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Managing Requisitions 9.1 BRFHS and BRFHM

Welcome to the PeopleSoft 9.1 Managing Requisitions module! This module contains the tools
needed to learn many of the concepts and procedures involved in Requisitioning items.

Goal
To have the skills and knowledge necessary to create a Requisition and perform the objectives
listed below.

Participant
Objectives
At the end of this module you will be able to.....

1. Enter a Requisition.

2. Add comments to a Requisition.

3. View an existing Requisition.

4. Print a Requisition.

5. Copy a Requisition from an existing Requisition.
6. Inquire on a Requisition.

NOTE: The functions in this manual must be performed in the PeopleSoft Production
Database. Any data entered into a non-production database will be lost.
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Requisition Basics

Use the Look up Feature

Procedure

In this topic you will learn how to Use the Look up Feature.

PS9FSDPS:s

PSSFSWEBDEV1 DPS

Personalize Content | Layout Help

] »
®100% -

Step Action
1. Click the Main Menu button.
i e
2. Click the Purchasing menu.
IF‘L.IFChEISiI‘Ig ¥ |
3. Click the Requisitions menu.
|Requi5'rtinn5 L4 |
4, Click the Add/Update Requisitions menu.
|An:|n:|le|:u:|3te Requisitions |
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | B,

Requisitions

Find an Existing Value Add a New Value

Business Unﬂ.i:Q
Requisition ID: [NEXT

Add

Find an Existing Value | Add a New Value

n ] 3
F100% v

Step Action

5. Enter the desired information into the Business Unit field. Enter "BRFHS".

6. Click the Add button.
Add
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PS9FSDPS:s

PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B
Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: NEXT Budget Status: Not Chikd 53

*Requester: KOCON3 Q@ o'Connor, Karen Reauisition Defaults
Add C
| isiti . 09/19/2013 R ter Info
Requisition Date: & Reguisition Activities
Origin: ONL @ On-Line Entry Amount Summary
» . USD US Dollar
‘Currency Code: Total Amount: 0.00 USD
Accounting Date: 09/19/2013
Add tems From
Purchasing Kit Catalog
Item Search Requester ltems

Lme

Customize | Find | View 41| B0 B First
Details | ShipToMueDate | Status | Vendorinformation | eminformation | Atributes T Contract | Sourcing Controls

Men:handlse
Description ranantm oM |Category Price Amount Status

B & ooono ’7Q [ aQ | 0.00 Approved O
View Printable Version *Go to: -.More... hd
& save | [E] Wotify | 7 Refresh B Add
< I r
javascript:h/Action_win0(document.wind, REQ_PNLS WRK_COPY_FROM _PB, 0,0, ‘Copy From|, false, trug); H10% -

Step Action
7. Click the Hold From Further Processing option.
8. Click the Requisition Defaults link.
| Requisition Defaults |
9. The Look up feature is depicted in the database as a magnifying glass. Anytime you
see a magnifying glass next to a field, you have look up capability.
The Look Up feature allows you to search for all valid values in the database for a
specific field. It can also be used to narrow the scope of your search when a large
number of values are returned.
10.

In this example you will search for an appropriate value for the Vendor field. The
10-digit Vendor ID number is the value needed for the VVendor field rather than the
vendor name. You will use Office Depot as your vendor. You will locate and select
Office Depot utilizing the Look up feature. Once selected, the system will default
the Vendor ID number into the Vendor field, thus completing the Look up process.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition Defaults

Business Unit: BRFHS Requisition Date: 09/19/2013
Requisition 1D: NEXT Status: Approved
) Default Ifyou selectthis option, the defaultvalues entered on this page are treated as part of the defaulting logic and are

only applied if no other default values are found for each field. If default values already exist in the hierarchy, they
are used, and the values on this page are not used.

@ 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.

Buyer: ’70\ Unit of Measure: liq 3
Vendor: ’—@ Vendor Location: ’—Q

Category: Q Vendor Lookup

schedwle __________________________________________________________|

Ship To: ’— Q “Distribute By: Quantity -

Due Date: ’—@

Ultimate Use Code: liq

Attention To: [ One Time Address

SpeedChart; Q

[ Details TIASsstintormation ) [T =) i

Dist Percent GL Unit |Account Location IN Unit ’7 Program  [Class Budget Date  |Project uni “H"!‘

L lrrra [ @ liq Bees o [ o [ e el @ omeees | & | @
Cl \ 3
Step Action
11. Click the Look up Vendor button.
12. The system will automatically display some field values on the Look up page. Only

300 results can be displayed at a time. If there are more than 300 results returned,
you must use the search fields provided to help narrow the scope of your search.

A message will display above the returned results if more than 300 options are
available. In this example there are a total of 2736 vendors from which to choose.

13. The number of results retrieved can be reduced by entering all or part of either the
Vendor ID or Short Vendor Name into the search fields provided. Most users will
utilize the Short Vendor Name option as their search parameter.

There are three operators that can be used to help narrow your search results. They
are:

* begins with,
* contains, and
« the wildcard (% sign).

14. begins with

The system defaults the "beings with" operand for all search fields. In this example
you will search for Office Depot using the Short Vendor Name field and the "begins
with" operand.
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PS9FSDPS:es
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Look Up Vendor

SetlD: BRFHH
Vendor ID: begins with + |

Short Vendor Name: begins with ~ I I

LookUpl Clear | Cancel |Bas\cLookuu

Search Results
Only the first 300 results of a possible 2736 can be displayed.

D (Short Vendor HName |Vendor Name 1

0000000159 MILLIPORE-001 MILLIPORE CORPORATION
0000000254 INTERMATIO-021 INTERMATIONAL TECHNIDYNE CORP
0000000267 UNITED CREDIT UNITED CREDIT SYSTEMS INC
0000000285 ARTEL INC ARTEL INC

< m

| ®100% ~
Step Action
15. Enter the desired information into the Short Vendor Name field. Enter "OFFICE".
16. Click the Look Up button.
Look Lip
17. The system has only returned vendor names that begin with the word Office thus
reducing the list of options from 2736 to 6.
18. Click the Clear button.
Clear
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PS9FSDPS:s
PS9FSWEBDEV1 DPS Home | Workist | AddioFavortes | Signout
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Look Up Vendor

SetiD: BRFHH
Vendor ID: begins with + |
Short Vendor Name: begins with u

LookUpl Clear | Cancel |Ea_;mm“kup

m

Step Action

19. contains

The second search option is "contains”. The "contains” operand can be selected by
clicking the drop-down arrow to the right of the Short Vendor Name field.

Click the button to the right of the Short Vendor Name field.

20. Click the contains list item.
21. Enter the desired information into the Short Vendor Name field. Enter "OFFICE".
22. Click the Look Up button.
Look Up
23. The system has returned vendor names that contain the word Office. Using the

"contains™ operand reduced the original search results from 2736 to 8.

Use the vertical scroll to view additional results.

24, Click the Clear button.
25. The Wildcard

The third search option is the "wildcard". The "% sign is used as a "wildcard" in
the system, taking the place of letters, words, numbers, etc.
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Step Action

26. Where the % sign is placed will determine the type and number of results retrieved.
For example:

« office% — all vendor names beginning with the word office will be returned. This
option will return the same number of results as using the "begins with" operand.

* %o0ffice% - all vendor names containing the word office will be returned. This
option will return the same number of results as using the "contains™ operand.

27. Enter the desired information into the Short Vendor Name field. Enter
"OFFICE%".
28. Click the Look Up button.
Look Up
29. The system has returned vendor names that begin with the word Office. Using the

"wildcard" option has reduced the original search results from 2736 to 6.

30. Each line contains a series for links for the specified vendor. Links are generally
underlined and blue in color. You can click any link on the desired vendor's line and
the system will default the needed information onto the Requisitions Defaults page.

31. In this example, you will click the Vendor ID link to select the Office Depot option.
Click the 0000002440 link.
0000002440

32. The system defaults the desired Vendor ID into the Vendor field.

33. This completes Using the Look up Feature.

End of Procedure.
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Create/Find a Run Control ID

Procedure
In this topic you will learn how to Create/Find a Run Control ID.
NOTE: All reports and processes are run using a “Run Control ID”. You will need to create an

ID the FIRST time you run a report or process. All subsequent times you will use “Search” to
find your ID. You can create more than one ID.

PS9FSDPS:s

PS9FSWERD DPS

Personalize Content | Layout Help

] »
H100% ~

Step Action

1. Print Requisition will be used to demonstrate how to create/find a run control ID.
Click the Main Menu button.
Main‘r:denu

2. Click the Purchasing menu entry.
| Purchasing r |

3. Click the Requisitions menu entry.
|Requi5'rtinn5 >|

4, Click the Reports menu entry.
|Rep|:|rt5 P|
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PS9FSDPS:x 0
PS9FSWEBDEV1 DPS Home Worklist Add to Favorites Sign out
Favorites | Main Menu
Personalize S2areh Menu: @ Help
3 Accounts Payable 4
3 Alocations L4
3 Background Processes 4
3 Banking 3
3 Cash Management 4
3 Commitment Control 4
(3 Cost Accounting 4
(3 Customer Contracts » 3 Recondile Requisitions 4
(3 Enterprise Components 3 1 Reports -
3 General Ledger N 3 Review Requisition Inform DEf
3 Tventory v [5] Add/update Requisitions B )
o ems , | Approval Workflow | Req and PO Budgetary Activity
1 LSU Processes , ] Approve Amounts [=] Requisition Template
7 peopleTook R (=] Approve ChartFields
3 Procurement Contracts 4 D Budget Check
e [£] Entry Event Eeuuest
3 Reporting Tools {3 Analyze Procurement % ;03‘1 Requisttions
3 GPO Contracts urge Load Requests
(3 set Up Fnancias/Supply | 3 Purchase Orders [5] Requester's Workbench
3 vendors 2 Receipts [ stege For Loading
& worklst [ Request for Quotes |5] Update Direct Shipments
[5] My Personalizations £ Requisitions
(3 Retum To Vendor 4
3 Vendor Rebates »
< m ] v
H100% -

Step Action

5. Click the Print Requisition menu.
|F‘rint RequLs'rtinn"
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PS9FSDPS:s
PS9FSWEBDEV1 DPS
Favo'rtes Mainivlenu > Purcrlasing > Requgtions > Repvarts > Print Requisition

Home | Workist | AddtoFavorites | Signout

New Window | Help | B,

Requisition Print

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

[ Find an Existing Value 1 Add a New Value

Limit the number of results to (up to 300) 300

Run Control ID: begins with ~ \

[Clcase Sensitive

Search | Clear |Ela5i:Search B Save Search Criteria

Find an Existing Value \ Add a New Value

®100% -

Step Action

6. The first time you use Requisition Print, you will need to create a Run Control ID in
order to access the Process Scheduler.

The system defaults you into the Find an Existing Value tab. Click on the Add a
New Value tab or hyperlink to create a run control id.

NOTE: On all subsequent prints, you will use the Find an Existing Value tab to
search for existing run control ids.

7. Click the Add a New Value tab.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favnvntes MalnvMenu » Purchasing > Requisitions > Reports > Print Requisition

Home | Workist | AddtoFavorites | Signout

New Window | Help | /&,

Requisition Print

Find an Existing Value Add a New Value

| Run Control ID: | |

Add

Find an Existing Value | Add a New Value

H10% +

Step

Action

Run Control ID

A Run Control ID is used as a means to access the Process Scheduler. You may save
parameters related to a particular process or report to a Run Control 1D to minimize
data entry when running recurring processes and/or reports.

A Run Control ID is:

1. Specific to the end-user's Operator (User) ID;

2. Can be entered in upper case, lower case, or mixed case;

3. Can be up to 30 characters long;

4. Characters can be either number or letters, but cannot include any special
characters (e.g. $, &, #);

5. Cannot contain blank spaces; and

6. Must be one continuous string of characters or words must be linked by an
underscore.

Examples of Run Control IDs that meet the requirements:
1. print_req can be used since an underscore links the two words together; or

2. printrequisition can be used because it is one string of characters.

Page 14
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Step Action

10. Examples of Run Control IDs that do not meet the requirements:

1. print req because there is a blank space between the two words; or

2. print_requisition's because a special character is used. In this example an
apostrophe is used.

11. A Run Control ID must be created to run many reports in PeopleSoft. If a run
control is created that is unique to a specific report, it can be used to run the
specified report in the future. The advantage to this method is that all Print
Requisition page parameters are saved with the run control. When running future
reports, a user would only have to change the Requisition ID instead of entering all
report parameters again. If you create one run control to use for all reports, then you
will need to change all report parameters each time a report is run.

12. Enter the desired information into the Run Control ID field. Enter "print_req".

Page 15
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PS9FSDPS:s
PS9FSWEBDEV1 DPS
Favo'rtes Mainyenu > Purcrlasing > Requgtions > Repvarts > Print Requisition

Home | Workist | AddtoFavorites | Signout

Mew Window | Help | 18,

Requisition Print

Eind an Existing Value Add a New Value

Run Control 1D: ‘primﬁrerﬂ

Add

Find an Existing Value | Add a New Value

H100% -

Step Action

13. Click the Add button.
Add
14. The parameters you enter on the Print Requisition page will be saved to the specified

run control id. When running the report in the future, the user will only change the
Requisition ID; all other fields will remain as defaulted. You must save your
parameters in order for your parameters to default in the future.

See the Uncheck Hold and Print Requisition topic for instructions on print your
report.
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PS9FSTRN:s
PS9FSWEBDEV12 RcB Home | Worklist | AddtoFavorites | Signout
Favo_rﬂ:es MainvMenu > Purch_asing > Requ@:ions > Rep_arts > Print Requisition
New Window | Help | Customize Page | =l
Print Requisition
Run Control ID: print_req Report llanager Process Monitor __RY0 ‘
Language: English ~ @ Specified ) Recipient's
Business Unit: :P Statuses to Include
Requisition ID: lioj [] Approved Select All
From Date: lEx] EEZ"MC::;
Through Date: ] [ Open
Requester: [ @, [ Pending
Ejsave| [ErReturn to Saarch‘ 3Nnufy‘ ﬂ
€4 Local intranet | Protected Mode: OFf fh v W100% v

Step Action

15. If your Business Unit does not default into the Business Unit field, it must be
entered or selected using Lookup Business Unit.

Enter the desired information into the Business Unit field. Enter "BRFHS".

16. Enter the desired information into the Requisition ID field. Enter "0000041".

17. NOTE: Do not enter From Date, Through Date or Requester. If this information
is entered incorrectly, it may prevent the requisition from printing. Since
requisitions must be requested and printed ONE AT A TIME, entering the
requisition id will be sufficient to identify the requisition.

18. Statuses to Include

If you select the wrong status it will prevent the requisition from printing. If an
individual option is selected, it will prevent you from being able to print the

requisition. By clicking the Select All button, you will be able to print the requisition
in any status.

Click the Select All button.
Select All
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Step Action

19. Statuses to Include (continued)

As previously stated, if you select the wrong status it will prevent the requisition
from printing. In this case using the default Not On Hold rather than On Hold AND
Not On Hold. If the requisition is on hold, meaning the Hold From Further
Processing checkbox is checked on the Maintain Requisition page, the requisition
would not print using the defaulted NOT On Hold option. By selecting On Hold
AND Not On Hold, you will be able to print the requisition regardless of whether
the Hold From Further Processing box is checked or unchecked.

20. Click the button to the right of the Pending field.

21. Click the On Hold AND Not On Hold list item.
|On Hold AND Mot On Hold |

22. Click the Save button.

NOTE: You must save your parameters in order for your parameters to default in
the future.

EEQ
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Print Requisition

Run Control ID: print_req

Language:  English

Report Manager Process Monitor

Run

Report Request Parameters

Business Unit: BRFHS Q Statuses to Include
Requisition ID: 0000041 Q Approved Select All
v
From Date: E1 Eomert
Completed
Through Date: Open
Requester: [ Q Pending
On Hold AND Not On Hald -
=] Savel SlReturn to Saarchl [=] notify | ExAdd | UpdateDispla

New Window | Help | Customize Page | &,

PS9FSDPSes:
PSIFSWEBDEV1  DPs Home | Workist | AddtoFavorites |  Signout

Favo'rtes Mainivlenu > Purcrlasing > Requgtions > Repvarts > | Print Requisition

H100% -

Step

Action

23.

|Print Requisition

For training purposes only, click the Print Requisition link.

After saving your parameters, you would click the Run button to begin the print
process. You must access the Report Manager to view and print your report.

See the Uncheck Hold from Further Processing and Print a Requisition topic for
instructions on how to print your requisition.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favlyltes MEIHvMEﬂIJ » Purchasing > Reguistions > Reports » Print Reguisition

Requisition Print

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value Add a New Value

Limit the number of results 1o (up to 300): 300

Run Control ID: begins with ~ |

[Ccase sensitive

I Search I Clear |Eas|E’Sean:h [El Save Search Criteria

Find an Existing Value | Add a New Value

Home | Workist | AddtoFavorites | Signout

New Window | Help | B,

H10% +

Step

Action

24,

recent print request.

Click the Search button.
Search

You can select the Find an Existing Value tab to search for an existing Run Control
ID. Once selected, the Print Requisition page displays the information from the most
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favnvntes MalnvMenu » Purchasing > Reguistions > Reports » Print Requisition

Home | Workist | AddtoFavorites | Signout

New Window | Help | B,
Requisition Print
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Limit the number of results 1o (up to 300): 300

Run Control ID: begins with ~ |print_req

[Ccase sensitive

Search | Clear |Eas|E’Sean:h [El Save Search Criteria

Search Results
Vi Il First [ 1of1 | Last

orint_req

Find an Existing Value \ Add a New Value

H10% -

Step Action

25. Select a run control id by clicking the desired run control id link from the Search
Results list.

NOTE: If you did not save your run control parameters, the run control id was
not saved and the run control will not display in your search results.

Click the print_req link.

26. The Print Requisition page displays previously selected parameters.

217. This completes Create/Find a Run Control ID.
End of Procedure.
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Requisitions

What is a Requisition?

A requisition is a request for items to be ordered from a vendor. Once the requisition is entered
into the PeopleSoft system, the requisition must pass the Budget Check process. In order to
source the requisitions to a Purchase Order (PO), the requisition must have a budget status of
valid. The budget check process changes the budget status from No Checked to Valid.

Contacts for Assistance
The following will be your contacts for entering and managing requisitions:

» For technical assistance with PeopleSoft (e.g. problems accessing PeopleSoft, assistance with
changing password, etc.), contact the Help Desk as follows:

Long Distance: 1-800-303-3290;
Local Calls: 1-504-568-HELP (4357); or
Email: helpdesk@Isuhsc.edu.

» For functional assistance with PeopleSoft (e.g. questions about entering requisitions, items
being ordered, the bid process or other purchasing procedures), contact your Buyer.
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Enter a Requisition
Procedure

In this topic you will learn how to Enter a Requisition.
NOTE: The Buyer names, chartstrings and other values being shown in the exercises in this

manual are only used for demonstration purposes. When working in Production, you must
enter your own chartstrings and information.

Step Action

1. Three (3) Steps to Entering a Requisition
There are three steps to entering a requisition:

Step 1: Enter Defaults (Requisition Defaults page)

Users must enter the Defaults (i.e. the chartstring(s) to which the item(s) is being
charged) in the Requisition Defaults page first in order to properly save the
requisition.

Step 2: Enter Item (Requisition page)
Enter the Item(s) to be ordered in the Requisition page;

Step 3: Adjust ChartString (Schedule page)
If necessary, users will adjust the Distribution of Funds (i.e. the ChartString(s) the
item(s) is being charged to) on the Distribution page located in the Schedule page.

NOTE: Changing the order of these steps may cause save errors which will result
in the re-entering of the requisition by the Requester.
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PS9FSDPS:s

PS9FSWEBDEV1 DPS

Personalize Content | Layout Help

Done €4 Local intranet | Protected Mode: Off f5 v H10% ~

Step Action
2. Click the Main Menu button.
3. Click the Purchasing menu.
| Purchasing *|
4. Click the Requisitions menu.
| Requisitions FI
5. Click the Add/Update Requisitions menu.
IAI:II:I,"Llpl:Iate Requi5'rtinn5|
6. Requisition ID

The Requisition ID should default as NEXT. This allows the system to auto-assign
the requisition number. Once the requisition is entered and saved, the system will
generate the next Requisition ID (number) assigned to the Business Unit. The
Requisition ID is not the Purchase Order (PO) number. A separate PO number will
be assigned by Purchasing once the PO is generated.

NOTE: Blanket Orders or Standing Orders will be entered in PeopleSoft one time
to cover the entire year and thereafter, the Purchase Order number will be used to
place additional orders for the year. See your buyer or Purchasing for more
information about Blanket Orders or Standing Orders.
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Step Action

7. BRFHS Confirming Purchase Orders

Enter the assigned requisition number in the Requisition ID field when creating a
requisition assigned to a Confirming Purchase Order.

PS9FSDPSss
PSSFSWEBDEV1 DPS
Favo'rites Main'Manu > Purchasing > Requisitions > Add/Update Requistions

Home | Workist | AddtoFavorites | Signout

New Windaw | Help | &

Requisitions

Eind an Existing Value Add a New Value

Business Unit:
Requisition ID: NEXT

Add

Find an Existing Value | Add a New Value

o I J »
Done €& Local intranet | Protected Mode: Off i v ®10% <

Step Action

8. Click the Look up Business Unit button.
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PS9FSDPSes

PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Purch_w'ng > Requgih‘oﬂs » Add/Update Requisitions

Look Up

Look Up Business Unit

Business Unit: hegins with
Description: beginswith

LnukUpl Clear | Cancel |BagicLanun

Search Results

s Unit [Description
BRF Hospital Monrge
BRF Hospital Shreveport
BRF Shrewepor TravelDirect P

r
|D0n= € Local intranet | Protected Mode: Off v B10% v

Step Action

9. Click the BRFHS link.
[BREHE]
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites  Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | B

Requisitions

Find an Existing Value Add a New Value

Business Unit: BRFHS
Requisition ID: NEXT

Add

Find an Existing Value | Add a New Value

< T ] »
Done €& Locsl intranet | Protected Mode: Off i v ®10% <

Step Action

10. Click the Add button.

NOTE: To access and view an existing requisition, click the Find an Existing
Value tab. See the ""View a Requisition in the Activity Log topic for instruction on
how to find an existing requisition in the PeopleSoft system.

Add

11. Status
The Status should default as Approved.

Budget Status

The Budget Status field indicates whether the Budget Check process has been run.
The Budget Check process must be run prior to Purchasing sourcing (i.e. generating)
the Requisition to a Purchase Order or RFQ - Request for Quote (for bid). The
Budget Status should default as Not Chk'd.
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PS9FSDPS:s
PS9FSWEBDEV1 DPS
Favorites | Main Menu > Purch_asing > Requgkions » Add/Update Requisitions

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | B,

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition 1D: NEXT Budget Status: Not Chik'd ﬁﬁ
Requisition Name: ‘ Copy From [ Hold From Further Processing
*Requester: KOCON3 Q, ¢'Connor, Karen  Requisition Defaults

“Requisition Date: 0911772013 5Req Info Add C

Requisition Activities

Origin: ONL ,On-Line Entry Amount Summary
*Currency Code: UsSD US Dollar

Total Amount: 0.00 USD

Accounting Date: 09/17/2013 e}
Add ltems From

Purchasing Kit Catalog
ltem Search Reguester tems

Line Customize | Find | View 21| B0 B First

Details | ShipToMueDate [ Stetus | Vendorinformation | eminformation | Atwibutes | Contract ] Sourcing Controls

Merchandlse
Description r Quantity FUOM  |Category Price Aot Status

= = & 00000 [Te | Q| 0 0.00 Approved (9=
View Printable Version *Go to: -.More... -
& save | S oty | s Refresh B At
] 0 ] v
Dene €5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

12. Click the Hold From Further Processing option to ensure that all
additions/changes/deletions are made to the requisition before being sourced into a
PO.

13. Requisition Name

This field can be used to enter a description of the item(s) being purchased or free
text. If the field is not populated upon saving the requisition id will populate to this
field.

14. The Requester (your User I1D) should default into the page. If the Requester does not
default, contact the Purchasing department so that the appropriate defaults can be set
for entering future requisitions.

You may enter the Requester or select it by clicking the Look Up Requester
magnifying glass. If you enter the Requester, it must be entered in ALL CAPITAL
letters.

15. The Requisition Date defaults to the current date and may remain as defaulted.

The Accounting Date also defaults to the current date. However, it may be adjusted
as needed (e.g. when entering a requisition for the next fiscal year).

16. View the links on the Maintain Requisitions page.
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Additional Maintain Requisitions Page Links

Copy From link is used to copy a requisition from an existing requisition. See
the “Copying a Requisition from an Existing Requisition” topic for
instructions on how to use the Copy From link.

Add Comments link is used to add relevant information to the header section
of the requisition, such as specific shipping or delivery instructions.

Requisition Activities link is not used by most end-users. You may enter
notes here, but they will not print on the requisition.

Requester Info link is used to view the requester's full name, phone number,
or fax number.

Document Status link is used to access other documents associated with the
requisitions.

Purchasing Kit, Item Search, Catalog, and Requester Items links are not
used at this time.

View Printable Version link is used to print your requisition.

View Approvals link is used to view the approval process for the requisition.

Step Action

17. The Requisition Defaults link is used to enter default chartstring information.
Click the Requisition Defaults link.
| Eeguisition Defaults |

18. The Requisition Defaults page allows users to enter vendor, shipping, chartstring,

etc. information on one page rather than for each line item. Information entered on
this page will automatically be "defaulted” to each line item, thus minimizing data
entry.

NOTE: Only information that will apply to all lines of the requisition should be
entered on the Requisitions Defaults page.
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Step Action

19. Step 1: Enter Requisition Defaults

You must first enter data into the Requisitions Defaults page for two reasons:

1. In order to properly Save the requisition. If defaults are not entered before
entering item(s) information, the requisition will not save and the requisition will
have to be re-entered by the requester.

2. In order for the chartstring (s) to default to all line items. The chartstring values
can be changed on any line item on the Distribution page. However, by entering the
information on the Requisitions Defaults page, the system will automatically default
the chartstring information to each line item on the requisition.

20. In the Defaults Options section, the Override option is selected as the default and
should remain as is.

21. Certain fields in the requisition are required fields, meaning the requisition cannot
be saved if the field is left blank. Generally these fields have an asterisk next to the
field name. There are a few fields, however, that are viewed as required fields by
BRFHS that may not be designated with an asterisk.

On this page you are required to enter information into the following fields: Buyer,
Vendor, Ship To, Due Date, Account, Department and Location.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites  Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Worklist | Addto Favorites |

New Window | Help | Customize Page | B~

University Health™

Shreveport

Sign out

Requisition Defaults

Business Unit: BRFHS Requisition Date: 09M7/2013
Requisition 1D: NEXT Status: Approved
) Default 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 exist in the hierarchy, they
are used, and the values on this page are not used.

© 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.

Buyer: Unit of Measure: ’70\
Vendor: ’7 Q Vendor Location: ’— Q
Category: Q Vendor Lookup

Schedule

Ship To: & “Distribute By: Quantity -
Due Date: [ E

Ultimate Use Code: ’7Q

Attention To: [ One Time Address

Distribution
SpeedChart: &

Distributions
[ Details THASSetinformation

Dist Percent GL Unit

1

< m J

Step Action

22. If you know the buyer's UserID, you may enter it directly into the field. The UserID

must be typed in ALL CAPS.

up Buyer (magnifying glass) to the right of the Buyer field.

Click the Buyer button.

=

If you do not know the buyer's UserID, you may search for it by clicking the Look
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PS9FSDPSes
PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Purc?lz;ing > Requgkions » Add/Update Requisitions

Look Up

Look Up Buyer

Buyer: begins with ~ |

Name: begins with vI I

LnnkUpl Clear | Cancel |EIas\annkun

Search Results
figio Firat

Buyer. e
e Anderson, Alison
Craig, Alethea
Delatte, Adarn T,
Fussell, Alice R
Hood, Ava
Butler, Amanda Francesca
Malbrough, Amanda R,
Lleal, Angela
T —

nrisin Sl

4 m L3
IDon= €& Local intranet | Protected Mode: Off g v H10% v

Step Action

23. Enter the desired information into the Name field. Enter "Buyer's Last Name".

NOTE: If you enter the full name, the name must be entered in proper PeopleSoft
format (i.e. last name, first name with no space between).

See ""Using the Look Up Feature™ topic for instruction on how to search for
information in the database.

24, Click the Look Up button.

25. A name or list of names will display in the Search Results area.
Click the Delatte, Adam T. link.
|Delatte Adam T |

26. Press the Tab key to move from field to field within PeopleSoft. The Enter key
cannot be used to move from field to field. The Enter key acts as a Save button, so
do not use it when entering requisition information.

217. The Unit of Measure field will be left blank on the Requisition Defaults page. You
will enter the Unit of Measure in the Line Details on the Maintain Requisitions page.

NOTE: Entering the Unit of Measure on the Requisition Defaults page may cause
problems with saving the requisition.
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Step Action
28. A requisition can have only one vendor. Although the Vendor field is not a required

field, the requester must provide information about the vendor to Purchasing. The
Vendor ID is used to designate the Vendor for the requisition. The vendor id is
always a 10-digit number in PeopleSoft. Users can enter the vendor id directly into
the Vendor field or can utilize the Look up Vendor to search for it.

29. If the Vendor ID is unknown, the requester should attempt to locate the vendor in
the database. If the vendor does not appear in the list of vendors in the PS system,
the Vendor field may be left blank. However, vendor information must then be
entered in the Header Comments page and include as much of the following
information as is known: the vendor's name, contact person, street address, city,
state, zip code, telephone number, fax number and Tax ID Number.

NOTE: Entering information in the Header Comments page is shown in the Add,
Change and Delete Comments topic.

PS9FSDPS:s
PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Purch_asing > Requ§tions » Add/Update Requisitions

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | &, +

Maintain Requisitions

Requisition Defaults

Business Unit: BRFHS Requisition Date: 09/17/2013
Requisition 1D: NEXT Status: Approved

Default Options

“) 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

® 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

Buyer: ¢ Q, Delatte, Adam T Unit of Measure: Q E
Vendor: |: | Vendor Location: Q

Category: Q Vendor Lookup

Schedule

Ship To: Q “Distribute By: Quantity -

Due Date: [E

Ultimate Use Code: Q

Attention To: [ One Time Address

SpeedChart: Q

O e W Y N

< i r

€5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

30. For this example, the vendor id is unknown but can be found in the PS Database.

Click the Look up Vendor button.

31. See Using the Look Up Feature topic in the Requisition Basics section for
information on how to use the Look up feature to search for a vendor.
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PS9FSDPSes
PSSFSWEBDEV1 DPS
Favorites  Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Look Up

Look Up Vendor

SetlD: BRFHH

Vendor ID: begins with ~ |

Short Vendor Name: heqins with u

LDDkUpl Clear | Cancel |Basannkuu

Search Results
Only the first 300 results of 3 possible 2736 can he digplayed.

Short Wendor Name |Vendor Name 1

0000000159 MILLIPORE-O01

MILLIPORE CORPORATION

0000000254 [MNTERMATIO-021

Home

INTERMATIONAL TECHMIDYMNE CORP

0000000267 UMITED CREDIT

UNITED CREDIT SYSTEMS INC

0000000285 ARTEL INC
<

ARTEL ING

Training Guide
BRFHS and BRFHM

Worklist | Adc

v

|avascript:ptCommonObj.updateBrompt{document.wind, ZICRow0 )

€& Local intranet | Protected Mode: Off

hv ®10% v

Step Action
32. Click the Short Vendor Name list.
33. Click the contains list item.
34. Enter the desired information into the Short VVendor Name field. Enter "OFFICE".
35. Click the Look Up button.
Loak Up

36. Click the 0000002440 link.

0000002440
37. When the Vendor field contains a value, the Vendor name will default to the right of

the Vendor field. The Vendor Location will also default into the page. The Vendor
Location will remain as defaulted. If the vendor has multiple locations, you must
advise Purchasing as to where to send the Purchase Order by entering the location
address in the Header Comments section.

Entering information in the Header Comments page is shown in the Add, Change
and Delete Comments topic.
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PS9FSDPS:s
PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Purch_asing > Requivstmns » Add/Update Requisitions

Home | Workist | AddtoFavorites |

New Window | Help | Customize Page | B, +

';#E University Health™

Shreveport

Sign out

Maintain Requisitions

Requisition Defaults

Business Unit: BRFHS Requisition Date: 09/17i2013
Requisition ID: NEXT Status: Approved
) 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.

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.

Buyer: [0 |@ Delatte, AdamT. Unit of Measure: A
Vendor: 0000002440 Q Vendor Location: Q
Category: a (o oo

Ship To: [ e “Distribute By: Quantity -
Due Date: [

Ultimate Use Code: ’—Q

Attention To: [ One Time Address

Distribution

SpeedChart: Q

[ Details T/ Essetinformation

Dist Percent (GL Unit

[ Terma [ @[ @fpres [ a & & & owwuzo13

m

&l a

ol i I

r

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

Step

Action

38.

Vendor TIN (Tax Identification Number), etc.

Click the Vendor Lookup link.

that has multiple locations.
Vendor Lookup

Another alternative for finding a vendor in the database is utilizing the Vendor
Lookup link. The Vendor Lookup link allows you to search for a vendor using
detailed criteria such as Name, Short Vendor Name, City, State, Country, Postal,

NOTE: The Vendor Lookup can also be used to locate the address for a vendor
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PS9FSDPS:s
PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Purch_asing > Requivstmns » Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B,

Vendor Search

Search Criteria

Name: I‘ I
Alternate Vndr Name: ‘
city: State: Q
Country: @ Postal:
Class: Q Type: Q
Max Rows: 10 Vendor TIN:

Search [ M B M

search Results 3 customize | Find | View ALLGD | B First B 4 o1 I Last

Sel |VendorID Location \Address Short Vendor Name Name 1 \Withholding Applicable

Vendar Detail Address
oK | Cancel | Refresh
[ ] G
Dene €5 Local intranet | Protected Mode: Off 3o H100% -

Step Action

39. You may do a full or partial search on any field(s) on the Vendor Search page.

Enter the desired information into the Name field. Enter "OFFICE%0".

40. Enter the desired information into the City field. Enter "LA".

41. You may change the number of rows that will be viewed in the Max Row field. In
this example will change the Max Rows from 10 to 50.

Enter the desired information into the Max Rows field. Enter "50".

42. Click the Search button.
Search
43. The first four (4) vendor options display in the Search Results area. There are a total
of 18 options available in this example, so the desired vendor may not appear on the
first page.

Click the View All link.

Views All
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Step

Action

44,

In this example there is more than one Office Depot option. The information
provided in the Search Results area is not sufficient to determine which Office
Depot option to select. You will need to look through the various options to find the
one you desire.

Click the Sel option.

=]

45.

Once an option has been selected, the Vendor Detail and Address options become
links enabling you to view vendor information such as the location address.

Click the Address link.

NOTE: The Vendor Detail link does not provide address information.

Favorites

Address

SetlD:
Country:
Address 1:
Address 2:
Address 3:
City:
Parish:
State:

OK

PS9FSDPS:s

PSSFSWEBDEV1 DPS

Home | Workist | AddtoFavorites | Signout

Main Menu > Purchasing > Requistions > Add/Update Requisitions

New Window | Help | Customize Page | &,

BRFHH  VendorID: 0000002440

USA United States

Cancel

#334
2301 LOUISVILLE AVE

MONROE

QUACHITA Zip Code: 71201
LA Louisiana

Refresh

Done

€ Locsl intranet | Protected Mode: Off

3 v ®10% v
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Step Action

46. The address the selected vendor option displays.

If this is the desired vendor, the address would be entered in the Header Add
Comments section.

Click the OK button.

47. If the selected option is not the correct vendor, simply click the next option in the
list and click the Address link to view information for the next vendor/location.
Repeat these steps until the desired vendor/location is found.

PS9FSDPS:s
PS9FSWEBDEV1 DPS Home | Workist | AddtoFavorites | Signout
Favnntes Main Menu > Pur(haslng > Reuulst\nns > Add]uudate Requisitions
wiweye T T+ rusu L
Class: Q Type: Q T
Max Rows: & Vendor TIN: ’7
Sesich 1o18or1s M E B [
Search Resuits 3 Customize | Find | View 4| B B First Bl 4.1 or10 B Last
,?Vendﬂr D Location |Address  |Short Vendor Hame Hame 1 Withholding Applicable ’7
[T 0000002440 0000000001 1 OFFICE DEPOT OFFICE DEPOT N ‘o F
[F1 0000002440 0000000002 3 OFFICE DEPOT OFFICE DEPOT ]
[C] 0000002440 0000000003 5 OFFICE DEPOT OFFICE DEPOT N
[C1 0000002440 0000000006 9 OFFICE DEPOT OFFICE DEPOT N
0000002440 0000000008 13 OFFICE DEPOT OFFICE DEPOT N
[[] 0000002440 0000000009 15 OFFICE DEPOT OFFICE DEPOT N
[C] 0000002440 0000000012 1 OFFICE DEPOT OFFICE DEPOT N =
[C1 0000002440 0000000013 1 OFFICE DEPOT OFFICE DEPOT N
[T 0000002440 0000000014 1 OFFICE DEPOT OFFICE DEPOT N
[F1 0000002440 011 17 OFFICE DEPOT OFFICE DEPOT N 1
[C] 0000002440 14 1 OFFICE DEPOT OFFICE DEPOT N
[ 0000002895 0000000001 1 OFFICE MACHINE OFFICE MACHINE SERVICE CO INC N
[C] 0000002895 0000000002 1 OFFICE MACHINE OFFICE MACHINE SERVICE CO INC N I
[C1 ooo0002895 0000000003 1 OFFICE MACHINE OFFICE MACHINE SERVICE CO INC N
[T oo00002885 0000000004 1 OFFICE MACHINE OFFICE MACHINE SERVICE CO INC N N
Vendor Detail Address
oK || Cancel I Refresh
< n J * )
Done €& Locsl intranet | Protected Mode: Off Y ov H10% v

Step Action

48. Click the Cancel button.

NOTE: The defaulted location code on the Requisition Defaults page should
never be changed, so the Cancel button will always be selected.

Cancel

49. The Category field will remain blank on the Requisition Defaults page. The
Category code will be entered in the Line Details on the Maintain Requisition page.

NOTE: Entering Category information on the Requisition Defaults page may
cause problems with saving the requisition.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites  Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Add to Favorites

Sign out

New Window | Help | Customize Page | B~
Maintain Requisitions

Requisition Defaults

Business Unit: BRFHS Requisition Date: 09/17/2013
Requisition 1D: NEXT Status: Approved
) Default 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 exist in the hierarchy, they
are used, and the values on this page are not used.

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: [ |@ Delatte, Adam . Unit of Measure: [ & =
Vendor: (0000002440 | @, OFFICE DEPOT Vendor Location: e .

Category: Q Vendor Lookup

Ship To: 2] “Distribute By: Quanity v

Due Date: [

Ultimate Use Code: ’7Q

Attention To: [ One Time Address

SpeedChart: Q

Distributions
[ Details THASSetinformation

Dist

| I [ [ @fpems @ @ @ @f @oemwes | @ Q

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

Step Action

50. The Ship To is the Business Unit location designation where the item(s) will be
delivered.

Click the Ship To button.
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PS9FSDPSes
PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Purdlz;'ng > Requgitions » Add/Update Requisitions

Look Up

Look Up Ship To

SetiD: BRFHS
Ship To Location: begins with + |

Description: beging with + |

LnnkUpl Clear | Cancel |ElaS\CLDUkUD

Search Results

n
BRF Hospital Shreveport CMS
BRF Shrevenod D Warshouse
BRFHS Warehouse
BRFHospital Shrevepart

BRF Hospital Shreveport
BRFHE Accounts Payable

BRF Shreveport OR Hosnital

< [ 3

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

Step Action

51 Click the BRFHS link.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites  Main Menu > Purchasing > Requisitions > Add/Update Requisitions

New Window | Help | Customize Page | B~

Maintain Requisitions

Requisition Defaults

Business Unit: BRFHS Requisition Date: 09/17/2013
Requisition 1D: NEXT Status: Approved
) Default 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 exist in the hierarchy, they
are used, and the values on this page are not used.

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.

Buyer: e Q, Delatte, Adam T. Unit of Measure: Q.
Vendor: 0000002440 @, OFFICE DEPOT Vendor Location: 14 Q

Category: Q Vendor Lookup

1

Schedule

Ship To: [BRFHS @ BRF Hospital Shreveport “Distribute By: Quanty v
Due Date:

Ultimate Use Code: ’7Q

Attention To: [ One Time Address

Distribution
SpeedChart: &

Distributions
[ Details THASSetinformation

Dist Percent GL Unit |Account Dept Location IN Unit Fund Program  [Class Budget Date Project

| I [ [ @fpems @ @ @ @f @oemwes | @ Q

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

Step Action

52. Click the Due Date button.
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j Due Date

Although the Due Date is not a required field in order to save the requisition
and generate a requisition number, the end-user must enter the Due Date as
discussed below. The Due Date is the date you expect to receive the
merchandise.

» One Time Orders: The Due Date is the expected delivery date.

* Blanket Orders or Standing Orders: The Due Date is the last day of the
last month you expect to receive the merchandise.

The following are two examples:

1. If you have a Standing Order for the delivery of 10 cases per month for 3
months beginning September and ending November, the Due Date would be
the last day of November.

2. If you have a Blanket PO for rental equipment or supplies where the
contract period is through the end of the fiscal year, the Due Date would be the
last day of June.

Date Boxes

Enter a date by one of the following methods:

1. To enter today's date, enter a T in the date field and click Refresh.

2. To view the calendar and select the date, click the Calendar icon next to the
Due Date field. Select the month and year if necessary then click on the
desired date.

3. Enter the date (mm/dd/yy) — PeopleSoft requires that 6 digits be entered, but
the user does not have to type the slashes (e.g. 120105). The slashes will
populate once the user clicks the Refresh button or moves to another page (this
includes actually navigating to another page or clicking the search button on
another field on the same page, since searching on a field actually brings you
to another page).

Enter a Requisition for the Next Fiscal Year

When a requisition is entered for the next fiscal year, the Due Date must be
changed as follows:

* Due Date will be entered July 1st (07/01/XX) or later of the next fiscal year.
A warning message may display advising the date is "out of range" (i.e. more
than 30 days from the original date). When the warning message is received,
click OK.

Step Action

53. Click the desired date.

]
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Step Action

54. Distribute by

Funds are distributed either by Quantity or Amount. The distribution method is
important when:

1. An item(s) is being charged to more than one account or department; or

2. An item(s) is a product or a service. Most blanket purchase orders are distributed
by Amount.

55. The Distribute by can be designated either on the Requisition Defaults page or the
Distribution page. When entering multiple line item requisitions, if the distribution
method is designated one way on the Requisitions Defaults page, you can change the
distribution option on the Distribution page for a specific line item. Changing the
distribution method on the Distribution page will be shown later in this topic.

Contact your Buyer for additional information about distributing funds by
Quantity or Amount.

56. In this example, you will distribute by Quantity, so the Distribute by will remain as
defaulted. Distributing funds by Amount is shown later in this topic.

57. The Ultimate Use Code, Attention To and SpeedChart fields will remain blank. The
One Time Address link is not used at this time.

58. Enter ChartString Values

You will enter the ChartString combination to which the item(s) is being charged in
the Distribution section of the Requisition Defaults page. If there are multiple items
being ordered, each line on the requisition can have a different ChartString value.
Therefore, the various ChartString values will only be entered on the Requisition
Defaults page if they apply to most items ordered on the requisition.

NOTE: If chartstring information is not entered on the Requisition Defaults page,
it must be entered on the Distribution page for each line item on the requisition.

59. Account Code

The Account Code is a transaction code for the item(s) being ordered (e.g. computer,
office supplies, medical supplies, etc.). Lines on a requisition may have different
Account Codes and the correct Account Code must be entered on each line item.

NOTE: If you are ordering multiple items on the requisition and each item has a
different Account Code, you should leave the Account Code field blank on the
Requisition Defaults page. You must then enter the appropriate Account Code in
the Distribution page for each line item. If most of the line items have the same
Account Code, you may opt to enter the Account Code that applies to most of the
line items on the Requisition Defaults page. You would then need to change the
Account Code for those items requiring a different Account Code on the
Distributions page.

Contact your Finance/Accounting group for a list of account codes.
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Step Action

60. In this example, the Account Code for Office Supplies, General will be used.

Enter the desired information into the Account field. Enter "546700".

61. The Dept is the cost center paying for the item(s). The Dept is always a 7-digit
department number.

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

62. Location
The Location is a business unit designation.

For BRFHM, the Location can be a 7-digit department number, or an
alphanumeric location code (e.g. MH011060)

63. BRFHS

BRFHS uses an 8-10 alphanumeric code, so the default will be changed for all
BRFHS requisitions. Each department has an assigned code. Below are examples of
two BRFHS Location codes:

1. Surgery Department - MB010303: MB designates Medical B building, 01
designates that it is located on the 1st floor of the building, and 0303 is room 303; or

2. Hospital Anesthesiology - HHO3HO0015A: HH designates Hospital H wing, 03
designates it is located on the 3rd floor, and HOO15A is room H315A.

64. Click the Look up Location button.
Q
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PS9FSDPSes
PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Purc?lz;ing > Requgkions » Add/Update Requisitions

Look Up

Look Up Location

SetiD: BRFHS
Location Code: heqins with ~ |

Description: begins with vl |

LnnkUpl Clear | Cancel |ElaS\CLDUkUD

Search Results
nly the first 300 result:

ocation Code [Description

WO Warnen's & Children's Building
10 PSYCHI 10 PSYCH Il Exchange Cart
10KE FACUL MNUR SWC 10K Exchange Cart
10KEW NUR SWC 10K Exchange Cart
TORWY W 10KW I Exchande Cart
10K FACULT HUR SWC 10K Exchange Cart

4 m L3
|avascript:ptcommonObj.updatePrompt(document.wind, ZICRowd ) Ga v RI0% v

€4 Local intranet | Protected Mode: Off

Step Action

65. Enter the desired information into the Description field. Enter "NEURO".
66. Click the Look Up button.
Look Up
67. Click the N20G0100 link.
[N2060100
68. Enter Multiple ChartStrings

Items can be charged to more than one chartstring; for instance if more than one
department is paying for an item. More than one chartstring can be entered on the
Requisition Defaults page if the added chartstring will apply to most of the line
items on the requisition. If the added chartstring does not apply to most of the line
items, it should not be added on the Requisition Defaults, but instead should be
entered on the specific line item's Distribution page.
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Favorites | Main Menu > Purch_asing > Requivstmns » Add/Update Requisitions

| Workist | AddtoFavorites | Signout

m

st B4 o B Lot

L & & @ & @& al a| a | Q 5]

4 m ] v

€5 Local intranet | Protected Mode: Off v HI00% v

Step Action

69. Click the Add multiple new rows at row 1 button.
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Script Prompt: | T |
|

Enter number of rows to add:

Home | Workist | AddtoFavorites | Signout

d s B o s

Project

T el al &l @&l a| Q| a | a | Q E]E]

[ m c
javascript:submitAction_win0{document.wind,'REQ_DFLT_DISTRBSnewmS0S50°); € Local intranet | Protected Mode: Off hov ®10% v

Step Action

70. A prompt box will display asking you to enter the number of rows you wish to add.
The prompt will default to 1. Add only the number of rows needed as the system
will not save blank lines.

Click the OK button.
0K

71. The new row displays. Line 2 has all the same chartstring values (Account,
Department, and Location) as line 1. One or more of the chartstring values on line 2
must be changed for a second chartstring to be charged.

72. Percent

When the cost of an item(s) is split between more than one chartstring, the
percentage to be applied to each must be designated using the Percent field. When
the new row is added, the system still assigns 100% of the cost to the original
chartstring. You will need to change that percentage based on how funds will be
split (e.g. 50% charged to line 1 and 50% to line 2).
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PS9FSDPS:s
PSO9FSWEBDEV1 DPS
Favorites | Main Menu > Purch_asing > Requivstmns » Add/Update Requisitions

ome | Workist | AddtoFavorites |  Signout

First Bl 1.2 o2 Bl Last

Project [E 1= |Activity L e Subcategory |Affiliate Fund Affil Oper Unit Affil
unit Type
Q

Ll k&l & & & a | Q| \ Q S
T @al _dl al al aj Q| Q | Q | Q 3] B
il
€4 Local intranet | Protected Mode: Off f3 v H100% ~
Step Action
73. Adding a new chartstring will be demonstrated later in this topic.
Click the Delete row 2 button.
[-]
74. A warning message displays to confirm the delete.
Click the OK button.
75. Once all default information has been entered on the page, click the OK button to
return to the Maintain Requisitions page.
oK
76. Step 1: Entering Requisition Defaults is complete.

Step 2: Enter Item(s) on the Requisition page will now be demonstrated.
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Step

Action

77.

Description

A description must be entered for each line item. You may enter the description
directly into the Description field or in the Transaction Item Description box located
on the Details page.

NOTE: Only 20 characters can be viewed in the Description field at a time. Users
should enter description information in the Transaction Item Description box if
more than 20 characters are needed.

PS9FSDPS:s
PS9FSWEBDEV1 DPS
Favorites | Main Menu > Purch_asing > Requgkions » Add/Update Requisitions

Maintain Requisitions

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | B,

Lme

Requisition
Business Unit: BRFHS Status: Approved
Requisition 1D: NEXT Budget Status: Not Chik'd ﬁﬁ
Requisition Name: ‘ Copy From Hold From Further Processing
*Requester: KOCON3 Q, ¢'Connor, Karen  Requisition Defaults

“Requisition Date: 0911772013 5Req Info Add C

Origin: OhL @ On-Line Entry Amount Summary
* . uUsD
Currency Code: US Dollar Total Amount: 0.00 USD
Accounting Date: 09/17/2013 &
Add ltems From
Purchasing Kit Catalog
ltem Search Reguester tems

Details | ShipToMueDate | Status | Vendorinformation | Meminformation | Atributes T Contract ] Sourcing Controls

Requisition Activities

Customize | Find | View 21| B0 B First

Merchandlse
Description r Quantity Category Price Aot Status

B & [o.0000 I_Q Q

View Printable Version *Go to: -.More... -

& save | (=] Notify | 7 Refresh EvAdd

<

. ] r

Done

€5 Local intranet | Protected Mode: Off 3 v H100% -

Step

Action

78.

Click the Details... button.

=13

=]

79.

Transaction Item Description

The Transaction Item Description is a required field and is a free-text edit box (i.e.
there is no drop-down arrow from which to select a value). All description
information must be entered in ALL CAPS.

You can enter up to 254 characters (this includes spaces) into the field. The system
will allow you to enter more than 254 characters, but will then automatically
truncate it down to 254 characters.
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Favorites  Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | &,

Maintain Requisitions

Details for Line 1

Requisition ID: MNEXT Item: Description
Line: 1

Line Details

Buyer: Q Line Status: Approved

Buyer Name: Buver Information Amount Summary

Category Code: View Hierarchy Merchandise Amt: 000 USD
Category ID: Document Base Amount: 0.00 USD
Description:
*Transaction Item Description:

I |E§‘é

Preferred Language Item Description:

Expand All Collapse All

¥ Vendor Information
* Item Information
F Attributes

 Contract

* Sourcing Controls

oK | Cancel ‘ Refresh ‘

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

Step Action

80. Enter the desired information into the Spell Check Tansaction Item Description
field. Enter "D-RING BINDERS, 5" RINGS, BLUE".
81. Spell Check

The blue book with the checkmark to the right of the Transaction Item Description is
the spell check feature for the field. The spell check works similarly to spell check
used for Word and other Microsoft applications.

Click the Preferred Language Item Description button.

]

82. Click the OK button.
0K
83. Below the Transaction Item Description box are five collapsed sections: Vendor

Information, Item Information, Attributes, Contract, and Sourcing Controls.

Click the Expand All link to expand all five sections at one time. Click the
Collapse All link to minimize all five sections.

NOTE: You may opt to expand or collapse the five sections individually by
clicking on the Expand Section arrows located to the left of each section title.
Expand All
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84. The window expands to reveal more fields. Although most end-users will not enter
information into these fields, you may enter information pertinent to the line such as
Vendor's Catalog or Vendor Item ID.

NOTE: The Manufacturers ID, Description, Manufacturer's Item ID and UPN
ID fields should not be used.

85. If you know the requisition will need to go out for bid, click the checkbox in front of
the RFQ Required (Request for Quote) field for each line in the distribution. If you
are unsure as to whether or not the requisition will go out for bid, do not check the
RFQ Required field.

86. Click the OK button to return to the Maintain Requisitions page.
OK
87. When entering requisition items, the Item field will always be left blank.
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PSSFSWEBDEV1 DPS
Favorites  Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Worklist | Addto Favorites |

Home | Sign out

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: NEXT Budget Status: Not Chi'd L=
Requisition Name: ‘ Copy From Hold From Further Processing
*Requester: KOCON3 < o'Connor, Karen  Reauisition Defaults
Add C
| isiti . 09/17/2013 FHR ter Infa
Requisition Date: ) Reguisition Activities
Origin: oML @, 0n-Line Entry Amount Summary
» . USD
‘Currency Code: US Dollar Total Amount: 000 USD
Accounting Date: 09/17/2013 [
Add tems From
Purchasing Kit Catalog
Item Search Requester ltems

Line Customize | Find | View a1 | E0) 8 First

Details | Ship Toiue Date | status ] Vendorinformation T teminformation T Atributes T contract ] Sourcing Controls

Men:handlse
Description rﬂnanlm Category Price Amount Status

B Q. |pRmNGBINDERS 5 - [ E&ln 0000 I |7Q a [ o 0.00 Approved O m
View Printable Version *Go to: More hd
@ save | [=] Notify | ris Refresh [E Add
< I J o
Done € Local intranet | Protected Mode: Off i v ®10% v

Step Action

88. Quantity

The Quantity must be entered as whole numbers (e.g. 10 or 11 rather than 10.5).
NOTE: Delete the value in the Quantity field before entering the new value to
prevent keying errors. The system will automatically populate the decimal point

and trailing zeros when the page is refreshed (i.e. 10.0000).

Enter the desired information into the Quantity field. Enter "10".

89. Unit of Measure

The UOM (Unit of Measure) is a required field and may be entered in upper, lower
or mixed case. The system will automatically change the UMO to upper case when
the page is refreshed. You may also search for the UOM by clicking the magnifying
glass to the right of the UOM field. Do not select a unit of measure that contains
both alpha characters and numbers, such as BO1 or CO5.

Enter the desired information into the UOM field. Enter "EA".
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Step Action

90. Category
The Category code will be 00000 (Generic Item Category) in the Category field and
the Purchasing Department will change it at the P.O. level.
Enter the desired information into the Category field. Enter "00000".

91. Price
When entering the cost of an item into the Price field, you must enter the decimal
point to indicate cents (e.g. 15.99).
Enter the desired information into the Price field. Enter "15.99".

92. NOTE: It is recommended that users Refresh the page after entering data for each
line to validate the information entered.
Click the Refresh button to update fields.

Ls Refresh

93. The total amount of item(s) ordered on Line 1 will display in the Merchandise
Amount field.

94. Line 1 Icons
The Line Comments button (comment bubble icon) may be used to enter comments
specific to the line item (e.g. special delivery or shipping instruction or additional
space for item description if needed).
NOTE: Line Comments may be entered at any time but for training purposes will
be demonstrated in the Add, Change, and Delete Comments topic.

95. Line 1 Icons (continued)
The Line Defaults button (the open book icon) is not used.
The Schedule button (the page with red lines and a clock icon) is used to access the
Distribution page to adjust ChartString information entered on the Requisition
Defaults page if needed.

96. Line 1 Icons (continued)

The Plus (+) and Minus (-) signs located on the far right of Line 1 allow you to add
or delete row(s) from the requisition.

NOTE: It is not necessary to return to the Requisition Defaults page when adding
rows to the requisition. Begin at Step 2: Enter Items to be Ordered.
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Step Action

97. Go to

The Go to field is used to view the Activity Log, which allows you to view the status
of saved requisitions.

See the View the Requisition and Activity Log topic for additional information.

98. The Tabs above Line 1 (Ship To Due Date, Status, Vendor Information, Item
Information, Attributes, Contract, and Sourcing Controls) provide a compilation of
the information entered into the requisitions. The system automatically defaults
needed information into the tabs.

NOTE: Users should never change any information on these tabs.

99. Step 3: Adjust ChartString (Schedule Page)

You can adjust the distribution of funds (i.e. the ChartString(s) to which the item(s)
is being charged) on the Distribution page. You must first access the Schedule page
to get to the Distribution page.

Click the Schedule... button.
EG

100. If you need to add additional shipping or delivery instructions such as entering more
than one Ship To location, or the name of the person receiving the item(s), you may
utilize the Add Ship To Comments link.

NOTE: You may also include this information in Line Comments if applicable to
only a single line item.
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Favorites | Main Menu > Purch_asing > Requgkions » Add/Update Requisitions

Maintain Requisitions

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | B,

Schedule
Business Unit: BRFHS Requisition Date: 09/17/2013
Requisition 1D: NEXT Status: Approved

Return to Main Page

Find | view Al First K0 1 or 1 B Last
D-RING BINDERS, 5" RINGS, BLUEQuantity: 10.0000 EA Merchandise Amt: 159.90 USD

Customize | Find | View AI| GO | B8 First B 1 or 1 B (ast

1 & Pprrus@ = [10.0000 15.99000 159.90 09/30/2013 5 lactive [=]

Add Ship To Comments

& save | [ Notify | 7 Refresh EkAdd| B Update/Display

Done

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

Step

Action

101.

Click the Distribution button.

102.

Distribution

Chartstring information entered on the Requisition Defaults page automatically
displays on the Distribution page for all line items. Thus, the Distribution page
allows users to view and adjust chartstring values for a specific line item.

Each line item can have the same chartstring or a different chartstring. Depending on
whether the chartstring is the same or different will determine what information, if
any, will be entered on a line item's Distribution page.
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Action

For example:
1. If the chartstring is the same for all line items, no changes will be made on the
Distribution page.

2. If the entire chartstring is different for each line item, you would not enter the
chartstring on the Requisition Defaults page, but instead must enter it on the
Distribution page for each line item.

3. If only one chartfield is different for each line item, that chartfield may be left
blank and all other chartfields populated on the Requisition Defaults page. You
must then go to the Distribution page for each line item and enter the missing
chartfield information.

4. If multiple chartstrings will be charged for a specific line item, you can add a line
on the Distribution page and enter the second set of chartstring values.

104. Distribute By
The Distribute By field indicates whether cost is being allocated by Quantity or
Amount. Most blanket purchase orders are distributed by amount, especially those
covering services.
The Distribute By defaults based on the information entered on the Requisition
Defaults page. The Distribute By can be changed on the Distribution page for a
specific line item as needed.
Contact your Buyer for additional information regarding distributing funds by
Quantity or Amount.

105. Scenario

In this example you will:

1. Change the Distribute By from Quantity to Amount;

2. Insert a row so a second chartstring can be entered:;

3. Charge forty percent (40%) of the cost of the binders to department 2036380; and
3. Charge sixty percent (60%) of the cost of the binders to department 2036345.
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Sign out

Maintain Requisitions

Distribution

Requisition ID: NEXT Item: D-RING BINDERS, 5" RINGS, BLUE
Line: 1 Status: Active

Schedule: 1

Ship To: BRFHS BRFHS Quantity: 10.0000 EA
*“Distribute By: Quantity Open Quantity: 10.0000

Merchandise Amt: 159.90 USD

SpeedChart: Q4 Multi-SpeedCharts

D\stnbul\cns
Chartfieids | Detsie | Assetinformation | Budgst information

Distrib. Percent Quantity ::‘:::'“d"e lGLunit  |Account l*Location INUnit [Fund  |Program  |Class Budget Date

1 Open | 100.0000 10.0000  159.80 BRFH:Q, (5467004, (20363808 [N20G0100 G [ & Q . 09M7I2013
OK | Cancel | Refresh |
0l 0 v
Dene €5 Local intranet | Protected Mode: Off 3 v H100% -
Step Action

106. Click the button to the right of the Distribute By field.

fields when the Distribute By is Quantity.

NOTE: The Quantity field displays between the Percent and Merchandise Amount

107. Click the Amount list item.

Notice the Quantity field between Percent and Amount.
Amaount

108.
the page.

When the Distribute By is changed to Amount, the Quantity field is removed from

109. Click the Add multiple new rows at row 1 button.
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Enter number of rows to add:

Home | Workist | AddtoFavortes | Signout

T al &l al & a| Q| Q | Q | a El =

Customize | Fing | View 41 2] B First I 4 or4 B Last

|;vascnpt:submm\cl\on_wwnU(documEnt‘wlnU,'REQ_LN_DIFRIB&HEWM!U&W']} € Local mtranet|ProtE:t'Ed Mode: Off fa v H100% vl '
Step Action
110. A prompt box displays. The system defaults the number of rows to add to 1, but you
can change that number if needed. However, the system will not allow you to save
blank rows, so only add the number of rows needed.
Click the OK button.
oK
111. When a row is added the original chartstring values will be duplicated on the new

row. At least one chartfield (Account, Dept, and Location) must be changed on the
new row.
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Favorites | Main Menu > Purch_asing > Requ§tions » Add/Update Requisitions

Home | Workist | AddtoFavorites |  Signout

New Window | Help | Customize Page | &

Maintain Requisitions

Distribution

Requisition 1D: NEXT Item: D-RING BINDERS, 5" RINGS, BLUE

Line: 1 Status: Active

Schedule: 1

Ship To: BRFHS BRFHS Quantity: 10.0000 EA

*Distribute By: Amount - Open Amount: 159.900
Merchandise Amt: 159.90 USD

SpeedChart: Q4 Multi-SpeedCharts

D\stnbul\ons
| Chartfieids | Detais | Assetinformaton | Budast information

Distrib. Percent ::::I:‘:(""'“ IGLUnit  |Account ["Location INUnit [Fund  |Program  |Class Budget Date Projec:

1 Open 159.90 BRFH:CL |545700Q% 20363800, |N20G0100 X [ & a Q. 0eH7R013
2 Open 0.00 BRFH:CL (5467000, (20363800, [N20G0100 (G e a QL 08H72013

oK | Cancel ‘ Refresh ‘

r

€5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

112. NOTE: Delete the value in the Percent field for Line 1 before entering the new
percentage to prevent keying errors.

Enter the desired information into the Percent field. Enter "40".

113. Enter the desired information into the Percent field. Enter "60".

NOTE: The system will automatically populate the decimal point and trailing
zeroes when you navigate away from the field.

114. The system automatically recalculates the Merchandise Amount based on the new
percentage values.

115. NOTE: Delete the value in the Dept field for line 2 before entering the new value
to prevent keying errors.

Enter the desired information into the Dept field. Enter "2036345".

116. Once you have completed entering chartstring information, you would click the OK
button to return to the Schedule page.

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

117. A message box will display confirming you want to delete the row.

Click the OK button.
Ok
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118. NOTE: Delete the value in the Percent field for Line 1 before entering the new
percentage to prevent keying errors.

Enter the desired information into the Percent field. Enter "100".

119. Click the Refresh button.
Refresh
120. Distributing funds by Quantity will now be demonstrated.
Scenario

In this example you will:

1. Change the Percent value for line 1 to 100;

2. Change the Distribute By to Quantity;

3. Add a new row to the page;

4. Charge three (3) binders to department 1053000; and
5. Charge two (2) binders to department 1050100.

121. ICzlilck the button to the right of the Distribute By field.
122. Click the Quantity list item.
123. NOTE: The Quantity field displays again on the page.
124, Enter the desired information into the Quantity field. Enter "4".
125. Click the Add multiple new rows at row 1 button.
=
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Enter number of rows to add:
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Sign out

s [ R &l &l &l jal a | a | a | a

Customize | Find | View Al] 2| 8

First B 4 or 4 B Last

=
4 [0 ] v
javascript:submitAction_win0(document.wind,'REQ_LN_DISTRIBSnewm$0$$0°); €4 Local intranet | Protected Mode: Off g v H10% v
Step Action
126. Click the OK button.
oK
127. The system automatically displays a Quantity of 6 in the new row.

new row.

When a row is added the original chartstring values will be duplicated on the new
row. At least one chartfield (Account, Dept, and Location) must be changed on the
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Home | Workist | AddtoFavorites |  Signout

New Window | Help | Customize Page | B,

Chartfieids | Detsie | Assetinformation | Budgst information

1 Open 40.0000
2 Open 60.0000

40000 6396

6.0000 9594

Distribution

Requisition ID: NEXT Item: D-RING BINDERS. 5" RINGS, BLUE
Line: 1 Status: Active

Schedule: 1

Ship To: BRFHS BRFHS Quantity: 10.0000 EA
*Distribute By: ‘Quantity hd Open Quantity: 10.0000

Merchandise Amt: 159.90 USD

SpeedChart: Q4 Multi-SpeedCharts

D\stnbul\cns

Distrib. Percent Quantity ::‘:::'“d"e lGLunit  |Account l*Location INUnit [Fund  |Program  |Class Budget Date

BRFH!CL 546700 2038380Q, |N20G0100 @
BRFHICL [545700C [2036380j  Nz0cot00 Gy

[ & Q O 09172013
[ & Q QL 00M712013|

oK | Cancel | Refresh |

r

€5 Local intranet | Protected Mode: Off 3 v H100% -

Step

Action

128.

Enter the desired information into the Dept field. Enter "2036345".

129.

Once you have completed entering chartstring information, you would click the OK
button to return to the Schedule page.

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

130.

Click the OK button.
]34

131.

The Percent and Quantity must be restored to the original values once row 2 is
deleted.

NOTE: Delete the value in the Quantity field for Line 1 completely before
entering the new quantity to prevent keying errors.

Enter the desired information into the Quantity field. Enter "10".

132.

Click the OK button.

OK
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New Window | Help | Customize Page | B,

Maintain Requisitions

Schedule

Business Unit: BRFHS Requisition Date: 09/17/2013
Requisition 1D: NEXT Status: Approved
Return to hain Page

Line Find | View All First B 4 or 1 B Last
D-RING BINDERS, 5" RINGS, BLUEQuantity: 10.0000 EA Merchandise Amt: 158.80 USD
Schedule

Customize | Find | View AI| G0 | B8 First B 1 or 1 I (ast

1 B [errus @ = [10.0000 15.99000 159.90 0913012013 5 Acive =]
L

Add Ship To Comments

& save | [ Notify | 7 Refresh

[ErAdd | ] Update/Display
Dene €5 Local intranet | Protected Mode: Off v H100% -

Step Action

133. Click the Return to Main Page link.
|Return to Main Page |

134. It is recommended that you Save the requisition after completing each row.

NOTE: If a multiple line item requisition is created, and a red box or save edit
message is received, the line item containing the blank field(s) will not be

identified. For multiple line item requisitions, it is strongly recommended the user
save after the completion of each line item.
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Home | Workist | AddtoFavorites |  Signout

New Window | Help | Customize Page | B,

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition 1D: NEXT Budget Status: Not Chk'd ﬁﬁ
Requisition Name: ‘ Copy From Hold From Further Processing
*Requester: KOCON3 Q, ¢'Connor, Karen  Requisition Defaults

*Requisition Date: 0911772013 5Req Info Add C

Requisition Activities

Origin: ONL ,On-Line Entry Amount Summary
*Currency Code: UsSD US Dollar

Total Amount: 159.90 USD

Accounting Date: 09/17/2013 e}
Add ltems From

Purchasing Kit Catalog
ltem Search Reguester tems

Line Customize | Find | View 21| B0 B First

Details | ShipToMueDate [ Stetus | Vendorinformation | eminformation | Atwibutes | Contract ] Sourcing Controls

Merchandlse
Description r Quantity FUOM  |Category Price Aot Status

] @, [DRNGBINDERS 5 - [E A [100000 | [EA @ [oooo0 4 | 15.99000 159.90 Approved 9=
View Printable Version *Go to: -..More... -
[=] Hotify | s Refresh EvAdd
4 m ] v
Dene €5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

135. Click the Save button.
136. The system assigns a Requisition 1D number to the requisition when it is first saved.

The Requisition ID is not the Purchase Order (PO) number. A separate PO number
will be assigned by Purchasing when the PO is generated.

BRFHS
When a Confirmation PO Number is entered, this will be both the Requisition 1D
and PO number. A separate PO number will not be assigned.

137. The following is the minimal data required to save a requisition and generate a
Requisition ID number. If any of these fields are left blank, you will receive either a
red box or a save edit error message. You cannot successfully save the requisition
until all required fields are populated.

1. Requester 9. Department
2. Requisition Date 10. Location
3. Accounting Date 11. Description

4. Buyer 12. Quantity

5. Vendor Number 13. Unit of Measure
6. Ship To 14. Category

7. Due Date 15. Price

8. Account
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Step Action

138. Multiple items may be entered on the requisition; however, all items must be
ordered from the same vendor. A requisition cannot have multiple vendors.

Click the Add multiple new rows at row 1 button.

Explorer User Promp:
plorer User Prompt

Script Prompt: I FPE |
|

Enter number of rows to add:

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | B,

BRFHS Status: Approved
0000041 Budget Status: Not Chicd ﬂﬁ
‘0000041 Hold From Further Processing
KOCON3 Q@ o'Connor, Karen  Requisition Defaults
091772013 5y Requester Info Add Comments
Requisition Aclivities
ONL @ 0n-Line Entry Amount Summary

UsD US Dollar

091712013 el

Total Amount: 159.90 USD

Catalog
Reqguester ltems

First Kl 1 or 1 B Last

Customize | Find | View Al B0 | #

uebate | status ] Vendorinformation T Meminformation ] Attributes T Contract ] Sourcing Controls

e ’ " - Merchandise
Description rauanlm UOM  [Category Price Armourt Status

@, [D-RNGBNDERS, 5 <@ [100000 | EA @ (o000 4 | 15.99000 159.90 Approved =

[:d Bl =

[0 *Go to: ..More.. -

J % Refresh B+ Add| B update/Display

1 [ [ ] v
javascript:submitAction_wind({decument.wind,'REQ_LINESnewmS0350'); €4 Local intranet | Protected Mode: Off g v H10% v

Step Action

139. Click the OK button.
0K
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Favorites | Main Menu > Purch_asing > Requivstmns » Add/Update Requisitions

Home | Workist | AddtoFavorites |  Signout

New Window | Help | Customize Page | B,

itions
BRFHS Status: Approved
0000041 Budget Status: Not Chicd i
‘0000041 Hold From Further Processing
KOCON3 Q@ o'Connor, Karen  Requisition Defaults

09M7/2013 (5 Requester Info Add Comments

Requisition Aclivities

yio\on Line Entry Amount Summary

US Dallar

091712013 el

Total Amount: 159.90 USD

Catalog
Reguester tems

F\rstn 1-2 of 2 u Last

Customize | Find | View Al | B B

uebate T statws ] Wendornformation | tem nformation | Attributes T_

Description r |Quantity Category Price :‘:ﬂ‘:‘“"'“ Status r

@, [o-RNGBNDERS, 5 = B [10.0000 ]_Q looooo @ | 15.99000 159.90 Approved ) eg [
Q | B [ooooo [ | aQ | 0 0.00 Approved (=] [
(n *Go to: -More.. -
J %, Refresh E:Add| Flupdatemisplay
‘ i |+
€5 Local intranet | Protected Mode: Off v H100% -

Step Action

140. You would enter information to Line 2 in the same manner as demonstrated in Line
1. For training purposes only, a new line item will not be added.

Click the Delete row 2 button.

[=]
141. Click the OK button.
0K
142. You must save the requisition each time a change is made.
Click the Save button.
El save
143. NOTE: If the requisition is not complete, do not uncheck the Hold From Further

Processing checkbox so that you may continue working on the requisition.

For training purposes only, the Hold From Further Processing box will remain
checked at this time.

144. When the requisition is complete, you must uncheck the Hold From Further
Processing checkbox.

NOTE: You cannot add information to the requisition once the Hold From
Further Processing checkbox is unchecked and the requisition is saved.
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Step

Action

145.

This completes Enter a Requisition.

End of Procedure.
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Add, Change, or Delete Comments

Procedure

In this topic you will learn how to Add, Change, or Delete Comments at the Header and Line
level.

NOTE: Comments will be added while entering the Requisitions.

Step Action

1. Header

Comments may be added to a requisition at the Header level using the Add
Comments link. Users should only enter information that applies to the entire
requisition (e.g. new vendor information, suggested vendors for bid, address for
mailing the Purchase Order when the vendor has multiple locations, etc.) at the
Header level. Specific shipping or delivery instructions applicable to all line items
may also be entered at the Header level.

2. Header (continued)

Justification for purchase can be added as header comments. Comments added at the
Header level will display and print after all line item information.

3. Line Comments

Comments may also be added for a specific line item in the Line

Comments page. Comments added in Line Comments will display and print with the
corresponding line item. Only information that applies to that particular line item(i.e.
item specifications) should be entered in its Line Comments page.

Do not enter vendor information or the address for mailing a PO in the Line
Comments page. That information must be entered at the Header level.

4, The end-user may opt to add specific shipping or delivery instructions in the Add
Ship To Comments link on the Schedule page of a line item. If comments are added
in the Add Ship To Comments, they will display and print with the corresponding
line directly above the Line Comments for the line.
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New Window | Help | Customize Page | B,
itions
BRFHS Status: Approved
0000041 Budget Status: Mot Chicd ﬂﬁ
‘0000041 Hold From Further Processing
KOCON3 @ o'Connor, Karen  Requisition Defaults
091772013 5 Requester Info Add Comments
Requisition Aclivities
Cxon-ne sy
US Dollar Total Amount: 159.90 USD
091712013 el

Catalog
Reguester tems

Customize | Find | 18 First B g or B Last

uebate T statws ] Wendornformation | tem nformation | Attributes T_

Description r |Quantity Category Price :‘:ﬂ‘:‘“"'“ Status r

€, |D-RING BINDERS, & -E OB [10.0000 ]_Q loogoo @ | 15.99000 159.90 Approved
[0 *Go to: ...More.. -
J 4 Refresh ErAdd| JE UpdatemDisplay
‘ i ]+
€5 Local intranet | Protected Mode: Off v H100% -
Step Action
5. In this exercise you will add comments at the Line level.

NOTE: The instructions shown here may be used to enter comments at the Line
and Header level. The method used to add, change and delete comments is the
same for both.

Click the Line Comments button.

-

6. You may enter free-text comments by typing in the Comments field. You may use
the Enter key on your computer keyboard in the comment box to move to the next
line.

Comment boxes have no limits set for the number of characters entered. It is
recommended that users limit comments in each box to half a page. New comments
boxes can be added if more space is required. There is no limit on the number of
comment boxes that can be added. If you need to enter lengthy comments (e.g.
specifications) you may opt to send those electronically, or deliver a hard copy to
Purchasing with a notation of the Requisition ID to which it should be attached.
Documents can also be attached to the comment box as well.

Users may copy and paste comments from the web and Microsoft applications such
as Word. The spell check feature is also available for each comment box.
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Business Unit:
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PS9FSDPSes
PSIFSWEBDEV1  DPs Home | Workist | AddtoFavorites |  Signout

New Window | Help | Customize Page | B,

BRFHS Requisition Date: 09/17/2013
Requisition ID: 0000041 Status: Approved Line: 1
*Sort Method: Comment Time Stamp - *Sort Sequence: Ascending hd Sort

First K 1 or 1 B 1ast

Inactivate

Find | View Al
Use Standard Comments
Use Iltem Specifications

Comment Status: Active

["] send to Vendor
[] show at Voucher

[”] show at Receipt

Associated Document

Attachment: Aftach EW EIEE Email

From -= REQ BRFHS-0000041-1

oK | Cance\l Refresh

Done

€4 Local intranet | Protected Mode: Off

5 v B10% v

Step

Action

comments you do wish to be seen in Line Comments.

NOTE: Comments will display and print on the requisition, so do not include any

Enter the desired information into the Comment Status field. Enter "MAKE SURE
BINDERS ARE DURRABLE AND HAVE AT LEAST 3 RINGS".

Click the Spell Check Comment Text button.
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Favorites ~ Main Menu Purchasing > Reguisiions > Add/Update Requisiions

Spell Check

Field Label: Comment Text
Spell Check Text: pMAKE SURE BINDERS ARE AND HAVE AT

Change To: DURABLE]
Alternatives: DURABLE

Ignore ‘ |I Change I |M

Home | Workist | AddtoFavortes | Signout

New Windaw | Help | B

LEAST 3RINGS

DURABLES
DURABLY

OK Cancel

Done

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

Step

Action

Misspelled words are highlighted and alternative spellings are provided.

Click the Change button.

NOTE: Be very careful when using this feature.
Change

10.

Click the OK button.

11.

Send to Vendor

If the Send to VVendor checkbox is checked, any comments shown will be printed on
the PO. Purchasing will check this box if needed.
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Line Comments

Business Unit: BRFH3

0000041

Requisition Date:

Requisition ID: Status:

091712013
Approved

Line: 1

New Window | Help | Customize Page | 5

*Sort Method: Comment Time Stamp -

Use Standard Comments
Use ltem Specifications

*Sort Sequence:

Comment Status:

Ascending

Find | View Al

Active

I First L] 1of 1 L Last

Inactivate

MAKE SURE BINDERS ARE DURABLE AND HAVE AT LEAST 3 RINGS

[ Send to Vendor [C] show at Receipt
[”] show at Voucher
Associated Document

Attachment: Aftach

B¢

| Email

From -= REQ BRFHS-0000041-1

oK | Cancel ‘ Refresh ‘

Home | Workist | AddtoFavortes |

Training Guide
BRFHS and BRFHM

Sign out

Done

€4 Local intranet | Protected Mode: Off

5 v ®B10% v

Step Action

12.
needed.

Click the Add a new row at row 1 button to insert a row if additional space is

13.

Click the View All link.

You may continue to insert comment boxes as needed. Inserted row(s) are
independent of each other and have unlimited characters. Comments will display
below line item information on the requisition.

14.

The Use Standard Comments and Use Item Specifications links should not be used.

15. Inactivate Comments

be re-entered.

Click the Inactivate button.
Inactivate

Comments cannot be deleted, but can be inactivated so that they will not show in the
system or on the requisition. The comment box will be greyed out by the system
when the Inactivate button is clicked.

NOTE: When a user navigates away from the Line Comments page, the system
will remove the inactivated comment boxes from the page. Inactivated comment
boxes cannot be recovered once a user navigates away from the page; they must
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Step Action

16. Clicking the Undo button will re-activate an inactivated comment box as long as you
have not navigated away from the Line Comments page. Inactivated comment boxes
cannot be re-activated once you navigate away from the page.

17. Click the OK button to return to the Requisition page.
I oK

18. NOTE: The white Comment bubble now is now filled with blue dots, indicating

comments have been added.

PS9FSDPS:x
PSSFSWEBDEV1 DPS
Favorices . Main Menu . purchasing > Requisitions > Add/Update Requisitions

Home | Workiist | Addto Favorites |

Sign out

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: 0000041 Budget Status: Not Chicd B
Requisition Name: 0000041 Hold From Further Processing
*Requester: KOCON3 @ oconnor, Karen  Requisition Defaults
Add Comments
| isiti . 09/17/2013 [3)RequesterInfo E—
Requisition Date: & Requisition Activities
Origin: ONL @, On-Line Entry Amount Summary
* . UsD
Currency Code: US Doliar Total Amount: 15990 USD
Accounting Date: 09/17/2013 [
Add ltems From
Purchasing Kit Catalog
Item Search Requester items

Line Customize | Find | view 41| B0 | H

[ Detaits | shipTomueDate | Status | Vendoriformation | temmformation | Attributes T Contract | Sourcing Controls

Line rnem Description rouantw Category Price :';’:::t"d"e Status ’7

13| Q. [o-RinGBINDERS 5 =B B (100000 I_Q [oooo0 @ | 15.99000, 159.90 Approved a| 3
View Printable Version *Go to: -..More... -
[=] Hotify | # Refresh B Add
< 0 ] v
Done € Locsl intranet | Protected Mode: Off i v ®10% v
Step Action
19. Click the Save button.
NOTE: Users should save whenever a change is made to the requisition.
El save
20. Add Ship To Comments

the Add Ship To Comments link on the specified line's Schedule page.

Click the Schedule... button.
HG
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PS9FSWEBDEV1 DPS
Favorites ~ Main Menu Purchasing > Requisiions > Add/Update Requisiions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B

Maintain Requisitions

Schedule
Business Unit: BRFHS Requisition Date: 0811712013
Requisition 1D: 0000041 Status: Approved

Return to Main Page
First KN 1 or 1 B Lost

D-RING BINDERS, 5" RINGS, BLUEQuantity: 10.0000 EA Merchandise Amt: 159,90 USD
First B 4 or 1 B Last

BRFHE QL =1 |10.0000 15.99000 159.90 09/30/2013 3] =
£ Ship To Comments |
@ save | [=] notify | ris Refresh [Es Agd | Update/Display
Dene €5 Local intranet | Protected Mode: Off 3o H100% -

Step Action

21. Click the Add Ship To Comments link.
I.Add ship To Comments |

22, When adding a comment on the Add Ship To page, you must select a Ship To
Location from the drop-down list.

23. If you add a comment and do not select a Ship To Location, you will receive the
warning message below when you try to navigate away from the page. You can
either go back and select the Ship To location or delete the comment.
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IRequisition Ship To Comments

Home | Workist | AddtoFavortes |
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Sign out

New Window | Help | Customize Page | B

Business Unit: BRFHS Requisition Date: 091712012
Requisition ID: 0000041 Status: Approved
=Sort Method: Comment Time Stamp - *Sort Sequence: Ascending - son

Find | View Al

Use Standard Comments

Ship To: E Comment Status: Active

[7] send to vendor
[Z] show at Voucher

[7] Show at Receipt

Associated Document

First I 4 of 4 B Last

Inactivate
BE

Attachment: Aftach W EIEIE Email
From - REQ BRFHS-0000041
oK | Cancel | Refresh
Dene €5 Local intranet | Protected Mode: Off v H100% -

Step Action

24, Click the Ship To list.

-]

25. Click the BRFHS list item.

26. Enter the desired information into the Ship To field. Enter "PLEASE DELIVER

BINDERS TO N20G0100 DIRECTLY™".

27. Click the OK button.
OK
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Favorites - Main Menu Purchasing > Requisiions > Add/Update Requisiions

New Window | Help | Customize Page | B

Maintain Requisitions
Schedule

Business Unit: BRFHS

Requisition Date: 0911712013
0000041 Status:

Approved
Return to Main Page

Line First K 1 of 1 Bl Last
Merchandise Amt: 159.90 USD

D-RING BINDERS. 5" RINGS. BLUEQuantity: 10.0000 EA

Schedule Cu:
[ Details

Sched

BRFHS L =] [10.0000

Add/Edit Comments

@ save | [=] notify | ris Refresh

[Es Add Update/Display

Done

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

Step Action

28. Click the Return to Main Page link.
|Return to Main F'aue|
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PSSFSWEBDEV1 DPS
Favorices . Main Menu . purchasing > Requisitions > Add/Update Requisitions

dd to Favorites |  Sign out

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: 0000041 Budget Status: Not Chicd B
Requisition Name: 0000041 Hold From Further Processing
*Requester: KOCON3 @ oconnar, Karen  Reauisition Defaults
Add Comments
| isiti . 09/17/2013 [3)RequesterInfo E—
Requisition Date: & Requisition Activities
Origin: ONL @, On-Line Entry Amount Summary
* . usD
Currency Code: Us Dollar Total Amount: 159.90 USD

Accounting Date: 09/17/2013 [
Add ltems From

Purchasing Kit Catalog
Item Search Requester items

Line Customize | Find |
Details | ShipToueDate | Status | Vendorinformation | teminformation | Atiributes | Contract | Sourcing Controls

- . L, . Merchandise
Description rouantny UOM  [Category Price Armount Status

2 Q. [p-RinGBNDERS 5 =B B 100000 | [EA @ [ooooo @ [ 1593000 159.90 Approved a|
View Printable Version *Go to: -..More... -

[=] Notify | % Refresh

< i

+3

<

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

Step Action

29. Click the Save button.

30. This completes Add, Change, or Delete Comments.
End of Procedure.
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Attaching a Document to a Requisition

Procedure

In this topic you learn how to Attach a Document to a Requisition.

PS9FSDPS:s

PSSFSWEBDEV1 oPS
Favorites | Main Menu - purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | B,

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: 0000041 Budget Status: Not Chicd s
Requisition Name: 0000041 Hold From Further Processing
*Requester: KOCON3 @, oconnar, Karen _Reauisition Defaults
Add Comments
“Rocuisiion Date: bwipots sRequesterints
Requisition Date: & Requisition Activities
Origin: OhL @, On-Line Entry Amount Summary
* . usD
Currency Code: Us Dollar Total Amount: 159.90 USD

Accounting Date: 09/17/2013 [
Add ltems From

Purchasing Kit Catalog
Item Search Requester items

Line Customize | Find | view 41| 0] H
[ Detaits | shipTomueDate | Status | Vendorinformation | temmformation | Attributes T Contract | Sourcing Controls

Line rnem Description rouantny JOM  |Category Price :';’:l'.‘:"‘d'“ Status ’7

13 Q. [o-RinGBNDERS 5 =B B (100000 I_Q [o0000 @ | 1599000 159.90 Approved & o

View Printable Version *Go to: -.More... -

&) Save | [E] Notify | 1 Refresh B Add

4 [ ] +

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

Step Action

1. Click in the Add Comments or Edit Comments Link.

NOTE: Once comments are added to the Requisition, the Add Comment Link
changes to Edit Comments.

In this example, comments were previously added to the Requisition. Therefore, the
comments link has already changed to Edit Comments.
[Add Comments |
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PSIFSWEBDEV1  DPs Home | Workist | AddioFavoriies | Signout
Favorites ~ Main Menu . pyrchasing > Requisitions > Add/Update Requisitions
7 N New Window | Help | Customize Page | J§,
Header Comments
Business Unit: BRFHS Requisition Date: 001712013
Requisition ID: 0000041 Status: Approved
*Sort Method: - “Sort Sequence: Ascending - sort
eind | View Al First Kl 4 or 4 B Lagt
Use Standard Comments Comment Status: Active hacvate | unda _|[3]
lﬁ@
[7] send to Vendor [7] show at Receipt
[Z] show at Voucher
Associated Document
Attachment: Altach | ‘ | Email
From -~ REQ BRFHS-0000041
OK | Cancel ‘ Refresh ‘
Dene €5 Local intranet | Protected Mode: Off v H100% -
Step Action
2. Enter the desired information into the Comment Status field. Enter "SEE
ATTACHED DOCUMENT FOR SPECIFICATION INFORMATION".
3. Click in the Attach Button to attach a document.
NOTE: The View and Delete buttons are grayed out meaning they are inactive.
Attach
4. Enter the file name with the directory in the blank field;

OR
Click the Browse Button to look for the file in your directory.

Excel, Word, PDF, Notepad

word document before attaching.

| Browse.. |

NOTE: The following document types can be attached to the Requisition:

If you want to attach Internet Information, you must cut and paste the information to

Page 80



_ I - Training Guide
"‘ LSJS':E;E’:,EH Heskit BRFHS and BRFHM

» Libraries » Documents »

Organize *  Newfolder

¢ Favorites “ Documents library
B Desktop Includes: 2 locations

D loads _——
g R;("‘:"‘“":hm @} Binders.docx

[ Libraries
|| Documents
@' Music
| Pictures
B videos

Amangeby: Folder =

1% Computer
&, Local Disk (C)
S koconn§ (Wentfil ~

File name: v‘ Al Files (*7) -

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

Step Action

5. Select the document you wish to attach.

Click the Binders option.
[l Binders.docx

6. Click the Open button.
Open -
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PS9FSDPSes

PS9FSWEBDEV1 DPS
Favorites - Main Menu . pyrchasing > Requisitions > Add/Update Requisitions

File Attachment

ChlUserst WDocumentsiBinders docx Browse:

Upload Cancel

| €4 Local intranet | Protected Mode: Off a v RI0% v
Step Action
7. Click in the Upload Button to attach the document.
Lpload
8. The Attach button is now inactive, and the View and Delete buttons are active. The

name of the attached document is displayed to the left of the Attach button.

NOTE: Although PeopleSoft allows you to attach a document to a requisition, the
document will not print when the Requisition is printed. You must print the
attachment separately and attach it to a hard copy of the requisition.

9. Click the OK button.
QK
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PS9FSDPS:s
PS9FSWEBDEV1 DPS
Favorites  Main Menu Purchasing > Requisiions > Add/Update Requisiions

kist | Add to Favorile Sign out

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: 0000041 Budget Status: Not Chicd i
Requisition Name: \0000041 Hold From Further Processing
*Requester: KOCON3 @ oConnor, Karen  Reauisition Defaults

Edit C
* isiti . 0911712013 Requester Info
Requisition Date: Reguisition Activities

Origin: oML @, On-Line Entry Amount Summary

. . USD
‘Currency Code: U8 Daliar Total Amount: 159.90 USD

Accounting Date: 09/17/2013
Add Hems From

Purchasing Kit Catalog
Item Search Requester ltems

Line Customize | Find | View 21| &3] 3
vetails | shipTouenate | status ] vendormformation T eminformaton T atributes ] contract T Sourcing controls

[, Men:handlse
Description r Quantity UOM  |Category Price Amount Status

3 @ [DRNGBINDERS 5 -[E (100000  [EA QL 00000 G | 1599000 159,90 Approved &

View Printable Version *Go to: More -

[=] Motify | s Refresh [Es Add

< [0 ] »
€5 Local intranet | Protected Mode: Off 3 v H100% -

Done

Step Action

10. Click the Save button to save the attached document to the requisition.
E save

11. To view the attached document, click the Edit Comments Link.

Edit Comments
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PS9FSDPS:s

PSSFSWEBDEV1 DPS

1

Home | Workist | AddtoFavorites |

University Health™
Shreveport

Sign out

Favorites  Main Menu Purchasing > Requisiions > Add/Update Requisiions
New Window | Help | Customize Page | B
Header Comments
Business Unit: BRFHE Requisition Date: 09M17i2013
Requisition ID: 0000041 Status: Approved
*Sort Method: Comment Time Stamp - *Sort Sequence: Ascending - Son
Eind | view Al First K 4 op ¢ I Last
Use Standard Comments Comment $tatus: Active Creee | ek |
SEE ATTACHED DOCUMENT FOR SPECIFICATION INFORMATION @@
[7] send to Vendor [7] show at Receipt
[”] show at Voucher
Associated Document
Attachment: Binders.docx " View I Delete | [Z] Email
From - REQ BRFHS-0000041
OK | Cancel | Refresh
Dene €5 Local intranet | Protected Mode: Off v H100% -

12.

to attaching

Click the View button to view the attachment. This action opens a new window and
displays the attachment.

NOTE: No changes can be made to the attached document within PeopleSoft. If
changes to the attached document are required, you must make the changes prior

it to the Requisition.

WYiew
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Home | Insert  Pagelayout  References  Mailings

P = - 34 Find ~

@i“‘"““%:' =18 9 [ aameca amoca AaB aambce | A P

= - 23 Replace

Fesle 5 B 7 U - e x x| e A (= | & e Thormal | TMo Spadi... Headingl Heading 2 Hgmggf [ Select~

Clipboard Font ] Paragraph I} Styles | Editing
E‘ R R S R S - I B B BT S B S B SR S AL |

=

Vendor Information:
Office Depot
Contact: Joe Pike
2301 Louisville Ave
Monroe, LA 71201
318-323-9220

Cardinal® Heavy Duty Slant-D® 45% Recycled Ring Binder, 5"
Ring, Red

Item # 462351
Patented expandable pocket holds more — locking rings keep papers secure!

+ Expand-A-Pocket® — so nothing gets left behind!
+  45%recycled — so it's great for the environment.
+ Heavy-duty hinge and weld for durability

Our Price: $47.62

Description:

‘Words: 241

Step Action

13. Click X to close the attachment.

S

o —
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PSSFSWEBDEV1
Favorites | Main Menu - purchasing > Requisitions > Add/Update Requisitions

v

Mew Window | Help | Customize Page |

University Health™

Shreveport

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

Header Comments

Business Unit:

i

First Bl 1 or 4 B st

Find | View Al

BRFHS Requisition Date: 09/17/2013
Requisition ID: 0000041 Status: Approved
*Sort Method: Comment Time Stamp - *Sort Sequence: Ascending - Sort

Use Standard Comments Comment Status: Active nactiate | unde |
SEE ATTACHED DOCUMENT FOR SPECIFICATION INFORMATION EE
[~ send to Vendor [C] show at Receipt
[7) show at Voucher
Associated Document
Attachment: Binders. docx AR View I Delete I [T Email
From -» REQ BRFHS-0000041
OK | Cancel | Refresh
7l €L Locsl intranet | Protected Mode: Off i v ®10% <
Step Action
14. Click the Delete button to delete the attached document.
Delete

15. Click the Inactivate button.

Inactivate

16. Click the OK button.

Lo
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PS9FSDPS:s

PS9FSWEBDEV1 DPS
Favorites  Main Menu Purchasing > Requisiions > Add/Update Requisiions

Home | Workist | AddioFavorites | Signout

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: 0000041 Budget Status: Not Chicd i
Requisition Name: \0000041 Hold From Further Processing

*Requester: KOCON3 @ oConnor, Karen  Reauisition Defaults
Edit C

* isiti . 0911712013 Requester Info
Requisition Date: B R Requisition Activities
Origin: oML @, On-Line Entry Amount Summary

» . USD
‘Currency Code: US Dollar Total Amount: 159.90 USD
Accounting Date: 09/17/2013

Add tems From

Purchasing Kit Catalog

Item Search Requester ltems

Line
" Detais ] snpTomuenate | staws [ vendormformation ] weminformation T atrioutes | contract ] sourcing controls

Customize | Find | View 21| &3] 3

Men:handlse
Description r Quantity Fuom  |Category Price Amount Status

3 @ [DRNGBINDERS 5 -[E (100000  [EA QL 00000 G | 1599000 159,90 Appraved &

View Printable Version *Go to: More -

[=] Motify | s Refresh [Es Add

| [ | 3

Dene jrail €5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

17. The attached document will not be removed if you do not save the requisition. The
requisition must be saved to complete the delete process.

Click the Save button.
E save

18. Once the Document is saved, the link displays once again as Add Comments
instead of Edit Comments.

New comments can be added by clicking the Add Comments link.

19. This completes Attaching a Document to a Requisition.
End of Procedure.
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Budget Check and Print a Requisition
Procedure

In this topic you will learn how to Print a Requisition.

NOTE: Requisitions must be reguested and printed ONE AT A TIME. Users must wait for the
first requisition to print before submitting a request to print and printing another requisition.

PS9FSDPS:s

PSSFSWEBDEV1 DPS
Favu'rites Main'Meﬂu » Purchasing > Requistions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition 1D: 0000041 Budget Status: Mot Chi'd
|oooo041 Hold From Further Processing

Requisition Name:

*Requester: KOCON3 @ @Connor, Karen  Reauisition Defaults
Add C
* isiti . 09/17/2013 [H|Requester Info
Requisition Date: ) Reguisition Activities
Origin: oML @, On-Line Entry Amount Summary
* . USD
‘Currency Code: US Dollar Total Amount: 159.90 USD
Accounting Date: 09/17/2013 [
Add Hems From
Purchasing Kit Catalog
Item Search Requester ltems

L\I'I?
Details | ShipToiDueDate | status ] Vendorinformation T Meminformation T Atiibutes ] contract T Sourcing Controls

Men:handlse
Description r Quantity Fuom  |Category Price Amount Status

B Q. |[pRmcBNDERS 5 = B (100000 |Ea @ Jooooo @ | 1599000 159.00 Approved (SHEE]

Customize | Find | view 41| B B First

View Printable Version *Go to: More hd

@ save | [=] Notify | ris Refresh B Add

m ] r

jrail € Local intranet | Protected Mode: Off fh v H10% <

Step Action

1. Click the Hold From Further Processing option.
Hold From Further Processing

2. Click the Save button.

NOTE: The requisition must be saved in order to Budget Check.
El save

3. The Budget Status must be Valid in order for the requisition to be sourced as a P.O.
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BRFHS and BREHM University Health

Shreveport

PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddioFavorites | Signout

New Window | Help | Customize Page | /&

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved X
Requisition 1D: 0000041 Budget Status: Not Chi'd
Reguisition Name: |0000041 Hold From Further Processing
~ Header
“Requester: KOCON3 QL o'Connor, Karen  Requisition Defaults
Add C
Y issiti . 091712013 Requester Info
Requisition Date: & Reaquisition Activities
Origin: ONL QOn-Line Entry Document Status
*Currency Code: Jso Us Dollar Amount Summary
" " 09/17i2013
Accounting Date: Total Amount: 90.00 USD
Add ltems From Select Lines To Display
Purchasing Kit Catalog Lo N
Line: To: Relrieve
Item Search Requester items 2 2

Line

Customize | Find | View Al 0 ) 8 First K
vetaits | ship Tomue Date [ staus T wendor nformation | remmformation | Atmibutes T conract ] sourcing controis

- s - N Merchandise
[ rltem Description rm_nanlny UOM  |Category  |Price Amount Status

1 ;FSE'G BINDERS, 5" RINGS, £ 10.0000 EA 00000 15.99000 159.90 Canceled e B

View Printable Version Delete Requisition *Go to: More -
(& save | & Return to Search | [=] Notify | % Refresh [ErAdd
< I ] 3
HI0% v

Step Action

4, Click the Budget Check button.

NOTE: The system will automatically send you to the Process Monitor panel.

g

5. Click the Refresh button until the Run Status = Success and the Distribution Status
= Posted to complete the process.

NOTE: DO NOT repeatedly click the Refresh button as this uses system resources.
Please allow 15 seconds between clicks.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Process List Server List
View Process Request For
UserID: | - Q, Type: ~ Last - ‘ 1 Days - I Refresh I

Server: * HName: ‘ Q Instam)e:‘ 1o |

Run « Distribution - Save On Refresh
Status: Status:

Worklist | Addto Favorites |  Sign out

New Window | Help | Customize Page | B

Process List o i First N 1 or 1 Bl Last

Process
Select (Instance |Seq. [Process Type Name Bun Status | g0

10077759 Z7ZREQ_FS_BP FS_BP o 09/17/2013 10:11:25AM CDT Queued NiA Details

Go backto Requisitions

& save | [=] notify

Process List| Server List

« m J i
H100% -

Step Action

6. Click the Refresh button.
Refresh
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PS9FSDPS:s
PS9FSWEBDEV1 DPS
Favorites ~ Main Menu > Purchvasing > Requgtions » Add/Update Requisitions

Process List Server List

View Process Request For

Sign out

Home | Workist | AddtoFavorites |

New Window | Help | Customize Page | [,

User ID: Q. Type: + Last - 1 Days -
Server: * HName: Q Inslanoe:\ to |

Run - Distribution - Save On Refresh

Status: Status:

Process List customize | Find [ view i [0 88 First Bl 4 o 4 B st

Select |Instance | Seq.|Process Type Process ... Run DatefTime Run Statys  |istrbution |p ;.
Name Status

10077759 ZZREQ_FS_BP FS_BP & 0917/201310:11:25AM CDT Success Posted Details

o back to Requisitions
& save | [E] notify

Process List| Server List

i ]

Step Action

7. Click the Go back to Requisitions link to return to the Requisition header page.
|Gu back to Requisitions |

8. In this example, the Budget Status is Valid, so the requisition can now be sourced to
a PO.

9. This completes Budget Check a Requisition.

10. There are two methods available for printing a requisition: View Printable Version
and Accessing the Process Monitor. Both methods will be demonstrated here. The
View Printable Version method will be demonstrated first.
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KOCON3 < g'connor, Karen

Requisition Defaults

Accounting Date: 09/17/2013 [

Purchasing Kit Catalog
ltern Search Reguester liems

Lme
Details | ShipToMueDate | Status | Vendorinformation | eminformation | Atributes T Contract | Sourcing Controls

Description Quantity

-\ % 100000

Category

€ |D-RING BINDERS, 5 lio\ looooo & | 15.99000

PS9FSWEBDEV1 DPS Sign out
Favorites | Main Menu > Purch_asing > Requivstmns » AddfUpdate Requisitions
. .
Mew Window | Help | Customize Pal caved }
Maintain Requisitions o
Requisition
Business Unit: BRFHS Status: Approved x
Requisition 1D: 0000041 Budget Status: Mot Chk'd ﬂﬁ
Requisition Name: \0000041 Hold From Further Processing

*Requester:
Add C
| isiti . 09/17/2013 Reguester Info
Requisition Date: B Requisition Activities
Origin: OnL ©, On-Line Enry Amount Summary
- - UsD US Dollar
Currency Code: Total Amount: 159.90 USD

Price Merchandlse Status
/Amount

ystomize | Find | View 41 | ) #

(S|

159.90 Approved

Delete Requisition

View Printable Version *Go to: More -
& save | [ Notify | 7 Refresh Eb Add
4 n ] »
Jrail €5 Local intranet | Protected Mode: Off hov HI00% v

Step

Action

11.

Click the View Printable Version link.

Status = Closed.
|‘-Iiew Printable Version |

NOTE: The View Printable Version button may not be used for printing purposes
once the Requisition Status = Closed. The user must print the Requisition by
following the steps beginning with Step 8 of this exercise once the Requisition
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BRFHS and BRFHM

s_L/EMPLOYEE/ERP/s/WEBLIE_RPT ISCRIPTL FicldFormulels ~ G | 4| X [Il[=] ing

i Favorites | &3 [] Suggested Stes + g Oracle PeopleSoft Enterpr...

(& hetps:fpsSsreports.susc.edu/psreports/fsdpst | | h-8 - |:'| Page~ Safety~ Toolk~ @~
Requisition
usiness Unit:
) Req ID: Date Page
Ship To:  BRFSH Accounts Payable 0000041 09/17/2013 1
1501 Kings Hw' Requisition Name:
Shreveport LA 71130-3932 0000041
Requester Currency
0'Connor, Karen usD
Redquester Signature
[Line-Schd _Htem Description Mfg ID Quantity UOM Price Extended Amt Due Date |
11 D-RING BINDERS, 10.0000 EA 15.99 159.90 097302013
5" RINGS, BLUE

Buyer: Delatte, Adam T.
Vendor: 0000002440 OFFICE DEPOT
Attn:

MAKE SURE BINDERS ARE DURABLE AND HAVE AT LEAST 3 RINGS

Line Total 159.90
Total Requisition Amount: 159.90
Done €4 Unknown Zone | Protected Mode: Off -

313PM
9/17/2013

Step Action

12. The requisitions displays.

Click the Print button.

- v
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5
|| @ nepsiprepord | printer: [ETEILE] = - Toos- @~

Copies L[5

Pages to Print Comments & Forms
@Al

[Document and Markups

Current page

Pages |1

Ship To: » More Options 8.5x11 Inches

Page Sizing & Handling (&)

[ Fsee I[ B35 poster ” [E] Muttiple I [E] Bookiet ]

Size Options:

O Fit

Actual size [

Line-Schd ) Shrink oversized pages
1 [T Choose paper source by PDF page size

[T Print on both sides of paper

Orientation:
@ Auto portrait/landscape
ortrait

© Landscape

Want to print colors as gray & black? 0

Pagelefl

y
9/17/2013

Step Action

13. You can designate the number of copies you wish to print and then click OK.

For training purposes only, click the Cancel button.

I Cancel
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€ _1/EMPLOVYEE/ERP/s/WEBLIE_RPT ISCRIPTL FicldFormulals ~ G | 44| X [Il[=] ing Lo
i Favorites | &3 [] Suggested Stes + g Oracle PeopleSoft Enterpr...
(& etps:fpsSsreports.susc.edu/psrepors/fsdpst | | A v B v m v Pagev Safety Took~ @
Requisition
Business Unit: BRFHS AFPROVED
) Req ID: Date Page
Ship To:  BRFSH Accounts Payable 0000041 09/17/2013 1
1501 Kings Hw' Requisition Name:
Shreveport LA 71130-3932 0000041
Redquester Currency
0'Connor, Karen usD
Redquester Signature
[Line-Schd _ltem Description Mfg ID Quantity UOM Price Extended Amt Due Date |
11 D-RING BINDERS, 10.0000 EA 15.99 159.90 09/302013
5" RINGS, BLUE
Buyer: Delatte, Adam T.
Vendor: 0000002440 OFFICE DEPOT
Attn:
MAKE SURE BINDERS ARE DURABLE AND HAVE AT LEAST 3 RINGS
Line Total: 155.50
Total Reguisition Amount: 155.50
Done €4 Unknown Zone | Protected Mode: Off - ]
"

3:14PM

9/17/2013

Step Action

14. Click the Close button.

This completes the demonstration of View Printable Version.

~""
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PS9FSDPS:s

PS9FSWEBDEV1 DPS

Favorites | Main Menu > Purchasing >> Add/Update Requisitions

Maintain Requisitions

Home | Workist | AddtoFavorites |

Sign out

New Window | Help | Customize Page | B,

Requisition
Business Unit: BRFHS Status: Approved X
Requisition ID: 0000041 Budget Status: Mot Chkd iz gli=|
Requisition Name: \0000041 [] Hold From Further Processing

*Requester: KOCON3 Q oConnor, Karen  Reauisition Defaults

*Requisition Date: 0911772013 5 Requesterinfo Add C

Requisition Activities

Origin: ONL Q On-Line Entry Document Status

“Currency Code: = US Dollar
Accounting Date: parT0t: L Total Amount: 159.90 USD

Purchasing Kit Catalog tne: | QTe: [ Q@ Retrieve

Item Search Requester ltems

Line Customize | Find
" Details ] ShipTomueDate | Staws | Vendornformation | #eminformation ] Attributes | contract ] Sourcing Controls
t

Merchandise
Description r Quantity UoM (Category Price | Amount Staf

Q. [DRNGEBINDERS, 5 -[E [ [10.0000  [EA Q. 00000 4 | 1599000 15990Apprwed

View Printable Version View Approvals Delete Requisition *Goto: More.. -
B save | = Notify | % Refresh B Add

Jrail €4 Local intranet | Protected Mode: Off f3 v H100% ~

Step Action

15. The second method, Print a Requisition using the Process Scheduler, will be
demonstrated now.

Navigate to Purchasing, Requisitions, Reports, Print Requisition, or
From displayed breadcrumbs select Requisitions, Reports, Print Requisition.

Click the Requisitions button.
RequEtiuns

16. Click the Reports menu.
IRepnrts "Il

17. Click the Print Requisition menu.

Print Reguisition
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PS9FSDPS:s
PSO9FSWEBDEV1 DPS
Favo_rﬂ:es MainvMenu > Purch_asing > Requivstmns > Repvorts > Print Requisition

Home | Workist | AddtoFavorites | Signout

New Window | Help | B
Requisition Print
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value 1 Add a New Value 1

Limit the number of results to (up to 300 300

Run Control ID: begins with ~

[[lcase Sensitive

Search | Clear |Ela5i:Search I8 Save Search Criteria

Find an Existing Value \ Add a New Value

] i ] v

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

Step Action

18. Click the Add a New Value tab.

See the Create/Find a Run Control 1D topic for instructions on how to create a
valid run control id.

" Add aNewValue

19. Enter the desired information into the Run Control ID field. Enter "print_req".
20. Click the Add button.
Add
21. The parameters you enter on the Print Requisition page will be saved to the specified

run control id. When running the report in the future, the user will only change
the Requisition ID; all other fields will remain as defaulted.
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PS9FSDPSes
PSIFSWEBDEV1  DPs Home | Workist | AddtoFavorites |  Signout
Favo_rﬂ:es MainvMenu > Purch_asing > Requivstmns > Repvorts > Print Requisition
New Window | Help | Customize Page | B,
Print Requisition
) : Run |
Run Control ID: print_req Report Manager Process Monitor
Language:  English ~ (@ Specified O Recipient's
Report Request Parameters
Business Unit: :Q Statuses to Include
Requisition ID: Q [] Approved Select All
From Date: [l canceiea
["] completed
Through Date: [ [l open
Requester: [ Q (D pending
NOT On Hold -
B save | [=] Notity Er Add Update/Display
Dene Jrail €5 Local intranet | Protected Mode: Off v H100% -

Step Action

22. Enter the desired information into the Business Unit field. Enter "BRFHS".

23. Requisition 1D

You may enter your requisition id directly into the Requisition ID field. It is highly
recommended that you note the requisition id when attempting to print the
requisition and enter it in this page. If you do not know the requisition id, you may
search for it as shown in the following steps.

Click the Look up Requisition ID button.
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PS9FSDPSes
PSO9FSWEBDEV1 DPS
Favo_rites Ma'nvMenu > Purdla;'ng > Requ'gbons > Repvorts > Print Requisition

Look Up Requisition ID

Business Unit: BRFHS
Requisition ID: hegins with « |

Requester: begins with vI IQ

Luokunl Clear | Cancel |Easanukuu

Search Results

J7ail €5 Local intranet | Protected Mode: Off hov HI00% v

Step Action
24, Enter the desired information into the Requester field. Enter "Your Requester ID".
25. Click the Look Up button.
Look Up
26. Click the 0000041 link.
ooooo4
217. NOTE: Do not enter From Date, Through Date or Requester. If this information
is entered incorrectly, it may prevent the requisition from printing. Since
requisitions must be requested and printed ONE AT A TIME, entering the
requisition id will be sufficient to identify the requisition.
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PS9FSDPS:s
PSO9FSWEBDEV1 DPS
Favo_rﬂ:es MainvMenu > Purch_asing > Requivstmns > Repvorts > Print Requisition

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | B,

Print Requisition

Run Control ID: print_req ReportManager Process Monitor Run_|

Language:  English ~ (@ Specified O Recipient's

Report Request Parameters

Business Unit: BRFHS Q Statuses to Include
Requisition ID: poooo41 Q [C] approved Select All
From Date: B
["] completed
Through Date: Ex| [ open
Requester: [ Q (D pending
NOT On Hold -

& save | [=] Notify B+ Add Update/Display

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

Step Action

28. Click the Select All button.
Select All

29. Click the button to the right of the NOT On Hold field.

30. Click the On Hold AND Not On Hold list item.
[©@n Hold AND Mot On Hold |

31. Click the Save button.
Bl save

32. Process Scheduler

The Process Scheduler defines the Run Location and Output Destination of the Print
Request.

Click the Run button.
Run
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PS9FSDPS:s
PSO9FSWEBDEV1 DPS
Favo_rkes MainvMenu > Purch_asing > Requivstmns > Repvorts > Print Requisition

Home |

New Window | Help | Customize Page | B,

Worklist | Addto Favorites |

',;ﬁg University Health™

Shreveport

Sign out

Process Scheduler Request

UserID: KOCON3 Run Control ID: print_req

sorve orme: IL]  rum0ute 0972059
Recurrence: hd Run Time: | 3:16:15PM Reset to Current Date/Time

Time Zone: Q
Process List
Select |Description Process Name [ ey “Type *Format Distribution
= Requisition Print SQR PORQO10 S0OR Report Web ~ PDF ~  Distribution
=] BRF Requisition Print ZZP0O0042 SQR Report Web ~ PDF ~  Distribution
oK Cancel
Dene 73] €5 Local intranet | Protected Mode: Off 3 v H100% -

Step

Action

33.

Click the Server Name list.

]

34.

Click the PSNT list item.

35.

correct them.

NOTE: The Type field should default as Web and the Format field should default
as PDF. If the Type and Format fields do not properly default, you will need to

36.

Click the OK button.
DK
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PS9FSDPSes
PSIFSWEBDEV1  DPs Home | Workist | AddtoFavorites |  Signout

Favo_rkes MainvMenu > Purch_asing > Requivstmns > Repvorts > Print Requisition
) —
Mew Window | Help | Customize Pal caved ‘

Print Requisition

Run Control ID: print_req Report Manager | Process Monitor

Language:  English ~ @ Specified O Recipient's

Report Request Parameters

Business Unit: BRFHS Q Statuses to Include

Requisition ID: 0000041 (¢} Approved Select All
v

From Date: Canceled
Completed

Through Date: Ex| Open

Requester: [ Q Pending
On Hold AND Not On Hald -

& save | [=] Notify B+ Add Update/Display

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

Step Action

37. Click the Process Monitor link.
| Process Monitor |

38. If the Run Status is not Success and the Distribution Status is not Posted, click the
Refresh button until both statuses are achieved.
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PS9FSDPS:x
PSO9FSWEBDEV1 DPS
Favo_rkes MainvMenu > Purch_asing > Requivstmns > Repvorts > Print Requisition

Process List | SenverList

View Process Request For
UserID:[KOCON3 @ Type: v Last - 1 Days - Refresh

Sign out

New Window | Help | Customize Page | B,

Server: * Name: \ Q. Instance: \ to |
Run ~ Distribution - Save On Refresh
Status: Status:

Process List customize | Find | view a1 [ )| 8 First Bl 4 o4 B

Process - buti
Select . (Process Type User  |Run DateTime Details
Select (Instance |Seq. |Process T Name . |User  (RunDatefTime RunStatus |G E0C

10077428 S0R Report ZZP0O0042 KOCONN 09/17/2013 3:13:14PM CDT Success Posted Details

(o back to Requisition Print
B 5ave | [=] Notify

Process List| Server List

4 n,

<

H100% -

Dene Bl €4 Local intranet | Protected Mode: Off i

Step Action

39. Click the Go back to Requisition Print link.
| Go back to Requisition Print |
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Shreveport
PS9FSDPS:s
PS9FSWEBDEV1 DPS Home | Workist | AddtoFavortes | Signout
Favu'ntes MEII‘I'MEHIJ » Purchasing > Reguistions > Reports » Print Requisition
New Window | Help | Customize Page | B
Print Requisition
Run
Run Control ID: print_req Report Manager | Process Monitor
Language:  English ~ @ Specified () Recipient's
Report Request Parameters
Business Unit: BRFHS Q Statuses to Include
Requisition ID: 0000041 Q Approved SelectAll
7|
From Date: El Canceled
Completed
Through Date: Open
Requester: [ aQ Pending
On Hold AND Not On Hold -
& Save | &L Return to Search | [=] Notify | Er Add Update/Displa
Done Jrii} € Local intranet | Protected Mode: Off i v ®10% v

Step Action

40. Click the Report Manager link.
| Report r-.«1anager|
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Home | Workist | AddtoFavorites |

Sign out
Favo_rkes MainvMenu > Purch_asing > Requivstmns > Repvorts > Print Requisition
New Window | Help | Customize Page | B,
Administration  List | Explorer | Archives
View Reports For
Foider: NN - instance: to:
Name: | Created On: | Last - 1 Days -
Customize | Find | View First Bl 4 of 1 I Last
rt Report Description Folder Name Completion | Report Process
Date/Time 0] Instance
09HMTH2
1 ZZPO0042 BRF REQUISITION PRINT General 33PN 8196176 10077428
Go backto Requisition Print
B save
Administration | List | Explorer | Archives
4 [ ] +
Dene €& Local intranet | Protected Mode: Off g v H10% v

Step Action

41, Click the Administration tab.

, Administration

42.

The report is complete and ready for viewing when Requisition Print SOR under
the Description column turns into a blue hyperlink and the Status = Posted.

If the Status was not Posted, you would click the Refresh button until the Status =
Posted and the BRF Requisition Print in the Description column became a blue link.
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PS9FSDPS:x

PSOFSWEBDEV1  DPs

Add to Favorites |

Sign out

New Window | Help | Customize Page | B,

Archives

Administration | LISt || Explorer
\iiew Reports For
User ID: Type: N v Last - 1 Days - Refresh

~ Instance: ‘ Io:|

Report List First B 4 or 1 B Last

Report Prcs . -
Select o e Description Format (Status  |Details

09M17/2013  Acrobat
[ERZt AP (BRI
8196176 10077428 |BRF Requisition Print T1314PM (pd) Posted  Details

Status: ~ Folder:
Customize | Fi

Se\enAH DDee;ele:tNl
LEEE Iclick the delete button to delete the selected report(s)

Go back to Requisition Print

B save

Administration | List | Explorer | Archives

n

<

HA00% v

<
Bl €& Local intranet | Protected Mode: OFf

Done

Training Guide
BRFHS and BRFHM

Step

Action

43.

Click the BRF Requisition Print link.

The requisition will open and display in a new window.

BRF Reqguisition Print
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P~

i Favorites | &3 [] Suggested Stes » g Oracle PeopleSoft Enterpr...

| (& hetps:/fpsSsreports.susc.edu/psrepors/fsdpst | | Ziov B v | = v |Pager safetyw Tookw @r 7
Requisition
usiness Unit:
) Req ID: Date Page
Ship To:  BRFSH Accounts Payable 0000041 09/17/2013 1
1501 Kings Hw' Requisition Name:
Shreveport LA 71130-3932 0000041
Requester Currency
0'Connor, Karen usD
Redquester Signature
[Line-Schd _ltem Description Mfg ID Quantity UOM Price Extended Amt Due Date |
11 D-RING BINDERS, 10.0000 EA 15.99 159.90 097302013
5" RINGS, BLUE

Buyer: Delatte, Adam T.
Vendor: 0000002440 OFFICE DEPOT
Attn:

MAKE SURE BINDERS ARE DURABLE AND HAVE AT LEAST 3 RINGS

Line Total 159.90
Total Requisition Amount: 159.90
Done €4 Unknown Zone | Protected Mode: Off -

317PM
9/17/2013

Step Action

44, Click the Print button.

e v
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5
|| @ ntpsspstsceporl|  printer: [T = - Toos- @~

Copies L[5 =

Pages to Print Comments & Forms
@Al

[Document and Markups

Current page

Pages |1
Ship To: » More Options 85x11 Inches
Page Sizing & Handling (&)

[ Fsee ][ B35 poster ” [E] Muttiple I [E] Bookiet ]

Size Options:
©Fit
ctual size [
(©) Shrink oversized pages

1 [7] Choose paper source by PDF page size
[T Print on both sides of paper

Orientation:
@ Aute portrait/landscape
() Portrait

© Landscape

Want to print colors as gray & black? (&) }

Pagelefl

317PM [
9/17/2013

SN A

" |

Step Action

45, You can designate the number of copies you wish to print and then click OK.

For training purposes only, click the Cancel button.

H

46. Click the Close button.
=
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favlyltes MEIHvMEﬂIJ » Purchasing > Reguisitions > Reports » Print Requisition

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | &

Administration List Explorer Archives

View Reports For
User ID: Type: ~ Last - 2 Days - Refresh

Status: ~ Folder: ~ Instance: ‘ to:|

Report List

Report Pres -
Select M ) Description
2013 Acrobat

8196176 10077428 BRF Reguisition Prin 343:14PM  (*pdf) Posted  Details

Sa\edN\ E‘Desele:mll
1025 Jeickthe delete buton to delete the selected report(s)

Go back to Requisition Print

& save

Administration | List | Explorer | Archives

m ] 3
100% v

Step Action

47. Click the Go back to Requisition Print link.
| Go back to Requisition Print |

48. This completes Print a Requisition.
End of Procedure.
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View an Existing Requisition and the Activity Log

Procedure

In this topic you will learn how to View an Existing Requisition and the Activity Log.

PS9FSDPS:s

PS9FSWERD DPS

Personalize Content | Layout Help

] »
H100% ~

Step Action
1. Click the Main Menu button.
Main‘rﬁenu
2. Click the Purchasing menu.
|Purch35ing '|
3. Click the Requisitions menu.
|Requi5'rtinn5 >|
4, Click the Add/Update Requisitions menu.
|.-5u:||:|,"LI|:u:|ate Requi5'rtin:nn5|
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | /&,

Requisitions

VEndanexstingvaine Add a New Value

Business Unit: Q
Requisition ID: [NEXT

Add

Find an Existing Value | Add a New Value

H10% +

Step Action

5. Click the Find an Existing VValue tab to search for an existing requisition.

" Find an Existing Value

Enter the desired information into the Business Unit field. Enter "BRFHS".

7. Find an Existing Value

To find an existing requisition, you must enter all or part of one of the following
search criteria:

* Requisition ID — to view a specific requisition; or
* Requester — to view the requisitions entered by a specific person.

8. Requisition ID

It is highly recommended you make a note of your Requisition ID after saving your
requisitions, so that you can enter it directly onto the search page when searching for
an existing requisition.

9. Search for a Requester

It is recommended the Requester option be used as the search parameter when
searching for existing requisition id. You must enter the requester's user id in the
Requester field. If you enter the requester's name in the Requester field, you will
receive the following message: "No matching values found".

NOTE: Other than Requisition ID and Requester, the remaining displayed search
options are not recommended for use as search parameters.
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Step Action

10. The Requester field is not case sensitive. However, if the Case Sensitive checkbox is
checked, you must enter the Requester information in ALL CAPITAL (CAPS)
letters. Checking the Case Sensitive box will limit your results since the system will
only be looking for an ALL CAPS match. If the Case Sensitive box is unchecked,
you will retrieve all records, regardless of whether the text is in ALL CAPS.

NOTE: It is recommended that the Case Sensitive and Hold From Further
Processing boxes remain as defaulted.

11. Enter the desired information into the Requester field. Enter "Your User ID".

12. Click the Search button.

NOTE: The Search results will display at the bottom of the page.
Search

13. The results will display in descending order with the most recent requisition at the
top of the list.

NOTE: If a specific Requisition 1D was entered, the Maintain Requisitions page
associated with the Requisition 1D will display. The option list would not display at
the bottom of the page.

Click the 0000041 link.
0000041

14. Once the Hold From Further Processing box is unchecked and the requisition saved,
the end-user may not enter any additional information into the requisition.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B
Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved A
Requisition ID: 0000041 Track Batch: 2 Budget Status: Mot Chikd L
Requisition Name: \mﬂﬂﬂ‘ﬁ [~ Hold From Further Processing
~ Header
*Requester: OConnor, Karen ~ Requisition Defaults
Add C
| isiti . 09/17/2013 #Reg Info
Requisition Date: B Reaquisition Activities
Origin: ONL @ On-Line Entry Document Status
*Currency Code: UsSD US Dollar Amount Summary
i . 0911712013 5
Accounting Date: Total Amount: 0.00 USD
Pre-Encumbrance Balance: 0.00 USD
Add ltems From Select Lines To Display
Purchasing Kit Catalog oo N :
Line: To: Retrieve
Item Search Reaquester ltems a a

Lme

Customize | Find | view i | 2| 8 it
Details | ShipToueDate | Status | Vendorinformation | eminformation | Atributes T Contract | Sourcing Controls

Merchandl!e
Line r item Description ’7 |Quantity Category  |Price Arnount Status

1= DRNGBINDERS, S'RINGS. @ 400000  EA 00000 15.99000 150.90 Canceled (@)l
View Printable Version *Go to: More... -
B Savel L Return to Searchl 1B Previous in Lis | 4[] Next in List | =] notify | i Refresh || _
< i ] »
L100% -
Step Action
15. Buttons on the Maintain Requisitions page

Return to Search button allows you to return to the list of requisitions retrieved on
the Search page;

Previous in List button also you to view the previous requisition in the list of
requisitions retrieved on the Search page. The Previous in List button in this
example is greyed out because it is the first requisition in the search results list;

Next in List button allows you to view the next requisition in the list of requisitions
retrieved on the Search page;

Notify buttons allows you to e-mail the requisition page;
Refresh button is used to update the information on the page.

Delete Requisitions button (not viewable on this page) should never be used by the
end-user; and

Add button takes you directly to the Add a New Value tab to create a new
requisition.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddioFavorites | Signout

New Window | Help | Customize Page | B

pisitions
h
BRFHS Status: Approved A
0000041 Track Batch: 2 Budget Status: NotChik'd ﬂﬁ
e: [pooooat ["I Hold From Furtner Processing

O'Connor, Karen ~ Requisition Defaulls

0911712013 [ Requester Info Add Comments

Requisition Activities

ol on-Line Entry Document Status
= Us Daliar
Porizizots IRy Total Amount: 0.00 USD
Pre-Encumbrance Balance: 0.00 USD
Catalog e [ QTe|[ q Retrieve

Requester ltems

First B 1 or 4 B Last

Customize | Find | View 41| &
foDue Date | Status T Vendormformation | tem nformation | Attributes | Contract | Sourcing Controls

- . L, . Merchandise
Description r Quantity UOM  [category  |Price Amount status

DRNGBINDERS.S'RINGS. @ q00000 A 00000 15.99000 159.90 Canceled =2 [N =
sion *Go to: -More...
umluSearchl 1] Previous in Lis | *ENexlmLstl ENnhfyl s Refresh Eradd | B updatemispla
q = v

Step Action

16. Click the button to the right of the Go to field.

L]

17. Click the 02-Activity Log list item.

D2-Activity Log

18. The Activity Log will indicate the following:

1. Entered - the User ID of the Requester and the date the requisition was entered
into the system;

2. Modified - the User ID of the person who most recently modified the requisition,
and the date and time the modifications were entered into the system; and

3. Approved - the User ID of the person who Approved the requisition, and the date
and time the requisition was approved.
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PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | /&

Maintain Requisitions

Activity Log
By User: KOCON3
Date : 09M7/2013
By User:
Date/Time : 09/18/2013 4:15:06PM
By User:
Date : 09/18/2013

H10% +

Step Action
19. Click the Return button.

Return ||

20. This completes View an Existing Requisition and the Activity Log.
End of Procedure.
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Copy a Requisition

Copy

Procedure

In this topic you will learn how to Copy a Requisition.

Step Action

1. Scenario

You may copy your own requisitions or the requisition of another Requester. In this
exercise you will enter a new requisition by copying a requisition from another
Requester using the Copy From option.

2. When copying a requisition you will not perform Step 1: Enter Requisition
Defaults. The defaults, line item(s), distribution of funds, and comments are being
brought into the new requisition from the requisition that is being copied. Once
copied, the Requester will make any necessary additions/changes/deletions to the
line items, Schedule page, Distribution page and/or Comments page.

NOTE: It is recommended to enter a new requisition rather than copying a
requisition if extensive changes will be made to the copied requisition.
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PS9FSDPS:s

PSSFSWEBDEV1 DPS

Personalize Content | Layout

e

University Health™

Shreveport

] »

H100% ~

Step Action
3. Click the Main Menu button.
Mainlﬂenu
4, Click the Purchasing menu.
IF‘UFChEIEiI‘Ig "*l
5. Click the Requisitions menu.
|Requi5'rti|:|n5 Pl
6. Click the Add/Update Requisitions menu.

|A|:I|:I,"Llpdate Requi5'rtin:nn5|
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | B,

Requisitions

Find an Existing Value Add a New Value

Business UnnDO\
Requisition ID: [NEXT

Add

Find an Existing Value | Add a New Value

H10% +

Step Action

7. A new requisition must be added in order to copy a requisition.

Enter the desired information into the Business Unit field. Enter "BRFHS".

8. Click the Add button.
Add
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: NEXT Budget Status: Not Chid 53

*Requester: KOCON3 @ o'Connor, Karen ~ Reauisition Defaults
Add C
| isiti . 09/20/2013 =R ter Info
Requisition Date: & Reguisition Activities
Origin: ONL @ On-Line Entry Amount Summary
*Currency Code: UsD US Dollar

Total Amount: 0.00 USD
Accounting Date: 09/20/2013

Add tems From
Purchasing Kit Catalog
Item Search Requester ltems

Line Customize | Find | View a1 | E0) 8 First
Details | ShipToueDate | Status Tvmhrmmn T tem information TAmins Tcnman Tmcmmk

B & [ooo00 ’7Q [ Q| 0.00 Approved (®)=3]

View Printable Version *Go to: -.More... hd

& save | [E] Wotify | 7 Refresh B Add
< I r
javascript:hAction_winD(document.wind, REQ_PNLS_WRK_COPY_FROM_PB', 0, 0, ‘Copy From, false, true); H10% -

Step Action

9. I%:k the Hold From Further Processing option.
10. Requisition Name — this is a free text field and can be used to enter a description of

the items being purchased. If the field is not populated upon saving it will be
populated with the requisition id.

11. Copy a Prior Year Requisition for Next Fiscal Year

In this exercise you are copying a requisition for the same fiscal year. When you are
copying an existing requisition (i.e. from the current or a prior fiscal year) into a
requisition for the next fiscal year, the Accounting Date must be changed. The
Accounting Date change must be made prior to copying the old requisition into the
new requisition so the Budget Period defaults to the next fiscal year. If the Budget
Period is not correct, an error message will be received when saving the requisition
stating that the Accounting Date and Budget Period do not match. The Due

Date must also be changed to reflect receipt in the next fiscal year. The Requisition
Date may remain as defaulted.

The dates must be changed as follows when copying a requisition for the next fiscal
year:

Accounting Date - 07/01/XX (the next fiscal year); and

Due Date - 07/01/XX or later for the next fiscal year.

12. Click the Copy From link.
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Step Action

13. Search for an Existing Requisition to Copy

To search for an existing requisition to copy, you may enter all or part of one of the
following search criteria:

* Requisition ID — to view a specific requisition; or

» Requester — to view requisitions associated with a specific requester.

14. Requisition 1D

It is highly recommended you note your Requisition ID you wish to use when
copying a requisition and enter it into the search page. If you do not know the
Requisition ID, you may search for it by clicking the Look Up Requisition ID
magnifying glass.

15. Requester

You must enter the user id of the person whose requisition you wish to copy in
Requester field. The user id must be entered in ALL CAPS. If you enter the
requester's name in the Requester field, or enter the user id in lower case, you will
receive a warning message stating you entered an invalid value. If you do not know
the requester's user id, you may search for it using the following steps.

NOTE: It is not recommended that any of the remaining options be used when
searching for a requester user id.
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PS9FSDPS:x
PS9FSWEBDEV1 DPS
Favorites ~ Main Menu > Purchvasing > Requgkions » Add/Update Requisitions

Maintain Requisitions

Home | Workist |

Copy Requisition

eacter |
Business Unit: BRFHS

Requisition ID: liq

Requisition Name: [ Q

Req Status: ’_Q Origin: ’_O\

Reguester: ‘ E

Requester Name: ‘ aQ

Requisition Date: ] To: ]

Vendor SetlD: BRFHH Vendor Lookup

Vendor ID: [ |@ vendor Details Vendor Name: [ < Y
Item SetiD: BRFHS Item ID: [ <
item Description: T E foeasw

Department: ’— Q

Search

Customize | Find | \

sel Requisition Hame Status Origin

Requester

OK | Cancsll Refresh |

Addto Favorites |  Signout

New Window | Help | Customize Page | [,

HA00% v

Step Action

16. Click the Requester button.
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PS9FSDPS:es
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Look Up Requester

Requester: begins with ~ |

Description: begins with vI I

Looku;)l Clear | Cancel |E|asicumkup

Search Results

7 can be displayed.

Amare, Azebe Gebre
Anderson, April Gail
Anderson, Alison

L

H10% v

Step Action

17. You will search for the User ID using the Description field. The Description column
display users' names. You will enter all or part of the user's Last Name in the

Description field.

Enter the desired information into the Description field. Enter "Buyer's Last

Name".
18. Click the Look Up button.
Look Up
19. Click the Harold, Carmen P link.

[Harold, Carmen P
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | /&

Copy Requisition

Business Unit: BRFHS

Requisition ID: Q
Requisition Name: ‘ Q
Req Status: Q Origin: Q,
Requester: ‘ Q

Reguester Hame: ‘ QQ

Requisition Date: E1 To: [
Vendor SetiD: BRFHH
Vendor ID: @ Vendor Details Vendor Name: — a
Item SetiD: BRFHS ftem ID:  a
Item Description: ﬁ

Department: Q,

Requisition Name Status Origin Requester

Wendor Lookup

[ pirect Ship

Customize | Find | View Al B0 88 First B 4 or 1 B Last

oK | Cancell Refresh |
Step Action
20. Click the Search button to view a list of available requisitions for the specified
requester.
Search
21. You are viewing options 1 - 3 of 24 options for this requester. You can use the
right arrow to view the next group of 3 options, or you can click the View All link to
view the all 24 options.
22. Click the View All link.
23. Click the Req ID to view requisition information.

NOTE: This will open a new window and display the Requisition Inquiry page.

Click the 0000034 link.
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| @ https:/psdfsdps lsuhsc.edu/psp/fsdps 2/EMPLOYEE/ERP/c/R O ~ @ & X & Requisitions

7 € LSU Health New Orleans £ Web Slice Gallery + - ~ [ = v Pagev Safetyv Toolsv @~

PS9FSDPS:x

PSSFSWEBDEV1 DPS
FavovntesiMalnvMeﬂu > Puvd’laslng > Requgltlons > REVIEWREQUS@OH Information > Requisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B

Requisitions

Req Inquiry Customize | Find | View Al | @\ First ] 10f1 ] Last
Details T Status

Requisition Name gz::':""’“ Requester Req Date Total Amt

Approved Harold, Carmen P 09/15/2013 2,128.00 USD

Search

[=] Notify

H10% v

920713 | |

Step Action

24, The Requisitions page displays. Click the Requisition link to view line items and
other requisition details.

NOTE: This will take you to the Line Details page.

C|ICk the 0000034 link.
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3| & https://psdfsdps bsuhsc.edu/psp/fsdps 2 EMPLOYEE/ERP/c/R O ~ @ € X | & Requisitions

5 € LSU Health New Orleans £ Web Slice Gallery + [ ~ [ = v Pagev Safetyv Toolsv @~

PS9FSDPS:x
PSSFSWEBDEV1 DPS
FavovntesiMalnvMeﬂu > Puvd’laslng > Requgmons > RevlewRequlslguﬂ Information > Requisitions

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | B

Line Details
Business Unit: BRFHS ReqID: 0000034
Requester: Harold, Carmen P
Requisition Date: 00/15/2013 Merchandise Amount: 2,128.00 USD
Req Status: Approved Pre-Encumbrance Balance: 0.00 USD

Requisition Details Customize | Find | View Al | E'\ ] First

vetaits [Miorel [ Contract

Line |Status Item 1D Description Vendor ID Hame ReqQty |UOM | Merchandise Amt A'g:;“

1 Approved HOSTONSCIENTIFC T30TWIRESY  oooooo1470 gB?PKER Sl 4.0000 EA 2,128.00 USD .

Return

< (]

javascript:hAction_win2(document.win2,'DESCRSO'’, 0, 0, 'BOSTON SCIENTIFIC 1301 WIRE SV, false, true); H10% v

T OB 2 B [E D e B S e T

Step Action

25. Review the requisition information to determine if this is the requisition you wish to
copy.

Click the Close button.

26. NOTE: If this is not the desired requisition, you will click other Requisition 1D
links and repeat the previous steps until the desired requisition is located.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favuntes Main Menu > Pur(haslng > RE!l]LILGItIDﬂS > Addepdate Reqummﬂs

Worklist |

Add to Favorites

[ 0000046 0000046 Approved ONL CHAROL

] 0000043 0000043 Complete ONL CHAROL

[ 0000042 DIST BY AMT Ganceled onL GHAROL

[ 0000038 0000039 Canceled ONL CHAROL

[ 0000036 0000036 Approved oML CHAROL

[ 0000035 0000035 Approved ONL CHAROL i

[0 0000034 Approved ONL CHAROL 7
[ 0000033 0000033 Approved ONL CHAROL

[ 0000032 0000032 Approved oML CHAROL

O 0000031 0000031 Approved ONL CHAROL b

[ 0000030 0000030 Approved oML CHAROL

] 0ooooze t:rztc!?g from fur Approved ONL CHAROL 3
[ 0000028 0000028 Approved ONL CHAROL

£ 0000027 0000027 Approved oL CHAROL

[] 0000022 0000022 Approved oML CHAROL |

OK | Cancel Refresh

H10% +

Step Action

217. When you find the requisition you wish to copy, click the Sel - 0000034 option.

O]

28. Click the OK button.
s

Page 127



Training Guide ' -

4 University Health®
BRFHS and BRFHM Shreveport

PS9FSDPS:s
PS9FSWEBDEV1 DPS Home | Workist | AddioFavortes | Signout
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions
New Window | Help | &,
The source requester )is different from the target requester ), copy? (10150,186)
All copied defaults will remain unchanged. Do you want to copy?
o

H10% +

Step Action

29. A message displays to verify you want to copy the selected requisition information
onto the new requisition.

When you copy a requisition of another Requester, you will receive a message
stating that the source requester (i.e. the person whose requisition you are copying)
is different from the target requester (i.e. you). This means the defaults brought in
from the copied requisition will remain the same once copied into the new
requisition. Since this is not your requisition that you are copying, the system is
warning you the defaults on the requisition being copied may not be same as the
defaults you will be using. If the defaults are different, you will need to make the
necessary changes on the Schedule and Distribution pages of the new requisition.

Click the Yes button.
Yes
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | Workist | AddioFavorites | Signout

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: NEXT Budget Status: Not Chi'd L
Requisition Name: [ CopyFiomt Hold From Further Processing
*Requester: :Q Harold, Carmen P Reauisition Defaults
Add C
| isiti . 09/20/2013 R ter Info
Requisition Date: & Reguisition Activitie:
Origin: ONL @ On-Line Entry Amount Summary
=Currency Code: USD US Dollar

Total Amount: 212800 USD

Accounting Date: 09/20/2013
Add tems From

Purchasing Kit Catalog
Item Search Requester ltems

Line Customize | Find | View a1 | E0) 8 First
Details | ShipToMueDate | Status | Vendorinformation | eminformation | Atributes T Contract | Sourcing Controls

Men:handlse
Description ranantm oM |Category Price Amount Status

&, |soston <E & [+0000 ’7Q l00000 53200000 2,128.00 Approved (@)=

View Printable Version *Go to: -.More... hd

& save | [E] Notify | 7 Refresh B Add

< . *

javascripthAction_win0{document.win0,'"REQ_PMLS_WRK_COPY_FROM_PB', 0, 0, ‘Copy From, false, true); H100% -

Step Action

30. The Requester's User ID for the requisition you copied will default into the
Requester field. You must enter your User ID into the Requester field when this
occurs. If you were to copy your own requisition, no changes would need to be
made to the Requester field.

NOTE: You must enter your User ID in ALL CAPS into the Requester field.
The information from the copied requisition displays in the new requisition.

NOTE: Any changes that you make to the new requisition will not affect the
original requisition that you copied.

Enter the desired information into the Requester field. Enter "Your User ID".

31. Click the Requisition Defaults link.
|Reguisitinn Defaults |
32. A warning message displays.

Cllck the Yes button.
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Step Action

33. You must either enter default information onto the Requisitions Defaults page or on
the Distribution page for each line. In this example, you will make the following
changes on the Requisitions Defaults page.

Requisition Defaults:
Buyer - Delatte, Adam
Ship To - BRFHS
Due Date - 09/30/13
Account - 545700
Dept - 2036380
Location - N20G0100

PS9FSDPS:s

PSIFSWEBDEV1  DPS Home | workist | AddtoFavortes |  Signout
Favorites ~ Main Menu > Purch'aslng > Requgmns » Addfupdate Requisitions

New Window | Help | Customize Page | B,

Maintain Requisitions

Requisition Defaults

Business Unit: BRFHS Requisition Date: 09/20/2013
Requisition ID: NEXT Status: Approved

Default Options

) 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.

© 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 L
Buyer: Unit of Measure: ’—Q 3
Vendor: 0000001470 @, STRYKER SALES CORP Vendor Location: 0000000018 Q
Category: ’7Q Vendor Lookup
Ship To: < “Distribute By: Quantity -
Due Date: [ m
Uiimate Use Code: ’—Q
Attention To: ‘ One Time Address

Distribution

SpeedChart: Q

1000000 [BRFHIG, Q Q. [BRFHS @ aQ [ & a L 0912012013

ol i ]

L&l _&af

L3
H100% ~

Step Action

34. Click the Buyer button.
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PS9FSDPSes
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requistions > Add/Update Requisitions

Look Up Buyer

Buyer: begins with ~ |

Name: begins with ~ | |

Lm)kui)l Clear | Cancel |Ba§\c|_ookup

Search Results

Anderson

Craig. Alethea

Delatte, Adam T.

Fussell Alice R

Hood, Ava

Butler, Amanda Francesca
Malbrough, Amanda R.
Neal, Angela

Clinfarmnmnin Atk s

S—
-
pee g
Bl
du—
Ld

Step Action
35. Enter the desired information into the Name field. Enter "Buyer's Last Name".
36. Click the Look Up button.
I Look Lip
37. Click the Buyer's User ID link.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

L eI e

| Workist | Addto Favorites |

Sign out

Business Unit: BRFHS Requisition Date: 08/20i2013
Requisition 1D: NEXT Status: Approved

i
) 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.

If you select this option, all default values entered on this page override the default values found in the default
hierarchy, enly non-blank values are assigned.
Buyer: il @ Delatte, Adam T. Unit of Measure: Q

Vendor: 0000001470 Q STRYKER SALES CORP Vendor Location: [oooooooo1e @
Category: Q Vendor Lookup

Schedule

Ship To: = *Distribute By: Quaniy v

Due Date:
Ultimate Use Code: a

Attention To: [ One Time Address

Distribution

SpeedChart: Q
Distributions

[ Details T Assetinformation

n

Dist Percent 'GL Unit |Account Dept Location IN Unit Fund Program [Class Budget Date Project

‘oooooo] BRPH | [ @ ems | @ | a [ e | a wews | o | Q

OK | Cancsll Refresh |

< n 3

H10% +

Step Action

38. Click the Ship To button.

2]
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PS9FSDPS:es
PS9FSWEBDEV1 DPS
Favorites ~ Main Menu > Purdlz;'ng > Requg;itions » Add/Update Requisitions

Look Up Ship To

SetiD: BRFHS
Ship To Location: begins with - |
Description: begins with ~ |

Look Up Clear | Cancel |Bas\cLookun

Search Results

Vie Firs 1120f 12 [ Las
ip To Location [Description

e BRF Hospital Shreveport CHS

BRF Shreveport D Warehouse

BRFHS Warehouse

BRFHospilal Shreveport

BRF Hospital Shreveport

BRFHS Accounts Payable

BRF Shreveport OR Hospital

Step Action

39. Click the BRFHS link.
[Eres]
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PS9FSDPS:s

PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

L eI e

Home | Workist | AddtoFavorites | Signout

Business Unit: BRFHS Requisition Date: 08/20i2013
Requisition ID: NEXT Status: Approved
Default Options N

) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are
B 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.

If you select this option, all default values entered on this page override the default values found in the default
hierarchy, enly non-blank values are assigned.

Buyer: t Q_ Delatte, Adam T, Unit of Measure: T la

Vendor: 0000001470 Q STRYKER SALES CORP Vendor Location: [oooooooo1e @

Category: Q Vendor Lookup

Ship To: BRFHS ©, BRF Hospital Shreveport *Distribute By: Quantity -

Due Date: E
Ultimate Use Code: ’—Q

Attention To: ‘

One Time Address
Distribution

SpeedChart: Q

Distributions
[ Details ] Assetinformation

)
Dist Percent 'GL Unit |Account Dept Location IN Unit Fund Program [Class Budget Date Project

1000000 |BRFH!C, Q Q [BRFHS @ Q[ la Q O 0912012013 Q a

OK | Cancsll Refresh |

H10% +

Step Action

40. Click the Due Date button.

NOTE: You may also enter the date directly into the Due Date field.

41, Click the desired date.

42, Enter the desired information into the Account field. Enter "545700".

43. Enter the desired information into the Dept field. Enter “2036380".

44, Click the Look up Location button.
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PS9FSDPSes
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Look Up Location

SetlD: BRFHS
Location Code: begins with + |

Description: begins with ~ I I

LookUpl Clear | Cancel |Bas\cLookuu

Search Results

Only the first 300 results of a possible 7826 can be displayed.
v Firsd 1-300 of 300 8

Code [Description
Women's & Children's Building
10 PSYCH Il Exchange Cart
NUR SVC 10K Exchange Cart
NUR SVC 10K Exchange Cart
10KW IV Exchange Cart
NUR SVC 10K Exchange Cart

|javmcrip':ptCommnnOhj.updalermpl(document.winﬂ,‘#]CRUIM)'): H10% v

Step Action

45, Enter the desired information into the Description field. Enter "NEURO".

46. Click the Look Up button.
Look Lip

47. Click the N20G0100 link.
MN20G0100
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

L eI e

Add to Favorites

Sign out

Business Unit: BRFHS Requisition Date: 08/20i2013
Requisition 1D: NEXT Status: Approved

i
) 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.

If you select this option, all default values entered on this page override the default values found in the default
hierarchy, enly non-blank values are assigned.

Buyer [0 Q_ Delatte, Adam T, Unit of Measure: T la
Vendor: 0000001470 Q STRYKER SALES CORP Vendor Location: [oooooooo1e @
Category: Q Vendor Lookup

Schedule

Ship To: BRFHS ©, BRF Hospital Shreveport *Distribute By: Quantty v

Due Date: 09/30/2013
Ultimate Use Code: a

n

Attention To: One Time Address

Distribution
SpeedChart: Q

Distributions
[ Details T Assetinformation

Dist Percent 'GL Unit |Account Dept Location IN Unit Fund Program [Class Budget Date Project

1000000 |BRFHICY [5457000, [2036380C3 |N20G0100 & Q[ la Q O 0912012013 Q a

OK Cancel | Refresh |

< n 3

H10% +

Step Action

48. Click the OK button.
OK
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PS9FSDPS:x
PS9FSWEBDEV1 DPS
Favorites ~ Main Menu > Purchvasing > Requgkions » Add/Update Requisitions

Worklist

Add to Favorites |

Sign out

New Window | Help | Customize Page | [,

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

Business Unit: BRFHS Requisition Date: 09/2012013
Requisition ID: NEXT Status: Approved

For Line and Schedule defaults, Select 'Apply to apply changes to all lines and schedules.
For Distribution defaults, Select 'Apply to apply changes to the Distrib Line

Example: If you select ‘Apply for Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition.
Select ‘Apply to All Distribs’ to apply changes to all distribution lines on the requisition.

O  UnmarkAll

Retrofit Field Selection Customize | Find | A First Bl 4.7 o514 O Last
Distrib Line  |Field Value Apply o All Distribs
= Buyer [ dnd
[E]  Vendor 0000001470
[7] Vendor Location 0000000018
E Ship To BRFHS
[T DueDate 2013-09-30
Fl P 1 100
[]  GLuUnit 1 BRFHS )
OK | Cancel Refresh
javascripthAction_win0({document.wind,'REQ_PNLS_WRK_MARK_ALL_LINES_FLG', 0,0, 'Mark All', false, true); E100% v

Step Action

49, Click the Mark All link.

50. Click the OK button.
OK

Page 137



Training Guide
BRFHS and BRFHM

>

University Health™

Shreveport

PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Home | Workist | AddtoFavorites |

New Window | Help | Customize Page | B

Sign out

Requisition
Business Unit: BRFHS Status: Approved
Requisition ID: NEXT Budget Status: Not Chi'd L
Requisition Name: ‘ Copy From Hold From Further Processing
*Requester: KOCON3 @, o'Connor, Karen {equisition Defaults
Add C
| isiti . 09/20/2013 =R ter Info
Requisition Date: & Reguisition Activitie:
Origin: ONL @ On-Line Entry Amount Summary
» . USD Us Dol
‘Currency Code: oliar Total Amount: 212800 USD

Accounting Date: 09/20/2013
Add tems From

Purchasing Kit Catalog
Item Search Requester ltems

Lme
Details | ShipToMueDate | Status | Vendorinformation | eminformation | Atributes T Contract | Sourcing Controls

Men:handlse
Description ranantm Category Price Amount Status

Customize | Find | Vie

woal | B0 8 First

<, |soston <= @&h 0000 | ’7Q 00000 ) 53200000 2,122.00 Approved g
View Printable Version *Go to: -.More... hd
& save | [E] Wotify | 7 Refresh B Add
< i v
javascript:hAction_win0(document.wir0,'REQ_HDR_WRK_DEFAULTS_PE', 0, 0, Requisition Defaults’, false, true; H10% -

Step Action

51. Change the Quantity from 4 to 2.

Enter the desired information into the Quantity field. Enter "2".

52. Enter the desired information into the Price field. Enter "550".

53. Click the Save button.

B save

54. A Requisition ID number has been assigned by the system. The Requisition ID is
not the Purchase Order (PO) number. A separate PO number will be assigned when
the PO is generated.

NOTE: If this is a Confirmation Purchase Order, the Requisition ID is the PO
number.

55. If you do not intend to add other line items to the requisition and it is ready for
approval, you must uncheck the Hold From Further Processing box and save the
requisition.

56. In this exercise, you will not add another line item and the requisition is ready for
approval.

Click the Hold From Further Processing option.

57. Click the Save button.

B save

Page 138



I . Training Guide
'ﬁlﬁ University Health BREHS and BREHM

- Shreveport

Step Action

58. This completes Copy a Requisition.
End of Procedure.
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Inquire on Requisition Status

Inquire on a Requisition

Procedure

In this topic you will learn how to Inquire on a Requisition.

PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favtas [an e
Personalize Content | Layout Help

] »
®100% -

Step Action
1. Click the Main Menu button.
Mainyenu
2. Click the Purchasing menu.
I Purchasing r |
3. Click the Requisitions menu.
|Requi5'rti|:|n5 >|
4, Click the Review Requisition Information menu.
|Review Requisition Information r |
5. Click the Requisitions menu.
[Requistions |
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PS9FSDPS:s ‘ ‘ . —
FEV‘:;:;SWE?IE?;U >Dp:urdlaslng > RE!I]LIEItIDHS > RevlewReuumgnn Information > Requisitions = — S =
MNew Window | Help | Customize Page | /&,
Requisition Inquiry
Business Unit: ”_O\
Requisition ID: yiq To Req: ’7Q
Requisition Name: ‘ aQ
Req Status: ’_O\ Origin: ’_O\
Regquester: ‘ Q
Requester Hame: ‘ Q,
Requisition Date: [ E To: [ =\
Vendor SetiD: ’—Q Vendor Lookup
Vendor ID: ’—QVendnrDetawls Vendor Name: ’70(
Item SetiD: [ e Item ID: - !
Item Description: ﬁ [ pirect Ship
Department: fiq
oK Cancel
Step Action

6. Enter the desired information into the Business Unit field. Enter "BRFHS".

7. Search to Inquire on an Existing Requisition
You may search to inquire on an existing requisition by entering all or part of one
of the following search criteria:

« Requisition ID — to view a specific requisition; or
* Requester — to view requisitions associated with a specific requester.

8. Enter the desired information into the Requisition ID field. Enter "0000021".
NOTE: If you do not know the requisition id, you can search for it using Lookup
Requisition ID. Alternatively, you can enter the Requester's User ID into the
Requester field, or use Lookup Requester to search for the requester user id.

9. Click the OK button.

OK
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favnvntes MalnvMenu » Purchasing > Requisitions > Review Requisition Information > Regquisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | /&

Requisitions
Find | View All B0 B First K 4 or1 B Last

Requester Req Date Total Amt

BRFHS 0000021 0000021 Approved Harold, Carmen P 09/09/2013 26567 USD

H10% +

Step Action

10. The Requisition inquiry page displays.
Click the Status tab.

11. The "Y" in the On PO column indicates that the requisition has been sourced into a
PO.

The "P" in the Received and On Voucher columns indicates receipts and vouchers
for the requisition have been posted.

NOTE: You can view the PO inquiry page by clicking the *'Y*" in the On PO
column. You can view the Receipt inquiry or the Voucher inquiry page by clicking
on the ""P*" in either the Received or On Voucher column.

12. Click the Document Status button.
This will open a new window.

NOTE: See the ""Inquire on a Requisition Doc Status' topic for detailed
instructions on how to access the Req Doc Status page directly and use the
document links and buttons.
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| © https://psdtsdps.lsuhsc.edu/psp/fsdps_4/EMPLOYEE/ERP/c/P O + @ & X & Document Status

5 € LSU Health New Orleans £ Web Slice Gallery +

- ~ [ dm v Pagev Safetyv Toolsv @~

PS9FSDPS:x

PSSFSWEBDEV1 DPS
FavovntesiMalnvMeﬂu > Puvd’laslng > Requgmons > RevlewRequlslguﬂ Information > Document Status

e | Wordist | AddtoFavorites | Signout

New Window | Help | Customize Page | B

Document Status

Business Unit: BRFHS Req ID: H00003%

Document Date: 09/09/2013 Status: Approved

Currency: usD Document Type: Requisition

Requester: Harold, Carmen P Merchandise Amt: 26567

Budget Status: Valid

Associated Document customize | Find | View Al ] 8 Frst Bl 12 0r2 B (ast
" Documents

Business Document Doc i Status Document Date  (Vendor ID Location

Unit Type

BRFHS Purchase Order 00000044 Dispatched 08/09/2013 0000001399 & 0000000001 E
BRFHE Receipt 000020 Received 09/09/2013 0000001399 7 0000000001 B

L Return to Search

9/20/2013 | |

Action

The Document Status page will also display when a "Y" or "P" is clicked on the
requisitions inquiry page.

Click the Close button.
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PS9FSDPS:
PS9FSWEBDEV1 oPS e | Workist | AddioFavortes | Signout
Favlyltes MEIHvMEﬂIJ > Pur(hvaslng > REQUEKIDHS > RevlewRequm@nﬂ Information > Requisitions
New Window | Help | Customize Page | &
Requisitions
Req inguiry Customize | Find | View Al B &
BRFHS 0000021
Search
[=] Notify
n ——— r.
Step Action
14, Click the Details tab.
15. Click the 0000021 link to view the line details page.
0000027
16. NOTE: You may click the Description link to view additional item description
information.
17. NOTE: From the Line Details page you can click the Line Comments bubble or

the Schedule Details button to view additional requisition information.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favnvntes MalnvMenu » Purchasing » Requisitions > Review Requisition Information > Regquisitions

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | &

Line Details
Business Unit: BRFHS ReqID: 0000021
Requester: Harold, Carmen P
Requisition Date: 09/09/2013 Merchandise Amount: 26567 USD
Req Status: Approved Pre-Encumbrance Balance: 0.00 USD

Requisition Details Customize | Fi con @& R

" vetars o I =

Line [Status item ID Description \Vendor ID Hame Reg@Qty |UOM | Merchandise Amt A'S:;“'

I ABBOTT
ABBEOTT/ROSS D00 79 SIMILAC INES E
1 Approved 607578 ABBOTT/ROSS 00079-SIMILAC INF/ 0000001399 LABORATORIES INC 40000 CS 61.20 USD
2 Approved 607576 ABBOTT/ROSS 00180-VOLU-FEED 10 0000001399 R 3.0000 CS 12369 USD
LABORATORIES INC
3 Approved 607636 Abbott 62769, Kit Breastfeedin 0000001399 FEEOI 6.0000 CS 59.22 USD
e LABORATORIES INC :
4 Approved 607584 ABBOTT/ROSS 00081-VOLU-FEED DI 0000001399 EEOT 40000 CS 2156 USD
LABORATORIES INC )
Return
« . 0
H100% -

Step

Action

18.

Click the More tab.

19.

From the More tab you can view Buyer and vendor item information (i.e. Vendor
Item ID and Vendor's Catalog).

20.

From the More tab you can also view the Category code and manufacturing
information.

21.

Click the Contract tab.

Lo

22.

View the Contract page.

Click the Show all columns button.

23.

The tabs are removed and you can scroll to the right to view the information
previously displayed in the tabs.

Click the Show tabs button.
d=ET

24,

The tabs again display.

Click the Return button.
Return
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Step Action

25. This completes Inquire on a Requisition.
End of Procedure.
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Inquire on the Document Status Page

Procedure

In this topic you will learn how to Inquire on the Document Status Page.

PS9FSDPS:s

PS9FSWEBDEV1 DPS

Favo'rtes Mainivlenu > Purcrlasing > Requgtions > ReviewReuuis@an Information | > Requisitions

Home | Workist | Addto Favorites

New Window | Help | Customize Page | &,

Sign out

Requisitions

[Req Inquiry customize | Find | View a1 01 8 Frst B 4 or ¢ Bl Lost

netails  [IEEENIED]
. o Requisition
Requisition Name o Requester Req Date Total Amt

BRFHS 0000021 0000021 Approved Harold, Carmen P 09/09/2013 265.67 USD

Search

[=] notify

H100% -

Step Action

1. Click the Review Requisition Information button.
| Review Requisition Information ||

2. Click the Document Status menu.
|D|:|curnent Status ||

3. Inquire on a Requisition Doc Status

You can search to inquire on the document status page by entering all
of the following search criteria:

* Requisition 1D — to view a specific requisition; or

» Requester — to view requisitions associated with a specific requester.

or part of one
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PS9FSDPS:s

PSSFSWEBDEV1 DPS

Favnvntes MalnvMenu » Purchasing > Reguisitions > Review Requisition Information » Document Status

Requisition Document Status

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

Home | Workist | AddtoFavortes | Signout

New Window | Help | /&,

Limitthe number of results fo (up to 300): 300 |

Business Unit: = - liq
Requisition ID: begins with ~ ’7
Regquisition Status: = -

Requisition Date: = - liEﬂ
origin: pegins with lio\
Requester: begins with liq
Description: begins with ~ ’7

[Clcase sensitive

Search | Clear |Basic Search [E] Save Search Criteria
Step Action

4, Enter the desired information into the Business Unit field. Enter "BRFHS".

5. Enter the desired information into the Requisition ID field. Enter "0000021".
NOTE: If you do not know the requisition id, you can search for it using Lookup
Requisition ID. Alternatively, you can enter the Requester's User ID into the
Requester field, or use Lookup Requester to search for the requester user id.

6. Click the Search button.

Search
7. From the Document Status page for this example, you may view the following pages

Receipts page.

associated with the requisition: the Requisitions page, the PO Inquiry page, and the
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favlyltes MEIHvMEﬂIJ » Purchasing > Reguisitions > Review Requisition Information » Document Status

| Workist | Addto Favorites |

Sign out

New Window | Help | Customize Page | B

Document Status

Business Unit: BRFHS Req ID:

Document Date: 09/09/2013 Status: Approved
Currency: usD Document Type: Requisition
Requester: Harold, Carmen P Merchandise Amt: 26567

Budget Status: Valid

Associated Do

" Documents

Business Document
unit Type

BRFHES Purchase Order 00000044 Dispatched 09/08/2013 0000001399 0000000001 E]

BRFHS Receipt 000020 Received 09/09/2013 0000001399 & 0000000001

S Return to Search

javascript:hAction_win0(document.wir0,'HDR_ID', 0, 0, ‘0000021, false, true); H10% +

Step Action

8. Click the 0000021 link to view the Requisitions page.

200002
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PS9FSDPS:x

PS9FSWEBDEV1 DPS
Favo'rkes MainvMenu > Purchvasing > Requgtms > Review Requs@on Information > Document Status

Sign out

mize Pags | B,

Document
2 hitps //ps3fsdps.lsuhsc.edu/psp/isdps O - @ & X || & Requisitions x 5.0 <03
Business Unit: |§g Q) LSU Health New Orleans £] Web Slice Gallery v B~ v [ d® v Pagev Safety~ Tools~ @~
D Date:
Currency:
PS9FSDPSss
Requester: PSOFSWEBDEVY  DPs Home | Workist | AddtoFavortes | Sign out
Favavrrtes Mavaenu > Purdlasmg 3 Requgrtmns > Review Requsrgon Information > Requisitions
New Window | Help | Customize Page | B
ed D .
= Requisitions
3 z 0 VR?u Inquiry Customize | Find | View Al
Details (SIS
BRFHS
BRFHS R BRFHS 000002 0000021 Approved Harold, Carmen P 09/09/2013

Search

[=] Notify

£ Return to Sear

#100% ~

Step Action

9. Click the Close button.
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PS9FSDPS:s

PSSFSWEBDEV1 DPS
Favlyltes MEIHvMEﬂIJ » Purchasing > Reguisitions > Review Requisition Information » Document Status

| Workist | AddtoFavorites |

Sign out

New Window | Help | Customize Page | B

Document Status

Business Unit: BRFHS RegqD: 2000027
Document Date: 09/09/2013 Status: Approved
Currency: usD Document Type: Requisition
Requester: Harold, Carmen P Merchandise Amt: 26567

Budget Status: Valid

Associated Do

Documents

Business Document

unit Type

BRFHES Purchase Order 00000044 Dispatched 09/08/2013 0000001399 0000000001 E]
BRFHS Receipt 000020 Received 09/09/2013 0000001399 & 0000000001

S Return to Search

H100% -

Step Action

10. Click the 00000044 link to view the PO Inquiry page.
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& https://pSfsdps.lsuhsc.edu/psp/fsdps 8/EMPLOVEE/ERP/c/h 0 ~ @ € X

& Purchase Orders

5k €J LSU Health New Orleans & Web Slice Gallery »

M- v | dm v Pagev Safetyv Toolsv @

University Health™

Shreveport

PS9FSDPS:s

PSSFSWEBDEV1 DPS
FavovritengainvMenu > Purchasing > Purchase Orders 3 Review PO Information : Purchase Orders

Purchase Order Inquiry

Business Unit:
POID:
Change Order:

PO Date:
Vendor Name:
Vendor ID:

Buyer:

PO Reference:

Header Details
Header Comments
Change Order

1 2 so7578

2 [ 607576

Purchase Order

BRFHS
00000044
1

PO Status: Dispatched
Budget Status: Valid
POA Status: Initial Dispatch Acknowledged

09/09/2013 Doc Tol Status: Valid
ABBOTT LAB-001 Backorder Status: Mot
0000001399 Vendor Details Receipt Status: Parti
Harold, [ Hold From Further Processing
Carmen
F Amount Summary
Merchandise:
All RTV Document Status  Change Order Comments FreightTaxiMisc.:
Matching Total:
— Encumbrance Balance:
cu ] &)
Merchandise
(Category PO Qty UoMm |Amor Status
AﬂmigﬁDWROSS L0079-SIMILAC 00000 4.0000 CS 19.80 USD Approved O S|
ABBOTTROSS DM1B0-VOLUFEED 3.0000 CS 12.69 USD Approved E=

10

1

| "

New Window | Help | Customize Page | [,

Step

Action

11.

Click the Close button.
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PS9FSDPS:s
PSSFSWEBDEV1 DPS
Favlyltes MEIHvMEﬂIJ » Purchasing > Reguisitions > Review Requisition Information » Document Status

| Workist | AddtoFavorites |

Sign out

New Window | Help | Customize Page | B

Document Status

Business Unit: BRFHS RegqD: 0000021
Document Date: 09/09/2013 Status: Approved
Currency: usD Document Type: Requisition
Requester: Harold, Carmen P Merchandise Amt: 26567

Budget Status: Valid

Associated Do

Documents
Business Document
unit Type
BRFHS Purchase Order J0000044 Dispatched 09/08/2013 0000001399 0000000001 E]
BRFHS Receipt 000020 Received 09/09/2013 0000001399 & 0000000001

S Return to Search

H100% -

Step Action

12. Click the 000020 link to view the Receipt inquiry page.
000020
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| (2 nttps:/ps9fedps.lsuhsc.edu/ pep Fedlps 10/EMPLOYEE/ERP/c/ O ~ @ & X & Receipts

5% €J LSU Health New Orleans &7 Web Slice Gallery »

PS9FSDPS:s
PSSFSWEBDEV1 DPS
FavovritengainvMenu > Purchasing > Receipts : Review Receipt Information > Receipts

Unit: BRFHS  Receipt No: 000020 Source: On-line Receipt Status: Received

Addto Favorites |  Sign out

New Window | Help | Customize Page | &,

Receipt Lines Customize | Find | View All| B0 First Bl 122 o2 B Last
ceipt Lines | More Line Data | Gptional input

sel Description

1 607578 ABBOTT/ROSS 00079-SIMILAC INFA 495000 | 40000 cs O []

2 607576 ABBOTT/ROSS 00180-VOLU-FEED 10 423000 ] 3.0000 cs O O

HeaderDetais Line Details Manufacturer Info Asset Information
Document Status Header Comments Display RTV Information Line Status
Distribution Putaway Information Device Tracking

L\ Return to Search | +E] Previous in List | +E Nextin List | (=1 notify |

BICEE I 2] S

Step Action

13. Click the Close button.

14. This completes Inquire on the Document Status Page.
End of Procedure.
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