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This software and documentation may provide access to or information on content,
products and services from third parties. Oracle Corporation and its affiliates are not
responsible for and expressly disclaim all warranties of any kind with respect to third
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Material _Stock Requests 9 1 BRFHS and BRFHM
Material Stock Requests

Enter a Stock Request

Procedure

In this topic you learn how to Enter a Stock Request.

PS9FSDPS:s

PSSFSWEBDEV1 DPS

Personalize Content | Layout Help

Done €& Locsl intranet | Protected Mode: Off i v H10% <

Step Action
1. Click the Main Menu button.
2. Click the Inventory menu.
|In1.fent|:|r-,r '|
3. Click the Fulfill Stock Orders menu.
| Fulfil Stock Orders * |
4, Click the Stock Requests menu.
| stock Requests ']
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PS9FSDPS:s
PSOFSWEBDEV1  Dps
Favorites  Main Menu
Personalize S€areh Menu: ® Help
3 Accounts Payable >
3 Alocations L4
3 Background Processes r
3 Banking 3
3 Cash Management 4
3 Commitment Control 4
(3 Cost Accounting 4
3 Customer Contracts 4
(3 Enterprise Components 4
[ General Ledger »
g i:::n:tof)’ 3 Forecast Items 4
£ Lsu Processes g IF:\TH?:;:)(CUDL:ZS {3 Fulfilment Rules »
£ PeopleTools {1 Maintain Storage Locatior 3 Inventory Planning Messages 3
3 Procurement Contracts 1 Manage Inventary 3 Picking v
B purchasing [ Manage Returned Materiz 1 Review Fuffilment Information v
3 Reporting Tools 9 Putaway Stock 1 Routes and Loads 3
3 Set Up Financials/Supply | 3 Replenish Inventory 32 Shipping 3
3 vendors 1 Replenish Par Locations |~ (1 Shipping Excise IND 4
3 Worklist 9 Track Material Usage 3 Shipping Reports L3
D My Personalizations D Purge Inventory Data (1 Stock Requests
D Release Inventory Locks D Fuffilment Workbench D Approve Stock Request
[] Secreen for Denied Parties [5] cancel/Hold Stock Requests
] shortage Workbench [5] _correct Demand Errors
[ st
[ Express Issue
[5] Kit Re-Explode Process
| Maintain Stock Requests
D Reserve Materials Process
| Undate Unreserved Orders
Dene €5 Local intranet | Protected Mode: Off v H100% -

Step Action

5. Click the Create/Update Stock Request menu.
|Create,"Ll|:u:|ate Stock Reguest |
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PS9FSDPS:s

PSSFSWEBDEV1 DPS

Home | Workist |
Favorites ~ Main Menu > Inventory > Fulfill Stock Orders > Stock Requests > Create/Update Stock Request

Addto Favorites |  Sign out

New Window | Help | &,

Create/Update Stock Requests

Find an Existing Value Add a New Value

Business Unit: | Q
Order No: NEXT Q

Request Type: Internal Issue -

Add

Find an Existing Value | Add a New Value

J *
€& Local intranet | Protected Mode: Off i v ®10% <

Step Action

6. NOTE: Only BHSCS or BHSAC designations can be used for Business Unit when
creating a Stock Request.

The Order No. field defaults as NEXT and must remain as defaulted. Changing this
field to anything other than NEXT will cause errors.

Request Type field defaults as Internal Issue and will remain as defaulted.

7. NOTE: BHSAC will be phased out sometime in the next few months. BHSCS will
be the Business Unit you will use for Stock Requests once this is completed.

Until notified of the change, users who use BHSAC as their Business Unit when
entering a Stock Request should continue to do so.
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PS9FSDPS:x

PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Invegtory b3 FuIﬁIIStofkordevs > StockRvequests » Create/Update Stock Request

Create/Update Stock Requests

Eind an Existing Value Add a New Value

Business Unit: |
Order No: NEXT Q

Regquest Type: Internal Issue -

Add

Find an Existing Value \ Add a New Value

'@#E University Health™

Shreveport

Home | Workist | AddtoFavortes | Signout

New Window | Help |

1=

4 o,

] v

Dene €4 Local intranet | Protected Mode: Off

Ga v RI0% v

Step Action

8. Click the Look up Business Unit button.
Q,
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PS9FSDPSes
PSSFSWEBDEV1 DPS
Favgrites = Main Menu > Inventory > Fulfill Stock Orders > Stock Requests > Create/Update Stock Request

Look Up

Look Up Business Unit

Business Unit: begins with ~
Description:  begins with ~

LaakUpl Clear | Cancel |Easu:Lnnkuu

Search Results

n
BRFH tMontoe Central Supply
BRFH Monraoe - Labor Delivery
BHMOR - Operating Raarm

BRFH Monroe Warshouse

BRFH Shreveport - Ambulatory
BRFH Shreveport Burn Unit

BRFH Shrevepori Cath Lab

BRFH Shrevepart - ChS

BRFH Shreveport Endoscopy
BRFH Shrevepart Gamima Knife
BRFH Shreveport Labor Unit
BRFH Shreveport Operating Room
BRFH Shrevenort Pain Service
BRFH Shreveport Perfusion
BRFH Shrevenant Renal Linit
BRFH Shreveport Special Proc
BRFH Shrewenort Warehouse

| € Local intranet | Protected Mode: Off v R10% v

Action

Click the BHSCS link.
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PS9FSDPS:x

PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Invegtory b3 FuIﬁIIStofkordevs > StockRvequests » Create/Update Stock Request

Home | Workist | AddtoFavortes | Signout

New Window | Help |

1=

Create/Update Stock Requests

Eind an Existing Value Add a New Value

Business Unit: BHSCS @
Order No: NEXT Q

Request Type: Internal Issue -

Add

Find an Existing Value \ Add a New Value

<

. ] v

€5 Local intranet | Protected Mode: Off v H100% v

Done

Step Action

10. Click the Add button.
Add
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PS9FSDPS:s

PSSFSWEBDEV1 DPS
Favgrites ~ Main Menu > Inventory > Fulfill Stock Orders > Stock Requests > Create/Update Stock Request

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B

Create/Update Stock Request

Stock Request Summary
Unit: BHSCS In Process No
Order No: NEXT *Increment Demand Line: OrderLine ~ Partial Orders Can Ship

Name: | I

Ship Cust: [

Location: ”—O\ Override Address

Load ID: [ petail Load Schedule:

Carrier ID: Q ‘Schedule Date: 09/12/2013 [ [1:33PM

Distrib. Type: lssiE @ Ship Via: &

Request Kit

Override CharFields Copy to Existing Demand Lines

Demand Lines

Customize | Find | View A1 B0 | 38 First B 4 op 4 B Lost
[ Detail [iERINIED]

|7 "Line Schedule Demand  |item ID Requesled Schedule Date | Schedule Time

@ 1| 1 Qg | 0.0000 ]70\ [oarz2r20125  [1:33PM G
Line Menu: v
Summary Quantity / Date Detail
Shipment Detail Accounting /1UT Detail
Reservation / Backorder Rules Comments Custom
Go To: Manage Loads Stock Requests Report Manager

& save | [ Notify | 7 Refresh Eb Add| B Update/is|

ol i ]

Done € Locsl intranet | Protected Mode: Off i v ®10% v

Step Action

11. You will enter your Department Name and your User ID into the Name field. You
must enter the Department and UserID in ALL CAPS.

Enter the desired information into the Name field. Enter "NEURO SURGERY -
KOCON3".

12. Enter the desired information into the Location field. Enter "AH01100".

NOTE: Please use the exact campus location number as shown on your door jam.

13. NOTE: The Ship Cust automatically defaults after entering the Override Chartfields
information.

Click the Override ChartFields link.
| Override ChartFields |

14. NOTE: The chartfield screen may look slightly different based on your user
access.
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PS9FSDPS:s

PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Invegtory b3 FulﬁllStaEkOrders > StockRvequests » Create/Update Stock Request

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | B,

ChartField Overrides

ChartFields Customize | 3]

laccount  |Oper Unit Fund  |Dept Program Class Product m:"s Project L

C Rkl alflal &l @afl al[ al &a[ [«
< T ]

r

oK | Cancel | Refresh |

Dene €5 Local intranet | Protected Mode: Off v H100% -

Step Action

15. Enter the desired information into the Account field. Enter "545700".

If you do not know the Account number you can search for it by clicking the Look up
Account button located to the right of the Account field.

16. Enter the desired information into the Dept field. Enter "2036380".

If you do not know the Dept number you can search for it by clicking the Look up
Account button located to the right of the Dept field.

17. Click the OK button.
0K
18. The Ship Cust information has defaulted into the field.
19. WARNING: THE NAME, LOCATION AND OVERRIDE CHARTFIELDS

INFORMATION MUST BE ENTERED PRIOR TO ENTERING YOUR FIRST
ITEM. IF THIS INFORMATION IS NOT ENTERED BEFORE ITEM
INFORMATION, YOU WILL BE UNABLE TO SAVE THE ORDER.

Page 8
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PS9FSDPS:x

PS9FSWEBDEV1 DPS
Favorites | Main Menu > Invegtory b3 FuIﬁIIStofkordevs > StockRvequests » Create/Update Stock Request

Add to Favorites

Sign out

Mew Window | Help | Customize Page |

=)

Create/Update Stock Request

Stock Request Summary
Unit: BHSCS In Process Mo
Order No: NEXT *Increment Demand Line: OrderLine ~ Partial Orders Can Ship

~ Line Defaults

Name: [NEURO SURGERY - KOCON3

Ship Cust: |Aliied Health Building

Location: [AHD1100 | override Address Allied Health Building

Load ID: [ petal Load Schedule:

Carrier ID: e Schedule Date: [09rt2i2013 [ [256PM

Distrib. Type: lssie @ Ship Via: [ a

Request Kit

Override ChariFields Copy to Existing Demand Lines

Demand Lines
vetail TSI

Ny r——

@[ 1] 1 1| QR | 00000 | [oor2zotfEl  [z56PM [=1
Line Menu: M

Summary Quantity / Date Detail

Shipment Detail Accounting /IUT Detail

Reservation / Backorder Rules Comments Custom

Go To: Manage Loads Stock Requests Report Manager

&) save | [ Notify | 7 Refresh [E4 Add | JE Update/is|

<

. ]

Done

N

€4 Local intranet | Protected Mode: Off

<

G v 0% -

Step Action

20. Click the Look up Item ID button.

If you know the Item ID, you can type directly into the Item ID field.

4]

Page 9
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PS9FSDPSes
PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Invegtory b3 Fulﬁsto_dcorders > StoL‘(Rvequests » Create/Update Stock Request

Look Up

Look Up Item ID

Business Unit: BHSCS
Item ID: beginswith ~ |
Description:  hegins with I;'
Item Group: begins with ~ |

Family: beginswith |

LDUkUpl Clear | Cancel |Basiannkun

Search Results
Only the first 300 results of a possible 1771 can be displayed.

i
600010 SET CYSTO FLOW 204040 URO SUPP
600037 BANDAGE GAUFE KERLIXG-P 4.5 BAMNDAGE
BO0074 DIALYS CATH TENCKOFF PED ACUTE IMPLANT
600116 & MERSILEME 240 WB 18 FS REGSH SUTURE

4 m L3
| €4 Local intranet | Protected Mode: Off a v RI0% v

Step Action

21. Click the button to the right of the Description field.

[

22. Click the contains list item.

23. Enter the desired information into the Description field. Enter "GLOVE".

24, Click the Look Up button.
Look Up

i

25. Click the 602991 link.
02991
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PS9FSWEBDEV1 DPS

Create/Update Stock Request

Favorites | Main Menu > Invegtory b3 FulﬁllStaEkOrders > StockRvequests » Create/Update Stock Request

Training Guide
BRFHS and BRFHM

Home | Workist | AddtoFavorites |  Signout

New Window | Help | Customize Page | B,

Stock Request Summary
Unit: BHSCS

Order No: NEXT *Increment Demand Line: OrderLine ~

Override ChariFields

Partial Orders Can Ship

Name: [NEURO SURGERY - KOCON3
Ship Cust: |Aliied Health Building
Location: [AHD1100 |4 override Address Allied Health Building
Load ID: [ A petal Load Schedule:
Carrier ID: e Schedule Date: [09rt2i2013 [ [256PM
Distrib. Type: lssie @ Ship Via: [ a
Request Kit

In Process

Copy to Existing Demand Lines

Demand Llnes
Detail Slans

Customize | Find | View 41| B0 | 3

FLine  |Schedule  [Demand [item ID Schedule Date | Schedule Time
Reqnesled

Flrl!I \uf\uLaEl

1 [602991 QR [

0.0000] WQ [oar2i2012  [2:56PM

Line Menu: M

sSummary Quantity / Date Detail

Shipment Detail Accounting /1UT Detail

[ save | [=] Notify | L Refresh [E Add | . Update/Dis|
) . ] r
€5 Local intranet | Protected Mode: Off 3 v H100% -
Step Action
26. Enter the desired information into the Qty Requested field. Enter "1".
NOTE: It is highly recommended that you delete all the zeroes in the field before
entering the quantity. The system will automatically populate the zeroes when you
navigate away from the field.
217. NOTE: The UOM (Unit of Measure) defaults onto the page based upon the item
selected; in its standard stocking size.
For example, UOM could be:
EA - Each CS - Case
BX - Box RL - Roll
NOTE: Please assure that you are selecting the correct ‘QUANTITY' desired for
the ‘UOM’ (Unit of Measure) selected.
28. If there is another item to enter click on the (+) button or press ALT +7 on the
keyboard.
Click the Add multiple new rows at row 1 (Alt+7) button.
29. A dialogue box will display asking how many rows you which to add. The row

number defaults to 1.

You may add as many rows as you need. However, blank rows cannot be saved and
must be deleted in order to save the Stock Request.
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Serpt Frompt:
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Sign out

eate/Update Stock Request
Enter number of rows to add:
T New Window | Help | Customize Page | B,
Unit: BHSCS In Process No
Order Ho: NEXT “Increment Demand Line: OrderLine ~ Partial Orders Can Ship
~ Line Defaults
Name: ‘NEURU SURGERY - KOCON3
Ship Cust: |Allied Health Building
Location: AHO1100 Q. Override Address Allied Health Building
Load ID: QU Detail Load Schedule:
Carrier ID: Q Schedule Date: 09/12/2013 [ [256PM
Distrib. Type: ISSUE Q Ship Via: Q
Request Kit
Override ChariFields Copy to Existing Demand Lines
Demand Lines
EERTT
[Line Schedule  [Demand Schedule Date  |Schedule
1 1 1602991 Qg | 1 [Bx @ [oorzizotEl [z56PM
Line Menu: M
Summary Quantity / Date Detail
Shipment Detail Accounting /1UT Detail
Reservation / Backorder Rules Comments Custom
GoTo: Manage Loads Stock Requests Report Manager
[ Save | [Z] Notify | L Refresh B Add Update/Dis|
4 [0 ] +
javascript:submitAction_win0{document.wind,' DEMAND_TLVWSnewm$0$50°); €& Local intranet | Protected Mode: OFf fa v H100% v

Step Action

30. Click the OK button.

OK

Page 12
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites ~ Main Menu > Inventory > Fulfill Stock Orders > Stock Requests > Create/Update Stock Request

Home | Workist | AddtoFavorites |

Create/Update Stock Request

Sign out

New Window | Help | Customize Page | B~

Stock Request Summary
Unit: BHSCS In Process No
Order No: NEXT “Increment Demand Line: OrderLine ~ (V] Partial Orders Can Ship

Name: ‘NEURD SURGERY - KOCON3

Ship Cust: |Alied Health Building

Location: ’WO\ Override Address Allied Health Building

Load ID: [ petail Load Schedule:

Carrier ID: Q ‘Schedule Date: 09/12/2013 [ |2:56PM

Distrib. Type: lssiE @ Ship Via: &

Request Kit
Override CharFields Copy to Existing Demand Lines

Demand Lines Customize | Find | View A\l@\ First Kl 1.3 012 Last

EESR-T =
|7 [*Line Schedule  |Demand [item ID Req“e“ - Schedule Date |Schedule Time

@ 1] 1 1602991 Qs | 1.0000 WO\ [o9rz2r20125  [2:56PM =]

o Al 1 1 Qs | o000 | G losMarzotfE  2sePM B
Line Menu: T

summary Quantity / Date Detail

Shipment Detail Accounting /IUT Detail

Reservation / Backorder Rules Comments Custom

Go To: Manage Loads Stock Requests Report Manager

< I ] r

n

& save | (=] Notify | 7 Refresh EkAdd| Fupdate) |
v

€ Local intranet | Protected Mode: Off i v ®10% <

Step

Action

31.

have been entered.

For training purposes only, click the Delete row 2 button.

[=]

Enter the information for each additional item using the same steps until all items

32.

A warning message displays for you to confirm the delete.

Click the OK button.
ok |

33.

items added after saving the Stock Request will not filled.

Click the Save button.
El save

NOTE: All items must be entered before saving the Stock Request. Any additional

34.

The Order No. displays after saving.

retained by Dept for any returns or credits.

NOTE: A Shipping Document will be received with each order and must be

35.

Click the Printer button.
=

Page 13
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Step

Action

36.

Click the Report Manager link.

NOTE: The Report Manager link is located at the bottom of the page below
Schedule Date box.

| Report Manager |

PS9FSDPS:s
PS9FSWEBDEV1 DPS Home | Workist | AddtoFavortes |  Sign out

Favorites - Main Menu > Invegtury > Fulfill Stu':k Orders » Stock Rveuuests » Create/Update Stock Reguest
New Window | Help | Customize Page | B =
Administration List Explorer Archives
View Reports For
User ID: OCONN Type: N v | Last - 1 Days -
Status: ~ Folder: ~ Instance: to:
Report List Customize | Find | View 21| B0 B8 First B0 119 or 10 B Lost
Report |Pres e Requ -
Select 0 Instance |ResCrintion Dotellime | Eormat Status  Details
HTML
8195895 10077239 IN Material Issue Document ERIIZZOES Documents |N/A
1:38:01PM
(*him)
09/12/2013
8195994 10077238 INXG501 - INXG501.ntm 105:28PM (None) Posted Details
HTML 3
8195992 10077237 | Material Issue Document 0sn2c013 Documents Posted Details
1.05:26PM
(*him)
09i12/2013
8195984 10077229 INXG501 - INX6501.htm 10:25:47AM (None) Posted Details
HTML
8195982 10077228 |N Material Issue Document GO Documents Posted  Details
10:26:40AM
(=htm)
09i12/2013
8195969 10077215 |NX6501 - INXG501 htm 9-24-04A0 (None) Posted Details
09M12/2013
8195968 10077213 INXG501 - INXG501.him 9-33:48AM (None) Posted Details
HTML
8195966 10077214 |N Material Issue Document 0911212013 Documents Posted Details
9:33:47AM
(*.htm) L4
HTML
8195964 10077212 N Material Issue Document EouZ0ss Documents Posted  Details
9:33:30AM
*htm)
09i12/2013
8195963 10077211 INXG501 - INXG501_htm 9-33.38AM (None) Posted Details
HTML
8195861 10077210 IN Material Issue Document 2an2e013 Documents Posted Details
9:33:28AM
*him)
a = = i ) v
Dene €& Local intranet | Protected Mode: Off v H10% -

37.

NOTE: In order to view the Stock Request, IN Material Issue Document, seen in
the Description column, must be a blue link.

Click the Refresh button until the Status = Posted. Please wait 10 - 15 seconds
between clicks.

|| Refresh

38.

Click the IN Material Issue Document link.
I Material Issue Document

Page 14
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i Favorites | 3 ] Suggested Sites + g Oracle PeopleSoft Enterpr...

| @ Crystal Report Viewer | | Mo = @Ehgav Safety = Took~ (@~
ReportiD. mCesaT Fags o
. MATERIAL ISSUE TRANSACTION DOCUMENT Run Dats: 91|
ORACLE
Busness Unit: BHSCS Demana Source: IN ‘Source BU: BHSCS Oraer Number: 'CRTO000004
Ordsr Line ‘Schedule Line ItemiD Description ity Requested Requsst Dats ‘Scheduls Dale
1.00 100 600385 ‘GLOVE SURG LAT PF HYPOAL T 10.0000 PR 9122013 122013

m

< [ | +

Done €& Locsl intranet | Protected Mode: Off v H10% v

B e e

Step Action

39. %:k the button to the right of the Printer field.

40. Click the Print... menu.
= Print... Ctrl+P

41. Make any appropriate changes in order to print your document. You would then
click the Print button to print out a paper copy of the Material Issue Transaction
Document.

For training purposes only, click the Cancel button.

Page 15
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i Favorites | 3 ] Suggested Sites + &) Oracle PeopleSoft Enterpr...
| @ Crystel Report Viewer | | & - v [ g v Pagew Safety= Tools~ (@~
Teport D NCEsT Fageio:
. MATERIAL ISSUE TRANSACTION DOCUMENT Run Dats: 91|
ORACLE
Busness Unit: BHSCS Demang Source: IN ‘Source BU: BHSCS ‘Oraer Number: 'CRTO000004
Ordsr Ling ‘Scheduls Ling Hem 1D Desscription Gty Requssted. Request Date ‘Scheduss Dats
1.00 100 600385 ‘GLOVE SURG LAT PF HYPOAL T 10.0000 PR 9122013 122013 =
< L ] +
Done €& Locsl intranet | Protected Mode: Off v B00% v

?": O JE@ g m E ' o203 i

" |

Step Action

42, Click the Close button.
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PS9FSDPS:s
PSOFSWEBDEV1  oPs Add fo Favorites | Sign out
Favorites ~ Main Menu > Inventory > Fulfill Stock Orders > Stock Requests > Create/Update Stock Request
New Window | Help | Customize Page | B~
Administration List Explorer Archives
View Reporis F
Type: ~ Last - 1 Days - Refresh
Folder: ~ Instance: ‘ to:|
First B0 442 ot 42 B Lost
Format Status Details
8195997 10077240 IXE501 - xes0thim 92122012 (one)  Posted  Detalls
1:38:15PM
2120- HTML
8195995 10077239 |M Material Issue Document 29;; 01 p;da Documents Posted  Details
(*.htm) E
091212013 "
8195994 10077238 |NXG501 - INXE501.htm 1-05-23PM (None} Posted  Details
HTML
8195992 10077237 |N Material Issue Document :]g[]';ggng Documents Posted Details
(.htm)
0911212013 "
8105984 10077229 |NX6501 - INXG501 htm 10-26-47AM (Mone) Posted  Details
HTML
§195932 10077228 N MaterialIssue Document e 2ony  Documents Posted  Details
) (*.ntm)
0911212013 .
8195969 10077215 |NX6501 - INXG501 him 934 (None) Posted Details
09/12/2013 "
8195968 10077213 INXE501 - INXG501.htm 9334340 (None) Posted  Details N
2120- HTML
8195966 10077214 |N Material Issue Document gg:g 47}\:113 Documents Posted  Details
(*.htm)
HTML
8195864 10077212 N Material Issue Document Lel B Documenis Posted Details
9:33:30AM
(* htm)
09/M12/2013
8195963 10077211 INX6501 - INXG501 him 9:33:33AM (None) Posted  Details
HTML
CANENRA AANTTHAN 1M Matnrin lecin Namumant 09122013 o Dnctnd  Mininile e
« n | of
[ €& Locsl intranet | Protected Mode: Off i v ®10% <

Step

Action

43.

Click the Home link.
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L) Desktop onlin
/= Employee-facing registry content - Windows Internet Explorer =12 =]
@T\;} @ [ ] hitps:  jpsSfsdps Isubsc. edujpsp/ fdps/[EMPLOYEE [ERP 2 ab=DEFALLT =4 \E\ |§\ |z| [P g |2 |-
File Edit View Favorites Tools Help
< Faverites (@ Employes-fadng regisiry content fi v B v ) e - Pager Safetyr Toos~ @+ 7
PS9FSDPS:s
PSOFSWEBDEV1  DPS Add to Favortes | Sign out
Favorites  Main Menu
Personalize Content | Layout Help
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Step Action

44, Please use the following steps to exit out of PeopleSoft and Citrix.

Click the Sign out link.
Sign out

45, Click the Close button.

46. Click the Start button.

|r_,‘.513rt

47. Click the Log off button.
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Step Action

48. Click the object.

Log Off =

49, This completes Enter a Stock Request.
End of Procedure.
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