Retrieval Name: Information Release - #14
Issue Date: March 18, 2004

Revision Date:

Originator: Purchasing Functional Team
Rescind Date:

LSU Health Sciences Center

PeopleSoft IR-#14

Enterprise-Wide Entering Non-Contract Requisitions or
Contract Requisitions and Release Orders for Next Fiscal Year &
Copying a Prior Year Non-Contract Requisition

Scope:

This PeopleSoft Information Release (IR) applies to Enterprise-wide Business Units’
Requestors, Approvers, and Purchasing personnel who Build and/or Approve any Purchasing
(Non-Contract or Contract) Requisitions

Purpose:

The purpose is to provide procedures for two methods (Building a New Requisition or Copying a
Prior Year Requisition) for Requestors, Approvers, or Purchasing personnel to build Non-
Contract type of PeopleSoft Requisition in the current Fiscal Year that will be charged with Next
Fiscal Year funds. Also one method for Requestors, Approvers, or Purchasing personnel to
build Contract type of PeopleSoft Requisition in the current Fiscal Year that will be charged with
Next Fiscal Year funds.

Module:

The IR affects the Purchasing Module in Financials Production.

Source:

The source of this IR is a result of annual procedural modifications required on Requisitions for
proper charges on next Fiscal Year funds.

Procedures

Parameters — The following must exist for this procedure to be successful:

Notice Sent: This procedure should not be followed until Official notification from the
Budget Section is received notifying that Budgets for FY2005 have been added and the
Accounting Period is Open.

Database: PS Financial Production (PSFSPRD)

Req Approval Status: Pending Approval

Acctg Date: Start of Next Fiscal Year

Navigation & Process Overview
Section A. Method #1 Entering a New (Non-Contract) Requisition
Section B. Method #2 Copying a Prior Year (Non-Contract) Requisition
Section C. Method #3 Entering Contract Requisitions and Release Orders
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Navigation & Process

Section A: Method #1 Entering a New (Non-Contract) Requisition

Step Action

L Click Go, Administer Procurement, Requisition ltems

Go

2. Click Use, Requisitions, Requisition Form, Add
e
Add -- Requisitions
Buziness Unit: ﬂ
R equisition 1D: INEXT |: : ] EancC j
Step Action
3.

Follow applicable Business Unit direction for entering the following:
a. Enter the Business Unit

b. Enter the Requisition ID (Requisition Number) or Leave as “Next”

c. Click L
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The Requisitions window with the Requisition Form panel displays.

Requisition Items - Use - Requisitions

File Edit YWew Go Favorites Use Process Ingure Report Help

Bl &|#X| ‘= g8 ==| S| 2lc2] #2414 ]

Requisiion Form | Requisition Schedule | Header Comments | Defaults/Details | Activities |

Business Unit: EACMC  Requisition [D: HE=T L@(l—u“)

e

Statuz: |Pending Approval - Requester: |Enl:|Llser,Bu5iness Unit {4 ] ﬂ

h
/Jﬁhnw Header Details| Eﬂm’ I_m Dm‘iﬁl‘ Actions ;I
5
\-/? R equizition Quantity uoM Price Ship To Location Due Date
1 sl sl R EI=EIE
Requisition Header Details

ReqDate: [03/03/2004  Due Date: [07/0172004 ( : )
Acctg Date: Il]?.ﬂ]1 J'ZI]IHE ] Can

Drigin A -| cutency:  [USD | us Dol
S P anel Processor | j

Jefvce R ol i | WWiarming -- date out of range. [15.9]

B

Step Action
4 Enter Requestor Name
5.
Click @ Show Header Details button
6. The Requisition Header Details subpanel displays.
Enter Due Date to indicate next Fiscal Year (July 01, 2004, or later)
7.

Enter Acctg Date of 07/01/04. Tab out of Field.

PeopleSoft Proprietary and Confidential Page 3



Retrieval Name: Information Release - #14
Issue Date: March 18, 2004

Revision Date:

Originator: Purchasing Functional Team
Rescind Date:

LSU Health Sciences Center

Step Action
8. The Panel Processor message box displays.
Click to close box
9.
Click to close the Requisition Header Details subpanel.
10. :
Click Def aulks/Details |Tab.

The Defaults/Details panel displays.

Requisition Items - Use - Requisitions

File Edit Mew Go Favaorites

Use Process Ingure Report Help

B &8 X =

glel == 25| 2lc=] *]|v]4lZ]

Requisition Form I Requisition S-:hed%.&e] Header Comments DefaultsiDetails |Ad:nlins I

Busmeir'l_z“?lt. EACMC  Regqusition ID: HEXT
St
T otal Yalue: 0.00 US Dollas
Vendor: ““““““1 3%  +|[0000000001  #|N] CampiNAL HEALTH -MEDICAL PROD & SvCE

Buyer:
Ship To: @lEAEHE
anatiun: 2047100

[T Hold From Further Processing Post Doc:

|

#| E.A Conway Medical Center

ﬂ Emengency Department

M  Budget Check: Mot Chik'd

GL Unit: [EACMC ﬂ Fand
Account: |545?Uﬂ . Class:
Program: IEIEI]I]1 . Stak

111 (1le) Dept:
mmnf:::) Bdot Pd: [Fr_2005 s

| Pove]

[2047100 r;:j ﬂ

) o

|PSFSPR2

Defaults/Details ladd
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Step Action

11. Follow applicable Business Unit direction for entering the following Default Information:

a. Vendor (ID): 10-digit number
Buyer: Appropriate Business Unit’s Buyer Name
Ship To: Per Business Unit Listing

2 o o

Location: Per Business Unit Listing
Fund: 3-digit

Dept.: 7-digit

Account: 6-digit

Class: 5-digit

Program: 5-digit

o Q@ -~ o

j.  Proj/Grt: Required for applicable Chart Of Accounts

12. —
Requisition Form

Click Tab.
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The Requisition Form panel displays.

Requisition Items - Use - Requisitions
File Edit “ew Go Favaorites Use Process Inguire Report Help

gl 3| 98| 2|2 *le]sZ]

Requisition Form | Requisition Scheduls ] HeaderCmmisl DefaultsDetails | Activities |

Busziness Unit: EACMC  Requsition [D: MEXT

Status: |Pending Approval j Requester |Enl:|L|ser,Eiusiness it ﬂ

=EEREE ]

i Item ID Categorny Long Descnphion Actions ;I
R equizition Quantity L Pnce Ship To Location Due Date

D +| [00000(13)|[UINE 1 TEST REQ FOR Fr200(13- 0| [E] [
(sa) 20000 [EA @ﬂ| 10.000.00000 |[EACMC @ﬂ 077017304

[PSFSPRZ  Requisition Form Add

B

Step Action

13 Follow applicable Business Unit direction for entering the following Requisition Information:

For Requisitions built on Item ID Enter: | For Requisitions built on Long Description Enter:

Item ID - (13-a) Category - (13-b)
Requisition Quantity - (13-d) Long Description - (13-¢)
Ship to Location - (13-g) Requisition Quantity - (13-d)
Due Date - (13-h) UOM - (13-e)

Price - (13-f)

Ship To Location - (13-g)
Due Date - (13-h)
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Step Action

14,
Click Schedule... button to display the Requisition Schedule panel.

The Requisition Schedule panel displays.

Requisition Items - Use - Requisitions
File Edit Wew Go Favaorites Use Process Inguire Report Help

Ekaﬁﬂ. X gle| 3|E| =|5| 2lc2] *le]42]

b Form  Requisition Schedule | Headsr Comments | Defaults/Detals | Activites |

RYSave

Busziness Unit: EACMC  Requisition ID: MEXT

Line: 1 LINE 1 TEST REQ FOR Fr2005 Q] =
Quantity: 20000 each Aumount: 20000000 U5 Dolar
Sched Hum Ship To Due Date Buantity Price Amount _I

1 EACMC  +[o7/0172004 [Q][ 20000 20,000.00 ]

[PSFSPRZ  Requisition Schedule ladd y

Step Action

15. =
Click Distribute... button to display Line 1 Schedule 1 Details subpanel.
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The Line 1 Schedule 1 Details subpanel displays.

Line 1 schedule 1 Details

Quantity: 20000 each Amount 2000000  US Daollar
Ship To: EACKMC E. A Corw Status:
Distnibute by: 1I1ty j [T SpeedChart ] :j
Open Quantity: 20000
Line | Location | Quantity Perc |GL Unit| Account (Fund |DeptlD |Program |Class (Bdgt Pd

2.0:100. :EACMC :545700 11

1120471 vi

2047100 ;9500

61010 :FY_2005

Step Action
16. Review ChartField Information. - Verify Bdgt Pd is Next Fiscal Year (FY2005).
17.
Click to close the Line 1 Schedule 1 Details subpanel.
18.

When complete working the entire Requisition perform the following:
Save the Requisition, Approve it, and Edit & Budget Check

NOTE: This process will be different for Business Units and is dependent on if
Workflow is used:

= If the Business Units use workflow, the requisition will build at a status of Pending
Approval and will move to the Approver’s Worklist when the application engine
runs.

= |f the Requisition is placed on hold, it will not build to the Department Approver’s
Worklist and will have to be taken off of HOLD so that it can be moved to the
Worklist. --- Note that if the Department Approver takes the Requisition off of
HOLD, the Requisition will change to a status of Approved when the database
agent runs.

= |f the Business Units do not use Workflow, the Requisition will build at a Status of
OPEN and can be Approved from the Requisition Form panel if the Requestor has
Security to Approve Requisitions. If the User does not have Security to Approve
Requisitions, it will be Approved by Purchasing personnel

= The User should also follow Business Unit’s policy on Edit & Budget Checking the

Requisition.

Page 8
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Q PeopleSoft Note

Reminder: This procedure should not be accomplished until official notification is
received from the Budget Section that budgets for FY2005 have been added and
the Accounting Period is open. If a Requisition is built and determined to be
incorrect, notify Purchasing and Accounting Services.

End of Procedures for Method #1 Entering a New (Non-Contract) Requisition in Current
Fiscal Year for Next Fiscal Year funding.

Click here to return to the Start of the IR.
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Navigation & Process

Section B: Method #2 Copying a Prior Year (Non-Contract) Requisition

Step Action
L Click Go, Administer Procurement, Requisition ltems
G0
2. Click Use, Requisitions, Requisition Form, Add
e
Add -- Requisitions
Buziness Unit: ﬂ
R equisition 1D: INEXT |: : ] EancC j
Step Action
3.

Follow applicable Business Unit direction for entering the following:
a. Enter the Business Unit

b. Enter the Requisition ID (Requisition Number) or Leave as “Next”

c. Click L
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The Requisitions window with the Requisition Form panel displays.

Requisition Items - Use - Requisitions

File Edit Mew Go Favorites LUse Process Inguire Report Help

Blg® X = gl 35| S|E| 2c2] *]|¢]4]4]

Requisition Form ] Requisition Schedule ] HBal:lerCutmtaisl DefaultsfDetails I Achivities I

Busziness Unit: EACMC  Requisition ID: MEXT

Statuz: |Pending Approval - Requester: |Enl:|Llser,Business Urit | 4 :| ﬂ

BEEE

i
/Jﬁhcuw Header Detail5| Copy From jong Long Deszcription Actions ;I
5
\j Requisition Quantity i Price

i

Ship To Location Due Date
1| all 2l FIEIES @

Requisition Header Details

Req Date: II]3!I]3J'2I]I]4 Due Date: Il]?ﬂ]'l £2004 [ : ]
Acctg Date: Il]?fl]1 £2004 [ ) Can

Origin *| Currency: |U5D I-I LS Dallar
e P anel Processor | j

i = i | W arhing -- date out of range. [15.9]

A

Step Action
4. Enter Requestor Name
5.
Click @ Show Header Details button
6. The Requisition Header Details subpanel displays.
Enter Due Date to indicate next Fiscal Year (July 01, 2004, or later)
7. Enter Acctg Date of 07/01/04. Tab out of Field.
Page 12
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Step Action

8. The Panel Processor message box displays.

Click to close box

9.
Click to close the Requisition Header Details subpanel.
10.
Click Copy From button to enter a Prior Year Requisition.
Copy Requisition
Busziness Unit: EACMC
Requisition ID: 0000311 Q_D_ +
Step Action
11.

Enter the Requisition ID (Requisition Number) of Requisition copying from

12.
cliok_ 2|

13 Revise Requisition Quantities if necessary
14. .

Change Due Date if necessary.
15.

Click Schedule... button on the appropriate Requisition Line to display
the Requisition Schedule panel.
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The Requisition Schedule panel displays.

Requisition Items - Use - Requisitions

File Edit “ew Go Favaorites Use Process Inguire Report Help

Busziness Unit: EACMC  Requsition [D: MEXT

Line: 1 TUBING CASSETTE DPOS0 ALLERGAN 2]
Quantity: 180.0000 each Amount: 330000 US Dallar
Sched Hum Ship To Due Date Buantity Price Amount _I

1 ECwHS  +|[01/0172004 [Q][ 180.0000 | 55.00000

[PSFSPRZ  Requisition Schedule Add e

Step Action
16.

Click Distribute... button to display Line 1 Schedule 1 Details subpanel.
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The Line 1 Schedule 1 Details subpanel displays.

Line 1 Schedule 1 Details I
TUBING CASSETTE OPOSOALLERGAM @ @
Caty=
Quantity: 180.0000 each Amount: 9.900.00 US Dallar @
Ship To: ECWwWHS E.A. Corwa Status:
Diztnbute by: Qty j [ | SpeedChart I ﬂ
Open Quantity: 180.0000
Line | Location | @uantity Perc | GL Umt|Account |Fund |DeptlD |Program |Clasz | Bdgt Pd =,
1120593 ~ 180. 100, :EACMC (117035 111 2059370 (95001 61010 FY_2005
(" I
4 | 3
Step Action
17. . . . . . .
Review ChartField Information. - Verify Bdgt Pd is Next Fiscal Year (FY2005).
18. o
Click _ to close the Line 1 Schedule 1 Details subpanel.
19. When complete working the entire Requisition perform the following:

Save the Requisition, Approve it, and Edit & Budget Check

NOTE: This process will be different for Business Units and is dependent on if
Workflow is used:

If the Business Units use workflow, the requisition will build at a status of Pending
Approval and will move to the Approver’s Worklist when the application engine
runs.

If the Requisition is placed on hold, it will not build to the Department Approver’s
Worklist and will have to be taken off of HOLD so that it can be moved to the
Worklist. --- Note that if the Department Approver takes the Requisition off of
HOLD, the Requisition will change to a status of Approved when the database
agent runs.

If the Business Units do not use Workflow, the Requisition will build at a Status of
OPEN and can be Approved from the Requisition Form panel if the Requestor has
Security to Approve Requisitions. If the User does not have Security to Approve
Requisitions, it will be Approved by Purchasing personnel

The User should also follow Business Unit’s policy on Edit & Budget Checking the
Requisition.
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Q PeopleSoft Note

Reminder: This procedure should not be accomplished until official notification is
received from the Budget Section that budgets for FY2005 have been added and
the Accounting Period is open. If a Requisition is built and determined to be
incorrect, notify Purchasing and Accounting Services.

End of Procedures for Method #2 Copying a Prior Year (Non-Contract) Requisition in
Current Fiscal Year for Next Fiscal Year funding.

Click here to return to the Start of the IR.
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Navigation & Process

Section C: Method #3 Entering Contract Requisitions & Release Orders for Next
Fiscal Year

Step Action

L Click Go, Administer Procurement, Requisition ltems

Go

2. Click Use, Contract Requisitions, Header, Add
LIse
Business Unit: ﬂ
Ear‘n::! : )
Step Action
3.

Follow applicable Business Unit direction for entering the following:
a. Enter the Business Unit

b. Click Ls
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The Requisitions window with the Contract Requisition Header panel displays.

Requisition Items - Use - Contrack Requisitions
File Edit Mew Go Favorites LUse Process Inguire Report Help

gl 35| S|E| 2c=] *]|v]4]4]

Lineshl Descripkion S000 ] Schedule Header lCmmEﬂs] Order By Catalog I Po Rel Display I

AP

10
u ni}t»--/'J EACMC

: PO/Ref
Yendor: Date:

PO/Req Type:lEntru:t Rel j

Origin: I ﬂ Total Amountt:

Bill Addis:  [EACMC +| “Status Values

¥ Tax Exempt ID: |726000740 T/t Statws. il
-Process Control Option Receipt: Mot Recyd

I¥ Hold From Further Processing L - LAl

-Actions
¥ Dispatch Method:  [Print - E
(1) ElCC]EEE
I” Post Docu Acctg Date: |07/01/2004 D%‘ J
TOm: =

Template: |STANDARD s

Panel Processor l

Add

: Warhing -- date out of range. [15.9]

Warning Message ... |

: 'ou have entered a future accounting date. [9350,56]

( : j:-cplain |
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Purchase Order Defaults | x|

Ship To: |EAEHE +
Location: |2|]4?1 00 4
Due Date:lm
Orig Pmm:lm
Ship Via: |GRND ﬂ

Freight Trm: IDES ﬂ

GL Unit [EACMC  +|
Account: + Eanc@
Fund: +
DepartmeZl]-ll?H]l] +
Program: .W 4
Class: .W J £ WJ
Project/Grant: | @

Panel Processor

X

AN

YWiarning -- date out of range. [15.9]

Step Action
4. Change Acctg Date to 070104 or after. Tab out of field.
5. The Panel Processor message box displays.
Click to close box
6. A Warning Message box displays.

Click to close box

Click 1 Defaults Panel button to display Purchase Order Defaults subpanel.
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Step Action

8. Follow applicable Business Unit direction for entering the following Default Information:

a. Ship To: Per Business Unit Listing
b. Location: Per Business Unit Listing

c. Due Date: 070104
The Panel Processor message box displays.

d. Click to close box

e. Orig Prom (Date): 070104
The Panel Processor message box displays.

Click to close box

Account: 6-digit
Fund: 3-digit
Department: 7-digit

> @

j.  Program: 5-digit

k. Class: 5-digit

. Proj/Grt: Required for applicable Chart Of Accounts
m. Bdgt Pd: Is populated and grayed out

Click L d to close the Purchase Order Defaults subpanel.

10. _
Limes

Click tab
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The Requisitions window with the Contract Requisition Lines panel displays.

Requisition Items - Use - Contract Requisitions
File Edit Wew Go Favorites Use Process Inguire Report Help

Bl &|8X| ‘= g8 =z 8| 2|2 *#lv]4E]

Lines | Description 8000 | Schedule | Header | Comments | Order By Catalog | PoRel Display |

L
Unit: EACKLC @
rFetch Lines

Yendor: IEHAINEEH-I]IH ﬂ ID@W‘lZ}H ﬂ From: |_1ﬂ
PO/Req  [03705/2004 Buyer: [Authement Sally @ s ||t [ 3

D ate:

i

Line | Item Description Lo II’I]J'Heq Qry IA.-mmt J =
INDUSTRIAL MAINTEMAMCE, q LOT 17 1.0000 Ush

—_

Line Details

PSF3PRZ Lines jadd S

Step Action
1. Enter (Vendor) ID (search capability available vs. Vendor)

12. Enter Buyer (Appropriate Business Unit’s Buyer Name )

13.

Click Line Details button to display Line Details - Vendor subpanel.
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Line Details - GRAINGER-001

INDUSTRIAL MAINTEMANCE, RER&IR, AND k¥
Amount: IS0 Document Base: sD
Category: [54502  +| BITS,DIES,REAMERS, TAPS,E  Statuss  Active
Contract: ISHAHE ﬂ II]I]EH#B @ﬂ |—1
RFQ ID:
Yendor Item 1D: |5
Vndr Catlg: 5
Mig ID: | E
Price Qty: Il-i"IE= j Price Date: |Due j
[ withholding | +| [ Siockless
[T Receiving Required
[ Inspect I ﬂ

Step Action
14.

On the Contract line
a. Enter Vendor Contract Number

b. Enter Contract Line.

15.
Click to close Line Details subpanel.

PeopleCode Manager (Update)

Override Schedule Quantity with Cantract Quartity
@ Scheduled? [10200,208)

Cancel Explain

Step Action

16. A PeopleCode Manager (Update) message box displays.

Click to close box
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Step Action
17. Change the PO/Req Qty (if necessary).
18.
. Schedul
Click 224 | i,

The Requisitions window with the Contract Requisition Schedule panel displays.

Requisition Items - Use - Contract Requisitions

File Edit

Wiew Go Favorites Use Process Inguire Report Help

Unit: EALCHC
Line: 1 INDUSTRIAL MAINTEMAMCE, REPAIR, AN UIDM- LOT Eﬂfﬂﬂﬂ 1.0000 LI
Sched|Due Date | [Ship To |PO/Req @ty |Price | Amount | «]
1:07/01 /2004 @ 1.0000 sD @
........................ a1
S B Schedule Details
Panel Processor |
| W arning -- date out of range. [15.9]
| &
Explain |
@)
|PsFsPRz  schedule Add o
Step Action
19. Change the Due Date (if necessary). Tab out of the field.
20. | The Panel Processor message box displays.
Click to close box
21.

Click E Schedule Details button. The Details for Schedule 1 subpanel displays.
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Details for Schedule 1 - GRAINGER-D01 E
INDUS TRIAL MAINTENANCE. REPAIR, AND EINEIEREY G ]
Can
Amount: UsSD Doc. Base: oo ushD Status: Active

[T Custom Price - No Dvemide Ongnal Promise Date: lm Matching: IW
Freight Trm: ’DES—ﬂ [~ Mo Chaige Match Status PO: Unmatched
Ship Via: |[GRND s (Planning)

PiceTot |  Pet [A0] EmtTolme: |  Pet [10.00 Rev Tol2: | 10.00

Distribute by: |Qty j I” SpeedChart ﬂﬁ.diustment Amt:

GL Unit|Event |A-::-::uunt |F|.l'|d |D|=|llID IPmyﬂI[ZIa:: iﬂdgt Pd |F‘mi!Er|Pmiects Loci
EACMC 545700 111 2047100 935001 61010 -Fr_2005 2047

@ ...........

Projects

Step Action

22. Review ChartField Information. - Verify Bdgt Pd is Next Fiscal Year (FY2005).
23. oK

Click _ to close the Details for Schedule 1 subpanel.
24.

When complete working the entire Requisition Save the requisition.
The requisition will be approved by Purchasing Personnel.

Refer to agency policy for editing and budget checking requisitions. If your agency
requires you to edit and budget check requisitions, you may do so from the Header
panel of the Contract Requisition.

Q PeopleSoft Note

Reminder: This procedure should not be accomplished until official notification is
received from the Budget Section that budgets for FY2005 have been added and
the Accounting Period is open. If a Requisition is built and determined to be
incorrect, notify Purchasing and Accounting Services.

End of Procedures for Method #3 Entering Contract Requisitions & Release Orders for
Next Fiscal Year. Click here to return to the Start of IR.
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Questions/Comments:

Refer all questions or comments via e-mail to the PS FIN SUPPORT GROUP.
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