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Budget Check _a Requisition 9 2
Budget Check Contract and Non-Contract Requisitions

Budget Check a Requisition
Procedure

In this topic you will learn how to Budget Check a Requisition.

NOTE: The requisition must be at a status of approved before it can be budget checked.

Favorites ~ Main Menu'—
g 5
PSO9FSCNV Home Waorklist Add to Favorites Sign out
roclain bl Menu ~ | Search 3 | Advanced Search  [gl Last Search Results
PS9FSWEBDEV11
Personalize Content | Layout ) Help
£ >
H10% -

Step Action

1. Click the Main Menu button.

2. Click the Purchasing menu.

3. Click the Requisitions menu.

Requisitions

4, Click the Add/Update Requisitions menu.
|.ﬁ.-j-1-'Up-j ate Requisiti-:|ns|
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Keyword Search Add a New Value

Business Unit: LSUSH @,
Requisition ID: |NEXT

Add

Find an Existing Value | Keyword Search | Add a New value

Favorites Main Menu~ > Purchasing = > Requisitions ~ > Add/Update Requisitions
PS9FSCNV Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisiions ~  Search % | Advanced Search (o Last Search Results
PSIFSWEBDEVH
New Window | Help | B2
Requisitions

H10% ~
Step Action
5. Click the Find an Existing Value tab.
| Eind an Existing "u"aluel
Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
PS9FSCNV Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisiions ~  Search % | Advanced Search (o Last Search Results
PSIFSWEBDEVH
New Window | Help | B2
Requisitions

Use the following search to look for an existing Requisition.

Find an Existing Value

Search Criteria

Business Unit: - v JLsusH |3
Requisition ID: begins with [ ]
Requisition Name: begins with /|

Requisition Status: = v‘ ‘ b4
Origin: begins with v @,
Requester: begins with v @,
Requester Name: begins with v @,

Hold From Further Processing O

[case Sensitive

Search Clear |Basic Search [gf Save Search Criteria

Find an Existing Value \ Keyword Search \ Add a New Value

#100%
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Step Action

6. Enter the desired information into the Requisition ID field. Enter "0062988".

7. Click the Search button.

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

o . 5
PSOFSCNV Home Worklist Add to Favorites Sign out

FSCM 3.2 PSTools 8.53 Requisitions « | Search % | Advanced Search (2] Last Search Results

PSIFSWEBDEV11

| New Window | Help | Personalize Page | [ ~

Maintain Requisitions

Requisition
Business Unit LSUSH Status Approved N
Requisition ID 0062983 Track Batch 1 Budget Status Mot Chik'd
Requisition Name SAMPLE REQUISITION [Hold From Further Processing
Header (2
"Requester Dooley, Wanda G
*Requisition Date 03/16/2015 [l Requester Info
Origin [ONL 2 On-Line Entry
Currency Code USD Us Dollar
Accounting Date | 11/16/2015 [H
Amount Summary (2
Requisition Defaults Add Comments .
Requisition Activities Total Amount 2499 USD
Document Status Pre-Encumbrance Balance 0.00 USD
Add Iltems From (7 Select Lines To Display (?
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line @ To @ Retrieve
Line (2 Personalize | Find | View Al | 2|

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

Merchandise

Line itern Description Quantity ‘UM Category Price vt Status
= - . v
1R D-RING BINDER, 5"RING,RED €3, 1.0000 EA 00000 Multiple 24.99 Approved
< >
javascript:submitAction_win0{document.wind, CHANGE_HDR'); H100% ~

Step Action

8. Click the Budget Check button.

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

(=]
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Favorites Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions > Process Monitor
| 5
PS9FSCNV Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisiions ~  Search »  Advanced Search |2/ Last Search Results
PSIFSWEBDEVH

View Process Request For

Go back to Requisitions

Process List| Server List

New Window | Help | Personalize Page | iE
Process List Server List

User DWDOOLT x|@,  Type | [Last V] 1] [Days v [ Refresn
Sen'er Name @, Instance to
Run Status Distribution Status Save On Refresh
Process List Personalize | Find | ViewAll |0 |E  First @ 1-40r4 @ Last
Select Instance Seq. Process Type :;2?:55 User Run DateTime Run Status 2‘;:;‘:”“5" Details
2787 ZZREQ_FS_BP FS_BP WDOOL1 03/30/2016 3:32:40PM CDT Queued N/A Details
2786 ZZREQ_FS_BP FS_BP WDOOL1 03/30/2016 10:33:10AM CDT Success Paosted Details
2785 ZZREQ_FS_BP FS_BP WDOOL1 03/30/2016 10:30:55AM COT Success Posted Details
2784 ZZREQ_FS_BP FS_BP WDOOL1 03/30/2016 10:22:30AM COT Success Posted Details

[5] Save =] Notify

#100% ~

Step

Action

Click the Refresh button until the Run Status = Success and the Distribution
Status = Posted.

NOTE: DO NOT repeatedly click the Refresh button as this uses system resources.
Please allow 15 seconds between clicks.

Refresh

10.

Run Statuses

It is possible that the Run Status will not display as Success when budget checking a
requisition. Other statuses are Warning, No Success and Error.

A Run Status of Success indicates that the document budget checked successfully.

11.

Run Statuses (continued)

A Run Status of Warning indicates that either no documents were selected to
process, or the process was successful and produced a budget check error.
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Step

Action

12.

Run Statuses (continued)

process. The user will:

2. Click Restart; and

open a Help Desk ticket.

1. Click on the Details link;

A Run Status of No Success indicates that the process deadlocked with another

3. Click OK to restart the process.

NOTE: If restarting the process results in a No Success again, the user should

13.

Run Statuses (continued)

A Run Status of Error indicates that the program failed. The user should open a
Help Desk ticket to report the error.

Favorites ~

PSOFSCNV
FSCM 5.2 PSTools 8.53
PSIFSWEBDEV11

Requisitions « Search

Process List | ServerList

View Process Request For

Main Menu~ > Purchasing ~ > Requisitions = > Add/Update Requisitions > Process Monitor

Home Waorklist
3 | Advanced Search (3] Last Search Resulis

New Window | Help | Personalize Page | i

User ID|WDOOL1 @, Type | [Last v 1 Refresh
severl[ | bame a o
Run Slalus Distribution Status Save On Refresh
Process List Personalize | Find | viewAll | &% [ First @ 1 0r1 ¥ Last
Select Instance Seq. Process Type E;:S:“ User Run Date/Time Run Status 2“:3;’”"“ Details
2784 ZZREQ_FS_BP FS_BP WDOOL1 03/30/2016 10:22:30AM CDT Success Posted Details
Go back to Requisitions

[5 Save =] Notify

Process List| Server List

Add to Favorites

Sign out

#100% ~

Step

Action

14.

[Go back to Requisitions |

Click the Go back to Requisitions link to return to the Requisition header page.
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Favorites Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions

PS9FSCNV Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisiions ~  Search »  Advanced Search o/ Last Search Results
PSIFSWEBDEVH

| New Window | Help | Personalize Page | = ~

Maintain Requisitions

Requisition

Business Unit LSUSH Status Approved X

Requisition ID 0062457 Budget Slalus s

Requisition Name 0062457 ["1Hold From Further Processing

Header (2
*Requester AANDER1 @, Anderson, Alison
*Requisition Date 06/22/2015 Requesler Info
Origin |ONL O‘ On-Line Entry
Currency Code USD US Dollar
Accounting Date 07/01/2015
Requisition Defaults Add Comments Amount Summary (2
Requisition Actities Total Amount §50,000.00 USD
Document Status
Add Items From (2 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line @, To @, Retrieve
Line (2 Personalize | Find | View All IIE‘ L

Details Ship To/Due Date Status Supplier Information Iltem Information Aftributes Contract Sourcing Controls

Merchandise

Line item Description Quantity “UOM  Category Price = Status
1Ry @, [BlanketPurchase I €& [1.0000 LoT |@, [ooooo @, [s50,000.0( 650,000.00 Approved -
< >
#100% ~

Step Action

15. In this example the Budget Status is Error.

NOTE: The Budget Status must be Valid in order for the requisition to be sourced
asaP.O.

Click the Error link to view the error message.
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Training Guide

Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions > Requisition
PS9FSCNV

FSCM 9.2 PSTaoks 8.53 Al ~| Search

PSIFSWEBDEVH

Requisition Exceptions Line Exceptions

Business Unit LSUSH

*Exception Type

Maximum Rows| 100

Requisition ID 0062457 &

Override Transaction Li]
More Budgets Exist

Search Advanced Budget Criteria

Budgets with Exceptions

Budget Override Budget Chartfields
Details Business Unit  Ledger Group More Detail
1 fQ LSuUsSH ORG Mo Budget Exists Mare Detail
[5] save |[@ ReturntoSearch | [=] Motify

Requisition Exceptions | Line Exceptions

Home

Personalize | Find | View All | |CI

Override
Budget

Workdist Add to Favorites Sign out

| Advanced Search (ol Last Search Results

New Window | Help | Personalize Page | EE

First ‘4 1 of 1 ¥/ Last

Transfer

GoTo.. 5

#100% ~

Step

Action

16.

Click the Close (X) button to exit the screen.

The error message displays in the Exceptions column.

17.

requisition to be sourced as a P.O.

NOTE: The error must be corrected and the Budget Check re-run in order for the

18.

End of Procedure.

This completes Budget Check a Requisition.
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Change a Chartstring on a Budget Checked Requisition
Procedure

In this topic you will learn how to Change the ChartString on a Budget Checked Requisition.

Step Action

1. NOTE: The procedures outlined in this topic can only be performed on a
requisition that has not been sourced to a Purchase Order (PO) or Request for
Quote (RFQ) by Purchasing. If the end-user attempts to perform these procedures
and receives a message advising that the requisition (or at least one line on the
requisition) has been sourced and cannot be canceled, he/she should contact the
Buyer or Purchasing for assistance.

The following must exist for this procedure to be successful:
Requisition Status: Approved

Budget Check Status: Valid

Purchase Order: None existing

PS Desktop - Citrix Receiver o ==
. . 5
PS9FSCNV Home Worklist Add to Favorites Sign out
FSCM 3.2 PSTools 853 Menu ~ | Search 2 | Advanced Search [g] Last Search Results
PS3FSWEBDEV12
Personalize Content | Layout (2) Help
< >

Step Action

2. Click the Main Menu button.
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Step

Action

Click the Purchasing menu.

Click the Requisitions menu.

Click the Add/Update Requisitions menu.
| Add/Update Requisitions |

PS Desktop - Citrix Receiver

Favorites~ | Main Menu~ > Purchasing = > Requisitions = > Add/Update Requisitions
PS9FSCNV

FSCM 9.2 PSTools 8.53 Requisitions «  Search

PSIFSWEBDEV12

Requisitions

Find an Existing Value

Keyword Search || Add a New Value

Business Unit: | SUSH|@,
Requisition ID: |NEXT

Add

Find an Existing Value \ Keyword Search | Add a New Value

% | Advanced Search |l LastSearch Results

oo E=s]

Home Workdist Add to Favorites Sign out

New Window | Help |

Step

Action

Click the Find an Existing Value tab.
[ Find an Existing Value|
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PS Desktop - Citrix Receiver == (Eem (=)

Favorites = Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions

i . -
PSO9FSCNV Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisitions ~ | Search % | Advanced Search |2l LastSearch Results

PSIFSWEBDEV12

New Window | Help |
Requisitions
Use the following search to look for an existing Requisition

Find an Existing Value Keyword Search Add a New Value

Search Criteria

Business Unit: |LsusH x| @,
Requisition ID:

Reqguisition Name:

Requisition Status: = |
Origin: @,
Requester: @
Reguester Name: @,

Hold From Further Processing O

[Jcase Sensitive

Search Clear |BasicSearch |37 Save Search Criteria

Find an Existing Value \ Keyword Search | Add a New Value

Step

Action

Your Business Unit should default into the Business Unit field when working in
Production. If it does not contact your Buyer or Purchasing Superuser.

Search for Existing Requisitions

To search for existing requisitions, 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 requester.

Requester

You must enter the requester's user id into the Requester field. If you enter
the requester's name in the Requester field you will receive the following
message: "No matching values were found".

The Requester field is not case sensitive unless the Case Sensitive box is checked. If
the Case Sensitive box is checked, you must enter the requester's user id in ALL
CAPS.
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PS Desktop - Citrix Receiver = |
Favorites = Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
. . -
PSOFSCNV Home Waorklist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 Requisitions ~ | Search % | Advanced Search |2l LastSearch Results
PSIFSWEBDEV12
Mew Window | Help | (=
Requisitions
Use the following search to look for an existing Requisition

Find an Existing Value Keyword Search Add a New Value

Search Criteria

Business Unit: LSUSH N
Requisition ID:

Reqguisition Name:

Requisition Status: = |
Origin: @,
Requester: @,
Reguester Name: @,

Hold From Further Processing O

Search Clear |BasicSearch |37 Save Search Criteria

Find an Existing Value \ Keyword Search | Add a New Value

Step Action

10. If the Case Sensitive box is unchecked, you will retrieve all records (i.e. options
entered in upper, lower or mixed case). By checking the Case Sensitive box, you are
limiting your options since PS is looking for a case-sensitive match (i.e. information
is entered in ALL CAPS).

11. Requester Name

To search by Requester Name, enter the last name of the requester. If you want to
search for a requester by first name, change the search filter from "begins with" to
"contains"”.

12. Requisition Status:

If you did not enter a Requisition ID, but instead enter the requester's user id to
search, you should select a Requisition Status of Approved to narrow your search.

13. Enter the desired information into the Requisition ID field. Enter "0062988".
14. Click the Search button.
15. Scenario

In this example you will cancel a line on a budget checked requisition by completing
the following:

1. Add a new line to the Schedule page;

2. Cancel Line 1 on the Schedule page;

3. Enter the desired Quantity and Price on Line 2 of the Schedule page; and

4. Change the Account Code on the Distribution page from 546700 to 536298.
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Maintain Requisitions
Requisition
Business Unit LSUSH

Requisition ID 0062988
Regquisition Name [SAMPLE REQUISITION

Header (2

*Requester

Dooley, Wanda G

Favorites~ | Main Menu~ > Purchasing ~ > Requisitions = > Add/Update Requisitions
PSOFSCNV

FSCM 9.2 PSTools 8.53 Requisitions « | Search

PSIFSWEBDEV1!

Home Waorklist Add to Favorites Sign out

3 | Advanced Search (2] Last Search Resulis

| New Window | Help | Personalize Page | =l ~

[] Hold From Further Processing

*Requisition Date |03/16/2016 Requester Info
Origin (ONL % Gnine Entry
Currency Code USD US Dallar
Accounting Date | 11/16/2015

Amount Summary (2

Requisition Defaults Add Comments

gequ\s\t\a‘ns.?t:‘tlvmes Total Amount 155.88 USD
ocument Stus Pre-Encumbrance Balance 155.88 USD

Add Items From (2 Select Lines To Display (2

Purchasing Kit Catalog Search for Lines

Item Search Requester ltems Line @ To @, Retrieve
Line (% Personalize | Find | View All \@ Il:‘

Details || Ship To/Due Date || Status || Supplierinformation || ltem Information || Aftributes || Contract || Sourcing Controls
F Merchandise
Line item Description Quantity UOM  Category Price Araoumt Status
1By D-RING BINDER, 5" RING, RED B8, [12.0000 EA 00000 12.99000 155.88 Approved OV
< >
H100% ~

16.

NOTE: The current requisition Status is Approved and the Budget Status is Valid.
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Favorites Main Menu~ > Purchasing = > Requisitions ~ > Add/Update Requisitions
PS9FSCNV Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisiions ~  Search »  Advanced Search |2/ Last Search Results
PSIFSWEBDEVH
~
nit LSUSH Status Approved A X
ID 0062988 Budget Status  valid

me |SAMPLE REQUISITION [ Hold From Further Processing

iter

ate 0316/2016

Dooley, Wanda G
gin |[ONL @

Requester Info
*  On-Line Entry
pde USD US Dollar

ate | 11/16/2015

[

Amount Summary (2

Requisition Defaults Add Comments

Requisition Activities

o { Stan Total Amount 155.88 USD
ocument Status Pre-Encumbrance Balance 155.88 USD
Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line @ To @, Retrieve
Personalize | Find | view Al | 2 [ First @ 10f1 2 Last
Date Status Supplier Information Item Information Atfributes Contract Sourcing Controls
P Merchandise
Description Quantity UOM  Category Price s Status
D-RING BINDER, 5" RING, RED g& 12.0000 EA 00000 12.98000 155.88 Approved Q [=2] 3]
View Approvals *Goto|..More... [v]
sarch | [=] Notify | 2 Refresh 5 Add Vv
< >
H10% ~

Step

Action

17.

You must navigate to the Schedule page in order to cancel a line on a budget
checked requisition.

Click the Schedule... button.
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Favorites Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions

Maintain Requisitions

Add Ship To Comments

[5) Save [h ReturntoSearch ||[=] Notify | &% Refresh

PS9FSCNV Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisiions ~  Search » Advanced Search |2/ Last Search Results
PSIFSWEBDEVH

Schedule
Business Unit LSUSH Requisition Date 03/16/2016
Requisition ID 0062988 Status Approved
Return to Main Page
Line Find | view Al First 4 1 of 1 &/ Last

1 Item D-RING BINDER, 5" RING, RED Quantity 12.0000 EA Merchandise Amt 155.88 USD

Schedule Personalize | Find | view Al |2 B First (1 011 & Last

Details

. Merchandise .
Sched Ship To Quantity Price Amount Due Date Attention To Status
1 B LsusH 12.0000 12.99000 155.88 (0312320165 % R Active A *®

| New Window | Help | Personalize Page | i

=+ Add

>

#100% ~

Step Action

18. A new line must be added to replace the line being

Click the Add multiple new rows at row 1 button.

cancelled. The new line must be

added prior to canceling the desired line to prevent save errors from occurring.
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Isuhsc.edu needs some information [E3e) [quisitions
Home Workdist Add to Favorites Sign out
Script Prompt. OK
»  Advanced Search |2/ Last Search Results
Enter number of rows to add
Caneel
i | New Window | Help | Personalize Page | il
Vaintain Requistons
Schedule
Business Unit LSUSH Requisition Date 03/16/2016
Requisition ID 0062988 Status Approved
Return to Main Page
Line Find | view Al First 4 1 of1 %' Last
1 Item D-RING BINDER, 5" RING, RED Quantity 12.0000 EA Merchandise Amt 155.88 USD
Schedule Personalize | Find | View Al |2 B First (@ 1011 & Last
Details
. Merchandise .
Sched Ship To Quantity Price ‘Amount Due Date Attention To Status
1 B LsusH 12.0000 12.99000 155,88 (0312302016 T B3 Acive A x [®]
Add Ship To Comments
[F save |[@h ReturntoSearch |[=] Nofify | & Refresh 5+ Add
< >
H100% -

Step

Action

19.

A Prompt box will open. You may enter the number of rows to be added (if you
have multiple distribution lines). The default is 1.

Click the OK button.

Cancel
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Message

This action will create change track. (10150,187)

The action that you are taking will cause the system to create a change track record.

javascript:submitAction_win0{document.wind, REQ_SCHED_WRK_SHOW_SCHEDDTL PBSLY;

#100%

Step Action

20. Click the OK button.
ok

PS9FSCNV Home | Worklist | AddtoFavorites | Sign out
FSCM 52 PSTools .53 ‘ Requisitions ~ ‘ Search | »‘ Advanced Search (5 Last Search Results
PSIFSWEBDEV11

| New Window | Help | Personalize Page |

Maintain Requisitions

Schedule
Business Unit LsusH Requisition Date 03/16/2016
Requisition ID 0062988 Status Approved
Return to Main Page
Fie Find | viewal  First 4 1011 % Last

1 Htem D-RING BINDER, 5° RING, RED Quantity 12.0000 EA Merchandise Amt 155.88 USD

Schedule Personalizs | Find | viewall | & [E  First 4/ 12012} Last

Details
leena . N Merchandise .
Sched 'Ship To ‘Quantity Price Amount Due Date Attention To Status
1B LsusH = 420000 12.99000 155.88 [ ] ® B ade A =

susial Eilooos | 000z »

Add Ship To Comments

save ||ch Relumto Search | |Z] Notty || Refresh

<

javasc itAction_win0{document.wind, REQ_SCHED_WRK_SHOW_SCHEDDTL_PBS1;

HI100% v
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Step Action

21. Click the Cancel Schedule button for Line 1.

distribution of funds is split to more than one ChartString), clicking the Cancel
button will result in cancellation of all distribution lines for that requisition
line.

? If a requisition Schedule page contains more than one distribution line (i.e.

An alternative method to re-entering all distribution lines is to copy the
requisition to a new requisition and then make the necessary changes to the
distribution lines before Budget Checking the requisition. The old requisition
would need to be cancelled by Purchasing after you have copied the
requisition.

See the ""Copy a Requisition from an Existing Requisition™ topic in the
Managing Non-Contract Requisitions manual.

Message

Atleastone line has been sourced. Cannot cancel the requisition. (10108,17)

Cannot cancel the requisition because at least one line has been sourced to PO, RFQ or others

You can make changes to the line(s). Change(s) will affect the remaining open guantity or amount.
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Step

Action

22.

NOTE: If an attempt is made to cancel a requisition distribution line after the
requisition has been sourced, a warning message will display advising that at least
one line has been sourced to a PO or RFQ and the requisition cannot be
cancelled.

If this message displays: Click OK and cease these procedures, as they do not

apply to this requisition. Contact your Buyer or Purchasing for further assistance.

Message

Canceling a requisition line will be tracked. Continue? (10100,126)

When you mark a requisition line as canceled, the system does not allow any further changes to this requisition line. Press OK to create a change track record for this line
andits schedule(s).

®10% v

Step Action

23. If the requisition has not been sourced to a PO or RFQ and the line can be cancelled,
a warning message will display advising you that canceling the requisition line will
create a change order.
Click the Yes button.

¥Yes

24. The status on the line 1 is changed to Cancelled.

25. Enter the desired information into the Quantity field. Enter "1".

26. Enter the desired information into the Price field. Enter "24.99".
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save ||oh Relumto Search | |=] Notly || Refresh

PSOFSCNV Home | Worklist | AddtoFavorites | Sign out
FSCM 92 PSTools .53 ‘ Requisitions ~ ‘ Search | » ‘ Advanced Search (5] Last Search Results
PSIFSWEBDEV11
| Mew Window | Help | Personalize Page |
Maintain Requisitions
Schedule
Business Unit LsUSH Requisition Date 03/16/2016
Requisition ID 0062988 Status Approved
Return to Main Page
Line Find | view Al First 4 1 of1 %' Last
1 Item D-RING BINDER, & RING, RED Quantity 12,0000 EA Merchandise Amt 155.88 USD
Schedule Personalize | Find | View All | G2 | First & 12012 ® Last
Details
Sched +Ship To Quantity Price “e'c:‘"“‘::.ﬁ Due Date Attention To Status
1B LsusH =T 4z.0000 12.99000 155.88 0312312016 B 53 Canceled =
2 @& Lsusda, = 24.99 0.00(03123/2016 Dooley, Wand 53] A x =l
Add Ship To Comments

#100%

Step Action

27.

Click the Distribution button.

Distribution Details

lequisitions

Requisition ID 0062983
Line 1
Schedule 2
Ship To LSUSH

R T

LSUHSC-sh

SpeedChart| |, ult-SpeedCharts

Quantity

Open Quantity
Merchandise Amt

Item
Status  Active

D-RING BINDER, 5" RING, RED.

1.0000 EA

1.0000
2499 USD

s H Details H Asset Information H Budaget Information ‘

rib Status Percent

(Quantity Amount

1.0000| 2499

Merchandise

‘GL Unit Entry Event

Account Oper Unit Fund  Dept Program

|Lsusia, |

o, [0 Ja, |

[a, [111]a, [10530003,

javascript:submitAction_win0{document.wind, REQ_LINE WRK_DESCR);

#100%
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Step

Action

28.

Enter the desired information into the Account field. Enter "536298".

29.

numbers can be added/changed/deleted as needed.

30.

Click the OK button.
OK

Favorites Main Menu~ > Purchasing = > Requisitions ~ > Add/Update Requisitions

\ 5
PS9FSCNV Home Waorklist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 Requisiions ~  Search »  Advanced Search |2/ Last Search Results

PSIFSWEBDEVH

| New Window | Help | Personalize Page | il

Maintain Requisitions

Schedule
Business Unit LSUSH Requisition Date 03/16/2016
Requisition ID 00629388 Status Approved
Return to Main Page
Line Find | View Al First 4 1 of1 %' Last
1 Item D-RING BINDER, 5" RING, RED Quantity 1.0000 EA Merchandise Amt 2489UsD
Schedule Personalize | Find | Viewall | & | First ¥ 12072 @ Last
Details
- . Merchandise
Sched Ship To Quantity Price “Amount Due Date Attention To Status
1 & LsusH 12.0000 12.99000 155.88 03i23/2016 T ,f; Canceled ]
2 & |Lsush@ [=1[1.0000 24.99000 24.99(03/23/2016[5 |Dooley, wand Bz 153 Active A b 4 (=]
Add Ship To Comments
[t Return to Search | [=] Notify |23 Refresh =% Add
< >
H100% -

Step

Action

31.

Click the Save button.

32.

Click the Return to Main Page link.
[Return to Main Page |
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Favorites Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
. 5
PS9FSCNV Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisiions ~  Search »  Advanced Search o/ Last Search Results
PSIFSWEBDEVH

Maintain Requisitions

Requisition

Business Unit LSUSH
Requisition ID 0062383

| New Window | Help | Personalize Page | i A

Status  Approved
Budget Status Mot Chi'd

b

Requisition Name |SAMPLE REQUISITION

Header (2
*Requester[WDOOL1 Dooley, Wanda G
*Requisition Date |03(16/2016 £l Requester Info
Origin |ONL % onLine Entry
Currency Code USD Us Dollar
Accounting Date |11/16i2015 [l

Requisition Defaults
Requisition Activities

Add Comments

[ Hold From Further Processing

Amount Summary (2

Total Amount 2499 USD
Document Status Pre-Encumbrance Balance 155.88 USD
Add Items From (2 Select Lines To Display 12
Purchasing Kit Catalog Search for Lines
Item Search Requesler ltems Line @ To @, Reirieve
Line (Z Personalize | Find | View All | 2 |
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
. 0 Merchandise
Line Item Description Quantity UOM  Category Price Arcsmt Status
1B D-RING BINDER, 5" RING, RED 3, 1.0000 EA 00000 Multiple 24,99 Approved v
< >
javascriptisubmitAction wind{document.wind,'CHANGE HDR): #100% -

Step

Action

33.

The Requisition Status may now say Pending or Approved, but the Budget
Status is Not Checked. The requisition must be Approved and Budget Checked
again before it can be sourced to a PO or RFQ.

34.

This completes Change a Chartstring on a Budget Checked Requisition.
End of Procedure.
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