How To Look Up A Supplier “Using Add/Update Requisitions”

The purpose of this procedure is to provide instructions for CFS users who need to look
up vendors using “Add/Update Requisition” process.

Log onto CFS
e Click on “Main Menu”
o Click on Purchasing

Favaorites « Main Menu -

ORACLE’ MERD

w | Search # | Advanced Search

Menu - Classic Exa

Search:

[» My Favaorites
[ Accounts Payable
[» Asset Management

[ Reporing Tools

[ PeopleTools

[ Banking

[» Allocations

[ Commitment Control

[ C5U Administer Integration
[ C5U Delegation of Authority
[ C5U State & SW Repaorting
[ Supplier Contracts

[ tems

[> Procurement Contracts

[> eProcurement

[» Services Procurement

[ Cash Management

[> Real Time Bottom Line

= My Personalizations
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Click on “Add/Update Requisitions

# | Advanced Search

Favorites = | Main Menu v|
Search Menu:
ORACLSE ®
tAair biers, = = Accounts Payable
Main M =) Asset Managepen »
Click a link to na
8 fecome =
3 Vouchers 5} Request for Quotes
[C1 Review & 5 Set Up Financials/Supg ca Purchase Orders
1 Reports .
3  Rreporting Tools O Receipts g
=1 purchasin 3 PeopleTools B Return To Vendor / Sup
@@ Managereql [0 Banking 3 analyze Procurement D
1 Requisiti
O Request| 03 Allocations 03 ©SUReqto Gheck Not S
[ Purchasg (3 Commitment Control 4 =
4 More.
= CSU Administer Integration L4 D
jﬁ Reporting : "
Run, create, =) CSU Delegation of Authority » D
= ReportM [ CSU State & SW Reporting 4
[ Query
= PSinvisig = Supplier Contracts L4
£ Bl Publisf £33 {ems 3
Allocationy (3 Procurement Contracts >
[lF] Setupand g
£ Reports =] eProcurement *
ﬁ CSU Deled B3 services Procurement 3
CSU Delegal (1 Cash Management *
[0 Setup Del
=l Delegatid & Real Time Bottom Line *
D My Personalizations

Reconcile Requisitions
Review Requisition Informatj

Add/Update Requisitions
Requester's Workbench
Approve Amounts

Stage For Loading

Load Requisitions
Update Direct Shipments
Budget Check

Entry Event Request

nagement
Et lianagement
| Reports

-

nd Maintenance
gfinitions Center

Information
pbal Withholding
fa EDD

pls
leploy, and extend

and non-|

hin, or approve suppliers; manage 1099, global withholding, or CA EDD

@ Items
Manage all item-related options.

[ Define Controls
[ Review Itsm Information

Services Procurement
Maintain Services Procurement
[ General Sstup
[ Service Supplier Setup
[ User and Team Setup
2 More...

E My Personalizations

Personalize options such as locale, tab details, save warnings, etc

Click “Add”

=

=

T Frocess Scheduler

Commitment Control

Define or maintain budgets, budget-check, and review budgets and exceptions

[ Budget Reports

C SU State & SW Reporting

CSU State and Systemwide Reporting
[ S&M Reporting

5 Trial Balances

5 Campus Reports

Procurement Contracts

Define, maintin, release, review and repert on supplier contracts.

=] Manage Master Contracts

=] AddiUpdate Contracts

=] Create Contract Releases
4 More.

Cash Management

Perform cash positioning, cash forecasting, and bank reconciliation.

[ Reports

Rev Date 9/2016

Page 2



Favorites ~ | Main Menu ~ s Purchasing~ 3 Requisiions = > Add/Update Requisitions

oRrRACLE

MENU - | Search # | Advanced Search

Requisitions

Find an Existing Value Add a New Value

Business UnitBACST |Q
Reguisition ID:NEJ(T_

Find an Existing “alue | Add a New Value

Click “Requisition Defaults”

Favorites « ‘ Main Menu « > Purchasing~ > Requisitons~ > Add/Update Requisitions

ORACLE"

Maintain Requisitions
Requisition
Business Unit SACST

Requisition ID NEXT
Requisition Name

Header (7
*Requester
*Requisition Date 09/12/2016
Origin [ONL

*Currency Code usD

Accounting Date 09/12/2018

Add Items From (2

Purchasing Kit
Item Search

Line (7
Details Ship To/Due Date Status

Line ltem

i’ a

View Printable Version

[§lSave ||[=] Notify ||&¥ Refresh

MENU ~ | Search

Copy From

@
Requester Info
Q On-Line Entry

Dollar

Catalog
Reqguester ltems

# | Advanced Search

Status Open Ef
Budget Status Not Chk'd

") Hold From Further Processing

Amount Summary (7

Total Amount 0.00 USD

Personalize | Find | view Al | 21| B Fist 4 10f1 () Last

Supplier Information Item Information Aftributes Contract Sourcing Controls
Description Quantity *UOM  Category Price perchaldise  status
P E] 0.0000 a a q 0.00 Open (=) E E =
*Goto . More A

[Ek Add || 5 Update/Display
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Click “Look Up Supplier”

Favorites | Main Menu > Purchasing » > Requisions = > Add/Update Requisiions

ORACLE’

MENU ~ | Search 2 | Advanced Search

Requisition Defaults

Business Unit SACST Requisition Date 09/12/2016

Requisition ID NEXT Status Cpen

Default Options (7

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 default values are found for each field. If default values already existin the hierarchy, they
are used, and the values on this page are not used.

-~ Overrioe Ifyou select this option, all default valu the default values found in the default
higrarchy, only non-blank values are a Click "
Line Look Up Supplier
Unit of Measure Q
Supplier Supplier Location Q
Category Q Supplier Lookup
Schedule
Ship To Q *Distribute By
Due Date el *Liquidate By
Ultimate Use Code Q Ship Via Q
Attention To Freight Terms Q
Distribution
SpeedChart
Distributions
Details | Assetinformation | [F=M
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Product
1 SACSTQ Q Q Q Q Q Q
| oK || Cancel || Refresh |
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Select by “Supplier ID” or “Short Supplier Name”

Look Up Supplier

SetlD

Supplier ID| begins with
Short Supplier Name | begins with

SACST

| Lookup || clear || cCancel | Basic Lookup

Search Results

Cnly the first 300 results can be displayed.

“iew 100

Supplier I Short Supplier Name Supplier Name

3M COMPANY-001
0000000007 MCKESSOMN M-001
0000000009 US POSTMAS-001
0000000011 UNITED NAT-002
0000000012 UNITED PAR-001
0000000013 UNITED TEX-001
0000000016 ROWMAN &-001
0000000017 UNMN UNION-001
ooooooo021 CAL OFFICE-DO1
ooooooo0022 CARPITOL BLU-001
0000000029 ABC-CLIC-001
0000000030 ABC SUPPLY-001
0000000035 PEARSON ED-001
0000000037 ADOBE SYST-001
00000000328 ALHAMBRA-0D1
00000000329 ALLENS PRE-001
0000000040 ALLIED EL-001

3N COMPAMNY

MCKESSOMN MEDICAL SURGICAL INC
USs POSTMASTER

UMNITED MNATIONS PUBLICATIOMNS
UMNITED PARCEL SERWICE

UMNITED TEXTILE INC

ROWMAM & LITTLEFIELD, THE
UNMNERSITY UNION OPERATIONS OF CSUS INC
CALIFORMIA OFFICE FURNITURE
CAPITOL BUILDERS HARDWARE INC
ABC-CLIO INC

ABC SUPPLY INC

FPEARSON EDUCATION

ADOBE SYSTEMS INC

ALHAMEBRA WATER PRODUCTS
ALLENS PRESS CLIPPING BUREAU
ALLIED ELECTRONICS INC

"Shaort Supplier Name"

First ‘A

Additional
Name

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(Dlank)
(blank)
(blank)
(blank)
(blank)

Select by
"Suplier ID

or

1300 of 300 b/ Last

Our
Customer
Number
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Oid
Supplier ID

000000029
000000035
000000052
000000050
000000051
000000062
00000007E
oooooo0Ye
oooooo0os
oooooo109
000000145
000000146
000000154
000000165
000000167
000000170
000000171
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Enter “Supplier Name” or “Supplier ID” and click “Look up”

If supplier is in CFS database the supplier name will show at bottom of screen

Look Up Supplier

SetlD SACST

Enter Supplier
Name

Supplier ID
Y —
Short Supplier Nqie {contains v MG

Clear || Cancel | Basic Lookup

Search Resulis
View 100

Supplier I Short Supplier Name Supplier Name

Firgt ‘4 1ef1

Additionall o

HName
0000053474 MMG TECHNC-001 MMG TECHNOLOGY GROUF INC (blank)

Customer
Number

(blank})

Look Up By
"Contains"

k! Last

Oid
Supplier
1]
(blank)
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