date: |03/11/2014 ]
Recurrence: ﬂ Run Time: [11:23:08AM Reset to Current Date/Time
Time Zone: QL

Process List

Select Description Process Mame Process Type Distribution
Requisition Print SQR PCORQO10 SQR Report [Web wv | [PDF grribution
( QK Cancel
\

The Requisition Print screen will re-display, this time showing a Process Instance number.
Click the Process Monitor link.

Print Requisition

Report Manager

R _Process Instance 5275056

Run Control ID Req_Print
Language |English | @) Specified Language  Recipient's Languag

Report Request Parameters

Business Unit SACST Q Statuses to Include
Requisition ID 3000014506 Q M Approved Select All
M canceled
From Date
& M completed
Through Date [5 V¥ open
7 .
Requester Q V] pending
[©n Hold AND Not On Hold v
@ save | S\ Returnto Search [=] Motify E+ Add pdate/Displa

On the View Process Request page, click the refresh button until the run status for your
instance displays Success and the Distribution Status displays Posted.
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When it is finished processing, click the Details link.

Process List

Server List

View Process Reguest For

User ID|60102004862 |Q,  Type | | [Last 1 Refresh
Server Name Q Instance to
Run Status Distribution Status Save On Refresh
Process List Personalize | Find | View All | 22| B First B 1 o7 1 B Last
Select Instance Seq. Process Type Procezs Name User Run Date/Time Run Statuz [;::ﬁ:ution Details
5275056 SQR Report PORQO10 60102004862 03/11/2014 11:28:08AM PDT Success Posted Details

On the Process Detail screen, click the View Log/Trace link at the bottom of the screen.

Process Detail

Process

Instance 5275056
Mame FORQO10

Run Status Success

Type SOR Report

Description Requisition Print SQR

Distribution Status Posted

Run Update Process
Run Control ID Reqg_FPrint Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
R Delete Request
ecurrence
Restart Request
Date/Time Actions
Request Created On 03/11/2014 11:29:43AM POT FParameters Transfer
Run Anytime After 03/11/2014 11:28:08AM PDT Message Log
Began Process At 03/11/2014 11:29:53AM PDT Batch Timings
Ended Process At 03/11/2014 11:30:06AM PDT
(0]:4 Cancel
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Click on the PDF file link. A copy of the requisition will open in a new browser window.

View Log/Trace

Report
ReportID: 3532 Process Instance: 5275055 Message Log
Name: PORGOI0 Process Type: S0QR Report

Run Status: Success

Fequisition Print SQR
Distribution Details

Distribution Node: FCFSFRE Expiration Date: 04/01/2014
File List
Name File Size (bytes) Datetime Created
SOR_P 5275056 100 1,626 03/M1/2014 11:30:06.446101AM PDT

orq010_&275056 PDF 4 888 034112014 11:30:06_446101AM PDT
porg010_5275056.out 70 031172014 11:30:06 446101AM PDT
Distribute To

Distribution S =
ID Type *Distribution 1D

User 60102004862

Return

To print the report, click on print icon in your browsers toolbar or menu.

Re%u_isition
Cal State Univ Sacramento
Business Unit: SACST APPROVED |
Req ID Date Page
Ship To:  Central Receiving 3000014806 12/19/2013 1
6000 J STREET Requester Telephone Entered By
SACRAMENTO CA 95819-6117 IRT Robinson,Rolly
Line-Schd-Dist Description Category Quantity UOM Price Extended Amt Due Date

Distribution Account Fund Dept Prgm Class Project Dist Amt

Buyer: Wessendorf,Chris H
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8.2 Printing using View Printable Version

Printing a requisition using the View Printable Version link:

1. Click on the View Printable Version link at the bottom of the Maintain Requisitions

screen.

Maintain Requisitions
Requisition

Business Unit SACST

Requisition ID 3000015164

Requisition Name |3000015164
< Header (2
*Requester 60000001106
*Requisition Date |03/11/2014
Origin ONL
‘Currency Code[USD

Accounting Date 03/11/2014

Q
5
Q
[

Requisition Defaults
Requisition Activities

Add ltems From (7
Purchasing Kit

Status = b 4
ks

[JHold From Further Processing

Open

Budget Status Not Chk'd

IRT
Requester Info
On-Line Entry
Dallar
Add Comments Amount Summary (2

Total Amount 50.00 USD

Catalog

Item Search Requester ltems
Line (7 Personalize | Find | View Al | & | H First B 12 or2 [ Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Item Description Quantity *UOM  Category Price “A";:'):S:l"di“ Status
16y Q |Pens 8 [10.0000 BONQ |[57300 |& | 200000, 20.00 Cpen o) = =
Q. |Pencils 8, 10.0000 BONQ, [57800 Q@ 2.00000 30.00 Open (@ =z [ =]
View Printable Version *Go to --.More ﬂ
B Save ||[=] Notify i Refresh [E+ Add Update/Display

2. When you receive the “you do not have permission”

message click OK.

Maintain Requisitions
Requisition
Business Unit SACST

Requisition ID 3000015164
Requisition Name 3000015164

7 Header (2

¥ X
g G

I Hold From Further Processing

Status Open
Budget Status Not Chk'd

*Requester 60000001106 Q. IRT
*Requisition Date |03/11/2014 Requester Info
Origin |ONL @ onLine Entry
*Currency Code JUSD Dollar
Accounting Date |03/11/2014 ,I‘-;‘Iessage \
Requisition Defaults AdgfComn
Requisition Activities ‘You do not have the permission required to run window option. (65,254)
Document Status Cugiom Fif
‘You do not have the permission required to run window option. See your system administrator.
Add ltems From (7 \
Purchasing Kit Catalog rch for Lines
Item Search Requester ltems Line 0 a, Retrieve
Line (2 Personalize | Find | View All| 0 |
Details Ship To/Due Date Status Supplier Information Iltem Information Attributes Contract Sourcing Controls
Line Item Description Quantity *UOM  Category Price ﬂg:::‘”i” Status
1By @ [Pens A @3, [10.0000 BojQ (57300 |@ [ 200000 20.00 Open
2 B Q  Pencils iz &, 10.0000 BOJQ, 57800 Q) 3.00000) 30.00 Open
View Printable Version Delete Requisition “Go to -More
B Save ||[=] Notify % Refresh

| =
Om =
[+ Add Update/Display

First M 12 o2 B Last
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Navigate to the Process Monitor to retrieve your document.
3. People Tools > Process Scheduler > Process Monitor.

4. Click the Refresh button until the Run Status is Success and Distribution Status is
posted.

5. Click Details link.

Process List Server List

View Process Request For

User ID[60102004862 | Q. Type | v| [Last v 1 Refresh
sever V| Name Q  Instance to
Run Status Distribution Status Save On Refresh
Process List Personalize | Find | View All | E: cst Wl 0o o B oo
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2{::5:”“0" Details
5275132 SQR Report PORQO10 60102004862 03/11/2014 11:41:42AM PDT Success Posted Details
& Save | |[=] Notify
Frocess List | Server List
6. Click the View Log/Trace link.
Process Detail
Process
Instance 5275132 Type S0QR Report
Name PORQOI0 Description Requisition Print SQR
Run Status Success Distribution Status Fosted
Run Update Process

Run Control ID PS_REQ_SACST3000015164_3470738 Hold Request

Location Server Queue Request
Server PSUNX Cancel Request
Delete Request

Recurrence

Restart Request

Date/Time Actions
Request Created On 03/11/2014 11:41:42AM POT Parameters Transfer
Run Anytime After 03/11/2014 11:41:42AM PODT Message Log

Began Process At 03/11/2014 11:42:02AM PDT

Ended Process At 03/11/2014 11:42:16AM POT View Log/Trace

(0]:4 Cancel

Sacramento State 35



CFS

The Requisition Process

7. Select the PDF document and print the requisition.

View Log/Trace

Report
Report ID: 3530
Name: PORGO10

Run Status: Success

Requisition Print SQR
Distribution Details

Distribution Node: FCFSPRE

Process Instance: 5275132

Process Type:

Expiration Date:

Message Log

S0OR Report

|D4|‘CI1.-'2EI14

Sacramento State

File List
Name File Size (bytes) Datetime Created
SQR. PORQOI0 5275132 log 1,668 03112014 11:42:16.395650AM POT
porg010_5275132 PDE 4818 03/11/2014 11:42:16_395650AM PDT
porq010_5275132.out 70 03112014 11:42:16.395650AM POT
Distribute To
I[gsﬂfph;“"“ *Distribution 1D
User 60102004262

Return
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Section 9 Review Purchase Order Information and Reports

CFS allows the user to check the status of a Purchase order online. The Purchase Order

status can be reviewed as it moves through the process.

9.1 Inquiring on the Status of a Purchase Order

Navigation: Purchasing > Purchase Orders > Review PO Information >

Purchase Orders

1. Enter the Purchase Order number in the PO ID field.

2. Click the Search button.

3. The purchase order screen will display.

= Search Cnteria

Business Unit:

PO ID:

Contract SetlD:
Contract 1D:

Release Number:
Purchase Order Date:
PO Status:

Short Supplier Name:
Supplier ID:

Supplier Name:
Buyer:

Buyer Name:

[ case Sensitive

Search )Clear
Te———

Find an Existing Value

Purchase Order Inquiry

[=+] SACST

[ begins with 4000040579
begins with »
begins with

= b

b

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

v] |

begins with

begins with »

begins with

begins with

Basic Search Save Search Criteria

popppl @ oL H

On the Purchase Order Inquiry page you can find information such as:

e PO Status

PO Reference
The name of the buyer
Documents Status

Budget Status

Sacramento State
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e Total Amount

o Verify Chartstring

Purchase Order Inquiry
Purchase Order

Business Unit SACST
PO ID 4000040579

< Header
PO Date 01/15/2014
Supplier N BURKETTS-001

ame
o

2 Supplier Details
Buyer Wessendorf,Chris H
PO Reference 3000014208

Activity Summary

Header Comments...
Matching Document Status
~ Actions
Lines
Line Item ID Item Description Category
= Redesign of corner cubicle
1 B oz 42000
&, Return to Search [=] Motify

PO Status Dispatched
Budget Status Valid

Backorder Status Mot Backordered
Receipt Status Mot Recvd

Hold From Further Processing
Amount Summary

Merchandise 495157
FreightTax/Misg, L.00
¢ 4,951.57 USD
Encumbrance Balante cecarcimvr vl

Personalize | Find | View All | i First M 1 of 1 B Last

Merchandise
POQty UOM Amount Status
1.0000 DLR 495157 UsSD Approved E9]

5 Related Links

9.2 Inquiring Activity Summary

Navigation: Purchasing > Purchase Orders > Review PO Information >

Activity summary

1. Enter the purchase order number in the PO Number field.

2. Click the Search button.

3. The Activity Summary page will display.

PO Activity Summary

Enter any information you have and click Search. Leave fields blank for

Find an Existing Value

= Search Cnteria

Business Unit:

= W SACST

PO Number: 4000040579
Purchase Order Date: = v

Purchase Order Reference:| pbegins with

Supplier 1D: begins with »

[ case sensitive

Search Clear

Basic Search Save Search Criteria

a ligl of all values.
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Activity Summary

Business Unit SACST PO Status Dispatched
Purchase Order 4000040579 Supplier BURKETT'S
Merchandise Amount 4,051.57 USD Supplier Location 8520 YOUNG
Merchandise Receipt 0.00 UsSD
Merchandise Returned 0.00 USD
Merchandise Invoice 0.00 UsD
Merchandise Matched 0.00 UsD

Details || Receipt | Invoice | Matched | RIV

fiem Descripton uoMm Manufacturer ID Mfg Itm ID GTIN

1B Redesign of corner cubicle loc DLR

- Personalize | Find | view Al | 22 [ ¥ First 8 1 o1 1 B Last

The Activity Summary page will display Purchase Order activity. Each tab will provide links to

information and documents.

Click on the Line Details icon [ on any of the available tabs to view details

such as receipt and invoice information.
9.3 Viewing the Status of a Purchase Order

Navigation: Purchasing > Purchase Orders > Review PO Information >
Document Status

1. Enter the Purchase Order Number

2. Click the Search button

Purchase Order Document Status

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

Find an Existing Value

= Search Criteria

Business Unit: = N SACST

PO Number: 4000040579
Purchase Order Date:

Origin: begins with
Purchase Order Reference:| begins with

£

[ case sensitive

Search Clear  |Basic Search Save Search Criteria
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The Document Status screen will display information regarding the PO such as its status or

buyer. It will also give you the status of documents such as the Receipts, Voucher and
Payment.

Document Status

Business Unit SACST PO ID 4000040579
Document Date 01/15/2014 Status Dispatched
Currency USD Document Type Purchase Order
Buyer Wessendorf,Chris H Merchandise Amt 4,951.57

Budget Status “Valid

Associated Document Personalize | Find | View Al | 2 | &8 First 14 1 of 1 8 Last
Documents || Related Info

Actions Business Unit Document Type DOC ID Status Document Date Location

- Actions SACST Requisition 3000014306 Approved 12/19/2013

9.4 Printing a Copy of the Purchase Order

Initially a Run Control ID will need to be established. Once the Run Control ID has been set
up, it can be used each time you need to print a Purchase Order.

Navigation: Purchasing > Purchase Orders > Review PO Information > Print POs

1. Click the Add a New Value tab

Purchase Orders Print

2. Enter a Run Control ID such as

PO Print Find an Existing Value || Add a New Value
3. Click the Add button Run Control ID: [PO_Print
Add

Find an Existing Value | Add a New Value
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The Purchase Orders Print screen will display.

Print POs

Run Control ID PO_Print
Language|English | @ specified Language ) Recipient's Language

Report Request Parameters

Report Manager

Business Unit|SACST |Q To |SACST |Q

PO 1D 4000040579

Contract SetlD

Contract ID |

Release

From Date
Through Date

Supplier ID

Buyer|

Q Select Purchase Order

@ Ssave ||[=] Notify

Process Manitor

Statuses to Include

Miscellaneous Options

Run

Canceled
Completed

Dispatched
Pending

Approved
Open

*Hold Status |On Hold AND Not On Hold v|
*Chartfields | Recycled AND Valid Chartiields v|
]

Change Orders |Changed and UnChanged Orders

Cprint Changes Only
1 Print PO Item Description
I Print Duplicate

Number Of Copies 1

Sort By [Sort by Line Number v

Es Add Update/Display

\

4. Enter the Purchase Order Number in the PO ID field. Leave all other fields as they

are.

5. Click the Run button.

Process Scheduler Request

User ID: 60102004362

Process List

Server Name: [+] Run Date: |03/11/2014
Recurrence: ﬂ Run Time: |4:09:27FM
Time Zone: Q

Run Control ID: PC_Print

e

Reset to Current Date/Time

Select Descripfion Process Mame Process Type *Type *Format Distribution
PO Dispatch/Print POPOD05 SOR Report [web  ~|[PDF | Distribution
OK Cancel
6. The Format field should display PDF.
7. Click the OK button.
8. When the Purchase Orders Print screen

re-displays, click on the Process Monitor
link.

Report Manage Run

Recipient's Language Process Instance: 5276242
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Process List Server List

View Process Request For

Process List

Select Instance Seq. Process Type Process Name User

POPCO05

5276242 SQAR Report

60102004862

User ID|50102004862 |Q,  Type v|[Last v| 1 Refresh
sever[ V| Name Q  instance to
Run Status Distribution Status Save On Refresh

N
Personalize | Find | View All | (L | i
Distribution

Run Date/Time Run Status Status Details
031172014 4:09:27PM PDx Success Posted Details
—

First B 1-3 or3 B Last

>

9. On the Process Monitor screen, click the Refresh button until the Run Status displays

Success and the Distribution Status displays Posted.

10. Click the Details link

Process Detail

Process
Instance 5276242
Name POPO005
Run Status Success
Run

Run Control ID FO_Print
Location Server
Server PSNT

Recurrence

Date/Time

03111/2014 4:10:03FM PDT
03/11/2014 4:09:27PM PDT
03/11/2014 4:10:14PM PDT
03111/2014 4:10:28PM PDT

Request Created On
Run Anytime After
Began Process At
Ended Process At

0K Cancel

Distribution Status Posted

Type SQR Report
Description PO Dispatch/Print

Update Process

Hold Request

Queue Request
Cancel Request
Delete Request
Restart Request

Actions

Parameters Transfer
Message Log
Batch Timings

View Log/Trace

\

11. On the Process Details screen, click the View Log/Trace link.
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12. Click the PDF file link to open the Purchase Order file.

View Log/Trace

Report
ReportID: 4426 Process Instance: 5275242 IMessage Log
Name: POPOD05 Process Type: SQR Report

Run Status: Success

PO Dispatch/Print
Distribution Details

Distribution Node: FCFSPFREMT Expiration Date: 04/01/2014
File List
File Size (bytes) Datetime Created

N
POPO005_5276242 PDF
POP = :
SQR_POPO0DS_5276242 log
Distribute To

Distribution SR
ID Type *Distribution 1D

User 601020043862

21,588 03M11/2014 4:10:28.238311PM PDT
145 031172014 4:10:25.238311PM PDT
1,541 031172014 410:28.238311PM PDT

Return

The Purchase Order will open as a PDF file.

NOTE: This is an unauthorized copy of the
Purchase Order. The vendor will not accept it as
an authorized Purchase Order.
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Section 10 Personalizing the Screens
You will notice when you view the Requisition pages that a number of un-used fields will

display on your screen. You can customize each page and hid any unwanted fields or tabs.
Once saved, your customizations will remain each time you log on to the system.

10.1 Reordering Fields

On any page in the Requisition process, re-arrange the order of columns by clicking an
individual column heading (e.g., UOM) and dragging & dropping it to a new location.

Personalize | Find | View All
Details

Line Item Description Quantity

10.2 Resizing Fields

Adjust column widths by clicking the edge of a column heading and dragging that edge right
or left until the desired column width is achieved.

T TS ETUTSTET TETTTS

Details

10.3 Temporarily Adjusting Sort Order

Perform a one-time sort of information by clicking on a column heading (e.g., Price) by which
you wish to sort. An upward or downward facing arrow will appear next to the heading to
indicate either ascending or descending order. Click the column heading again to switch
between the two sort orders.

Details

Status
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10.4 Hiding Fields

1. On any page in the Requisition process, click on the Personalize link at the end of a

line.
Line (2 ( Personalize | }'ind | View All | LE
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Control
Line Item Description Quantity *UoM Category Price mr:ﬂ:[ndise Status
1By a, 7 3 [0.0000 a, a, 0 0.00 Open
View Printable Version *Go to ---More..

The Personalize Column and Sort Order page will display. A list of all fields will display in
the left hand column.

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Column Order Sort Order
Tab Details (frozen)
Line (frozen) = v = ]
Details (frozen) = =

ltem (frozen)

Description (frozen)
girgn?iteyarCh Hidden > Descending
*UOM

Category e

Price

Merchandise Amount
Status

Line Comments
Defaults. ..

)

2. Select the fields you wish to hide by

clicking on each field name in the left ?DL"‘B-'”tac_}rdir
hand column. You can use Ctri>Click or [ '*° {f?ozlei;f rozen) =
Shift>Click to make multiple selections. Details (frozen) =

ltem (frozen)
N

3. Click on the Hidden checkbox.

4. The fields you wish to hide will now read
(hidden) after the field name.

5. Click the OK button to save.

10.5 Hiding Tabs
You can hide unwanted tabs using the same method described above.

1. Look for the title of the tab you wish to hide and highlight it. You can highlight multiple
tabs by using Ctrl>Click.
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2. Select the Hidden checkbox.

3. Click the OK button and the selected tabs will be hidden.

10.6 Adjusting the Sort Order (Long-Term)

You can also adjust the order in which the desired fields will display on a page. To customize
the display order:

1. Select the fields you wish to view from the left hand column. Use CtrI>Click to select
multiple items.

2. Once selected, click on the right arrow button. Your selections will appear in the right

hand column.
/
Column Order /Sn::-rt Order
Tab Details (frozen) Quantity
Line (frozen) = [» |Category = [
Details (frozen) & Price =
ltem (frozen) Stas |
Description (frozen) 0 ]
ltem S_earch Hidden Descending
Quantity [
CUDM Frozen
ategory
Price
Merchandise Amount

3. Using the Up/Down arrow buttons, select a field and move it to the desired position:
First, Second, etc.

4. When you have finished your customizations, click the OK button.

5. Each time you log in to these finance pages, your customizations will be saved for
you.

NOTE: Although these customizations will remain saved each
time you log in, they are not permanent. If you find you have
hidden a field that is needed, go back into the Personalization
page and un-hide the desired field.
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L
Section 11 CSU PO Life Cycle Report

Overview

This report is designed to provide relevant detail information for a Purchase Order and any

related documents into a single, convenient format. The report is available to all authorized End

Users and will be a resource for use by both the Accounts Payable and Purchasing departments
as they investigate issues and finalize purchase orders.

o Departments will primarily utilize this report as an inquiry tool and may optionally print the
report for their records. This report can be used to research purchase order issues.

e The Accounts Payable and Purchasing Departments may also use this report to assist in
liquidating Purchase Orders in addition to general inquiries.

e This report is designed to show the life cycle of a Purchase Order. Because of the need to
show all Purchase Order information, no chartfields will be used as selection criteria. The
selection criteria for the report will be Business Unit (SACST Required) and one of the
following: Purchase Order Number, Requisition Number, Voucher Number. (See following
screenshots of options/settings.)

e The label for the number (PO ID, Req ID, Voucher ID) is changed depending on the radio
button that you select. The prompt table of Business Unit changes also. Purchase Order

and Requisition use PO BU prompt table. Voucher uses AP BU prompt table. Prompt tables

for the IDs are also changed. (See following screenshots of options/settings.)

Select PO using

®) purchase Order ) Requisition C'Voucher

Process Options

*Business Unit:

Select PO using

(O Purchase Order ®) Requisition O Voucher

Process Options

*Business Unit:

Sacramento State 47



CFS The Requisition Process

Select PO using:

_) Purchase Order {_) Requisition ® Voucher

Process Options

o

*Business Unit:

Navigation: Purchasing > Purchase Orders > Reports > CSU PO Life Cycle Report
1. To add a Run Control select the Add a New Value tab.
2. Enter CSU_PO_LIFE_CYCLE_REPORT in the Run Control ID box.

3. Click the ADD button.

CSU - PO Life Cycle Report

Eind an Existing Value Add a New Value

Run Control ID:|CSU_PO_LIFE_CYCLE_REFORT
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CSU PO Life Cycle Report

Run Control ID CSU_PO_LIFE_CYCLE_REPORT Report Manager

Select PO using:

® purchase Order () Requisition i) Voucher

Process Opfions

*Business Unit: Q,
*PO ID: Q
[& Save

Process Monitor

s Add || F] Update/Display

4. Enter the Business Unit SACST.
5. Enter the PO number.

6. Click the Run button.

Process Scheduler Request

User ID: 60102004362

Server Name: [~] Run Date: [03/11/2014 =]
Recurrence: [~] Run Time: [5:05:34FM
Time Zone: &'}

Process List
Select Description

PO Life Cycle Report

Process Name

CSUFOO010

Process Type
SQR Report

QK Cancel

N

Run Control ID: CSU_PO_LIFE_CYCLE_REPORT

Reset to Current Date/Time

*Format

~ | [PDF

“Type
[Web

Distribution

| Distribution

7. Click the OK button.
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CSU PO Life Cycle Report

Run Control ID CSU_PQ_LIFE_CYCLE_REPORT Report Manager Process Monitor Run

rocess Instance 5276467
Select PO using:
® purchase Order ) Requisition O Voucher

Process Options

*Business Unit: SACST Q,
*P0 1D: 4000040579 &,
[l Save 5y Add F#| Update/Display

8. Click Process Monitor link.

Process List Server List

View Process Request For

User ID[60102004862 |Q,  Type | V| [Lest V] 1 @
sever V| Name Q  Instance to
Run Status Distribution Status Save On Refresh

Process List Personalize | Find | View All |20 | B8 First (8] 1.4 o7 4 [ | ast

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status I;i:;z’:ution

5276467 SQR Report CSUFPOO10 60102004862 03/11/2014 5:05:34PM POT ISuccess Posted I Details

Details

9. Click on Refresh until your Run/Distribution Status reads Success/Posted.

10. Click on the Details link.

Sacramento State 50



CFS

The Requisition Process

Process Detail

Process
Instance 5276467
Name CSUFOO10
Run Status Success
Run

Run Control ID C5U_POC_LIFE_CYCLE_REFORT
Location Server
Server PSUNX

Recurrence

Date/Time

5:06:19PM POT
5:05:34PM POT
5:06:34PM PDT
5:06:47FPM PDT

Request Created On 03/11/2014
Run Anytime After 03/11/2014
Began Process At 03/11/2014
Ended Process At 03/11/2014

Distribution Status Posted

Type SOR Report
Description PO Life Cycle Report

Update Process

Hold Regquest

Queue Request
Cancel Reguest
Delete Request
Restart Request

Actions

Parameters Transfer

Message Log

11. Click the View Log/Trace link.

View Log/Trace

Run Status: Success

PO Life Cycle Report
Distribution Details

Distribution Node: FCFSPRE

Report
Report ID: 4574 Process Instance: 5275467
Name: CSUPCO10 Process Type:

Expiration Date:

WMessage Log

SR Report

IEI4FG1J'2EI14-

File List

Name File Size (bytes) Datetime Created

S0BE. L2 TE46T log 1,671 031172014 5.06:47.865472PM PDT

csupol10_5276467 PDF 5,366 031172014 5.06:47.865472PM PDT
— 3,655 031172014 5.06:47.865472PM PDT

Distribute To

msﬂfph:“““ *Distribution 1D

ser 60102004862
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12. Click on the PDF file in the File List (i.e., the file that ends in the “.PDF” file

extension).

iv Eacramento

ife Oycle Report

You report should look like this

End of Report

SACET BO Ref Ch 0go
4000030173 B0 Type: Ch
BO Buyer: 7
BO Gtatus: Dispatch
Requisition Information]
Beg id Ln/8c/Da Status Categ Cd  Requestor Accnt /Dept Id  /Pund /Prog /Project Id/Class Price UOM _ QTY PO Lao/S8c/Ds Total Amcunt
3000003178 1/1/1  Process OVIDE HONORARIUM/GUE $6200 £60003 /11500 fcLona/ {T004K BO00.00 EA 1.0 1171 B00.00
Total REQ B00.00
[P0 Decail Information 4000030173 - 04/15/2011]
Ln/Sc/Ds Stat iom Categ Due Date i Aocnt /Dept Td  fPund fProg /Project Id/Class Price DOM QTY Total Tax Total Frg Total Msc Total Amcunt
1/1/1  Open FROVIDE HONORARIU D0Z70 04/15/2011 CTA £60003/11600 ACLOOL S ! JTOME BO0D.00 EA -0 0.00 0.00 0.00 BOD. 00
Total BO 0.00 0.00 0.00 B0D.00

13. Repeat this process for the Requisition Life Cycle and Voucher Life Cycle

Report.
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L
Section 12 How to identify the Buyer for your requisition:
Navigation: Purchasing>Requisitions>Review Requisition Information>Requisitions
1. Enter the Requisition number under Requisition ID.

2. Click the OK button.

Requisition Inquiry

Business Unit SACST |G

@ion D D To Req Q
Requisition Name &}
Req Status &'} Origin &'}
Requester Q, Card Number ﬂ
Requester Name (e}
Requisition Date El To [
Supplier SetiD [SACST Supplier Lookup
Supplier ID C, Supplier Details Supplier Name Q,
Item SetlD [SACST Item ID QL
Item Description| (I Direct Ship
Department &}
OK Cancel

3. Click on the Requisition number (in the Requisition column).

Requisitions
Req Inquiry Personalize | Find | View Al | | B First B 4 o7 1 B Last
Details || Status
Unit Requisition Requisition Name Ef;ﬂi:mon Requester Req Date Total Amt
SACST Approved IRT 12/19/2013 951.57 USD
Search
[=] Motify

4. Click the More tab displayed below the Requisition Details heading.
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Requisition Details

Business Unit SACST ReqID 3000014806

Requester IRT

Return

Requisition Date 12/19/2013 Merchandise Amount 95157 USD
Req Status Approved Pre-Encumbrance Balance 0.00 USD
Requisitigdda Persenalize | Find | View All | JE] | i First B 1 of 1 B | ast
DElal\nntram
Line Status Item 1D Description Supplier 1D Supplier ReqQty UOM Merchandise Amt A’t‘j‘:“;"‘
1 %‘? Approved Redesign of corner cubicle loc 0000000188 BURKETTS 1.0000 Dolalr 951.57 USD O @

The Buyer number will display.

NOTE: If the Buyer column is blank the
requisition is waiting to be assigned.

Requisition Details

Business Unit SACST ReqID 3000014806

Requester IRT

Requisition Date 12M9/2013 Merchandise Amount 951.57 USD

Req Status Approved Pre-Encumbrance Balance 0.00 UsD

Requisition Details

Details || More

Contract

Line Status Item 1D Description Buyer Supplier item 1D GTIN

1 8* Approved Redesign of corner cubicle loc 60102052572

\ BUYER ID

Return

Supplier's Catalog Category

96200

The following table displays corresponding Buyer names and numbers.

Search Results

View 100 First ﬂ 1-10 of 10 ﬂ Last
Buyer Hame

GO000002000 TRAVEL_BUYER
60101020474 Massey Karen D
601010523312 Clack,Dale M

e e e
G0101058655 Bwartz, Suzanne D
601020152301 Davis Leah J
60102052572 Wessendorf,Chris H
60102079742 Bianco Michelle J
G0213257006 Guion,John Robert
60217148426 Gernert-lohnson Michelle

The link below is a list of “whom to contact” for Commodity or Services

http://www.csus.edu/aba/procurement/staff.html
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Summary

For more information on how to enter requisitions, please visit the CFS training website at
www.csus.edu/CFES/training where you will find additional tutorials on the subject. For
guestions, regarding CFS or Oracle/PeopleSoft issues such as navigation or log in problems,
please contact the Information Resources & Technology (IRT) Service Desk at 278-7337.

If you have questions specifically related to creating or modifying requisitions, please call the
Procurement office at 278-7322.
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