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Managing Requisitions 9.2 - HCSD

Welcome to the PeopleSoft 9.2 pt. 8.57 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 Non-Contract Requisitions and
perform the objectives listed below.

Participant Objectives

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

1. Enter a Non-Contract 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 (i.e. Reports (PS9FSRPT)
or Sandbox (PS9FSSND)) will be lost. For training purposes only, the exercises
provided in this manual will be completed in the PeopleSoft Training (PS9FSTRN)
database.

Enter a Non-Contract Requisition

Four (4) Steps to Entering a Requisition

Step 1: Add/Update Requisitions and Hold From Further Processing

Use Add a New Value to enter a new requisition and Find an Existing Value tab to search
for an existing requisition. Check the Hold From Further Processing box to prevent the
requisition from routing to the Approver's Worklist before completion.
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NOTE: Steps 2 - 5 must be completed in the order presented. Changing order of steps
may cause save errors which can required the requisition to be re-entered.

Step 2: Enter Accounting Date and Defaults (Requisition Defaults page)

You must enter the Accounting Date prior to entering Defaults to ensure
Budget Period defaults appropriately.

You must enter 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 3: Enter Item Information

Enter the Item to be ordered in the Requisition page;

Step 4: Uncheck Hold From Further Processing and Save the Requisition

You must Uncheck Hold From Further Processing and Save your requisition in order to
advance the requisition in the Purchasing process.

3 Optional Steps

Although optional, these steps are routinely used to provide additional, relevant
information to the requisition.

Step 5: Enter Header and/or Line Comments

Comments can be added at the Header and Line level using the same method.

Step 6: Attach Documents

Attaching documents is an alternative to using Comment boxes.

Step 7: Print a Requisition

You can print a hard copy of the requisition using the View Printable Version or Print a
Requisition option.
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NOTE: The Buyer’s 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.
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Step 1: Add/Update Repositions and Hold From Further Processing
Procedure

In this topic you will learn Step 1: Add/Update Requisitions and Hold From Further
Processing.

Step Action

1. 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 following two things must occur in order
for Purchasing to be able to generate a Purchase Order to the vendor in the
PeopleSoft system:

* The requisition must be approved;
» The requisition must pass the Budget Check process.

Throughout the procurement process, Budget Checking ensures that financial
obligations and expenditures do not exceed budget limitations. Controls are created
to permit only those transactions that are applied to correct calendar periods, as well
as to the correct account types and ChartString combinations. Budget Checking a
requisition also verifies that the allocated funds are still available before a liability is
created. In short, the Budget Check process verifies that the ChartString entered into
the requisition is valid and that the funds are available for the ChartString.

2. 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@lsuhsc.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 or Purchasing Superuser if your Buyer is not available.

3. NOTE: The information entered in this exercise is for training purposes only.
When working in Production, you must enter the appropriate department,
chartstring, buyer, etc.
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@ LSU Health Remote Access Porta X @) Employee-facing registry content X =+ - x
<« C & rcba.psfs.suhsc.edu/psp/fstr/EMPLOYEE/ERP/h/?tab=DEFAULT or ¥ e
3 Apps (W) Merriam-Webster =7 LEO 4% Zoom Documentati.. X Moodle PeopleTools PeopleAdmin Misc

Favorites ™ Main Menu ~ Worklist | # Home | Sign Out

Financials TRN va - e

Notification NavBar

Personalize Content | Layout ? Help

Step Action

4, Click the NavBar button.

O,

MavBar

5. Click the Navigator button.

Navigator
6. Click the Purchasing menu.
Purchasing 5
7. Click the Requisitions menu.
Requisitions 5
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Step Action
8. Click the Add/Update Requisitions menu.
Add/Update Requisitions
9. SCENARIO

You have been asked to purchase 4 cases of nitrile chemo blue gloves 8ML, size
Medium, for your department. The supplier is Cardinal Health-Medical Prod &
Svcs, but the supplier number has not been provided. Each case costs $162.48 and
contains 4 boxes/100 each or 400 each.

Favorites Main Menu ¥ > Purchasing™ > Requisitions ™ > Add/Update Requisitions A& Home ‘ Sign out

Financials TRN v | Y v e o> @

Notification NavBar
New Window | Help | B2

Requisitions

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

Business Unit |LAKMC |Q
Requisition 1D: [NEXT

Add

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

Step

Action

10.

The Business Unit and Requisition 1D (NEXT) will default and will remain as
defaulted.

NOTE: DO NOT enter a requisition number into the Requisition ID field to
access an existing requisition. See the View an Existing Requisition and the
Activity Log for additional information on finding an existing requisition.
Click the Add button.

Add
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Step Action
11. The Requisition Name 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 system will
automatically default the requisition id into the field.
12. The Status will default as Pending and the Budget Status will be Not Chk'd. The

requisition must have a Status of Pending when it is saved for the first time.

Favorites ¥

Financials TRN w:

Main Menu

Maintain Requisitions

Requisition

Business Unit LAKMC
Requisition ID NEXT
Requisition Name
Header (?
*Requester
*Requisition Date 10/22/2020
Origin ONL
*Currency Code USD

Accounting Date 10/22/2020

Requisition Defaulis
Requisition Activities

Add Items From (2

Purchasing Kit
ltiem Search
Line (7
Ship To/Due Date

Details Status

Line Item
16 @
View Printable Version

lSave ||[=]Notify || & Refresh

Purchasing ¥ >

Navigator ~ | Search Bl Advanced Search

Supplier Information

Description

Requisitions ¥

Copy From

Q O'Connor, Karen

B Requester Info

Q On-Line Entry
US Dollar

[

Add Commenis

Catalog
Requester Items

@ & 0.0000

View Approvals

Add/Update Requisitions

Item Information

Quantity

A& Home | Signout

- ®

Mofification NavBar

AddTo +

| New Window | Help | Personalize Page | B

Status Pending
Budget Status Not Chicd i

I Hold From Further Processing

Amount Summary (7

Total Amount 0.00 USD

Personalize | Find | View Al | B -

Merchandise
Amount

Attributes Sourcing Controls

Contract

*UOM  Category Price Status

[S]=E

Q Q 0 0.00 Pending

“Goto |--More v

<

Step

Action

13.

Users will always check the Hold From Further Processing box, which allows the
user to control when the requisition moves further through the process.

Click the Hold From Further Processing option.

[ Hold From Further Processing

14.

If the Hold From Further Processing is not checked, the first time the requisition is
saved, it is routed for approval or to Purchasing.

15.

This completes Step 1: Add/Update requisitions and Hold From Further
Processing.

End of Procedure.
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Step 2: Enter Accounting Date and Defaults
Procedure

In this topic you will learn Step 2: Enter Accounting Date and Defaults.

Step Action

1. Header

Your User ID and name will default as Requester. If this information does not
default, please contact your Purchasing department so that default information can
be set up. The system will not let you save requisition information without requester
information defaulting.

NOTE: Fields marked with an asterisk are required fields.

2. Header (continued)
The Requisition Date will default as the current date and may remain as defaulted.

The Accounting Date also defaults as the current date, but may be adjusted as
needed (e.g., when entering a requisition for the next fiscal year). The Accounting
Date must be changed when entering a requisition for the next fiscal year so budget
period information will match. The Accounting Date must be changed prior to
entering information on the requisition on the Requisition Defaults page or save
errors may occur. If the Accounting Date is changed, the Due Date on the
Requisitions Defaults page must match the Accounting Date.

3. The dates must be entered as follows when creating a requisition for the next fiscal
year:

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

NOTE: It's advisable to change the accounting date prior to entering any data on
the requisition or copying a previous FY requisition to ensure the budget period
defaults to the distribution line.

4. Add Comments at the Header level is used for additional shipping and receiving
instructions, requests for quotes, supplier information, and all other information
applicable to the entire requisition.
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Favorites + Main Menu ¥ > Purchasing™ > Requisitions¥ > Add/Update Requisiions A& Home ‘ Sign out

Financials TRN w2z Navigator ~ | Search PA Advanced Search AddTo + P @
Nofification NavBar

| New Window | Help | Personalize Page | i

Maintain Requisitions

Requisition
Business Unit LAKMC Status Pending
Requisition ID NEXT Budget Status Not Chkd
Requisition Name Copy From Hold From Further Processing
Header (7
“Requester 2 oconner, Karen
*Requisition Date 10/22/2020 [E] Requester Info
Origin |GNL Q On-Line Entry
*Currency Code USD US Dollar
Accounting Date | 10/22/2020 E1l
Requisition Defaults Add Comments moun S Emin v
R tion Activities
equisiion Aclivives Total Amount 0.00 USD
Add ltems From (7
Purchasing Kit Catalog
Item Search Requester ltems.
Line (2 Personalize | Find | View All | = E Fi

Details || Ship To/Due Date || Status || Supplier Information || ltem Information || Aftributes || Contract || Sourcing Conirols
Merchandise

1R Q i # [0.0000 Q Q 0 - 0.00 Pending Qm
View Printable Version View Approvals “Goto |--More ~|
fSave ||[=] Notify «* Refresh
< >
Step Action
5. The Requisition Defaults page is used to enter supplier, shipping and receiving, and
accounting information. Information entered on the Requisition Defaults page will
default to all lines items on the requisition.
Click the Requisition Defaults link.
Requisition Defaults
6. Default information must be entered on the Requisition Defaults page for two
reasons:
1. In order to save the requisition. If default information is not entered, save errors
may occur requiring you to re-enter the requisition from scratch.
2. In order for chartstring (Accounting) information to default to each line item.
Chartstring information can be changed on any line item on the Distribution page.
Entering default information here prevents you from having to enter it on each line
item.
7. Default Options

The Override option in the Default Options section should remain as defaulted.
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@ LSU Health Remote Access Port=. X @ Add/Update Requisitions x  + - X
& C 8 rcba.psfs.Isuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL?FolderPath=PORTAL_ ROOT OBJE.. 3¢ e
3P Apps (@) Memiam-Webster =¥ LEQ kS Zoom Documentati.. 58 Moodle PeopleTools PeopleAdmin Misc

Favorites Main Menu ¥ Purchasing ¥ > Requisitions * Add/Update Requisitions Worklist | #& Home | Sign Qut

Requisition Defaults )

Fine
Help ar
Business Unit LAKMC Requisition Date 10/30/2020 -
Mail Requisition ID NEXT Status Pending
Default Options (2
Rel F g
O 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
®
¥ Querride 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 Unit of Measure Q
Supplier Q Supplier Location Q
Category Q Supplier Lookup
Schedule
ship To <Y “Distribute By [ QUantty  v]
Due Date Gl
Ultimate Use Code Q Ship Via| GRND Q
A Attention To Freight Terms DES Q
One Time Address
Distribution
Li SpeedChart Q -
Df 3

o wd

Step

Action

Line
The Buyer field is not a PeopleSoft required field, but isa LAKMC required field.

Click the Look up Buyer button.
Q,

Click the Alford, Annette Foster link.
Alford, Annette Foster

10.

Line (continued)

Supplier is a LAKMC required field. The Supplier field can only be left blank if the
Supplier is not found in the PS database.

NOTE: A requisition can have only one Supplier. Items not associated with the
designated Supplier must be entered on another requisition.

Click the Supplier button.
Q

11.

The first 300 results will display as a list. If the list contains more than 300 results, a
message will display below Search Results stating only the first 300 can be
displayed. The number of results can be reduced by entering all or part of the
Supplier ID or Supplier Short Name.
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Step Action

12. There are three operands that can be used to help narrow your search results. They

are:

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

NOTE: See the Use the Look up Feature for additional information on using the
operands to search.

Favori B
RequisitjonDefauli
Look Up Supplier Help
Help
SetlD SHARE
| Supplier 1D: \
Mal | Datault Short Supplier Name:[begins with ~ |
Re O potad
Lock Up Clear Cancel Basic Lookup
Search Results
® overd Only the first 300 results can be displayed.
View 100 First ‘' 1e000i300 ) Last
Line Our old
Supplier ID  Short Supplier Name Supplier Name Additional Name Customer Supplier
Number 1D
0000000001 AETNA LIFE-D01 AETNA LIFE & CASUALTY AETNA LIFE & CASUALTY (blank)  (blank)
0000000002 ALLIANCE FUND ALLIANCE FUND SERVICES, INC ALLIANCE FUND SERVICES (blank)  (blank)
00DD00DO02AGEDWARD &S A G EDWARD & SONS A G EDWARDS & SONS (blank)  (blank)
Schedul 0000000004 AMERICAN E-D03  AMERICAN EXPRESS FINANCIAL ADV AMERICAN EXPRESS -IDS (blank)  (blank)
0000000005 AMERICAN E-0D4 ~ AMERICAN EXPRESS FINANCIAL ADV AMERICAN EXPRESS-FIN (blank)  (blank)
0000000006 SUN AMERICA SUN AMERICA CFCU-TSA (blank)  (blank)
0000000007 THE HARTFO-002  THE HARTFORD CNA AD&D (blank)  (blank)
0000000008 CONNECTICUT MU CONNECTICUT MUTUAL LIFE CONNECTICUT MUTUAL LIFE (blank)  (blank)
0000000008 CENTURY LIFE CENTURY LIFE CUNA MUTUAL LIFE INS CO (blank)  (blank)
Ad 0000000010 DEAN WITTER TR DEAN WITTER TRUST COMPANY DEAN WHITTER TRUST (blank)  (blank)
— 0000000011 THE DREYFUS TR THE DREYFUS TRUST COMPANY THE DREYFUS TRUST (blank)  (blank)
L 0000000012 DIVERSIFIED IN DIVERSIFIED INVESTMENTS DIVERSIFIED INVESTMENT (blank)  (blank)
0000000013 EQUITABLE EQUITABLE EQUITABLE (blank)  (blank)
Li 0000000014 FIDELITY INVES FIDELITY INVESTMENT FIDELITY INVESTMENTS (blank)  (blank)
Distrib) 0000000015 FIDELITY RETIR FIDELITY RETIREMENT SERVICES FIDELITY RETIREMENT (blank)  (blank)
Dl Del.ﬂllsl 0000000017 LA DEFERRED CO LA DEFERRED COMPENSATION PLAN LA DEFERRED COMP (blank)  (blank)
Ling : 0000000018 LA DENTAL PLAN LA DENTAL PLAN, INC LOUISIANA DENTAL (blank)  (blank) PC Bus
= 0000000019 LA STATE EMPLO LA STATE EMPLOYEES' RETIREMENT LA STATE EMP RETIREMENT (blank)  (blank) Unit
0000000020 LINCOLN LIFE LINCOLN LIFE LINCOLN LIFE (blank)  (blank)
! 0000000021 METROPOLITAN L METROPOLITAN LIFE METROPOLITAN LIFE (blank)  (blank) EERNG,
Viey |T 0000000022 MERRILL LYNCH MERRILL LYNCH MERRILL LYNCH (blank)  (blank)
~_ | | 0000000023 MASSACHUSE-003 MASSACHUSETTS FINANCIAL SVCS MASSACHUSETTS FINANCIAL (blank)  (blank)
‘r‘:ﬂ 0000000024 NORTHERN LIFE NORTHERN LIFE INSURANCE CO NORTHERN LIFE INS CO (blank)  (blank)

Step Action

13.
"CARDINAL".

Enter the desired information into the Short Supplier Name field. Enter
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Ad

Li

Ling

Vied

]

Requisitjon-Dafault
Look Up Supplier Help
Help
SetlD. SHARE
Supplier ID:
Default] snort suppiier Name:[begins with ] CARDINAL x
O Defay
Lock Up Clear Cancel Basic Lookup
Search Results
® overd Only the first 300 results can be displayed.
View 100 First ‘4 13000300 ‘M Last
Line Our oid
Supplier ID | Short Supplier Name Supplier Name Additional Name Customer Supplier
Number 1D
0000000001 AETNA LIFE-OD1  AETNA LIFE & CASUALTY AETNA LIFE & CASUALTY (blank)  (blank)
0000000002 ALLIANCE FUND  ALLIANCE FUND SERVICES, INC ALLIANCE FUND SERVICES (blank)  (blank)
0000000003 A G EDWARD &S A G EDWARD & SONS AG EDWARDS & SONS (blank)  (blank)
Schedul 0000000004 AMERICAN E-D03  AMERICAN EXPRESS FINANCIAL ADV AMERICAN EXPRESS -IDS (blank)  (blank)
0000000005 AMERICAN E-004  AMERICAN EXPRESS FINANCIAL ADV AMERICAN EXPRESS-FIN (blank)  (blank)
0000000006 SUN AMERICA SUN AMERICA CFCU-TSA (blank)  (blank)
0000000007 THE HARTFO-002  THE HARTFORD CNA ADED (blank)  (blank)
0000000008 CONNECTICUT MU CONNECTICUT MUTUAL LIFE CONNECTICUT MUTUAL LIFE (blank)  (blank)
0000000009 CENTURY LIFE CENTURY LIFE CUNA MUTUAL LIFE INS CO (blank)  (blank)
0000000010 DEAN WITTER TR DEAN WITTER TRUST COMPANY DEAN WHITTER TRUST (blank)  (blank)
.| 0000000011 THE DREYFUS TR THE DREYFUS TRUST COMPANY THE DREYFUS TRUST (blank)  (blank)
Distribi 00000012 DIVERSIFIEDIN  DIVERSIFIED INVESTMENTS DIVERSIFIED INVESTMENT (blank)  (blank)
0000000013 EQUITABLE EQUITABLE EQUITABLE (blank)  (blank)
0000000014 FIDELITY INVES FIDELITY INVESTMENT FIDELITY INVESTMENTS (blank)  (blank)
Distrib{ 0000000015 FIDELITY RETIR  FIDELITY RETIREMENT SERVICES FIDELITY RETIREMENT (blank)  (blank)
Details| 0000000017 LA DEFERRED CO LA DEFERRED COMPENSATION PLAN LA DEFERRED COMP (blank)  (blank)
: 0000000018 LA DENTAL PLAN LA DENTAL PLAN, INC. LOUISIANA DENTAL (blank)  (blank) PC Bus
=3 0000000018 LA STATE EMPLO LA STATE EMPLOYEES' RETIREMENT LA STATE EMP RETIREMENT (blank)  (blank) Unit
0000000020 LINCOLN LIFE LINCOLN LIFE LINCOLN LIFE (blank)  (blank)
i 0000000021 METROPOLITAN L METROPOLITAN LIFE METROPOLITAN LIFE (blank}  (blank) RN
O | 000000022 MERRILLLYNCH  MERRILL LYNCH MERRILL LYNCH (blank)  (blank)
0000000023 MASSACHUSE-003 MASSACHUSETTS FINANCIAL SVCS MASSACHUSETTS FINANCIAL (blank)  (blank)
0000000024 NORTHERN LIFE  NORTHERN LIFE INSURANCE CO NORTHERN LIFE INS CO (blank)  (blank)

Step

Action

14.

Look Up

Click the Look Up button.

15.

link.

0000001396 CARDINAL H-001

CARDIMAL HEALTH - MEDICAL PROD & SWCS

Click the 0000001396 - CARDINAL HEALTH - MEDICAL PROD & SVCS

16.

Line (continued)

for each line item.

The Category and Unit of Measure field will remain blank on the Requisition
Defaults page. This information will be entered on the Maintain Requisition page

NOTE: Entering Category and/or Unit of Measure information on this page may
cause problems with saving the requisition.

17.

Line (continued)

The Supplier Location may or may not display when the Supplier ID is entered. If
the location displays, leave it as defaulted.
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Step

Action

18.

Schedule

Ship To is the Business Unit designation for the facility where the item(s) will be
shipped. This generally Receiving.

Enter the desired information into the Ship To field. Enter "LAKMC".

19.

Due Date

Although the Due Date is not a required field, in order to save the requisition and
generate a requisition number, the requester should enter the Due Date, if known, as
follows:

The Due Date is the last date the requester expects to receive the merchandise.

*» One-time Orders: the due Date is the expected date of delivery.

* Blanket Orders or Standing Orders: The Due Date is the last day of the last
month merchandise is expected to be delivered.

To enter today’s date, enter a ‘T’ into the Due field and click the Refresh button.

20.

Dates Boxes

Enter a date by one of the following methods:

1. To view the calendar and select the date, click the Calendar icon to the right of the
Due Date field. Once you have selected the month and year, if necessary, click on
the date to select it.

2. Enter the date (mmddyy) — PeopleSoft requires 6 digits be entered, but you do not
have to enter the slashes between the month, day, and year (e.g., mmddyy). The
system will automatically populate the slashes when you move to another field or
you can click the Refresh button to populate them.
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@ LSU Health Remote Access Port=. X @ Add/Update Requisitions x 4+ - X
<« C & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL?FolderPath=PORTAL_ROOT OBJE... ¥r e
B Apps (@) Merriam-Webster =¥ LEO 3 Zoom Decumentati.. k38 Moodle PeopleTools PeopleAdmin Misc

Favorites ~ Main Menu ¥ Purchasing ™ > Requisitions ¥ Add/Update Requisitions Worklist | A& Home | Sign Qut

Requisition Defaults )

Finzge.
O] “ B
¥ Override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only nen-blank values are assigned -
Mai | Line
Rel Buyer Q Alford, Annette Foster Unit of Measure Q
Supplier 0000001396 @ CARDINAL HEALTH - MEDICAL Supplier Location 13 aQ
PROD & SVCS

Category Q Supplier Lookup

Schedule
ship To |LAKMC Q *Distribute By
Due Date
Ultimate Use Code Q Ship Via|GRND Q
Attention To Freight Terms |DES Q
One Time Address
Distribution
SpeedChart Q
Distributions
Details || Asset Information
Ad Dist Percent GL Unit Account Dept Location IN Unit Fund Program Class Budget Date
1 LAKNC|Q, Q Q [LAKMC aQ Q Q Q Q 1012212020
Li OK Cancel Refresh
D 3

B og

Step

Action

21.

Enter the desired information into the Due Date field. Enter "110520".

I

22.

Distribute By

You may distribute funds to which the item(s) is being charged by Quantity or
Amount. Generally, when purchasing physical items, funds are distributed by
quantity and services by amount. Most Blanket Orders are distributed by amount.

In this exercise you are purchasing gloves, so you will distribute by Quantity.
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Step

Action

23.

Distributions

Account is a transaction code for the item(s) being ordered. Line items may have
different account codes. If so, Account will be left blank and you must enter the
account information for each line item on the Distribution page. Below is a list of
commonly used Account codes. Your Purchasing department can provide you with
the correct account number if it is not listed below.

Automotive & Truck Supplies - 540700
Computer Software - 542200
Computer Supplies - 542700

Food Supplies - 543700

Hospital Drugs - 544200

Household Supplies - 544700

Laundry & Linen Supplies - 545600
Medical and Dental Supplies - 545700
Office Supplies - 546700

Other Supplies - 547200

24.

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

25.

Distributions (continued)
The Dept is the 7- digit department number to which item(s) will be charged.

Enter the desired information into the Dept field. Enter "2047770".

26.

NOTE: If ordering for LKWHS, LKORU, or LKCMS, enter the appropriate
Business Unit into the “IN Unit” field
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@ LSU Health Remote Access Portz. X @

Update Requisitions x +
& C 8 rcba.psfs.lsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL?FolderPath=PORTAL_ ROOT OBJE.. & e H

S5 Apps @ Merriam-Webster 2> LEO A3 Zoom Documentati.. &3 Moodle PeopleTools PeopleAdmin Misc

Favorites Main Menu ¥ Purchasing ¥ > Requisitions ~ Add/Update Requisitions Worklist | #& Home | Sign Qut

Requisition Defaults

Fin: . i
®Override If you select this option, all default values entered on this page override the default values found in the default i
hierarchy, enly non-blank values are assigned -
Maif Line
Rel Buyer @ Alford, Annette Foster Unit of Measure Q
Supplier 0000001386 @ CARDINAL HEALTH - MEDICAL Supplier Location 13 Q
PROD & SVCS
Category Q Supplier Lookup
Schedule
Ship To [LAKMC @, Lallie Kemp Medical Center “Distribute By
Due Date | 11/05/2020
Ultimate Use Code Q Ship Via SRND Q
Attention To Freight Terms | DES Q
One Time Address
Distribution

SpeedChart Q

Distributions
Details Asset Information

Ad Dist Percent GL Unit Account Dept Location IN Unit Fund Program Class Budget Dai
1 LAKMC | [545700 Q [2047770 Q [LAkmMC a a Q Q Q 1012212020

Li OK Cancel Refresh

Df

Step Action

27. Enter the desired information into the Fund field. Enter "111".

L1

28. Enter the desired information into the Program field. Enter "95001".

29. Enter the desired information into the Class field. Enter *61010".

[ 1
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@ L5U Health Remote Access Port=. X @ Add/Update Requisitions x  + - S
& C 8 rcba.psfs.tsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL?FolderPath=PORTAL_ ROOT OBJE.. 3¢ e i
32 Apps () Merriam-Webster 2P LEQ M Zoom Documentati.. &M Moodle PeopleTools PeopleAdmin Misc

Favoriles ¥ | Main Menu ¥ Purchasing ™ > stions Add/Update Requisitions Worklist | i Home | Sign Out

Requisition Defaults )

Fine
O] “ Bl
¥ Qverride 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 -
Maif Line
Rel Buyer QAlford Annette Foster Unit of Measure Q
Supplier 0000001386 @ CARDINAL HEALTH - MEDICAL Supplier Location 13 Q
PROD & SVCS
Category Q Supplier Lookup
Schedule
Ship To|LAKMC @, Lallie Kemp Medical Center “Distribute By
Due Date | 11/05/2020
Ultimate Use Code Q Ship Via SRND Q
Attention To Freight Terms | DES Q
QOne Time Address
Distribution
SpeedChart Q
Distributions
Details Asset Information
Ad| |Dist Percent GL Unit Account Dept Location IN Unit Fund Program Class Budget Da
1 LAKMC |Q |545700 Q (2047770 Q |LAKMC Q Q (111 G {95001 Q (61010 @ 1072272020
Li OK Cancel Refresh
Df 3

Step Action

30. Click the OK button.
0K

31. This completes Step 2: Enter Accounting Date and Defaults.
End of Procedure.
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Step 3: Enter Item Information
Procedure

In this topic you will learn Step 3: Enter Item Information.

Step Action

1. NOTE: If ordering items for LKWHS, LKORU, or LKCMS, you can search for
the specific Item by entering the Item ID in the Item field text box or by searching
for it. This will populate the Description, UOM, and Category

After entering an item, you may be prompted with a message stating, “Priority
supplier for item does not match the default supplier. Use priority supplier?*
Select the “No” option.

2. Line

A description must be entered for each line item. The description is entered on the
Details page in the Transaction Item Description box rather than in the Description
field on Line 1. The Details page icon is to the right of the line number on the left
side of the line.
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A Home | Signout

®

NavBar

Favorites ™ Main Menu Purchasing ¥ > Requisitions Add/Update Requisitions

Navigator « | Search bl Advanced Search

P

Notification

Financials TRN w2 AddTo ~

Maintain Requisitions
Requisition
Business Unit LAKMC
Requisition ID NEXT
Requisition Name
Header (2
*Requester
*Requisition Date | 10/22/2020
Origin |ONL
*Currency Code USD
Accounting Date | 10/22/2020

Requisition Defaults:

Copy From

Q Q'Connor, Karen

Eﬂ Reguester Info

Q On-Line Entry
US Doltar

El

Add Comments

| New Windaw | Help | Personalize Page |

Status  Pending
Budget Status Not Chk'd

L=

Hold From Further Processing

Amount Summary (7

Requisition Activities Total Amount 000 USD

Add Items From (7

Catalog
Requester Items

Purchasing Kit
Item Search
Personalize | Find | View All | ] LE Fi

Line (2
Details Ship To/Due Date Status Supplier Information ltem Information Attributes Confract Sourcing Controls
Line ltem Description Quantity ‘UM Category Price Merchandise  Status
16 Q, @ &, [ooooo a a 0 0.00 Pending [@]]=5]
View Printable Version View Approvals *Go to | More... e
nlSave | |[=]Notify || &% Refresh
< >

3. Click the Details button.
=

4. Transaction Item Description

The Transaction Item Description is a PeopleSoft required field. Information
entered into the Transaction Item Description field must be in ALL CAPS. The
field displays 254 characters. If your item description contains more than 254
characters, the system will automatically truncate it down to 254 characters.
Additional description information may be included as a line comment if needed. A
spell check icon, a blue book with a check mark on top, is provided to the right of
the field for convenience.

Supplier catalog information may be entered into the field to assist in relaying
information to Purchasing.
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avorites + Main Menu ¥ > Purchasing™ > Requisiions¥ > Add/Updale Requisiions #& Home | Signout

Details for Line 1
Helg|

Requisition ID NEXT Item EDEECHD{IDH:

Line 1

Buyer aQ Line Status Pending
Line Details

Buyer Name Buyer Information Amount Summary
Category Code View Hierarchy Merchandise Amt 0.00 USD

Description Document Base Amount 0.00 UsSD
*Transaction |tem Description

g

254 characters remaining
Preferred Language Item Description

Expand All Collapse All
Supplier Information (7
Item Information (2
Attributes (7
Contract (?

Sourcing Controls (7

OK Cancel Reiresh

Step Action

5. Enter the desired information into the Transaction Item Description field. Enter
"GLOVE NITRILE CHEMOBLUE 8ML MED - CS=4 BOX/100 EACH OR
400 EACH™".

6. Click the OK button.
Ok

7. Description

Only 20 characters display at a time in the Description field. Use the up and down
arrows to the right of the field to view additional information.

Page 21



Training
Managing

Guide
Requisitions 9.2 HCSD

Favorites Main Menu ~ » Purchasing ¥ Requisitions ¥ > Add/Update Requisitions /‘\ Home ‘ Sign out

Financials TRN wz Navigator ~ | Search Pl Advanced Search AddTo ‘- @

Notification NavBar

Maintain Requisitions

Requisition
Business Unit LAKMC Status  Pending
Requisition ID NEXT Budget Status Not Chk'd ﬁﬁ
Requisition Name Copy From Hold From Further Processing
Header (2
“Requester Q C'Connor, Karen
*Requisition Date 10/22/2020 [E]

| New Window | Help | Personalize Page |

Reguester Info
Origin |ONL Q On-Line Entry
*Currency Code USD

US Dollar
Accounting Date |10/22/2020 E1l
Requisition Defaults Add Comments A i T Ty (7
R ition Activities
Equisiion Achvies Total Amount 000 USD
Add Items From (7
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find | View All | B} LE Fi
Details Ship To/Due Date Status Supplier Information ltem Information Attributes Confract Sourcing Controls
Line ltem Description Quantity 'UOM  Category Price Merchandise  Status
18y @ [GLOVE NITRILE S %8 00000 a @ [ 0.00000 0.00 Pending [@=7]
View Frintable Version View Approvals *Goto |.More V|
nlSave | |[=]Notify || &3 Refresh
< >

Line (continued)

The Quantity defaults to zero. Delete all zeros in the field before entering the
Quantity to prevent input errors. The Quantity can only be entered in whole
numbers (e.g., 1, 2, 3, etc.). Partial boxes, cases, etc. cannot be ordered. The system
will populate the decimal and trailing zeros when the page is refreshed.

Enter the desired information into the Quantity field. Enter "4".
0.0000

Line (continued)

In this exercise you are ordering cases of gloves. You will search for the UOM for
case.

Click the Look up UOM button.
Q

10.

Enter the desired information into the Unit of Measure field. Enter "CA".

11.

Click the Look Up button.
Look Up
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Step Action

12. Click the CAS link.
CAS CASE CAS
13. Line (continued)

The Category is a value from the State Inventory Tables and is the State Commodity
Code. You must look up the appropriate Category code for each line item. DO NOT
enter the generic code of 00000.

Click the Look up Category button.

CL
14. Enter the desired information into the Description field. Enter "GLOVE".
15. Click the Look Up button.

Look Up
16. Click the 47541 - GLOVES, DISPOSABLE, MEDICAL TY link.

| 47541 GLOVES, DISPOSABLE, MEDICAL TY |

17. Line (continued)
When entering the Price, you must include the decimal point to indicate cents.

Enter the desired information into the Price field. Enter "162.68".

0.00000
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Favorites ™ Main Menu ¥ > Purchasing> > Requisitions ¥ > AddUpdate Requisitions A& Home ‘ Sign out

Financials TRN v | o 5o v 0 ©

Notification NavBar

| New Window | Help | Personalize Page |

Maintain Requisitions

Requisition
Business Unit LAKMC Status  Pending
Requisition ID NEXT Budget Status Not Chk'd ﬁﬁ
Requisition Name Copy From & Hold From Further Processing
Header (2
“Requester Q C'Connor, Karen
*Requisition Date 10/22/2020 [

Reguester Info
Origin |ONL Q On-Line Entry

“Currency Code USD US Dollar

Accounting Date | 10/22/2020 E1l
Requisition Defaults Add Comments G SR (™
Requisition Activities

Total Amount 0.00 USD
Add Items From (7
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find | View All | B} LE Fi
Details Ship To/Due Date Status Supplier Information ltem Information Attributes Confract Sourcing Controls
Line ltem Description Quantity ‘UM Category Price Merchandise —status
= @ [GLOVE NITRILE SiE #B 40000 CAS |Q (47541 a 16268 0.00fFending (@)=
View Frintable Version View Approvals sGoto |--More. V|
ilSave | |[=]Notify || Refresh
< >

Step

Action

18.

It is recommended that you Save the requisition after entering each line item so line
errors are easily identified if a Save Error message is received. The Save Error
message does not identify which line item has an error. This also allows you to
validate the information entered.

NOTE: The Merchandise Amount (quantity x price) defaults when the page is
either refreshed or saved.

Click the Save button.

19.

When the requisition is saved for the first time, the system will assign a Requisition
ID to the requisition. The Requisition 1D is not the PO Number. A separate PO
number will be issued.
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Favorites + Main Menu ¥ > Purchasing™ > Requisitions¥ > Add/Update Requisiions A& Home ‘ Sign out

Financials TRN ve | -~ = R
Notification NavBar

| New Window | Help | Personalize Page | i

Maintain Requisitions

Requisition
Business Unit LAKMC Status Open
Requisition ID 0014230 Budget Status Not Chk'd ﬁa
Requisition Name 0014280 Hold From Further Processing
Header (7
“Requester Q O'Connor, Karen
*Requisition Date | 10/22/2020 [

Requester Info
Origin ONL A online Entry

“Currency Code USD US Dollar

Accounting Date | 10/22/2020 E1l

Requisition Defaults Add Comments GouniSmin v

Requisition Activities

Total Amount 650.72 USD
Add ltems From (7
Purchasing Kit Catalog
Item Search Requester ltems.
Line (7 Personalize | Find | View All | I@| E Fi
Details Ship To/Due Date Status Supplier Information Iltem Information Attributes Confract Sourcing Controls
Line ltem Description Quantity "UOM  Category Price Merchandi®e  status
[ Q, [GLOVE NITRILE i@ # (40000 CAS |Q [47541 Q[ 162.62000 650.72 Open [@):7]
View Frintable Version View Approvals “Goto |_More. v
GlSave ||[=]Notify ||&* Refresh
< >

Step Action

20. Click the Right button of the scrollbar.
>

21. Line (continued)

Rows may be added if two or more line items are being entered. It is not necessary
to return to the Requisition Defaults page when rows are being added.

Click the Add multiple new rows at row 1 button.
+.
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Isuhsc.edu needs some information A Home | Sign out
STk 0K Advanced Search r— @
Ertter number of rows to add: Notification NavBar

Cancel
‘ | New Window | Help | Personalize Page | 5
f1]

Status  Open
Budget Status Not Chikd i

Hold From Further Processing

O'Connor, Karen

Requester Info

s Ep

On-Line Entry
US Dollar

efaults Add Comments o e

ctivities:

Total Amount 65072 USD
it Catalog
Requester Items
Personalize | Find | View All | 2| E§ First ‘4 10f1 &/ Last

Supplier Information ltem Information Attributes Confract Sourcing Controls
hescription Quantity ‘UOM  Category Price Merchandise  status
BLOVE NITRILE S #B 40000 CAS |Q [47541 @ [ 162.63000 650.72 Open (=] = &=
w Approvals “Goto |--More. v

+ Add 2| Update/Display|
< >

Step Action

22. A prompt box display asking how many rows you wish to add. The system defaults
to add one row. You may add as many rows as needed however, blank rows cannot
be saved. It is recommended you add no more than five (5) lines at a time.

Click the OK button.

oK
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Favorites Main Menu ¥ > Purchasing¥ > Requisiions¥ > Add/Update Requisitions

Navigator ~ | Search Bl Advanced Search

| New Window | Help | Personalize Page | &

#& Home | Signout

P

Notification

®

NavBar

Financials TRN wz

Status  Cpen
Budget Status Not Chk'd

=

Hold From Further Processing

Q Q'Connor, Karen
Reguester Info
Q On-Line Entry

US Dollar
Defauts  Add Comments Amount Summary @
frctivities Total Amount 650.72 USD
JKit Catalog

Requester ltems

Personalize | Find | View Al | 20| B First (4 1-20f2 &/ Last

Supplier Information ltem Information Attributes Confract Sourcing Controls
IDescription Quantity ‘UOM  Category Price Merchandi®e  Status
GLOVE NITRILE @ # (40000 cAS |Q [47541 @, [162.63000 650.72 Open Qm = el =]
7 # [0.0000 Q a [ 0.00 Gpen | [ (=
w Approvals “Goto |--More. v|
+ Add 2l UpdateJ‘D\!;v
< >

Step

Action

23.

Line (continued)

You would enter line information on Line 2 as you did for Line 1. For
training purposes only, you will delete Line 2.

Click the Delete row 2 button.

=

24,

A warning message display asking if you want to delete the row.

Click the OK button.

25.

Each time there is a change, you must Save the requisition.

Click the Save button.

o] Save
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Step Action
26. If the requisition is incomplete, do not uncheck the Hold From Further Processing
box so you may continue to work on the requisition.
If the requisition is complete, you must uncheck the Hold From Further Processing
box so the requisition will move to the approver's worklist.
NOTE: Information cannot be added to the requisition once the Hold From
Further Processing box is unchecked without notifying the approver that changes
have occurred.
For training purposes the Hold From Further Processing box will remain checked.
27. This completes Step 3: Enter Item Information.

End of Procedure.
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Step 4: Uncheck Hold From Further Processing and Save the

Requisition
Procedure

In this topic you will learn Step 4: Uncheck Hol
Requisition.

d From Further Processing and Save a

Step Action

SCENARIO

In this exercise you will:

* Save the requisition.

* Uncheck Hold from Further Process and

[ Favorites ¥ Main Menu ¥ » Purchasing™ > Requisiions™ >

Financials TRN w=

Maintain Requisitions
Requisition
Business Unit LAKMC

Requisition ID 00142280
Requisition Name 00714280

Header (?
“Requester Q C'Connor, Karen
*Requisition Date |10/22/2020 [ Requester Info
Origin ONL Q On-Line Entry
*Currency Code USD 1S Dollar
Accounting Date [10/22/2020 [
Requisition Defaults Add Comments

Requisition Activities
Document Status
Add ltems From (7

Purchasing Kit Catalog

Item Search Requester ltems.
Line (7
Details Ship To/Due Date Status. Supplier Information Item Information
Line Item Description Quantity
16 @, [GLOVE NITRILE 2@ 40000

View Printable Version View Approvals

i Save al* Return to Search =] Notify || Refresh

<

Requisitions = search el Advanced Search

Add/Update Requisitions Worklist | & Home | Sign Out
AddTo + ! @
Notification NavBar
~
Status  Pending
Budget Status Not Chk'd ﬂﬁ
Hold From Further Processing
Amount Summary (2
Total Amount 650.72 USD
Select Lines To Display (2
Search for Lines
Line Q To Q| Retrieve
Personalize | Find | View all | 2| B
Atftributes || Contract || Sourcing Controls
L - Merchandise
UOM Category Price = Status
CAS |@ [47541 @ | 162.68000 50.72 Pending (el
*Goto |--More. v
W
>
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Step Action
2. Once all items have been added to the requisition, the Hold From Further
Processing box must be unchecked. If the Hold From Further Processing box is
not unchecked, the requisition is not able to advance through the Purchasing process.
Click the Hold From Further Processing option.
Hold From Further Processing
3. You must Save the requisition once the Hold From Further Processing box is
unchecked. Saving the requisition advances the requisition to the Approver or
Purchasing.
Click the Save button.
0l Save
4. This completes Step 4: Uncheck Hold From Further Processing and Save a

Requisition.
End of Procedure.
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3 Optional Steps

Step 5: Enter Header and/or Line Comments
Procedure

In this topic you will learn Step 5: Enter Header and/or Line Comments.

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 supplier information, suggested suppliers for bid, address for
mailing the Purchase Order when the supplier 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)

The procedure for Adding Comments at the Header level is the same as adding
comments at the Line level. Comments added at the Header level will display before
all line item information on the requisition.

3. NOTE: This exercise will demonstrate adding comments at the Line level.

Line Comments

Comments may be added for a line item on the Line Comments page. Added
comments will display and print with the corresponding line item on the requisition.
Comments added to the Line Comments page will apply to that specific line item
only.

NOTE: The method used to for adding comments for line items is the same
method used for adding comments at the Header level.
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Favortes ¥ | MainMenu~  ; Purchasing™ > Requisiions™ > Add/Update Requisitions Worklist | 4 Home | Sign Out
Financials TRN wz Requisitions. ~ | Search S o R )
Notification NavBar
Maintain Requisitions A
Requisition
Business Unit LAKMC Status Pending
Requisition ID 0014280 Budget Status Not Chk'd ﬂa

Requisition Name 0014280 Hold From Further Processing

Header (7

“Requester @Q O'Connor, Karen

*“Requisition Date | 10/22/2020 &) Requester Info

Origin |ONL Q On-Line Entry
*Currency Code USD

US Dollar
Accounting Date 10/22/2020 E1l
2
Requisition Defaults Add Comments Amount Summary (2
R tion Activities
equisiion Aciies Total Amount 550,72 USD

Document Status
Add items From (2 Select Lines To Display (2

Purchasing Kit Catalog Search for Lines

Item Search Requester ltems Line Q To Q| Retrieve
Line (7 Personalize | Find | View All | E

Details || Ship To/Due Date || Status || Supplier Information || ltem Information || Aftributes || Contract || Sourcing Controls
Merchandise

Line Item Description Quantity *UOM  Category Price Fe= Status

1B @ |GLOVE NITRILE o) £ %, [4.0000 CAS |Q 47541 Q | 162.62000 650.72 Pending [e]
View Printable Version View Approvals “Goto |-More ~|
il Save 2 Return to Search =] Notify % Refresh v
< pd

Step Action

5. In this exercise you will enter line item comments.

Click the Line Comments button.

O

6. Comments boxes are free-form text, but it is recommended not more than half a
page of data be entered into a box. The number of boxes available for use is
unlimited. You can copy and paste information from another application, such as
Word, or from the Web. Each comments box also has a Spell Check feature.

You can opt to send comments electronically, or deliver a hard copy to Purchasing
referencing the Requisition ID if the comments are lengthy. In the next section,
attaching a document to the Line Comments page will be demonstrated.

7. The Use Standard Comments and Use Item Specific Specifications links are not
used.
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Favorites Main Menu Purchasing Requisitions Add/Update Requisitions Worklist A& Home Sign Out

Financials TRN w2 > [ )

Notification NavBar

Maintain Reqy Line Comments : ~
Requisition Help
Business Unit LAKMC Requisition Date 10/22/2020
R Requisition ID 0014280 Status Pending 1
Req
HiRetrieve Active Comments Only Retrieve
¥ Header |
=Sort Method [Comment Time Stamp ~ “Sor‘lSequence Sort
“Rél Comments Find | View All First 4/ 1of1 &/ Last
Use Standard Comments Comment Status Active Inactivate E3)
=g Use ltem Specifications
Ach @@
[send to Supplier [ showat Receipt
Add items Fr} [ show at Voucher
Associated Document
Attachment Altach View Delete Email
Line (z) From -> REQ LAKMC-0014280-1 B k=
Details | sn
OK Cancel Refresh
Line it
1R [l Q2
View Printable " y -
|Esave |[[& ReturntoSearch ||[| Notify |[¢3 Refresh v
< >
Step Action
8. Purchasing will be able to see any comments entered in Header Comments or Line
Comments.

Enter the desired information into the Comments field. Enter "PLEASE MAKE
SURE GLOVES WILL ARRIVE NO LATER THAN 11/5/20.".

9. Click the Spell Check Comment Text button.

&
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Favorites Main Menu Purchasing Requisitions Add/Update Requisitions Workdist A Home Sign Out
Financials TRN wz Requisitions | Search Pl Advanced Search Add To ?’ @
Notification NavBar
Maintain Reqy Line Comments ~
Requisition Y
Business Unit LAKMC Requisition Date 10/22/2020
R Requisition ID 0014280 Status Pending 1
Req S
W Retrieve Active C: Only Refieve |
¥ Header | _
*Sort Method [ Comment Time Stamp ~| *Sort Ascending ~ [ sot |
*Re| Comments Find | View All First ‘4’ 10f 1 &' Last
Use Standard Comments Message bus Active [ Inactivate | =
*q Use ltem Specifications
A9 [PLEASE MAKE SURE GLOVES WILL ARRIVE NO LATH misspelings found %
OK
Cl'send to Supplier ['show at Receipt
Add tems Fr{ ' [] show at Voucher
Associated Document
Attachment Aftach View Delete Email
Line (7) From -> REQ LAKMC-0014280-1 jl E
Details SN
| ok || cancel || Refresh
Line it
1B (el
View Printable e
|[F)save ||[a" Retunto Search ||[=] Notify || Refresh v
< >

Step

Action

10.

The Spell Check feature works the same as it does in Word. Misspelled words are
highlighted and alternate spellings provided. Care should be taken when using the
Change feature.

Click the OK bhutton.

11.

The Send to Supplier, Show at Voucher, and Show at Receipt checkboxes will
remain as defaulted. Purchasing will check these boxes if needed.
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Favorites ¥ Main Menu ¥ > Purchasing™ > Requisions~ > Add/Update Requisitions Workiist | 44 Home | Sign Out
Financials TRN wz Requisitions ~ | Search Pl Advanced Search AddTo + ?’ @
Noiification NavBar
Maintain Reqd Line Comments ~
Requisition Help
Business Unit LAKMC Requisition Date 1012212020
B Requisition ID 0014280 Status Pending 1
Req
WIRetrieve Active Comments Only Retrieve
¥ Header
*Sort Method [Comment Time Stamp ~ *Sort Sequence Sort
*Rel Comments Find | View All First ‘&' 10of1 & Last
Use Standard Comments Comment Status Active Inactivate +

Use ltem Specifications

Ad PLEASE MAKE SURE GLOVES WILL ARRIVE NO LATER THAN 11/5/20 @@

['send to Supplier [ show at Receipt
Add ltems Fry [ show at Voucher
Associated Document

Attachment Aftach e Delete Email
Line (7 From -= REQ LAKMC-0014280-1 e
Details SN
OK Cancel Refresh
Line Itg
= Ol

View Printable T —
[flsave ||[6h ReturntoSearch ||[&] Notify | &* Refresh v
< >

Step Action

12. Comment boxes can be added by clicking the plus sign (+) to the right of the
Inactivate button. Only one comment box can be added at a time.

Click the Add a new row at row 1 button.
+

13. The new comment box displays. Comment boxes are independent of each other. Use
the View All line to view all comment boxes at the same time.

Click the View All link.
| View All

14. Comment boxes cannot be deleted, but the Inactivate button can remove the
Comment box from the requisition. Blank Comment boxes will not be saved. When
you click the Inactivate button, any text in the box will be grayed out. the box will
be removed when you navigate away from the page and save the requisition.

Click the Inactivate button.

Inactivate

15. The Undo button allows you to reactivate a Comment box before navigating away
from the page. Once you navigate away from the page, the Comment box will have
to be re-entered.
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Step Action

16. Click the OK button.
OK

Favorites ¥ Main Menu ¥ > Purchasing™ > Requisifions¥ > Add/Update Requisitions Worklist | #& Home | Sign Out
Financials TRN wz Requisitions ~ | Search B3 Advanced Search AddTo ~ v @
Notification NavBar
Maintain Requisitions A
Requisition
Business Unit LAKMC Status  Pending
Requisition ID 00142280 Budget Status Not Chk'd ﬂﬁ

Requisition Name [D014280 Hold From Further Processing
Header (7
*Requester Q,
*Requisition Date | 10/22/2020 [
Origin |[ONL Q
*Currency Code USD

O'Connor, Karen
Reqguester Info
On-Line Entry
US Dollar
Accounting Date 10/22/2020 [

Requisition Defaults Add Comments Amount Summary (2

Requisition Activities

Total Amount 650.72 USD
Document Status
Add ltems From (2 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q To Q| Retrieve
Line (7 Personalize | Find | View all | 2| B
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line item Description Quantity ‘UOM  Category Price Merchandise  status
1B @ |[GLOVE NITRILE @ [4.0000 CAS |@ [47541 @ | 162.68000 650.72 Pending &l
View Printable Version View Approvals “Goto |.More v
i Save al* Return to Search =] Notify ||« Refresh W
< >

Step Action

17. Whenever changes are made to the requisition, you must save the requisition.

Click the Save button.

18. The Line Comments bubble is now filled with blue dots indicating comments have
been added to the line.

19. This completes Step 5: Enter Header and/or Line Comments.
End of Procedure.
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Step 6: Attach a Document
Procedure

In this topic you will learn Step 6: Attach a Document to a Requisition.

Step Action

1. SCENARIO

Documents can be attached, viewed and deleted from a requisition. In this exercise
you will make the following changes to the Line Comments page:

* Attach a document to the requisition;
* View the document on the Line Comments page; and
* Delete the attachment from the Line Comments page.

Favorites ¥ Main Menu ~ Purchasing > > Requisions~ > Add/Update Requisitions Worklist | #A& Home | Sign Out
Financials TRN va R - ® O
Notification NavBar
IMaintain Requisitions A
Requisition
Business Unit LAKMC Status  Pending
Requisition ID 0014220 Budget Status Not Chk'd na
Requisition Name 0014250 Hold From Further Processing
Header (?
“Requester Q C'Connor, Karen
*Requisition Date 10/22/2020 ] Requester Info
Origin ONL Q On-Line Entry
*Currency Code USD 1S Dollar
Accounting Date 10/22/2020
Requisition Defaulis Add Comments Amount Summary (2
Requisition Activities Total Amount 650.72 USD
Document Status
Add Items From (7 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester Items Line Q. To Q) Retrieve

Line (7 Personalize | Find | View all | Z0 B8 ¢
Details Ship To/Due Date Status Supplier Information ltem Information Aftributes Contract Sourcing Controls
Merchandise Ty

Line Item Description Quantity *UOM  Category Price P
1Ry @, [GLOVE NITRILE JE #0000 cas |@ [47541 @, [ 16268000 650.72 Pending (S]]
\iew Printable Version View Approvals *Goto |-More... v
i1l Save 2" Return to Search =] Notify || Refresh W
< >

Step Action

2. Click the Line Comments button.
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Main Menu Purchasing ¥ Requisitions Add/Update Requisitions Worklist A& Home Sign Out

Notification NavBar

Financials TRN v | Y - o O

Maintain Requisi Line Comments A
Requisition Help
Bu Business Unit LAKMC Requisition Date 10/22/2020
Re: Requisition ID 0014280 Status Pending 1
Requi
¥lRetrieve Active Comments Only Retrieve
¥ Header (7).
=Sort Method [ Comment Time Stamp ~ =Sort Sequence Sort
“Requl Comments Find | View All First ‘4’ 1of 1 & Last
Use Standard Comments Comment Status Active Inactivate E3)
*Curj Use ltem Specifications
Acco
PLEASE MAKE SURE GLOVES WILL ARRIVE NO LATER THAN 11/5/20. [ﬁl@
[send to Supplier [ showat Receipt
Add ltems Erom | [ snow at voucher
Associated Document
Attachment Altach View Delete Email
Line (z) From -> REQ LAKMC-0014280-1 B ¢
| Details || ship
OK Cancel Refresh
Line item
1R @
View Printable .
[Glsave ||[2" RetuntoSearch ||[=] Notify || Refresh v
< >

Step

Action

NOTE: The word Attachment on the left side of the line is grayed out indicating
this requisition currently does not have an attachment associated with it.

Click the Attach button.
Attach

Enter the file location and name in the blank field, or click the Browse button to
search for the file in your directory.

Click the Browse button.

Browse...
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(2 Choose File to Upload Workist | i Home Sign Out
pa— DR
(L))~ [m Desktop » ~ [ 42 ][ Search Desktop P A o ®
_ . Nofificaion ~ NavBar
Organize v New folder = O @
- - - ~
¢ Favorites 5 | ibraries =
B Desktop = System Folder
= e
& Downloads o | Jrorzzrz020
%1 Recent Pl L
Scem e ,‘?j System Folder [ending 1
= Lbraries = - | Computer
= Sys! Fold | ——— Pending —
1B Computer ey Syotem Folder hscending 7 [ sot |
& Local Disk (C) a Netwark Find | View Al First (4 10f1 (2 Last
o (Wentflesrvr) (0) | system Folder e |
&9 afcsdatS (Ventfilesrvr) (T:) | ek ] &
B Adobe Reader XI
9 afdat$ (Wentfilesn) (U:) E(\ o Help
&9 lsume-no.ent (Wpsfilesrvr) (Vi) (@ o7 ks e
T W, |SU Health Sciences Center - T
Open Cancel
e
Associated Document
Attachment Aftach View Delete Email
Line (7 From -> REQ LAKMC-0014280-1 B ¢
Details Ship
OK || cancel || Refresh
Line Hem
= O |
View Printable _———
[f)Ssave ||[ah Returnto Search | |[&]Motify ||i% Refresh v
< >
Step Action
5. Either your computer or drive directory may display. If your computer directory

displays, select your LSUHSC designated drive.

Click the (\entfilesrvr) (O:) tree item.
Mohentfilesrer) (1)

6. Double-click the My Documents list item.

| My Documents

7. Locate and select the appropriate file.

Click the ChemoPlus™ Non-Sterile Nitrile Gloves.htm list item.
F ChemoPlus™ Mon-5terile Mitrile Gloves.h...

8. Click the Open button.
[ Open l
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Favorites ¥ Main Menu ¥ > Purchasing™ > Requisitions¥ > Add/Update Requisilions Worklist ‘ # Home ‘ Sign Out

Financials TRN v= | Y s o &9

Notification NavBar

aintain Requis| Line Comments ~
Requisition Y
Bu Business Unit LAKMC Requisition Date 10/22/2020
Req Requisition ID 0014280 Status Pending 1
Requi .
WIRetrieve Active Comments Only Retrieve |
¥ Header (7 _
*Sort Method | Comment Time Stamp v‘ *Sort Ascending ~ \ Sort |
*Requl Comments Find | View All First ‘4’ 10f 1 &' Last
Use Standard Comments File Attachment Inactivate | =
*Curi Use ltem Specifications Help
Accol
PLEASE MAKE SURE GLOVEY T e
0O:\My Documents\ChemoPlus™ Non-Sterile Nitrile Glo| Browse... e
Upload Cancel
[Jsend to Supplier
Add Items Froml | [] show at Voucher
Associated Document
Attachment Aftach View Delete Email
Line (2 From -» REQ LAKMC-0014280-1 E F
Details Ship
OK || cancel || Refresh
Line Item
1B o
[View Printable g
[f)Save ||[ah Returnto Search | |[&]Motify ||i% Refresh >
< >

Step Action

9. Click the Upload button.
' Upload

10. The name of the document displays to the right of the word Attachment. The system
greys out the Attach button and the View and Delete button activate.

NOTE: Once the attachment is added, the requisition must be saved. For
training purposes only, you will not save the requisition until later in the exercise.

11. Viewing the attachment will open a new window.

NOTE: If a dialogue box displays asking if you want to open or save the file, click
the Open button.

Click the View button.

Wiew
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(€= )(2)| @ hitpsy/rcba.psfs lsuhsc.edu/psc/fpat/view/sbLIZSDwVFTKR O ~ @  |[@ Add;updalek=quisinium| @ ChemoPlus™ Non 5... X | | ok
. .
ChemoPlus™ Non-Sterile Nitrile Gloves
ChemoPhis™ nitrile gloves are ambidextrous. 8 mil thick. textured at the fingertips and latex-free. ChemoPhis™ nitrile gloves are ideal for chemotherapy
compounding, administration. disposal and other actions involving chemotherapy drugs.
Order Information
Order Code Description Ship Case HCPCS*
CT3071G  ChemoPhus™ Nitrile Ambidextrous Gloves, Small, & mil 400
CT5072G  ChemoPhus™ Nitrile Ambidextrous Gloves, Medium, 8 mil 400
CT3073G  ChemoPhus™ Nitrile Ambidextrous Gloves, Large, 8 mil 400
CT5074G  ChemoPhs™ Nitrile Ambidextrous Gloves. X-Large, 8 mil 400
* DISCLAIMER: Although the Centers for Medicare and Medicaid Services was the primary source of the information set forth above, Covidien
does not represent or guarantee that the information set forth above is complete, accurate, or applicable to any particular patient or third-party
payer. Covidien disclaims all liability for any consequence resulting from any reliance on the information set forth above. The final decision of billing
for any product must be made by the health care provider considering the medical necessity of the product furnished as well as the requirements of
third-party payers and any local, state, or federal laws and regulations that apply to the product furnished. Covidien is providing this information in
an educational capacity with the understanding that Covidien is not d in rendering legal, ing, or other professional services. Covidien
encourages all health care providers to consult with their own advisors regarding coding and payment.
v
Lnadssmnan asnmd Do afléa
Step Action
12. No changes can be made to the document once it is attached to the requisition. If

changes to the document are required, delete the attachment, make the changes to
the original document, and then re-attach the revised document to the requisition.

Click the Close button.

p
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Favorites Main Menu Purchasing Requisiions Add/Update Requisitions Worklis #& Home Sign Out

Financials TRN v  J— AN

Notification NavBar

aintain Requis| Line Comments ~
Requisition Help
o Business Unit LAKMC Requisition Date 10/22/2020
Reg Requisition ID 0014280 Status Pending 1
Requi
Wl Retrieve Active Comments Only Retrieve
¥ Header (2)
: *Sort Method [ Comment Time Stamp ~ *Sort Sequence [Ascending  v| sert
*Requl Comments Find | View All First ‘&' 10of1 &) Last
Use Standard Comments Comment Status Active Inactivate [+]
*Curi Use ltem Specifications
ACCOl | 5| EASE MAKE SURE GLOVES WILL ARRIVE NO LATER THAN 11/5/20 |2t
[Jsend to Supplier [ show at Receipt
Add ltems Fron} [ show at Voucher
Associated Document
Attachment ChemoPlus™_Non-Sterile_Nitrile_Gloves.htm Aftach  iew Delete CJEmail
Line () From -> REQ LAKMC-0014280-1 B
| Details | ship
OK Cancel Reiresh
Line tem
1B o l=2]
\View Printatle e ————————————————————
[save |[[& Retunto Search | (] Notify || Refresh v
< >
Step Action
13. If the wrong document has been attached it can be removed from the Comment box.

Click the Delete button.
Delete
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Favorites Main Menu Purchasing Requisitions Add/Update Requisitions A& Home Sign Out

Financials TRN va  Jr— )

Notification NavBar

aintain Requis| Line Gomments ~
Requisition =D
Bu Business Unit LAKMC Requisition Date 10/22/2020
Req Requisition ID 0014280 Status Pending 1
Requi —_—
W Retrieve Active C: Only Refieve |
¥ Header (7) —_—
*Sort Method [Comment Time Stamp ~| *Sort Ascending v [ Sot |
*Requl Comments Find | View All First ‘4’ 10f1 & Last
Use Standard Commer| Message jactivate I
*Curi Use ltem Specifications
Accol Attachment deletion is initialed. Please save the document to complete the action. (10200,643)
PLEASE MAKE SURE|
OK
Cl'send to Supplier [ 'show at Receipt
Add Items From | [] show at Voucher
Associated Document
Attachment ChemoPlus™ _Non-Sterile_Nitrile_Gloves.htm Altach View Delete | [ |Email
Line (7 From -> REQ LAKMC-0014280-1 E F
| Details | ship
OK || cancel || Refresh
Line Item
1 O |
|View Printable e e
[flsave ||l Retunto Search ||[&]Nofify || Refresh v
< >

Step

Action

14.

A warning message displays stating you must save the requisition for the delete
process to complete.

Click the OK button.
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Favorites Main Menu Purchasing Requisiions Add/Update Requisitions Workl #& Home Sign Out

Financials TRN pavncs e AN

Notification NavBar

aintain Requis| Line Comments X ~
Requisition Help
Bu Business Unit LAKMC Requisition Date 10/22/2020
Req Requisition ID 0014280 Status Pending 1
Requi
- WIRetrieve Active Comments Only Retrieve
¥ Header (7)
*Sort Method | Comment Time Stamp ~ *Sort Sequence Sort
“Requl Comments Find | View All First ‘&' 10of1 &) Last
Use Standard Comments Comment Status Active Inactivate [+]

*Curi Use ltem Specifications

Accy PLEASE MAKE SURE GLOVES WILL ARRIVE NO LATER THAN 11/5/20 @@

['send to Supplier [ show at Receipt
Add Items Fron} [ show at Voucher

Associated Document

Attachment ChemoPlus™ _Non-Sterile_Nitrile_Gloves.htm Attach View i Delete ! [|Email

Line (2} From -> REQ LAKMC-0014280-1 E

| Details | ship
OK Cancel Reiresh
Line Hem
= O |

[View Printable
[save |[[& Retunto Search | (] Notify || Refresh v

< >

Step Action

15. Click the OK button.
OK
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Favorites ¥ Main Menu ¥ > Purchasing™ > Requisions¥ > Add/Update Requisitions Worklist | 4 Home | Sign Out
Financials TRN w2z Requi ns ~ | Search A Advanced Search AddTo v P @
Notification NavBar
Maintain Requisitions A
Requisition
Business Unit LAKMC Status  Pending
Requisition 1D 0014230 Budget Status Not Chi'd L
Requisition Name 0014280 Hold From Further Processing
Header (7
“Requester Q C'Connor, Karen
“Requisition Date 10/22/2020 5 Requester Info
Origin ONL A Gnine Entry
*Currency Code USD US Dollar
Accounting Date | 10/22/2020 E1l

7
Requisition Defaults Add Comments Amount Summary (2

Requisition Activities

Total Amount 650.72 USD
Document Status
Add items From (2 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q To Q) Retrieve
Line (7 Personalize | Find | View All | | E

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

Line Item Description Quantity *UOM  Category Price Fe= Status

1B Q |GLOVE NITRILE o) 1} %, [4.0000 CAS |Q 47541 Q| 162.63000 650.72 Pending @ I
View Printable Version View Approvals “Goto |-More. ~|
5] save 3t Return to Search | Notify || £ Refresh v
< >

Step Action

16. Click the Save button.

NOTE: It is recommended that you Save changes to the requisition as they are
made.

o] Save

17. This completes Step 6: Attach a Document to a Requisition.
End of Procedure.
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Step 7: Print a Requisition
Procedure

In this topic you will learn Step 7: Print a Requisition.

Step Action

1. There are two methods available for printing a requisition: View Printable Version
and accessing the Process Scheduler. Both methods will be demonstrated here. The
View Printable Version method will be demonstrated first.

NOTE: Only ONE requisition can be printed at a time.

Favorites ¥ Main Menu ¥ Purchasing > > Add/Update Requisitions Worklist | #& Home | Sign Out

Financials TRN ve | Y s wo- @

Notification NavBar

Maintain Requisitions

~
Requisition
Business Unit LAKMC Status Pending X
Requisition ID 0014230 Budget Status Not Chk'd ﬂﬁ
Requisition Name [0014280 I Hold From Further Processing
Header (7
“Requester Q O'Connor, Karen
*Requisition Date [10/22/2020 [5)

Requester Info
Origin |ONL Q. On-Line Entry

5 UsD
Currency Code US Dollar

Accounting Date [10/22/2020 [l

Requisition Defaults Add Comments Amount Summary (7

Requisition Activiies

Total Amount 650.72 USD
Document Status
Add ltems From (7 Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
ltem Search Requester Items Line Q. To Q| Retrieve
Line (7 Personalize | Find | View all| 2| B
Details Ship To/Due Date Status Supplier Information ltem Information Attributes Coniract Sourcing Controls
Line Item Description Quantity ‘UOM  Category Price m:::‘"“'“ Status
16y @ [GLOVE NITRILE @ (40000 CAS |@ (47541 @ [ 162.68000 650.72 Pending [S)E
View Printable Version View Approvals Delete Requisiticn *Goto |-_More ~
Tl Save ot Return to Search [=] Notify ||« Refresh v
< >

Step Action

2. Click the View Printable Version link.

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 9 of this exercise once the Requisition
Status = Closed.

Wiew Printable Version
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Step

Action

3.

When the SQR Report box displays, the report status will display in the upper left
hand corner of the page. The status may be Queued, Processing, or Success. When
the status equals Success, a message line displays stating "Preparing output for
viewing." The report will open in the SQR box when processing completes.

NOTE: The system also displays a ""Waiting"* message in the bottom left hand
corner of the SQR box.

PS Desktop - Citrix Receiver =0 =
(E=N B8 =)
el\_)w‘@ hitps://rcba.psfs.lsuhsc.edu/psreports/fspat/12633/PORQ01089. O ~ @ & || & rcha.psfs.lsuhsc.edu | # ffﬁ
File Edit Goto Favorites Help
Requisition
Page 1
Ship To:  Lallie Kemp Medical Center Requisition Number 0014280
Attn:Lallie Kemp Medical Center Date 10/22/2020
52579 Highway 51 South Requester O'Connor, Karen
Independence LA 70443 [ Telephone
epartment 2047770
| Location LAKMC
Suggested 0000001396 [ Date Desired 11/05/2020
Vendor: CARDINAL HEALTH - MEDICAL PROD & SVCS | Requester Signature
SCIENTIFIC PRODUCTS DIV
4200 OSUNA RD NE
ALBUQUERQUE NM 87109
LINE ITEM ID AND COMMODITY/SERVICE DESCRIPTION QTY ORD| UNIT UNIT PRICE| EXTENDED AMOUNT B
1 GLOVE NITRILE CHEMOBLU 8ML MED - CS=4 4.00| CAS 162.68 650.72
BOX/MOOEACH OR 400 EACH
‘endor Catalog: CT5072G Item Id: CT5072G
fg. Id:
PLEASE MAKE SURE GLOVES WILL ARRIVE NO LATER THAN
1/05/20.
Total Requisition Amount: 650.72

Step Action
4, Click the Tools button.
{63
5. Click the Print list item.
6. For training purposes only, click the Cancel button.

Cancel
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Step Action

7. Click the Close button.
NOTE: Be sure to click the bottom red button to close the requisition.
==

8. Click the Home link.

A Home

@ Employes-facing registry content X 4

= X
&« C @ rcbapsfslsuhsc.edu/psp/fstm/EMPLOYEE/ERP/h/?tab=DEFAULT * 6
S5 Apps @ Merriam-Webster 2> LEO X3 Zoom Documentati.. &% Moodle PeopleTools PeopleAdmin Misc
Favorites ™ Main Menu ¥ Worklist ‘ # Home ‘ Sign Out

Financials TRN w= Navigator - | Ssarch B Advanced Search AddTo + V’ @
Notification NavBar
Personalize Content | Layout ? Help

Step Action
9. The Process Scheduler method will now be demonstrated.
Click the NavBar button.
MNavBar
10. Click the Navigator button.

Mavigator
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Step Action
11. Click the Purchasing menu.
Purchasing >
12. Click the Requisitions menu.
Requisitions 3
13. Click the Reports menu.
Reports >
14. Click the Print Requisition menu.
Print Requisition
15. The first time you use this method to print a requisition, you will need to create a

run control id in order to access the Process Scheduler. New run control ids are
created on the Add a New Value tab. The system defaults you into the Find an
Existing Value tab, so on all subsequent prints you will be able to search for existing
run control ids.
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PS Desktop - Citrix Receiver (===

=l s

&« @\@ https://rcbapsfs.sunsc.edu/psp/fspat EMPLOVEE/ERP/c/REQUL O ~ @ © || @ print Requisition x | ‘ T 2g 593
File Edit View Favorites Tools Help

Favorites ¥ Main Menu ¥ Purchasing ¥ Requisitions ¥ Add/Update Requisitions Worklist # Home ‘ Sign Qut

Financials TRN ve | s s LG

Notification NavBar

New Window | Help | il
Requisition Print

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

Find an Existing Value || Add aNew Value

Search Criteria

Run Control ID:| begins with v ||

[Jcase sensitive

Search Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add a New Value

1:34PM
8/3/2017

A ST

Step Action
16. Click the Add a New Value tab.
Add a New Value

17. Enter the desired information into the Run Control ID field. Enter "req_print".
NOTE: See the Create/Find a Run Control ID topic in the Requisition Basic
section for information on adding and finding run control ids.
[ l

18. Click the Add button.

Add
19. Enter the desired information into the Business Unit field. Enter "LAKMC".

NOTE: When printing future requisitions, the page will populate with the
parameters previously selected. Only the Requisition ID will need to be changed
and saved. All other fields will remain as defaulted.
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Step

Action

20.

You may enter the 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 into the field. If you do not know the requisition id, you may
search for it by clicking on the Look up Requisition 1D button.

Enter the desired information into the Requisition ID field. Enter "0014280".

21.

NOTE: DO NOT enter From Date, Through Date, or Requester. If the
information entered incorrectly, it may result in printing problems and prevent the
requisition from printing. Since requisitions must be

requested and printed one at a time, entering the requisition will be sufficient to
identify the requisition.

22.

If you select the wrong status, it will prevent the requisition from printing (i.e., the
requester checked Pending, but the requisition is already approved). By choosing the
Select All option, you will be able to print the requisition regardless of the status.
Click the Select All button.

Select All

23.

Whether the Hold From Further Processing has been is turned on or off can also
affect the printing of a requisition. If the Hold From Further Processing is still
checked, and you select NOT on Hold, the requisition will not print.

Click the button to the right of the Statuses to Include field.

L

24.

By selecting the status of On Hold AND Not On Hold, you will be able to print the
requisition regardless of the status of the Hold From further Processing checkbox.

Click the On Hold AND Not On Hold list item.
'On Hold AND Not On Hoid|,

25.

Click the Save button.

il Save

26.

Accessing the Process Scheduler

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

Click the Run button.

Run

27.

Click the button to the right of the Server Name field.

W

Page 52




Training Guide
Managing Requisitions 9.2 HCSD

Step Action

28. Click the PSNT list item.

29. The Type field should default as Web and the Format field should default as PDF.
If the Type and Format field do not default properly, click the drop-down arrows
associated with each and select the appropriate option.

30. Click the OK button.

OK

3L Click the Process Monitor link.
| Process Moniturl

32. The run should Status = Success and the Distribution Status = Posted. Click the
Refresh button every 10 - 15 seconds until the statuses change.

Click the Refresh button.
Refresh

33. Click the Go back to Requisition Print button.
| Go back to Reguisition F"rin:|

34. Click the Report Manager link.
| Report ‘v’anagerl

35. Click the Administration button.

Administration

36. 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. Click
the Refresh button until the Status = Posted and the Requisition Print SQR link
becomes active.

The requisition will open and display in a new window.
Click the Requisition Print SQR link.
Requisition Print SQR
37. Click the Tools button.
38. Click the Print list item.

Print...
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Step Action
39. For training purposes only, click the Cancel button.
Cancel
40. Click the Close button.
41. Click the Go back to Requisition Print link.
| Go back to Requisition F"rin'.l
42. This completes Step 7: Print a Requisition.

End of Procedure.
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View an Existing Document and the Activity Log
Procedure

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

Step Action
1. NOTE: The Activity Log provides the User ID of the person who entered, modified
and/or approved the requisition, as well as the date and time that each was
performed.
@ LSU Health Remote Access Ports. X @ Employee-facing registry content X =+ = >
&« c @ rcba.psfs.lsuhsc.edu/psp/fsin APLOYEE/ERP/h/?tab=DEFAULT hd e H

S5 Apps @ Merriam-Webster 2= LEO %3 Zoom Documentati.. A58 Moodle PeopleTools PeopleAdmin Misc

Favorites ™ Main Menu ~

Financials TRN ve | SR Y - 5 e

Personalize Content | Layout ? Help

Step Action

2. Click the NavBar button.

®
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Step Action
3. Click the Navigator button.
Mavigator
4. Click the Purchasing menu.
Purchasing
5. Click the Requisitions menu.
Requisitions
6. Click the Add/Update Requisitions menu.

Add/Update Requisitions
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Favorites Main Menu ~ > Purchasing ~ Requisitions ¥ > Add/Update Requisitions Worklist ‘ # Home ‘ Sign Out

Financials TRN ve | 2o s o~ & ®

Notification NavBar

New Window | Help | [

Requisitions

FEind an Existing Value Keyword Search Add a New Value

Business Unit: | LAKMC |Q
Requisition 1D: NEXT

Add

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

Step Action

7. Click the Find an Existing Value tab.

Eind an Existing Value

8. Search for an Existing Requisition

You must enter all or part of one of the following criteria to search for an existing
requisition:

* Requisition 1D — the view a specific requisition, or
* Requester — to view a list of requisitions created by a specific person

The other search options are not recommended for use.

NOTE: Do not check either the Hold From Further Processing or Case Sensitive

box.
9. Enter the desired information into the Requester field. Enter "Your User ID".
10. Click the Search button.
Search
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Step Action

11. Click the 0014280 link.
0014280

Favortes ¥ | ManMenu~ > Purchasing™ > Requisiions™ > Add/Update Requisitions Workist | 4 Home | Sign Out
Requisitions ~ | Search Pl Advanced Search AddTo + ?' @
Notification NavBar
Maintain Requisitions P
Requisition
Business Unit LAKNMC status Pending x
Requisition ID 0014280 Budget Status Not Chk'd ﬂa
Requisition Name 0014280 [J Hold From Further Processing
Header (7
*Requester Q
“Requisition Date 10/22/2020 [ Requester Info
Origin |ONL A onne Entry
*Currency Code USD US Dollar
Accounting Date [10/22/2020 [
Requisition Defaults Add Comments Amount Summary (2
Requisition Activities
9 Total Amount 650.72 USD
Document Status
Add ltems From (7 Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
Item Search Requester Items Line Q To Q| Retrieve
Line (7 Personalize | Find | View All | | E

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

Line Item Description Quantity *UoM Category Price Amount Status

1Ry @, [GLOVE NITRILE i@ (40000 CAS |@ [47541 @, [ 16263000 650.72 Pending @
View Printable Version View Approvals Delete Requisition “Goto LMore. v
[§)Save ||[@h Return to Search [=] Notify % Refresh W

<

Step Action

12. Click the button to the right of the Go to field.
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Favortes ¥ | MainMenu~  ; Purchasing™ > Requisiions™ > Add/Update Requisitions Workist | 4 Home | Sign Out

Financials TRN vz | Y o5 wo- * O

Notification NavBar

Maintain Requisitions o
Requisition
Business Unit LAKMC Status Pending *®
Requisition ID 00142280 Budget Status Not Chk'd ﬂﬁ
Requisition Name 0014280 I Hold From Further Processing
Header (2
“Requester aQ
*Requisition Date 10/22/2020 ] Requester Info
Origin ONL Q On-Line Entry
*Currency Code USD 1S Dollar
Accounting Date [10/22/2020 [H
Requisition Defaults Add Comments Amount Summary (2
Requisition Activities Total Amount 55072 USD
Document Status
Add ltems From (7 Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q. To Q| Retrieve
Line (7 Personalize | Find | view All | 2] &
Details Ship To/Due Date Status Supplier Information Item Information Attributes Confract Sourcing Controls
Line item Description Quantity “UOM  Category, i Meschaixlizg Status
= N1-Fxch: R:
1R @ [GLOVE NITRILE T 40000 CAS @, (47541 |0 hrpaanne fate Detal Pending @
Us-Category Search
View Printable Version View Approvals (02513 (sl "Goto {04-Budget Status
05-Budget Status - NonProrate
— 07-View Category Hierarchy
[FlSave ||[@" Return to Search =] Notify || £* Refresh v
< >

Step Action

13. Click the 02-Activity Log list item.

02-Activity Log

14. The Activity Log indicates the following:

« Entered — User ID of the requester and date requisition was entered;

» Modified — User ID of the person who most recently made a change to the
requisition and the date and time the change was made; and

» Approved — User ID of the person who approved the requisition and the date and
time it was approved.
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Favorites

Financials TRN w2

Main Menu Purchasing Requisi

ns Add/Update Requisitions

Worklist # Home

Add To v

Notification

Sign Out

@

NavBar

<

Maintain Requisitions o
Requisition
Business Unit LAKMC Status  Pending
Requisition ID 0014220 PQ Trans Maint POP-UP
Name 0014280 Help Further Processing
¥ Header (7) Maintain Requisitions
Reawester | Activity Log
isition Date | 10/22/2020
Origin [ONL Entered
*Currency Code USD By User
Accounting Date | 10/22/2020 Date 10/22/2020
: Modified
Requisition Defaults
Requisition Activities By User 072 USD
Document Status Date/Time 10/22/2020 1:21:54PM
Add ltems From (7 Approved
Purchasing Kit By User
Item Search Date Retrieve
Return
Line (7) Personalize | Find | view all | 2| B
| Details || Ship To/Due Date | Status || Suppi d
Line item Description Quantity SUOM  Category Price A“::u“:;"i"’ Status
1R |& [GLOVENITRILE Tim & [4.0000 Q, [47541 |@, [ 162.68000| 650.72 Pending @
View Printable Version View App Delete “Goto |D2-Activity Log v
[[R)save |[[" RetumtoSearch | (=] Notity | |3 Refresh | .

Step

Action

15.

Click the Return button.

16.

This completes View and Existing Requisition and the Activity Log.

End of Procedure.
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Copy an Existing Requisition

Procedure

In this topic you will learn how to Copy an Existing Requisition.

@ Employee-facing registry content X +

&« c @ rcba.psfs.Isuhsc.edu/psp/fstm/EMPLOYEE/ERP/h/?tab=DEFAULT or 1 e H

HI Apps @9 Merriam-Webster 27 LEO %3 Zoom Documentsti.. %58 Moodle PeopleTools PeopleAdmin Misc

Favorites ¥ | Main Menu = Workiist | 44 Home | SignOut

Financials TRN w2 Navigator ~ | Search B Advanced Search AddTo ¥ " @
Notification NavBar

Personalize Content | Layout ? Help

912 AM
6/2020 L‘_"‘

Step Action

1. Click the NavBar button.

®

MavBar

2. Click the Navigator button.

Mavigator

3. Click the Purchasing menu.

Purchasing 5
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Step Action

4, Click the Requisitions menu.

Requisitions

5. Click the Add/Update Requisitions menu.

Add/Update Requisitions

Favorites ¥ Main Menu ¥ Purchasing ™ > Requisitions ¥

Add/Update Requisitions

Worklist | 4 Home | Sign Out
Financials TRN w2z Requisitions ~ | Search P Advanced Search AddTo v P @
Notification NavBar
New Window | Help | [
Requisitions

FEind an Existing Value Keyword Search Add a New Value

Business Unit: [LAKMC |Q
Requisition 1D: NEXT

Add

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

Step Action

6. Click the Add button.
Add
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Favorites ¥ Main Menu ¥ > Purchasing™ > Requisions¥ > Add/Update Requisitions Worklist | 4 Home | Sign Out

Financials TRN w2z Requisitions ~ | Search P Advanced Search AddTo v P @
Notification

NavBar

| New Window | Help | Personalize Page | i

Maintain Requisitions

Requisition
Business Unit LAKMC Status Pending
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name Copy From [] Hold From Further Processing
Header (7
“Requester Q C'Connor, Karen
*Requisition Date 10/26/2020 [

Requester Info
Origin |ONL Q
*Currency Code USD

On-Line Entry
US Dollar
Accounting Date | 10/26/2020 E1l

Requisition Defaults Add Comments Gmoun S Emin v

Requisition Activities Total Amount 0.00 USD

Add ltems From (7
Purchasing Kit Catalog
Item Search Requester ltems.
Line (2 Personalize | Find | View All | @I E Fi
Details Ship To/Due Date Status Supplier Information ltem Information Attributes Confract Sourcing Controls
Merchandise

Line Item Description Quantity *UoM Category Price Amount Status
1R Q # [0.0000 Q Q 0 0.00 Pending [@]=5]
View Printable Version View Approvals “Goto |_More. v
HlSave ||[]Notify || &% Refresh
< >

Step Action

7. Click the Hold From Further Processing option.

(I Hold From Further Processing

8. Click the Copy From link.

9. It is recommended you use one of the following fields to help focus your search for
the requisition you wish to copy:

« Requisition ID
* Req Status

* Requester

* Supplier ID

* Department

10. SCENARIO

In this exercise you search for the Supplier 1D using the Supplier Short Name
STERICYCLE. The requisition id number will be 0012895.
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pdate Requisitions x + — X
& C 8 rcba.psfs.tsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL h*d e :

w Merriam-Webster 27 LEO %M Zoom Documentati.. &% Moodle PeopleTc PeopleAdmin Misc

Favorites ™ Main Menu ™ Purchasing ™ > Requisitions ™ Add/Update Requisitions Worklist | #& Home | Sign Out
. . Req Inquiry Selection 3
Financial ®
NavBar
Maintain Requisitions jize Page «
Maintain R4 Copy Requisition
Requisiti{f Header
Business Unit LAKMC
Requisition ID Q
Requisition Name Q
Req Status Q Origin Q
Headel Requester Q
Requester Name Q
“H Requisition Date 5 To B
Supplier SetiD SHARE Supplier Lookup
Supplier ID @ 3upplier Details Supplier Name Q
A Item SetiD | SHARE Item ID o}
Item Description /J@ O pirect ship
254 characters remaining
Department aQ
Add Items Search
Requisition Personalize | Find | View All | & | [ First (4) 10f1 () Last
Line (2 Sel ReqID Requisition Name Status Origin Requester =i
Details | »
Line -

Step

Action

11.

Click the Look up Supplier ID button.
aL:

Page 64




Training Guide
Managing Requisitions 9.2 HCSD

@ Add/Updste Requisitions x  + - S
&« C 8 rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL h*d e H
i Apps @9 Mermiam-Webster = LEQ W Zoom Documentati.. &M Moodle People PeopleAdmin Misc

Favorites ¥ Main Menu ~ Purchasing ™ > Req 3 Add/Update Requisitions #& Home | Sign Out

_ 2 Req Inquiry Selection Look Up Supplier ID < ¢
Financial kel poupe ®

NavBar

Maintain Requisitions Supplier SeflD: SHARE jze Page ~
L L. Supplier 1D:
Maintain R COpy Requwsmon Short Supplier Name:
Requisiti{ 'Header

Business Un Loak Up Clear Cancel Basic Lookup
Requisition l§ 5. ch Results

Requisition Nami
L Only the first 300 results can be displayed.

Req Statu
View 100 First () 1200cf300 (k) Last
Headel Requeste
Supplier 1D Short Supplier Name
Requester Nam§ 0000000001 AETNA LIFE-001
“H Requisition Datf 0000000002  ALLIANCE FUND

) 0000000003 A G EDWARD & 8
Supplier Setll 000000004  AMERIGAN E-003
Supplier Il 0000000005  AMERICAN E-004 a
0000000006  SUN AMERICA a
0000000007  THE HARTFO-002
Item Descriptiof 0000000008  CONNECTICUT MU
0000000009  CENTURY LIFE
0000000010  DEAN WITTER TR
Departmen 300000011  THE DREYFUS TR

Add Items| 0000000012 DIVERSIFIED IN

0000000013  EQUITABLE

L Item Setll

Requisition 0000000014 FIDELITY INVES P Last
) = |reqn 0000000015  FIDELITY RETIR
Line (2 0000000016 KEMPER INVESTO - ~| Fist
Details 4 »

Step Action

12. Enter the desired information into the Short Supplier Name field. Enter
"STERICYCLE".
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@ Add/Update Requisitions x + - x
& C 8 rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL b e H
i Apps @9 Memiam-Webster @ LEQ & Zoom Documentati.. &M Moodle PeapleTools
Favoriles ¥ Main Menu ¥ Purchasing v Add/Update Requisitions Worklist | i Home | Sign Out
. . Req Inquiry Selection Look Up Supplier ID
Financial ®
NavBar
Maintain Requisitions Supplier SetiD: SHARE jize Page ~
P P Supplier 1D: begins with v
Maintain R
Copy Requisition Short Supplier Name: | begins with w || STERICYCLE
Requisiti{ =Header
Business Un Look Up Clear Cancel | Basic Lookup
Requisition l§ o, Results
feauisu b Only the first 300 results can be displayed.
Req Statu
View 100 First (&) 1200cF300 () Last
Headel Requeste ! “
Supplier ID Short Supplier Name
Requester Nam§ 0000000001  AETNA LIFE-001
R Requisition Daf| 0000000002  ALLIANCE FUND
: 0000000003 AGEDWARD &S
Supplier Setll 000000004 AMERIGAN E-003
Supplier I§ 0000000005  AMERICAN E-004 a
0000000006  SUNAMERICA
1 ftem Setl oooononoo7  THE HARTFO-002 @
Item Descriptio} 0000000008  CONNECTICUT MU
0000000009  CENTURY LIFE
enart 0000000010  DEAN WITTER TR
PAMEN 0000000011 THE DREYFUS TR
Add Items) 0000000012 DIVERSIFIED IN
0000000013  EQUITABLE
Requisition 0000000014  FIDELITY INVES Last
: sl |reain 0000000015  FIDELITY RETIR
Line (2 = 0000000016 KEMPER INVESTO = ~| First
Details 4 »
Line R =

Step Action
13. Click the Look Up button.
Look Up

14.

Click the 0000005239 link.
[ 0000005239 STERICYCLE-001 |

15.

Click the Search button.

Search
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@ Add/Update Requisitions x  +
& C @ rcba.psfs.tsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL h*d e H

PeopleAdmin Misc

Apps (@) Merriam-Webster =7 LEO & Zoom Decumentati.. k¥ Moodle People

Favorites ™ Main Menu ~ Purchasing ™ > Requisitions Add/Update Requisitions #& Home | Sign Out
. . Req Inquiry Selection 3
Financial ®
NavBar
Maintain Requisitions jize Page «
Maintain R4 Copy Requisition
Requisiti{f Header
Business Unit LAKMC
Requisition ID Q
Requisition Name Q
Req Status Q Origin Q
Headel Requester Q
Requester Name Q
“H Requisition Date 5 To B
Supplier SetiD SHARE Supplier Lookup
Supplier ID 0000005239 | Supplier Details Supplier Name |STERICYCLE-001 @
A Item SetiD | SHARE Item ID o}
Item Description /J@ O pirect ship
254 characters remaining
Department aQ
Add Items; Search
Requisition Personalize | Find || View Alll| (| [ First (4) 1-30f7 (» Last
Line (2 Sel Req ID Requisition Name Status Origin Requester =i
Details O] 0018630 STERICYCLEFY20  Approved ONL SLAVIG
Line o -

Step

Action

16.

Click the View All link.
View All
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pdate Requisitions x  + - S
&« C 8 rcba.psfs.tsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL h*d e H
HI Apps ) Memiam-Webster @7 LEQ & Zoom Documentati. 4 Moodle PeapleT PeapleAdmin Misc

Favorites ¥ Main Menu ¥ Purchasing ¥ > Requisitions ~ Add/Update Requisitions Workiist | #& Home | Sign Qut
Req Inquiry Selection < @
Requisition Date To NavBar

Financial

Supplier SetlD SHARE Supplier Lookup ize Page ~
00005, . YCLE.0D1
Maintain R Supplier ID 0000005239 |G Supplier Details Supplier Name | STERICYCLE-00 Q
. . Item SetiD |SHARE Item ID Q
Requisiti tem Descrin
em Description AP [ pirect Ship
254 characters remaining
Department
Search
Heade Requisition Personalize | Find | View 3 | (1| [ First (4 1-7Tof7 (b Last
Sel  ReqlD Requisition Name Status Origin Requester
“H
O 0018630 STERICYCLE FY20 Approved ONL SLAVIG
(] 0016477 0016477 Complete ONL CSIBLEY
A
O 0014643 0014648 Complete ONL CSIBLEY
O oo14311 0014311 Complete ONL CSIBLEY
Add It
— O looizs9s Stericycle Inc Complete ONL CSIBLEY
a 0010758 STERICYCLE Complete ONL CSIBLEY
Line (2 First
1 a 0010730 0010730 Complete ONL CSIBLEY
Details
e oK Cancel Refresh -

Step Action

17. Click the 0012895 link.

This will open a new window.
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@ Add/Update Requisitions X @ Requisitions x 4+

C @ rcbapsfslsuhscedu/psp/fstm 5/EMPLOYI

RP/c/REQUISITION_ITEMS.REQ_INQUIRY.GBL?Page=REQ_INQ_LOOKUP&Acti.. ¥ e

P Apps (@) Mermiam-Webster =¥ LEQ kS Zoom Documentati. S8 Moodle PeopleTools PeopleAdmin Misc

Favorites ¥ Main Menu ¥ Purchasing ™ Requisitions Add/Update Requisitions > Requis

s Worklist | i Home | Sign Out

Financials TRN w= Navigator « | Search PY Advanced Search AddTo + F @
Notification NavBar
New Window | Help | Personalize Page
Requisitions
Req Inquiry

Personalize | Find | View All | (21| E First (4) 10f1 (p) Last
Details Status

Unit Requisition Requisition Name E;‘i:f'“u" Requester Req Date Total Amt
LAKMC 0012895 Stericycle Inc Complete Sibley, Cheryl 07/01/2016 36,805 84 USD
Search

[=] Notify

javascriptsubmitAction_winS(documentwins, REQ_IDS0):

Step

Action

18.

Click the 0012895 link.
0012895
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@ Add/Update Requisitions x

Favorites

Finan

i Apps

@ Requisitions x 4+

C 8 rcba.psfslsuhsc.edu/psp/fstrn_5/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQ_INQUIRY.GBL?Page =REQ_INQ_LOOKUP&ACt...

Merriam-Webster

=7 LEO W Zoom Documentati.. &% Moodle

Main Menu Purchasing Requisitions

cials TRN w

Requisition Details

Business Unit LAKMC
Requester Sibley, Cheryl
Requisition Date 07/01/2016 Merchandise Amou

Req Status Complete Pre-Encumbrance Balance

Requisition Details

Details More Contract
Line Status Item ID Description
1 Closed SERVICE FOR RED BAG WASTE (RMW
2 Closed SERVICE FOR SHARPS CONTAINERS
3 Closed SERVICES FOR pHARMACEUTICAL AN
4 Closed SERVICES FOR EACH ADDITIONAL S
Patium

People

Add/Update Requisitions

Navigator = search gl Advanced Search

Req ID 0012895

36,805.84
0.00

Supplier ID

0000005239

0000005239

0000005239

0000005239

PeopleAdmin

Requisitions

—
* 0
Misc
Worklist

P

Notification

Add To

Help

usD

Sup ID Num Supplier
STERICYCLE INC 500
STERICYCLE INC

STERICYCLE INC 45

STERICYCLE INC 4

*

Sign Qut

®

NavBar

ge

Step

Action

19.

Click the Close button.
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@ Add/Update Requisitions X @ Requisitions x|+ = X

C @ rcba.psfs.Isuhsc.edu/psp/fstrn_5/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQ_INQUIRY.GBL?Page=REQ_INQ LOOKUP&Acti... 31 e H

3P Apps @) Memiam-Webster =7 LEO kS Zoom Documentati.. S8 Moodle PeopleTools PeopleAdmin Misc

Favoriles ¥ Main Menu ¥ > Purchasing™ > Requisiions™ > Add/Update Requisitions > Requisitions Worklist | & Home | Sign Out

Financials TRN w= Navigator = | Search P Advanced Search AddTo ~ " @
Notification NavBar

New Window | Help | Personalize Page

Requisitions
Req Inquiry Personalize | Find | View All | (2| E First (4) 10f1 (p) Last
Details Status
Unit Requisition Requisition Name E;‘i:f'“u" Requester Req Date Total Amt
LAKMC {0012895 Stericycle Inc Complete Sibley, Chery 07/01/2016 36,805.84 USD
Search
[=] Notify

javascript:submitAction_winS(documentwins, REQ_IDS0Y;

Step Action

20. Click the Close button.

[x]
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@ Add/Update Requisitions x  +
& C 8 rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL
* Apps (@) Meriam-Webster =¥ LEQ kS Zoom Documentati.. 158 Moodle PeopleTools PeopleAdmin Misc

Favorites ™ Main Menu ~ Purchasing ™ > Requisitions ™ Add/Update Requisitions
Req Inquiry Selection
Requisition Date

Financial

Supplier SetiD SHARE Supplier Lookup
00005 i YCLE-001
Maintain R Supplier ID 0000005239 |G Supplier Details Supplier Name | STERICYCLE-00
o Item SetiD | SHARE Item 1D
Requisiti tem Descrin
em Description AP [ pirect Ship
254 characters remaining
Department
Search
Heade Requisition Personalize | Find | View 3 | (11| 5 First (4 1-7Tof 7
Sel  RegID Requisition Name Status Origin Requester
“H
O 0018630 STERICYCLE FY20 Approved ONL SLAVIG
(] 0016477 0016477 Complete ONL CSIBLEY
A
O 0014643 0014648 Complete ONL CSIBLEY
O o014311 0014311 Complete ONL CSIBLEY
SiEms Stericycle Inc Complete ONL CSIBLEY
a 0010758 STERICYCLE Complete ONL CSIBLEY
Line (2
1 a 0010730 0010730 Complete ONL CSIBLEY
Details
e OK Cancel Refresh

Worklist

k) Last

#& Home

Sign Qut

ize Page ~

First

Step Action

21. If the requisition is the one you wish to copy, click the Sel checkbox to select it. If it
is not the correct requisition, click on the next requisition id number to view the next

requisition.

Click the Sel option.

22. Click the OK button.
QK
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@ Add/Update Requisitions x  + - X
&« [&] @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL h*d e H
P Apps (@) Memiam-Webster =¥ LEQ kS Zoom Documentati. 458 Moodle PeopleTools PeopleAdmin Misc

Favorites ™ Main Menu ¥ Purchasing ¥ > Requisitions ~ Add/Update Requisitions Worklist | #& Home | Sign Qut

Financials TRN ve | <5 wo- @

Notification NavBar

| New Window | Help | Personalize Page =
Maintain Requisitions
Requisition
Business Unit LAKMC Status Pending
D NEXT Budast. Status Kot Chk'd
5 Message
Requisition Name r Processing
Header (7
. The source requester ( ) is different from the target requester | ), copy?
Requester (10150,186)
“Requisition Date | 10/26/2020
Origin | ONL All copied defaults will remain unchanged. Do you want to copy?
*Currency Code |USD
e Yes No
Accounting Date | 10/26/2020
Requisition Defaulis Add Comments Amount Summary (z
Regquisition Activities
: Total Amount 000 uUsD
Add Items From (7
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find | View All | G | @ First
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls
Line item Description~ Quantity “UOM  Category Price Merchandise  giatyg -

Step

Action

23.

When copying a requisition from another user, you receive a message the source
requester (i.e., person whose requisition you are copying) is different from the target
requester (i.e., you). This message advises the defaults copied over will remain the
same, and, since it is not your requisition, might need to be changed.

Click the Yes button.

fes

24,

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

25.

Click the Refresh button.

o= Refresh

26.

Click the Yes button.

Yes

27.

Click the Requisition Defaults link.
| Requisition Defaults |

28.

Enter the desired information into the Ship To field. Enter "LAKMC".
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Step Action

29. The Due Date must be entered to save the requisition.

Enter the desired information into the Due Date field. Enter "110820".

I

30. Enter the desired information into the Account field. Enter "544700".

I

31. Enter the desired information into the Dept field. Enter "2059100".

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

Line
Buyer QMcintyre Margaret S Unit of Measure Q
L supplier 0000005239 QSTERICYCLE INC Supplier Location 001 aQ
Category Q Supplier Lookup
Schedule
Ship To | LAKMC Q Lallie Kemp Medical Center “Distribute By | Quanity _ ~|
Due Date | 11/0872020 |
Ultimate Use Code Q Ship Via|GRND Q
Attention To Freight Terms |DES (&}
One Time Address
Distribution
A SpeedChart Q

Distributions
Details || Asset Information

@ Add/Update Requisitions x 4+ -
& [&] 8 rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL ¥
HI Apps @9 Merriam-Webster =7 LEO 48 Zoom Documentati. 3 Moodle PecpleTools PecpleAdmin Misc
Favortes ¥ MainMenu~ Purchasing™ > Requisions~™ > Add/Update Requisitions Worklist | & Home | Sign Out
- Requisition Defaults
® override

Dist Percent GL Unit Account Dept Location IN Unit Fund Program Class Budget Date
Lind 1 100.0000| LAKMC|C 544700 Q, (2059100 Q LAKMC Q Q|11 Q (95001 Q |61010 |Q 10/26/2020
0K Cancel Refresh

Step Action

32. Click the OK button.
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@ Add/Updste Requisitions x  + - x
&« [&] 8 rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL h*d e H
i Apps @9 Memiam-Webster @ LEQ &M Zoom Documentati.. &M Moodle PeapleTools PeapleAdmin Misc

Favorites Main Menu urchoc i WIooLECE —a Sign Out
Retrofit field changes to "all" existing requisition lines/schedules/distributions...

Financials TR ®

NavBar

Business Unit LAKMC Requisition Date 10/26/2020 "
Busil Requisition ID NEXT Status Pending
Req
) For Line and Schedule defaults, Select "Apply’ fo apply changes fo all lines and schedules.
Eanuis For Distribution defaults, Select"Apply' to apply changes to the Distrib Line.
Header (7 Example: ou select ‘Apply’ for Distrib Line 3, the change is applied fo each Disfrib Line 3 on the requisition
Select "Apply to All Distribs' to apply changes to all distribution lines on the requisition.
W Merkal Unmark Al
“Requisil | potrofit Field Selection Personalize | Find | View Al | (| [ First (4) 17 of17 (») Last
Apply  DistribLine  Field Name Field Value Apply to All Distribs
*Curre
Accoun m} Buyer
(] Supplier 0000005239
O Supplier Location 001
Add Items From 0O ShipTo LAKMC
O Due Date 2020-11-08
Line @ | O Ship Via GRND B Ast @
Details Ship T§
[} Freight Terms DES
Line Item 1=
OK Cancel Reiresh
3R ing (@)
= i
- 0 ) .
javascript:submitAction_winO{documentwin0, REQ_PNLS_WRK_MARK_ALL_LINES_FLG"); |IE___—_—_—— s —— »

Step Action

33. Changes were made on the Requisition Defaults page. You want those changes to be
applied so all lines on the requisition.

Click the Mark All link.
Mark All

34, Click the OK button.
oK
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@ Add/Update Requisitions x

€ C

P Apps (@) Memiam-Webster =¥ LEQ kS¥ Zoo

Favorites Main Menu ~

Financials TRN w:z

*Requisition Date | TU/5"
Origin | ONL
*Currency Code |USD
Accounting Date | 10/26/2020

Add Items From (7

Item Search

Requisition Defaults
Requisition Activities

Purchasing Kit

+

Purchasing

Requisitions ~ | search Bl Advanced Search

L Requester Info
Q On-Line Entry
US Dollar

E

Add Comments

Catalog
Requester items

PeopleTools

8 rcba.psfslsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL

Add/Update Requisitions

Amount Summary (7

Total Amount

PeopleAdmin

Worklist | i Home | Sign Out

v

Notification

AddTo +

36,805.84 usD

®

NavBar

Line (7 Personalize | Find | View All | {21 | [ First (4
Details Ship Jo/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls
Line item Descriptiona Quantity *UOM  Category Price s Status
= Q EIEWCE FORRED 4 I (50,000.0000 LBS |q (94893 Q 0.20000 10,000.00 Pending (]
B o [SERVICE FOR 7 & [1z0000 MO |q [04893 @ [1,184.00001 14,208.00 Pending (@]
B 7
(]
(=} . A 3 7 I 597 ending
. 2, [456.0000 EA 94893 7.89000 3,597.84 Pend Q
= Q SERVICES FOR v
& E‘Q 4,500.0000 LBS |Q |94883 Q 2.00000 9,000.00 Pending Q
View Printable Version View Approvals *Go to\ ...More. v

[5) Save ||[=] Notify

i Refresh

Step

Action

35.

NOTE: Both the Quantity and Price fields should be reviewed and changes made
as needed.

Enter the desired information into the Price field. Enter "0.25".
020000

36.

Enter the desired information into the Price field. Enter "1189".
1,184.00001

37.

Click the Save button.

NOTE: If no other changes are needed to be made to the requisition, you will
uncheck the Hold From Further Processing box and Save the requisition to
advance it in the Purchasing process.

38.

This completes Copy an Existing 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.

@ Employee-facing registry content X + = x
&« [&] 8 rcba.psfs.Isuhsc.edu/psp/fstm/EMPLOYEE/ERP/h/?tab=DEFAULT b+ e e H
32 Apps (%) Merriam-Webster 27 LEC 43 Zoom Documentati.. &5 Moodle PeopleTools PeopleAdmin Misc

Favorites ¥ Main Menu ¥ Worklist ‘ # Home ‘ Sign OQut

Notification

Financials TRN ve | -~ - ®
NavBar

Personalize Content | Layout ? Help

Step Action

1. Click the NavBar button.

®

MavBar

2. Click the Navigator button.

Mavigator

3. Click the Purchasing menu.

Purchasing 5
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Step

Action

4.

Click the Requisitions menu.

Requisitions

Click the Review Requisition Information menu.

Review Requisition Information »

Click the Requisitions menu.

Requisitions

PS Desktop - Citrix Receiver [E=2|ESH =)
[l ]
Q@|@ hittps://rcba.psfs.lsuhsc.edu/ psp/fspat/EMPLOYEE/ERP/c/REQL SO ~ @ G || @ Requisitions x | ‘ ok

File Edit View Favorites Tools Help

Favorites ¥ Main Menu ¥ Purchasing ¥ Ri Add/Update Requisitions

Requisitions ~  Search El Advanced Search

Worklist & Home | SignOut

v @

Notification NavBar

Financials TRN

AddTo «
New Window | Help | Personalize Page | =]
Requisition Inquiry

Business Unit|LAKMC |Q

Requisition 1D Q To Req Q
Requisition Name QQ
Req Status Q Origin Q
Requester Q Card Number
Requester Name Q
Requisition Date E1 To [5
Supplier SetlD SHARE Supplier Lookup
Supplier ID Q Supplier Details Supplier Name Q
Item SetlD SHARE Item ID Q

Item Description

(Ell
[ pirect Ship

Department

Show Keyword Search

Cancel

Action

Enter the desired information into the Requisition ID field. Enter *0013083".
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Step Action

8. Click the OK button.
QK
9. Click the Show all columns button.
[Z= M

10. Click the Show tabs button.

11. By clicking the Requisition link, you will be able to view requisitions details such as
line item information.

Click the Requisition - 0013083 link.

12. NOTE: Click the Description link for additional item description information.

Click the Close button.

13. Click the Status tab.
Status
14. Columns containing "Y" values allow you to access inquiry pages associated with
requisition such as POs and vouchers.
15. Click the Document Status button.

This will open a new window.

NOTE: See the "Inquire on a Requisition Document Status®* topic for detailed
instructions on how to access the Req Doc Status page directly and use the
document links and buttons.

16. NOTE: Clicking the Req ID link will display the Requisition Inquiry page.

Click the Close button.

17. Click the Approval Status button.

Ed

18. Click the Return to Requisition Inquiry link.

| Feturn to Requisition Inquiryl
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Step

Action

19.

This completes Inquire on a Requisition.
End of Procedure.
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Inquire on a Requisition Document Status

Procedure

In this topic you will learn how to Inquire on a Requisition Document Status.

@ Employee-facing registry content X + = s
&« c @ rcba.psfs.Isuhsc.edu/psp/fstm/EMPLOYEE/ERP/h/?tab=DEFAULT I e H
B Apps (%) Merriam-Webster =¥ LEG 3 Zoom Documentsti.. 5B Moodle PeopleTools PeopleAdmin Misc

Favorites ~ Main Menu ~ Worklist ‘ #& Home ‘ Sign Out

Financials TRN v | S Y = e ¥
NavBar

Notification
Personalize Content | Layout ? Help

_ 420PM

& oz

Step Action

1. Click the NavBar button.

®

MavBar

2. Click the Navigator button.

Mavigator

3. Click the Purchasing menu.

Purchasing 5
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Step Action

4, Click the Requisitions menu.
Requisitions 5
5. Click the Review Requisition Information menu.

Review Requisition Information »

6. Click the Document Status menu.

Document Status

PS Desktop - Citrix Receiver [E=2[ESH =)
[ ]
Q@|@ https://rcba.psfs.lsuhsc.edu/ psp/fspat/EMPLOVEE/ERP/c/PROC O ~ @ C || @ Dacument Status x | ‘ ok L

File Edit View Favorites Tools Help
Favorites ~ Main Menu ~ Purchasing ¥ Add/Update Requisitions Worklist 4 Home | SignOut

Financials TRN ve | s we- (® 0 ®

Nofification NavBar

New Window | Help | B2
Requisition Document Status
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Business Unit: |LAkMC x|Q,
Requisition 1D

Requisition Status:[= v v
Requisition Date: |= ~ [5)

Origin: Q
Requester: Q

Description: begins with v

Ccase sensitive

2
Search Clear | Basic Search & Save Search Criteria

218PM | |
81017 |

- )

28 | |
802017 |

< e s

[ cocc @

Step Action

7. Enter the desired information into the Requisition ID field. Enter *0013083".
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Step Action

8. Click the Search button.
Search
9. Only the first four out of eight lines have been displayed by the system.

Click the View All link.

Wiew All

10. The Document Status page allows you to cross reference source documents
associated with the requisitions throughout the purchasing process.

The top section of the page provides information on the original requisition. Click
the Req ID to view the Requisition Inquiry page.

11. The Associated Documents section shows all source documents related to the
original requisition. The DOC ID column provides links to the various Inquiry
pages for each document type.

12. Click the Related Info tab.

Related Info

13. The Related Info tab provides links to view Accounting Entries for each source
document. Not all users will have the needed security access to view Accounting
Entries information.

Click the Documents tab.

Documents

14. If you have access to view voucher and payment information, click the Voucher link
to go to the Voucher Inquiry page. Click the Amounts tab to view the amount of the
voucher.

Click the Voucher DOC ID - 00115809 link.

00115309

15. Select the Actions drop-down to view payment information from the Voucher
Inquiry page.

Click the button to the right of the Action field.

 Actions

16. Click the Payment Information list item.

| Payment Inforrnationl

17. Click the Cancel button.

Cancel
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Step Action

18. Click the Close button.

19. This completes Inquire on a Requisition Document Status.
End of Procedure.
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Appendix

How to use the Look up Feature
Procedure

In this topic you will learn How to use the Look up Feature.

Step Action

1. The Look up feature is depicted in PeopleSoft 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.

2. In this exercise, you will search for an appropriate value for the Supplier field. The
10-digit Supplier ID number is the value needed for the Supplier field rather than the
supplier name. You will locate and select Staples utilizing the Look up feature.
Once selected, the system will default the Supplier ID number into the Supplier
field, thus completing the Look up process.
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Favorites ™ Main Menu Purchasing ¥ > Requisiions ¥ Add/Update Requisitions #& Home Sign out
Requisition Defaults
Help
Business Unit LAKMC Requisition Date 10/20/2020
Mail Requisition ID NEXT Status Pending
Re Default Options (7
) 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
Buyer Q Unit of Measure Q
Supplier Q Supplier Location Q
Category Q, Supplier Lookup
Schedule
Ship To Q “Distribute By [Quantty /]
Due Date
Ultimate Use Code Q
Ad Attention To
One Time Address
Distribution
Li SpeedChart Q q
B | Distributions v
Ling Details || AssetInformation
>
View Printable Version View Approvals “Goto |-More... ~
fSave ||[=]Nofify ||&* Refresh
< >
Step Action
3. Click the Supplier button.
Q

4. The system will automatically display some field values on the Look up Supplier
pagelet. Only 300 results can be displayed in the pagelet 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. If less than 300 options are retrieved, you can view the number returned to
the right side of the top line.

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

6. There are three operands, beings with, contains, and the wildcard (which is a '%'

sign), that can be used to help narrow your search results. The operands will be
discussed and demonstrated individually.
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Main Menu Purchasing Requisitions Add/Update Requisitions

Favorites
Requisil
Mai
Re Default
O Defay
® over
b
Line
Schedu|
A
Distribu
Li
ﬁ Distrib|
Ling Details]
<
View Printable
[l save
<

Look Up Supplier
SetiD SHARE
Supplier 1D: begins with w]|

Short Supplier Name:[begins with v

Look Up Clear

Search Results

Cancel

Basic Lookup

Only the first 300 results can be displayed.

View 100

Supplier ID | Short Supplier Name

0000000001 AETNA LIFE-DD1
0000000002 ALLIANCE FUND
0000000003 A G EDWARD & S
0000000004 AMERICAN E-003
0000000005 AMERICAN E-004
0000000006 SUN AMERICA
0000000007 THE HARTFQ-002
0000000008 CONNECTICUT MU
0000000003 CENTURY LIFE
0000000010 DEAN WITTER TR
0000000011 THE DREYFUS TR
0000000012 DIVERSIFIED IN
0000000013 EQUITABLE
0000000014 FIDELITY INVES
0000000015 FIDELITY RETIR
0000000017 LA DEFERRED CO
0000000018 LA DENTAL PLAN
0000000018 LA STATE EMPLO
0000000020 LINCOLN LIFE
0000000021 METROPOLITAN L
0000000022 MERRILL LYNCH
0000000023 MASSACHUSE-003
0000000024 NORTHERN LIFE

Supplier Name

AETNA LIFE & CASUALTY

ALLIANCE FUND SERVICES, INC

A G EDWARD & SONS

AMERICAN EXPRESS FINANCIAL ADV
AMERICAN EXPRESS FINANCIAL ADV
SUN AMERICA

THE HARTFCRD

CONNECTICUT MUTUAL LIFE
CENTURY LIFE

DEAN WITTER TRUST COMPANY

THE DREYFUS TRUST COMPANY
DIVERSIFIED INVESTMENTS
EQUITABLE

FIDELITY INVESTMENT

FIDELITY RETIREMENT SERVICES

LA DEFERRED COMPENSATION PLAN
LA DENTAL PLAN, INC.

LA STATE EMPLOYEES' RETIREMENT
LINCOLN LIFE

METROPOLITAN LIFE

MERRILL LYNCH

MASSACHUSETTS FINANCIAL SVCS
NORTHERN LIFE INSURANCE CO

First

Additional Name

AETNA LIFE & CASUALTY
ALLIANCE FUND SERVICES
A G EDWARDS & SONS
AMERICAN EXPRESS -IDS
AMERICAN EXPRESS-FIN
CFCU-TSA

CNA AD&D

CONNECTICUT MUTUAL LIFE
CUNA MUTUAL LIFE INS CO
DEAN WHITTER TRUST

THE DREYFUS TRUST
DIVERSIFIED INVESTMENT
EQUITABLE

FIDELITY INVESTMENTS
FIDELITY RETIREMENT

LA DEFERRED COMP
LOUISIANA DENTAL

LA STATE EMP RETIREMENT
LINCOLN UIFE
METROPOLITAN LIFE
MERRILL LYNCH
MASSACHUSETTS FINANCIAL
NORTHERN LIFE INS CO

#A& Home

Help
~

12000300 B Last
Our oid
Customer Supplier
Number 1D
(blank) (blank)
(blank) (blank)
(blank)  (blank)
(blank)  (blank)
(blank) (blank)
(blank)  (blank)
(blank)  (blank)
(blank) (blank)
(blank) (blank)
(blank) {blank)
(blank) (blank)
(blank) (blank)
(blank) (blank)
(blank)  (blank)
(blank) (blank)
(blank) (blank)
(blank)  (blank)
(blank) (blank)
(blank) (blank)
(blank) {blank)
(blank) {blank)
(blank) (blank)
(blank) (blank)

Sign out

Help

Action

begins with

The system defaults the "begins with' operand for all search fields. In this example,
you will search for Staples using the Short Supplier Name field and the 'beings with'
operand.

Enter the desired information into the Short Supplier Name field. Enter "STA".
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Ad

Li

Ling

Vied

Requisitjon Default
Look Up Supplier
SetiD SHARE
Supplier ID:

Default] opor syppiier Name:[begins with ~|STA| x

O Defay

Lock Up Clear Cancel Basic Lookup

Search Results

®overn Only the first 300 results can be displayed
View 100

Line

Supplier ID  Short Supplier Name Supplier Name

0000000001 AETNALIFE-OD1  AETNA LIFE & CASUALTY
0000000002 ALLIANCE FUND  ALLIANCE FUND SERVICES, INC
0000000003 A G EDWARD &S A G EDWARD & SONS

Schedu| 0000000004 AMERICAN E003  AMERICAN EXPRESS FINANCIAL ADV
0000000005 AMERICAN E-004  AMERICAN EXPRESS FINANCIAL ADV
00D000D0DE SUN AMERICA SUN AMERICA
0000000007 THE HARTFO-D02  THE HARTFORD
0000000008 CONNECTICUT MU CONNECTICUT MUTUAL LIFE
0000000008 CENTURY LIFE  CENTURY LIFE
0000000010 DEAN WITTER TR DEAN WITTER TRUST COMPANY

| 0000000011 THE DREYFUS TR THE DREYFUS TRUST GOMPANY

Distribu 30000012 DIVERSIFIEDIN  DIVERSIFIED INVESTMENTS
0000000013 EQUITABLE EQUITABLE
0000000014 FIDELITY INVES  FIDELITY INVESTMENT

Distrib{ (000000015 FIDELITY RETIR  FIDELITY RETIREMENT SERVICES
Details| 0000000017 LA DEFERRED CO LA DEFERRED COMPENSATION PLAN

0000000016 LA DENTAL PLAN LA DENTAL PLAN, INC

=3 0000000019 LA STATE EMPLO LA STATE EMPLOYEES' RETIREMENT

1

First

Additional Name

AETNA LIFE & CASUALTY
ALLIANCE FUND SERVICES
A G EDWARDS & SONS
AMERICAN EXPRESS -IDS
AMERICAN EXPRESS-FIN
CFCU-TSA

CNA AD&D

CONNECTICUT MUTUAL LIFE
CUNA MUTUAL LIFE INS CO
DEAN WHITTER TRUST

THE DREYFUS TRUST
DIVERSIFIED INVESTMENT
EQUITABLE

FIDELITY INVESTMENTS
FIDELITY RETIREMENT

LA DEFERRED COMP
LOUISIANA DENTAL

LA STATE EMP RETIREMENT

q

1-200 of 300
Our

Help

b Last
old

Customer Supplier

Number
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

1>
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
{blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

| ok || cancel || Refresh |

Help

PC Bus
Unit

LAKMC|Q)

Step

Action

Look Up

Click the Look Up button.

Click the Clear button.

NOTE: Use the vertical scroll bar to view additional results.

The system has reduced the number of Supplier returned rows from over 300 to 162.

10.

contains

L4

Click the Short Supplier Name list.

The second option is "contains’. The 'contains' operand can be selected by clicking
on the drop-down arrow to the right of the Short Supplier Name field.
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Requisitjan-Datauit
Look Up Supplier Help
Help
SetlD SHARE
all | Default shart Supplier Name:JATRTTERM N
contains
Re O Defau =
Look Up Clejnot = | | Basic Lookup
=
==
@® Overr ;
‘I Line
Schedul
Ad
Distribij
Li |
Dl Distrib|
Details|
Ling
Dist A
1 LAKMC QY
Vied
| ok || cancel || Refresh |
(4
< >
( o

Step

Action

11.

Click the contains list item.
contains
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Requisitjan-Daauit
Look Up Supplier d Help
Help
SetlD SHARE
A | Default| snort suppiier Name: FREEHENN V]
Re O Defau
Lock Up Clear Cancel Basic Lookup
@® Overr
™ [Line
Schedul
Ad
Distribug
Li |
Distrib|
DI I]Blﬂllﬁ
Ling
Dist A
1 LAKMC QY
Viey
| ok || cancel || Refresh |
59
< >
5 o

Step Action

12. Enter the desired information into the Short Supplier Name field. Enter "TAP".
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Il Requisition Defaulis
Look Up Supplier -
Help

SetlD SHARE
Short Supplier Name: TAR|

Look Up Clear Cancel | Basic Lookup

Mai| | Default
Rel O pefay
® Overr]

Line

Schedu

Ad
Distribu
p{ | Distribi

Details|

PC Bus
Dist e

1 — - - —— LAKMCG)

oK Cancel Refresh

Step Action

13. Click the Look Up button.

Look Up

14. The system has reduced the number of returned Supplier results further from 162 to
21.

Click the Clear button.

Clear

15. the wildcard

The third option is 'the wildcard'. The wildcard is a *%" sign, and takes the place of
letters, number, words, etc. Where the wildcard is placed will determine the type and
number of results retrieved.

For example:

» STA% - all Supplier names beginning with STA will be returned. This option will
return the same number of results as using the ‘begins with’ operand.

* %TAP% - all Supplier names containing TAP together will be returned. This
option will return the same number of results as using the ‘contains’ operand.

16. Enter the desired information into the Short Supplier Name field. Enter
"0 TAPL".
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Step Action

17. Click the Look Up button.
18. The system has reduced the number of returned Supplier results to three by only

retrieving Supplier names which contain TAPL together.

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

page.

In this example you will select the Supplier ID link for Staples Contract &
Commercial.

Click the 0000002106 - STAPLES CO-002 link.
| 000002106 STAPLES CO-002 |

19. The system defaults the 10-digit Supplier ID number into the Supplier field and the
Supplier name displays to the right of the field.

20. This completes How to use 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.

Step Action

1. You are able to print a requisition using the View Printable Version link on the
Maintain Requisitions page. You can also print a requisition through the Process
Scheduler.

NOTE: See the Print a Requisition using the Process Scheduler topic in the
Appendix for instructions on printing a requisition using the Process Scheduler.

2. 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 the Search button
to display any existing Run Control IDs. Create a new Run Control ID by clicking
the Add a New Value tab or hyperlink.
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Favorites * Main Menu Purchasing ¥ > Requisitions ¥ Reports ¥ Print Requisition

AddTo +

#& Home | Signout

- @

Financials TRN w: Navigator ~ | Search BY Advanced Searcn

Requisition Print

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

Find an Existing Value Add a New Value

Search Criteria

[Jcase sensitive

Search Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add a New Value

Notfication ~ NavBar
New Window | Help | (2]

Step

Action

Click the Add a New Value tab.

Add a New Value

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 ID 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 numbers 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 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 continuous string of characters.
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Step Action

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

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

2. print_requisition's because a special character (i.e., an apostrophe) is used.

7. A Run Control ID must be created to run many of the reports in PeopleSoft. If a
Run Control ID is created that is unique to a specific report, it can be used to run the
report 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.

8. Enter the desired information into the Run Control ID field. Enter "print_req".
[ l
9. Click the Add button.
Add
10. 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. Your parameters
must be saved in order for them to default in the future.
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Favorites ¥ Main Menu ¥ Purchasing ¥ > Requisitions ¥ Reporis ¥ Print Requisition #A& Home ‘ Sign out

I — Advanced Search oo W@
Notification NavBar
New Window | Help | Personalize Page | il
Print Requisition
Run Control ID: print_req Report Manager  Process Monitor Run
Language: ’;:Especmed Language O Recipient's Language
Report Request Parameters
Business Unit Q Statuses to Include
Requisition ID Q [ approved Select All
From Date E E::;:id
Through Date El [Jopen
Requester a DPending
[NOT On Hold “
Esave [=] Notify [+ Add 2| Update/Display
Step Action
11. If your Business Unit does not default, it must be entered.
Enter the desired information into the Business Unit field. Enter "LAKMC".
12. Enter the desired information into the Requisition ID field. Enter "0014170".
13. 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.
14, Statuses to Include

If you select the wrong status, it will prevent the requisition from printing (i.e., the
end-user checked Pending, but the requisition was already Approved). 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

15.

Statuses to Include (continued)

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

16.

Click the button to the right of the Statuses to Include field.

W

Favorites ~ Main Menu Purchasing ¥ > Requisitions ¥ GE Print Requisition #A& Home ‘ Sign out

Financials TRN ve | N v s o~ ® - ®

Notification NavBar

New Window | Help | Personalize Page |
Print Requisition
Run Control ID: print_req Report Manager Process Monitor Run
Language: @ Specified Language ':'Recwp\em‘s Language
Report Request Parameters
Business Unit LAKMC Q Statuses to Include
Requisition ID 0014170 Q [ Approved Select All
M canceled
From Date M completed
Through Date El M open
Requester a Pending
NOT On Hold
Qn Hold
On Hold AND Not On Hold
Esave [=] Notify [+ Add 2 Update/Display
Step Action
17. Click the On Hold AND Not On Hold list item.
On Hold AND Not On Hold ]
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Favorites ¥ Main Menu > Purchasing ¥ > Requisions™ > Reporis™ > Print Requisition A& Home ‘ Sign out

Financials TRN ve | Y = s - &0

Notification NavBar

New Window | Help | Personalize Page |

Print Requisition

Run Control ID: print_req Report Manager Process Monitor Run
Language: English | ® specified Language O Recipient's Language
Report Request Parameters
Business Unit LAKMC Q Statuses to Include
Requisition ID 0014170 Q [ Approved Select All
Canceled
From Date
B Completed
Through Date El Open
= .
Requester Q Pending
On Hold AND Not Cn Hold v
Esave [=] Notify [+ Add 2| Updaie/Display

Step Action

18. Click the Save button.

NOTE: Parameters must be saved in order for them to default in the future.

19. NOTE: 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 you or
report.

NOTE: See the Uncheck Hold From Further Processing and Print a Requisition
topic for instructions on how to print a requisition.

For training purposes only, click the Print Requisition link.

Print Requisition |
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Favorites * Main Menu ¥ > Purchasing ¥ > Requisitons ¥ > Reports ¥ > Print Requisition ’.\ Home ‘ Sign out

Financials TRN ve | Y = s - &0

Notification NavBar

New Window | Help | [
Requisition Print

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

Find an Existing Value || Add aNew Value

Search Criteria

[Jcase sensitive

Search Clear | Basic Search BF Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

20. The system defaults you into the Find an Existing Value tab. Click the Search the
button for a listing of available run controls.

Click the Search button.

Search

21. A listing of available run controls will display. Click the desired run control and the
most recent Print Requisition page for that run control will display.

NOTE: If you did not save your run control parameters, the Run Control 1D was
not saved and the run control will not display in your search results.

Click the print_req link.

22. The most recent Print Requisition page displays.

23. This completes Create/Find a Run Control ID.
End of Procedure.
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Change a Requisition Accounting Date for the Next Fiscal Year
Procedure

In this topic you will learn how to Change a Requisition Accounting Date for the Next Fiscal
Year.

Step Action

1. When a requisition is entered for the next fiscal year, the Accounting Date must be
changed. It is not necessary to change the Requisition Date. The Accounting

Date must be changed prior to entering information in the Requisition Defaults page
to ensure that the Budget Period defaults appropriately (i.e., for the next fiscal year).
If the Budget Period is not correct, an error message will display advising that the
Accounting Date and Budget Period do not match when attempting to save the
requisition. The Due Date on the Requisition Defaults page must also be changed.

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

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

NOTE: It's advisable to change the accounting date prior to entering any data on
the requisition or copying a previous FY requisition to ensure the budget period
defaults to the distribution line.
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@ Add/Update Requisitions x  + - X
& C @ rcba.psfs.lsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL b e
P Apps (@) Memiam-Webster =¥ LEQ kS8 Zoom Documentati. 4S8 Moodle PeopleTools PeopleAdmin Misc

Favorites Main Menu ¥ Purchasing ¥ > Requisitions ~ Add/Update Requisitions Worklist | #& Home | Sign Qut

Financials TRN ve | <5 wow @
Notification NavBar

| Mew Window | Help | Personalize Page
Maintain Requisitions
Requisition
Business Unit LAKWC status  Pending x
Requisition ID 0020197 Budget Status Not Chk'd ﬁﬁ
Requisition Name 0020197 [J Hold From Further Processing
Header 7
“Requester A o'conner, Keren
“Requisition Date |05/18/2020 [ Requester Info
Origin | ONL Q On-Line Entry

*Currency Code |USD US Dollar

Accounting Date 06/18/2020 [
Requisition Defaults Edit Comments Amount Summary (7
Requisition Activities

q few Total Amount 345.00 uUsD
Document Status
Add Items From (7 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line QA To Q) Retrieve
Line (7 Personalize | Find | view All | (1] [ First

Step Action

3. If you receive an error when saving the requisition that indicates the Accounting
Date and Budget Period do not match, use the following procedure to adjust the
dates.

Enter the desired information into the Accounting Date field. Enter "070120".
06/18/2020

4, Click the Requisition Defaults link.
| Requisition Defaults |

5. Enter the desired information into the Due Date field. Enter "071417".

[ ]
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@ Add/Updste Requisitions x  + - S
&« C 8 rcba.psfs.tsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL h*d e H
i Apps @) Meriam-Webster @7 LEQ & Zoom Documentati.. & Moodle PeopleT PeapleAdmin Misc

Favorites ¥ Main Menu ¥ Purchasing ¥ > Req 5 Add/Update Requisitions Worklist | #& Home |

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

Mai| | Line
Re Buyer Q Mcintyre Margaret S Unit of Measure Q
supplier 0000007038 @ LUSTRE CAL NAMEPLATE Supplier Location 0000000001 |ay
CORP
Category Q Supplier Lookup
Schedule

Ship To|LAKMC @, Lallie Kemp Medical Center “Distribute By

Due Date|070120]
Ultimate Use Code Q Ship Via | SRND Q
Attention To Freight Terms DES Q

One Time Address
Distribution
SpeedChart Q

Distributions
Details Asset Information

Dist Percent GL Unit Account Dept Location IN Unit Fund Program Class Budget Date
Ad _
1 100.0000| |LAKMC|Q (548220 Q 2088420 Q |LAKMC Q Q 1M Q, |95001 Q (61010 |Qy 07/01/2020
OK Cancel Refresh

Action

Click the OK button.
OK
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@ Add/Update Requisitions x  +
& C 8 rcba.psfs.tsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL h*d e H

PeopleAdmin Misc

B Apps (@) Memiam-Webster =¥ LEQ kS Zoom Documentati.. 158 Moodle

Favorites Main Menu Purchasing 5 Add/Update Requisitions #& Home Sign Out

Financials TRN Requisifions_= | scarn TV st e ©)
cation NavBar

Retrofit field changes to "all" existing requisition lines/schedules/distributions...

ersonalize Page  «
Help
Maintain Requisiti
Business Unit LAKMC Requisition Date 06/18/2020
Requisition Requisition ID 0020197 Status Pending
Busil For Line and Schedule defaults, Select "Apply’ fo apply changes fo all lines and schedules.
Reau 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.
Requisill 510t 'Appiy to All Distribs' to apply changes to all distribution lines on the requisition.
Mepizr (@ [maric A O unmark Al
g Retrofit Field Selection Personalize | Find | view Al | (1] £ First 4/ 1-40f4 (b Last
*Requisif] ~ Apply  DistribLine  Field Name Field Value Apply to All Distribs
O Due Date 2020-07-01
*Curreny
et (] 1 GL Unit LAKMC (]
O 1 Activity 1 O
(] 1 Budget Date 2020-07-01 (]
OK Cancel Refresh
Add Items From
Line (7 Personalize | Find | view Al | (21| [ First
— — — T — — o || asrmitnr || cnnteart || cnorrinn cantenie | [0
javascript:submitAction_winO{documentwin0, REQ_PNLS_WRK_MARK_ALL_LINES_FLG; | »

Action

Click the Mark All link.
|Mark Al

Click the OK button.
oK
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@ Add/Update Requisitions x

@ rcba.psfs.lsuhsc.edu/psp/fstm/E

&

(@) Merriam-Webster =¥ LEQ

&«

it Apps k3 Zoom Documentati.. &3 Moodle

Favories ™ Main Menu ~ Purchasing ¥ Requisitions ¥

Financials TRN w:z

“Requester A orconnor, Karen
luisition Date |08/16/2020 Requester Info
Origin | ONL Q. on-Line Entry
urrency Code USD US Dollar
ounting Date |07/01/2020 £l

Amount Summary (7

‘Requisition Defauits! Edit Comments

[=] Notify || Reiresh

Return to Search

4

MPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL
PeopleTc

Add/Update Requisitions

Requisitions ~ ' search Bl Advanced Search

PeopleAdmin Misc

Sign Qut

®

NavBar

#& Home |
v

Notification

Worklist |

AddTo +

R siion Activiti
equisition Activities Total Amount 34500 UsD
Document Status
rom (2 Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
Item Search Requester [tems Line QA To Q Retrieve
Personalize | Find | View Al | (21| Q First 4 10f1 » La
hip To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Confrols
. . Merchandise
Item Description~ Quantity uom Category Price Amount Status
a E“ numbered 4 B [s0000 EA |q [00056 Q | 69.00000 34500 Pending O s =
fersion View Approvals Delete Requisition *Go tn| More v
E]

Action

Click the Schedule... button.
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@ Add/Update Requisitions x  + - x
& C 8 rcba.psfs.Isuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL h*d e
32 Apps () Merriam-Webster =P LEQ M Zoom Documentati.. &M Moodle PeopleTools PeopleAdmin Misc

Favorites Main Menu ¥ Purchasing ¥ > Requisitions ~ Add/Update Requisitions Worklist | #& Home | Sign Qut

Financials TRN ve | Y <5 wow @

Notification NavBar
| Mindow | Help | Personalize Page

Maintain Requisitions

Schedule
Business Unit LAKMC Requisition Date 06/18/2020
Requisition 1D 0020197 Status Pending
Return to Main Page
Line Find | View All First (4' 10f1 (») Last
1 Item red numbered equipment I labe Quantity 50000 EA Merchandise Amt 34500 USD
Schedule Personalize | Find | view All | (1| [ First (4 10f1 (3 Last
Details
Sched *Ship To Quantity Price M“"E:i:r"‘:‘ilﬁ Due Date Attention To Status
1 B [Lakve @ =1 [5.0000 50.00000 345.00§07/0172020 |5 | ©'Connor, Karer] ® [} Active A EE

Add Ship To Comments

[5)Save ||[gh Returnto Search ||[=] Nofify || Reiresh =4 Add

Step Action

10. Verify the Due Date has defaulted with the 07/01/2020 date.

Click the Return to Main Page link.

| Return to Main Page
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@ Add/Update Requisitions x  +

€ &}
(@) Merriam-Webster =¥ LEQ

Favorites ™ Main Menu ~

Financials TRN w:

Header (2
“Requester
*Requisition Date |08/18/2020
Origin |ONL
*Currency Code USD
Accounting Date |07/01/2020

Requisition Defaults
Requisition Activities

[ Save [ Notify

[ Return to Search

Purchasing ¥

Requisitions ~ | search Bl Advanced Search

8 rcba.psfslsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL

& Zoom Documentati...

Q O'Connor, Karen

Regquester Info

QU On-Line Entry
US Dollar

[

Edit Comments

Total Amount 345.00 usb
Document Status
Add Items From (7 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q  To Q Retrieve
Line (7 Personalize | Find | view All | (21| [ First
Details Ship Jo/Due Date Status Supplier Information Item Infermation Aftributes Contract Soucing Controls
L . . Merchandise
Line item Description™ Quantity uoM Category Price o Status
= a E‘d numbered 4 8 (50000 EA |q [00056 Q, | 69.00000 345.00 Pending (9]
View Printable Version View Approvals Delete Requisition *Go to|...More... ~

i Refresh

Requisitions

& Moodle PeopleTools PeopleAdmin Misc

Add/Update Requisitions #& Home |

v

Notification

Worklist |

AddTo +

Amount Summary (7

Step

Action

11.

5] Save

Click the Save button.

12.

This completes Change a Requisition Accounting Date for the Next Fiscal Year.
End of Procedure.
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