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Managing eProcurement Requisitions
Entering an eProcurement Requisition

Speedcharts
Procedure

In this topic you will learn how to use SpeedCharts to simplify data entry.

Step Action

1. NOTE: Speedcharts are referred to as Accounting Tags in eProcurement.
However, the process for looking up Speedchart (Accounting Tag) information
remains the same.

2. A SpeedChart is a shortcut the users can enter to automatically fill in the individual
ChartField values on the distribution line. The use of SpeedCharts can greatly
increase data entry efficiency by reducing the number of keystrokes required to enter
frequently used combinations of Chartfield values and by reducing keystroke errors.

3. Please review the following definitions on SpeedChart, ChartField and
ChartString used in this training document.

*SpeedChart — is a combination of ChartFields, excluding the Account Code. The
Account Code is not part of the SpeedChart values and needs to be entered on the
distribution line to complete the ChartString. It is also known as SpeedType.

*ChartField — In Peoplesoft, the Chart of Accounts is comprised of information
fields that provide the basic structure to segregate and categorize transactional and
budget data. Each informational field is called a CHARTFIELD.

«ChartString — is combining a series of chartfield values into one string.
SpeedCharts are utilized on the Requisition Defaults and line distribution page:
Single SpeedCharts are accessed on the Requisition default page and the
Distribution line.

*Multiple SpeedCharts are accessed on the Distribution lines.

4, Lookup SpeedChart Information:
The SpeedChart information can be found in the SpeedType lookup.

Click the NavBar button.

|2
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B Homepage

& > C {Y & dpsbpsfslsuhscedu/psc/fstrn/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGEGBL?... @ |2 ¥

javascript:submitAction_win9{documentwind, PTNUI_NE_HDRWRK_PTNUI_NB_ACTION');

Step Action

5. Click the Menu button.
Menu
6. Click the Down scrollbar.
7. Click the LSU Processes link.
L5U Processes

8. Click the LSU SpeedType Lookup link.

I L3U Speediype Lookup
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Step Action
9. NOTE: In this example we are searching for all the SpeedCharts for a specific
Department.

Enter your Business Unit in the SetlID field and the Department ID you wish to
search for.

Click the Search button.
Search

@ LSU Spesdiype Logkup

<« c O @ dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/ZZGL_MODULE.ZZGL_SPEEDTYPE.GBL
< My Financials Home LSuU Speedtype Lookup
ACCouNt begins with Q "
Department 1673000 a
Project @
Federal A-21 Cost Category
(Dinclude History (JCorrect History [ Case Sensitive
|
Search Clear | Basic Search ' Save Search Criteria
Search Results
View All First (4) 132of3z (b Last
Cost
SpeedType  LSUIA  LSUAccount Fund Class Program Federal 21 HR Account
sen Number  Number Description Code [Field |Coge |ccount DepartmentProject Cost Category Code [{:":m
LSUSH 0067301001 (blank)  (blank) SBS Alloc to Hosp 11 10105 00101 (blank) 1673000 (blank) GA AD0G730100 193001
LSUSH 0673000001 (blank)  (blank) Information Tech 11 10105 54000 (blank) 1673000 (blank) GA 0673000001  (blank)
LSUSH 0673001003 (blank)  (blank) Computer System Conv 1 10105 54114 blank) 1673000 (blank; GA (blank) (blank)
LSUSH 167301001A (blank)  (blank) ARRAILHCQF EHR 113 35200 20001 (blank) 1673000 167301001A OSA NiA 19301
LSUSH 2011201002 296473 588142506  Comp Sys - Pelican Support 115 10305 54118 (blank) 1673000 (blank) UNAV A2011201002 99.01
LSUSH 2673001001 281670 |588142500 COMPUTING SERVICES 115 10305 54000 (blank) 1673000 (blank) UNAV A2673001001 (blank)
LSUSH 2673001002 281671 588142501 COMPUTING-SHARED SYS 115 10305 54112 (blank) 1673000 (blank) UNAV A2673001002 (blank)
LSUSH 2673001003 281675 588142502 COMPUTER SYSTEM CONV 115 10305 54114 (blank) 1673000 (blank) UNAV A2673001003 (blank)
LSUSH 2673001004 281673 588142503 COMPUTER SERVICE SUP 115 10305 50001 (blank) 1673000 (blank) UNAV A2673001004 (blank)
LSUSH 2673001005 281677 588142504 COMPUTER SVC SUPPORTEAC 115 10305 54117 (blank) 1673000 (blank) UNAV A2673001005 (blank)
LSUSH 2673001006 281680 588142505 COMPUTER SVC SUP-EAC 115 10305 54150 blank) 1673000 (blank; UNAV A2673001006 (blank)
LSUSH 5673001001 361672 588148221 MAINFRAME COM UPGRAD 113 40120 20001 (blank) 1673000 5673001001 GA A5672001001 (blank)
LSUSH 5673001003 361676 582148501 ADM COMPUTER SYS 113 40120 50001 (blank) 1673000 5673001003 GA A5672001003 (blank)
LSUSH 5672001004 540525 588148502 COMP.NETWORK/SUPPOR 113 90145 50001 (blank) 1673000 5673001004 GA A5672001004 (blank)
LSUSH 5673001005 540524 588148500 COMP SRV COMM CARE 113 40300 50001 blank) 1673000 5673001005 GA A5673001005 (blank)
LSUSH 5673001006 361673 588148503 COMPUTER SERVICE-PBS 113 40300 50001 (blank) 1673000 5673001006 GA A5673001006 (blank)
LSUSH 5673001007 361674 588148504 COMPUTER SERV SUPPOR 113 40300 50001 (blank) 1673000 5673001007 GA AS5673001007 (blank)
LSUSH 5673001008 361677 588148505 COMP SER-CHANCEL SUP 113 40300 50001 (blank) 1673000 5673001008 GA A5673001008 99.01
LSUSH 5673001009 361675 538148222 CHAN SPPT-COMP SER-UPL 113 90170 20001 (blank) 1673000 5673001009 GA A5673001008 (blank)
LSUSH 5673001010 540716 588148223 FPUB HOSF EMR SYS 113 90145 20010 (blank) 1673000 5673001010 GA ABB73001010 (blank)
LSUSH 5673001011 361678 588148506 COMF SER UNC SALADJ 113 40300 50001 (blank) 1673000 5673001011 GA AS673001011 (blank)
LSUSH 5673001012 540775 588148507  LSU SYS IT FROJ SPFT 113 40300 50001 (blank) 1673000 5673001012 GA A5673001012 (blank) -

Step

Action

10.

Select SpeedType Key for the department you wish to review.

Click the SpeedType Key link.
281670
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@ LSU Speedtype Loskup

<« c O

< My Financials Home LsuU Speedtype LDOkUp

New Window | Help | Personalize Page
LSU Speedtype Additional Fields

SetlD:  LSUSH Speed Type: | 2673001001 COMPUTING SERVICES

Legacy Account Information

[§lSave | |[G ReturntoSearch |t Previousin List | 45 Mextin List [=] Notify =l Include History | |7 Correct History

LSU Speedtype | Additional Fields

Acct Number: | 538142500 IA Number: 281670

Chartfields

Department: 1673000 Information Technology-Admin
Account:

Project

Fund Code: 15 RESTRICTED BUDGETED FUND
Program Code: 54000 General And Administrative
Class Field: 10305 State Restr Bud-Acct Cigy

Step

Action

11.

The SpeedChart information is displayed.

NOTE: If you want to use this SpeedChart when creating your information,
please make a note of the SpeedType Key to enter in the SpeedChart search field.

NOTE: Only SpeedChart that begin with a numeric value can be used when
creating the Requisitions. Speed Charts that begin with a **G™ or ""R"* cannot be
used.

Note the LSU Speedtype field value.

Press [Enter] to continue.
2673001001

12.

Single SpeedChart

The Single SpeedChart field is located on the Requisition Defaults page above the

distribution line. The SpeedChart always overwrites any existing Chartfield values
entered on the requisition Distributions line. You will need to enter the SpeedChart
before you input the Account Code chartfield value on the Distributions line.

13.

NOTE: If you know the SpeedChart you want to use you can enter the complete
SpeedChart Key into the SpeedChart field. Or you can enter part of the
SpeedChart Key, click the lookup icon and select a SpeedChart from the list.
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B Requisition
&« Cc O & dpsb.psfs.lsuhsc.edu/psc/fstrn/EMPLOYEE/ERP/c/NUI_ FRAMEWORK.PT AGSTARTPAGENUL.. @ 12 # [T & O &
Requisition Settings X [
Cumency U=U = [Page]
a Default Options
) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
W fislds.
® Override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned

Line Defaults

Note: The information in this page does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are available for sourcing.

Supplier aQ Category 00000 Q
supplier Location Q Unit of Measure Q
Buyer |CTAYLZ

Shipping Defaults

Ship To [LSUSH [}
D Due Date |04/28/2023 i Attention MB010303 - WDOOL1
Distribution Defaults
Accounting Tag Q Accounting Date | 04/25/2023 |
Accounting Defaults Personalize | Find | &1 & First (4' 10f1 () Last

Chartfields1 || Chartfields? || Details || Assetinformation | [F=H

Dist Percent Location GL Unit Account Dept Fund Program Class Product

1 Q [LsusH o aQ Q Q, Q, Q q

oK Cancel

Step Action

14. Enter the desired information into the SpeedChart field. Enter "2673%".

15. Click the SpeedChart Look up button.

L4

16. Click the 2673001001 link.
2673001001

17. The Chartfield values are filled in as indicated in the screenshot. Please enter the
account number to complete the ChartString.

18. NOTE: If you cannot find a SpeedChart that contains the values for which the
item(s) is being charged, you can manually enter the ChartString values on the
distribution line.

Click in the Account button.

19. If you want to split the charges between multiple ChartStrings on the Requisition
Default page, you can add another distribution line by clicking on the Add Multiple
New Rows button (+) located at the end of the distribution line.

NOTE: You cannot select a SpeedChart for the second distribution line; doing so
will overwrite the ChartField values on the first distribution line.

Click OK to continue.
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Step

Action

20.

The new row will display the values from distribution line 1. Update the ChartString

values on line two to charge to the correct ChartString, and apply the percentage of
distribution to each line.

NOTE: If there are multiple items being ordered and charged to different

ChartStrings, you can choose to enter the ChartString on each line instead of on
the Requisition Defaults.

B Requisition

&« C Y @& dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT AGSTARTPAGENUL.. @ 12 # [T & 0O

Requisition Settings X

*Cumency (05U
Default Options (%

) Default If you salect this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these

® Override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

Line Defaults (7

Note: The information in this page does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are available for sourcing.

Supplier Q Category 00000 Q
supplier Location Q Unit of Measure Q
Buyer |CTAYLZ o

Shipping Defaults

Ship To [LSUSH a
DI Due Date |04/28/2023 ] Attention |MB010303 - WDOOL1
Distribution Defaults
Accounting Tag [ Accounting Date [04252023 |
Accounting Defaults. Personalize | Find [ (1] [ Fist (4 10f1 (0 Last

Chartfields1 || Chartfields? || Details || Assetinformation | [E=W

GLURit Account Dept Fund Program Class Product Projact
@ [LsusH @, [546700 |o [1673000 |y (115 |q [S4000 o (10305 |o Q Q | =
4 3
oK Cancel

< I ——

Step

Action

21.

This completes the SpeedCharts section.
End of Procedure.
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Create a Punchout Requisition

Procedure
In this topic you will learn how to Create a Punchout Requisition.

A Web Punchout is a method for requesters to buy from a supplier's website from within the
requester's own procurement system.

Step Action

1. NOTE: eProcurement is the new requisition module for LSUSH. The module
provides electronic commerce transactions with certain vendors by web punchout
to their catalog, returning the request to the PeopleSoft Financials application,
then submitting the order to the vendor. All other requisitions may be created
through the Special Requests feature.

Click the NavBar button.

2

2. Click the Menu link.

Menu

Scroll the eProcurement scrollbar with the mouse wheel.

Click the eProcurement link.

eProcurement
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B Homepage

e > cCcn

& dpsb.psfs.lsuhsc.edu/psc/fstrm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL

NavBar: Menu

©]

Menu

= | Requisition |

javascriptPTNavBar.OpeninContentArea(7%2 b.psfs.lsuhsc.edu/psc/fstrn_newwin/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PTNUI_MENU_COMP.GBL?sa=&FLDR=EP_PV_BUYER_C...

Step Action
5. Click the Requisition link.
Requisition
6. There are three (3) steps to creating a Punchout Requisition:

1. Enter Requisition Settings
2. Enter punchout line items and checkout
3. Review, Save and Print the punchout requisition

NOTE: Changing the order of these steps may cause default errors which will
result in the re-entering of the requisition by the requester.
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@ Requisition

<« C 1Y @& dpsbpsfs.lsuhscedu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL

< My Financials Home Req uisition

New Window | Help | Personalize Page|
Create Requisition

Welcome Dooley, Wanda G a
v Home . My Preferences 3] Requisition Settings B oLines Checkout
Request Options ~ ~ Search Search Advanced Search
Enter search criteria or select H-j Special Requests @y Web Favorites
from the menu on the right to [1=S P a % ¢
begin creating your requisition. Create a non-catalog request Browse Supplier Websites Browse Favorite ltems and Services
Thomas Scientific
Fisher Scientific
Grainger
McKesson Medical Surgical
Sigma Aldrich
More...
Templates @ Recently Ordered
Browse Company and Personal View recently erdered items and
Templates services

Step Action

7. Step 1: Enter Requisition Settings
The Requisition Settings are used to set the default values for the requisition.

Click the Requisition Settings link.

i Requisition Setlings
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@ Requisition

&«

Well

Cc O & dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL

Requisition Settings

Help Pagg|
Business Unit |LSUSH Q: LSUHSC Shreveport Requisition Name
*Requester [WDOOL1 Q. Dooley, Wandz G Priority
*Currency uso
Default Options (7
7 Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
- fields.
@ override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

Line Defaults (2

Note: The information in this page does not reflect the data in the selected requisition lines. When the "OK’ button is clicked, the data entered on this page \
replace the data in the comresponding fields on the selected lines that are available for sourcing.

Supplier Q Category 00000 Q
Supplier Location (&} Unit of Measure Q
Buyer Q
Shipping Defaults
Ship To Q
Due Date Attention

Distribution Defaults
Accounting Tag Q Accounting Date |04/18/2023

Accounting Defaults Personalize | Find | (| [E§ First (4) 10f1 (p) Last
Chartfields1 Chartfields? || Details || AssetInformation

javascriptsubmitAction_winOldocumentwind, PV_REQ_BU_WRK_DESCR);

Step

Action

The Requisition Settings page will display.

The Requisition Settings page allows users to enter supplier, shipping, charstring,
etc., information on one page rather than for each line item of the requisition. Fields
such as the Business Unit, Requester, Currency, and Location information should
default from your profile. Any entries or changes made on the Requisition Settings
page automatically default for all Line Items if made prior to adding any lines to the
requisition.

The top section of the Requisition Settings page allows the user to enter a
Requisition Name, change the priority, as well as change the requester if entering the
request for another user (i.e., a Department Approver can change the Requester to
any Requester that they approve. Buyers can do the same for all requesters).

NOTE: DEPT_APPROVER roles are no longer self-approved for requisitions.
These requisitions are now routed to another person for approval.

Enter the desired information into the Requisition Name field. Enter "SHV Test
Punchout Requisition™.
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Step

Action

10.

Requisitions do not have to be approved in any particular order. However, you may
click the Priority drop-down arrow next to the requisition links to make a notation of
the priority order in which you wish the Approver to approve the requisitions in
his/her Worklist.

NOTE: This does not reorder the requisitions on the Worklist.

Click the down arrow to the right of the Priority field.

S

@ Requisition
&«
Help “ |Pags]
Crd Business Unit |LSUSH | Q LSUHSC Shreveport Requisition Name | SHV Test Punchout Requisition
m *Requester [WDOOL1 @ Dooley, Wanda G Prionity | Medium v
*Currency usb High
- Low
plich=lg [odum |
ult If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.
Tide If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.
ts (7
he information in this page does not reflect the data in the selected requisition lines. When the "OK’ button is clicked, the data entered on this page will
the data in the comresponding fields on the selected lines that are available for sourcing.
Supplier Q Category |00000 aQ
Jupplier Location (&} Unit of Measure Q
Buyer Q
pfaults
Ship To Q
Due Date Attention
 Defaults
Accounting Tag Q Accounting Date |04/18/2023
nting Defaults Personalize | Find | (&2 | [ First (4) 10f1 (p) Last
Hields1 Chartfields? || Details || AssetInformation -
14 3
gy — ,
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Step

Action

11.

NOTE: The priority could be the importance of the requisition or the expected
turnaround time. In the Worklist, the priority of the requisition is displayed and
can be sorted by priority by clicking on the Priority column header.

Low - Turnaround time is not a priority.

Medium - The default value for all requisitions, the expectation for approval is
within a few days.

High - Very important, approval is expected within a day. For example, an
emergency requisition needed to be ordered and paid for quickly.

Choose the desired Priority.

12.

Under the Line Defaults section, Buyer is a required field. If you know the Buyer's
UserlID, you may enter directly into the field, or search for it using the Look up
Buyer (magnifying glass) to the right of the Buyer field.

Click the Look up Buyer button.
Q

@ Requisition x

&

Cc O

& dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL

Requisition Settings Look Up Buyer - 8,

Help Help = Ipagel

Business Unit |19

Buyer
Name:| begins with v

W
*Currency u

Default Options (7

Look Up Clear Cancel

Search Results

Basic Lookup

SHV Test Punchout Reguisition

O Default ITyg view 100 First (4) 1-141cf141 (b Last ino predefined values for these
= Buyer Name
@ Override liyg AALFO3  Alford Annette Foster 5, only non-blank values are assigned.

Line Defaults (7

Note: The infermation in this}
replace the data in the cormred

AFUSSE Fussell, Alice R
) AHOOD Hood, Ava
AmEE AJOHN7  Butler, Amanda Francesca
Supplier Location AMALB2 Malbrough, Amanda R.

Buyer ASALTA Saltaformaggio, Anthony
- ASTEPH Stephany, Atwood
SilppngiDelcus BBELL2  Bel, Barbara S
BBELLS Bell, Barbara S.
Ship To BEELL7  BellBarbara S
Due Date BBROWNS Brown, Bessie

Distribution Defaults
Accounting Tag

Accounting Defaults

Chartfields1 Charifields3

AANDER1  Anderson, Alison
ABREN2
ACRAIG
ADELAT

Brennan,Andrew J.
Craig, Alethea
Delatte, Adam T.

ANEAL Neal, Angela

BDANIE1  Koonce, Brenda L
BHARGR  Hargroder-Barr, Brady
EIVANO Ivanova,Biliana P.
BLEE8 Lee, Barbara L
BMECHE  Meche, Bonnie
CCOLWE  Colwell, Carol Ann
CDAVISS  Davis, Candy D
CFLETC Fletcher, Carol A.

—

ked, the data entered on this page \

B Fist (0 1of1 & Last
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Step

Action

13.

Enter the desired information into the Name field. Enter "COX",

NOTE: If you enter the full name, the name must be entered in proper PeopleSoft
format (i.e., last name,first name).

14.

Look Up

Click the Look Up button.

@ Requisition

Cri Business Unit '—1

R L
e equester |W{

l:] Default Options (7
If ¢
O Default &
@ override Iy

< c 0

I4 Requisition Settings

*Currency U

Line Defaults (7

Note: The information in thig
replace the data in the cormref

Supplier |:
Supplier Location |:

Buyer I:

Shipping Defaults

shipTo | |
Due Date [
Distribution Defaults

Accounting Tag [

Accounting Defaults

Chartfields1 Chartfields3

Look Up Buyer

Buyer:| begins with v
Name:| begins with » | COX

Look Up Clear Cancel

Search Results
View 100 First (4
Buyer Name:
PCOX1 Cox, Pamela K.
CTAYL2 Cox,Cynthia T.

120f2 (1) Last

Basic Lookup

Help

. only non-blank values are assigned.

ked, the data entered on this page \

SHV Test Punchout Requisition
_
|
Ino predefined values for these

Step

Action

15.

CTAYL2

Click the CTAYL2 link.

A name or list of names will display in the Search Results area.
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@ Requisition

<« C Y @& dpsb.psfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL

Donnicitinn

Requisition Setfings x
Personalize Pagd]
Help

< Requisition

=Y LSUKSC Shreveport Requisition Name |SHY Test Punchout Requisition

Priority

Create Req _
Business Unit |LSUSH

Welcome  Dool *Requester |\WDOOL1 A Dacley, Wanda G

=

Enter search
#rom the men|
begin craatin

*Currency |WED
Default Options -
O Default If you select tris option, the defaults specfied beiow wil be applied {0 requisifion lines when there ae no predefined values for these

® Override If you select this option, the defaults specfied below will override any predefined values for these fields,only non-blank values are assigned.

Line Defaults (7
Note: The information in this page does not reflect the data in the selected requisition lines. When the ‘0K’ button is clicked, the data entered on this page will

replace the data in the corresponding fields on the selected lines that are available for sourcing

Supplier Q Category (00000 Q
Supplier Location a Unit of Measure @
Buyer [CTATL2 aQ
Shipping Defaults
Ship To [LSUSH a
Due Date =) Attention

Distribution Defaults
Accounting Date 04/18/2023 i)

Accounting Tag [}
Accounting Defaults Personaiize | Find | (2| R Frst 4 10f1 .} Last

Chartfields1 || Chartfieids? || Detsils || Assetinformation | [FH
Dist Percent Location GL Unit Account Dept Fund Program Class Product

oK Cancel

Step Action

16. The Due Date is the date you expect to receive the goods from the Vendor.

Under Shipping Defaults section, click the Due Date button.
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@ Requisition

< &

Y & dpsbpsfsisuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL

< Requisition

Create Req|

Welcome  Dool

(O

Enter search
#rom the ment
begin craatin

Requisition Settings

Requisition Name |51V Test Punchout Requistion

Priority

Business Unit |LSUSH Q@ LSUMSC Shrevaport

*Requester |WDOOL A Dogey, Wands G

*Cumrency |USD

Default Options

O Default If you select tris option, the defaults specfied below wil be applied fo requisifion lines when there ae no predefined values for fhese
Felos

¥ you select this option. the defaults specified below will override any predefined values for these fields, only non-blank values are assigned

® Override

Line Defaults

Note: The information in this page does not reflect the data in the selected requisition I
replace the data in the corresponding fields on the selected lines that are available for sourcing.

5. When the "OK’ button is clicked, the data entered on this page will

Supplier Q Category [00000 Q
Supplier Location aQ Unit of Measure @
Buyer a
Shipping Defaults
ShipTo [LSUSH a
Due Date & Attention
Distribution Defaults .
forl v (3w
Accounting Tag G oanez0zs [
Accounting Defaults 1 Personalize | Find | (2] [ Fist (4 1of1 () Last
Chartfields! || Chartieds2 || Detmils || o 2 2 4 5 8 7 8
210 11 12 13 14 15
Dist  Percent Location 18 17,1210 20 21 22 Fund Program Class Product
23 24|25 28 27 28 20
1 d 5 a a a o q
‘4 »
Climent bt
oK. Gancel

Help

Personalize Pagd]

Step

Action

17.

Choose a date. For this example, click the October 26, 2021 date.

25
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@ Requisition

< c

& dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL

< Requisitior] Requisition Settings

Greate Req Business Unit X Requisition Name | SH Test Punchout Requisition | Personaiz= Paod
—— Requester : Priority [Vegum v
RE,] Default Options o
Supplier Q Category [00000 Q
Supplier Location a Unit of Measure Q
Buyer |CTAYLZ Q
Accounting Tag Q Accounting Date 04182023 |3
Accounting Defaults Personalize | Find | =] 10f1
Chartfields 1 Chartfields? || Detsils || Assetinformation | [FoH
a Q [Lsusk o a a Q Q : Q I
Step Action

18. In the Attention field, enter the location and user ID/name of the person to whom
the delivery will be made.

Enter the desired information into the Attention field. Enter "MB010303 -
WDOOL1".

19. In the Distribution Defaults section, the Accounting Tag is the same as the
Speedtype. The chartstring information in the Accounting Defaults section may be
changed by selecting an Accounting Tag or by manually changing each of the values
in the Accounting Defaults section. Entries or changes made on the Requisition
Settings page, prior to selecting any requisition lines will carry forward to all lines.

20. The Accounting Date defaults to the current date. When creating requisitions for
the upcoming fiscal year at year-end, this field may be changed as needed.

21. Location

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

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

2. Hospital Anesthesiology - HHO3HO015A: HH designates Hospital H wing, 03
designates it is located on the 3rd floor, and HOO15A is room H315A
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Step

Action

22.

The Location entered in the Accounting Defaults indicates where the delivery will
be made. If the Location does not default it may be entered, or you may use the
Look Up Location button to the right of the Location field.

@ Requisition

&«

Cc O & dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL Q e w M s 02

Requisition Settings

< Requisition

Create Req
*Requester |WDOOL1
Welcome Dool —
*Currency |USD

Reod Default Options

Line Defaults

Note: The information in this pags

Supplier
Supplier Location
Buyer |CTANLZ
Shipping Defaults
ShipTo [LSUSH
Due Date |04/25:2023
Distribution Defaults
Accounting Tag

Accounting Defaults

Chartfields1 || Chartieids || Detsils

Dist Percent Location

1 MED10303

O Defauit If you select this option. #il be applied to requsition lines when there are no predefined values for hese

® Override i you select this option will override any predefined alues for these fields,only non-blank values are assigned.

5. When the "OK’ button is clicked, the data entered on this page will

e does not t
replace the data in the corresponding fields on the urcing

MB010303 - WDOOLT

Accounting Date 041872023 _|i]

= . Personalize Page]
Requisition Name |51V Test Punchout Requistion

Priority

Personalize | Find | 2| [ Fist (4 1of1 (b Last

Step

Action

23.

The Account field is typically blank on the Requisition Settings page. Users may
enter the Account prior to selecting any requisition lines and the Account number
will be defaulted for each line item added to the requisition.

In this example, the Account Code for Office Supplies, General is used.

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

24,

The Dept. will be the department number to which the items will charged.

Enter the desired information into the Dept. field. Enter "1053000".

25.

The Fund Code identifies the funding source for the item(s) being ordered. If the
item(s) involves a Project/Grant, you will need to enter the Fund Code associated
with the specified Project/Grant (i.e., 113,115,116, etc.)

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

26.

Enter the desired information into the Program field. Enter "00001".

217.

Enter the desired information into the Class field. Enter "10105".

Page 17



Training Guide
Managing eProcurement Requisitions

@ Requisition

< c 0

< Ramiarec . Ranuisitinn 2
Requisition Settings
e e S — Page|
Crg *Requester |WDOOL1 Q' Dooley, Wanda & Priority
Wel *Cumency USD
Default Options (7
O Default If you select this option, the defaults specified below will be applied to requisition ines when there are no predefined values for these
E ® Override If you select this option, the defaulis specified below will override any predefined values for these fislds,only non-blank values are assigned
[:
Line Defaults (7
Note: The information in this page does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are available for sourcing.
Supplier Q Category 00000 Q
Supplier Location [ Unit of Measure [
Buyer |CTAYL2 Q
Shipping Defaults
Ship To [LSUSH o
Due Date |04/25/2023 I} Attention [MB010303 -WDOOL1
Distribution Defaults
Accounting Tag [ Accounting Date [04/1872023 _|3)
Accounting Defaults Personalize | Find [ (1] [ First (4 1of1 (b Last
Chartfields? || Chartfields? || Details || AssstInformation | [F=9)
Dist. Percent Location GL Unit Account Dept Fund Program Class Product
1 MB010303 Q [LsusH Q [s46700 |y [1053000 | [111 | [ooco1 | (10105 @ [s|
L3
‘4 oK Gancel »

Step Action

28. Click the OK button.

This completes Step 1: Enter Requisition Settings.
0K

29. Step 2: Enter punchout line items and checkout

The Supplier Punchout catalogs are available through the Web section of the page.
Select the link for the vendor if it is displayed or select More...

Click the More... link.

I"."Il:-:lre...
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@ Requisition

<« c O

‘ Miltenyi Biotech, INC

Miltenyi Biotec

Genesee Scientific

Genesee
4 Scientific
Abcam
abcam
illumina lumina

VWR Scientific

‘avantor-

delivered by VWI™

Office Depot (QDP )
Office DEPOT
OfficeMax

Step

Action

30.

The page displays the supplier logos and a link. Select the link for the desired
vendor.

The system processes the request and the ODP Business Solutions (Office Depot)
punchout catalog will load to the screen for display.

NOTE: Each of the supplier punchout catalog websites will have a different look
and feel. This is because you are on the supplier's site, not on the LSU Health
PeopleSoft website. For this example, the ODP Business Solutions (Office Depot)
punchout catalog is used. Other supplier catalogs will look and function
differently, should you need any assistance on a supplier's punchout website,
please contact your Buyer.

Click the Office Depot (ODP) link.

Office Depot (QDP )
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@ Requisition

< c O

< My Financials Home

& dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL

Requisition

Products v Search & Q Find a Store S:"ta“ { {’ )

& Orders [E%] Order By ltem % Shopping Lists = Proprietary ltems Account: 05849264

What's New?

Bulletin Board & Messages

° Learn more about the newest website enhancements.
..... U .J;M.mm- Re
What's New?
. Check out that have bee ed
Business Dashboard on s - What's New [k
- 1 for a qu
Recent Orders Shopping Lists
Got Itl
— — ~—-Jer Number Q
No recent orders in the past 90 days.
View All Order History
Step Action

31.

Some vendors, like Office Depot will include tips about new features or items. In
this case simply press the Got It! button to move on.

Click the Got It! button.

Got Itl
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@ Requisition

&« C {Y & dpsb.psfslsuhsc.edu/psp/fstrr

E : ntact —#o

&) Orders [E5] order By Item (% Shopping Lists & Proprietary ltems Account: 03849264
What's New?
Bulletin Board & Messages
od Learn more about the newest website enhancements
,,,,,,,, Qmmm.- Read More
Business Dashboard
Recent Orders opping
— a

No recent orders in the past 90 days.

View All Order History

Step Action

32. Click the Products arrow.

NOTE: Depending on the version you are using; your ODP Business Solutions

(Office Depot) screen may differ slightly from the screen you see here. You may
have to Click Menu, then click Products.

!
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@ Requisition

&«

¢ My Financials Home Requisition

p Products A Search
uTIoNS

Office Supplies

Art & Crafting

Mailing, Packing & Shipping

Paper > | Bags & lLuggage Pens, Pencils & Markers

Breakroom > | Basic Supplies Presentation Boards

Cleaning > | Binders & Accessories Retail Store Supplies

Electronics > | Business Forms & Bookkeeping Storage

Furniture > | Calendars & Planners Tape & Adhesives

School Supplies > | Desk Accessories See All Office Supplies Products

Computers & Accessories > | Drafting

Print & Copy > | Filing & Folders

Services > | Gift Certificates

Labels & Label Makers

Ink & Toner
Labor Law 8 Workplace Posters

P 21V (=l
hitps://b2bcomtestodpbusiness.com/catalog/browseCatalog.dogjsessionid=00000xLloj_DYfGYmWGvs2KLM:17ngijur ?N=1676

Step

Action

33.

Click the Tape & Adhesives link.
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@ Requisition

< c

< My Financials Home Req uisition

C’dp Products v [JEESIeH LASW (5 Find a store el )
ST Aty

&) Orders [5] Order By Item (% Shopping Lists = Proprietary Items Account: 05849264
Home / Office Supplies / Tape & Adhesives

View all 2,076 items >

Tape & Adhesives

Shop

Decorative Fashion Tape (63 1 T
Duct Tape (120) - Fh Fﬁ
Glue & Adhesives (168) & = oo 112 "LL L
Industrial Tape (784 Office Tape =63 Glue 1163 Mounting 33

Masking Tape (3%6)

4
Mounting Supplies (433
Office Tape (563

Tape Dispensers (56

Dispensers (=5 Color Fashion Tape =2)

Need Help?

Email Assistance

Step Action

34. You can continue to narrow down the search by category or select one of the links
on the screen.

Click the Office Tape link.
Office Tape |
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@ Requisition

<« Cc O & dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL

< My Financials Home Req uisition

dp Products v earct 4 () Find a Store f'antart o ; }
busingss P S0LUTIONS" s

&) Orders [E5] order By Item % Shopping Lists & Proprietary ltems Account: 03849264

Home / Office Supplies / Tape & Adhesives / Office Tape

View all 563 items >

Office Tape

Shop
Double Sided Office Tape (55

Invisible Office Tape (70]

Removable Office Tape (396

Transparent Office Tape (79

Need Help? Invisible Office Tape (70 Transparent Office Tape 7% Double Sided Office Tape 55

Email Assistance

repee

FAQs

More Ways to Shop

Office Depot Brand Products

Y,
3
%
by
2
%

resner Office Produc:

Step Action

35. You can continue to narrow down the search by category or select one of the links
on the screen.

Click the Transparent Office Tape link.

Transparent Office Tape

36. The user can filter further or scroll through the list to select the desired product. In
this example, the first product, Scotch Transparent Greener Tape, Pack of 12 will be
selected.

37. Enter the desired information into the Qty field. Enter "4".
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@ Requisition

€ > C {} & dpsbpsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN MENU.PY PROCURE REQ.GBL?Page=... & r [~ & O

Requisition
= Brand -

Oscoteh 57

. [ Compare
Ot

O Highland

O SKILCRAFT i

(U sparco 1)

(U]
See All Brand Scotch® Transparent Tape, 3/4" x $22% pack
1296", Clear, Pack of 6 rolls
B Core Diameter Avalebily: 131 Oty
O1in. 3 ' Sold Cnline
O3 in. 2
Oz2in.m
) ([ Compare
E Tape Width
O3/41n. 30
Q12 1n. 28y tem 452949
Oss10in. 7 (o
O1in.a Scotch® Transparent Greener Tape, $4249 / pack
— 3/4" x 900", Clear, Pack of 12 rolls
Availability: 213
See All Tape Width « s0id Oniine

B Tape Length
Oz5400

100584 2 D compare

Step Action

38. Click the Add to Cart button.

Add to Cart
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@ Requisition

< My Financials Home Req uisition

OUP ey

c

Contact

=) Find a Store Us

H@se996 (¢)
&) Orders [E5] order By Item % Shopping Lists & Proprietary ltems Account: 03849264

Home / Find Your Product

The item listed below was added to your shopping cart.

Description Your Price/unit Qty.

Scotch ® Transparent Greener Tape, 3/4" x 900", Clear, Pack of 12 rolls $42.49 /pack 4
te tem # 452949

Other products you might be interested in
P Your
Availability ot aty.
Qffice Danot® Arand Transparsnt Tans Befills 3/4-x 1298 Aualabls $34.7Q e

Step Action
39. Each time you add an item, you will be brought to the cart for review.
NOTE: The shopping cart icon at the top right includes a red dot. This indicates
that there are goods in the cart and the dollar amount displays.
Below the item added to the cart you will find the link to Continue Shopping at the
bottom left. At the right are the buttons to take you to the SHOPPING CART and
CHECK OUT.
Click the Continue Shopping link.
Continue Shopping
40. Click the Products link.
==
41. Click the Office Supplies.

Office Supplies
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@ Requisition

&«

Find a Store S‘s’"t“t H@s1e09  (¢)

Office Supplies > | Art & Crafting Mailing, Packing & Shipping

Products ~ [N +Q

Paper > | Bags & Luggage Pens, Pencils & Markers
Breakroom > | Basic Supplies Presentation Boards

Cleaning > | Binders & Accessories Retail Store Supplies
Electronics > | Business Forms & Bookkeeping Storage

Furniture > | Calendars & Planners Tape & Adhesives

School Supplies > Desk Accessories See All Office Supplies Products
Computers & Accessories > Drafting

Print & Copy > | Filing & Folders

Services > | Gift Certificates

Labels & Label Makers

Ink & Toner
Labor Law 8 Workplace Posters

P 21V (=l
hitps://b2bcomtestodpbusiness.com/catalog/browseCatalog.do;jsessionid=00000xLloj_DYGYimWGvs2KLM:17ngijur1?N=1170326

Step Action

42. Click the Pens, Pencils & Markers link.

Pans, Pencils & Markers
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@ Requisition

< c

< My Financials Home Req uisition

odp Products v Search $Q ‘Ef;i;‘:‘:' Find a Store E S:ntact "H'(o $169.96 ‘E"
businessPsotunians:

&) Orders [5] Order By Item (% Shopping Lists B Proprietary Items Account: 05849264

Home / Office Supplies

Office Supplies

Shop
Act & Crafting 4356) g
» "
Bags & Luggage (2088) e §
Binders & Accessaries (3079, Pens, Pencils & Markers (3402 Calendars & Planners (2291 Binders & Accessories (2072

Business Forms & Bookkeeping (948)

R —— 20 5
e ¥ %

Drafting (472)

S

Filing & Folders (2624 Mailing, Packing & Shipping Basic Supplies 12314
Filing & Folders (2624 s

Gift Certificates (14

f

Step Action

43, Click the Gel Pens button.

44, Click the Pens button.

45, Click the Gel Pens button.

46. Select the next item for the cart.

Enter the desired information into the Qty field. Enter "3".
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@ Requisition

< c O

< My Financials Home

tem 2201689

*ddkdkk (1)

Pilot® FriXion® Clicker Erasable Gel $263% /cozen
Pens, Fine Point, 0.7 mm, Blue

Barrel, Blue Ink, Pack Of 12 Pens Qty
Availability: 228

+ 50ld Cniine

Eco) Eco-conscious

[ compare
tem 755681
o
Pentel® EnerGel™ RTX Retractable 53649 / pack
Liquid Gel Pens, Medium Paint, 0.7
mm, Assorted Colors, Pack Of 12 Qy B
Pens
+ S0ld Oniine
o Sold in Stores
» 3 Day Delivery
[E5) Eco-conscious
[ Compare

tem 686280

[y bbbt g

Step Action

47, Click the Add to Cart button.

Add to Cart
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@ Requisition

< c

Requisition

Contact
Us

nd a Store @ s279.43

&) Orders [E5] order By Item % Shopping Lists & Proprietary ltems Account: 03849264
Home / Find Your Product

The item listed below was added to your shopping cart.

i Your
Description Price/unit o

{ PackOf 12 Pens

81 Entered Item # 755681

W Pentel® EnerGel™ RTX Retractable Liquid Gel Pens, Medium Point, 0.7 mm, Assorted Colors, $36.49 /pack 3
F

Continue Shopping

‘SHOPPING CART CHECK ouT

Customer Service Company Info Resources

Help Center Terms of Use Store Locator

Check Order Status Privacy Policy Solutions

Step Action

48. If the item selection is complete, you may select the SHOPPING CART button to
review the cart or CHECK OUT to complete the process.

Click the CHECK OUT button.

This completes Step 2: Enter punchout line items and checkout.

CHECK OUT
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@ Requisition
LSUHSG Shreveport Requisition Name | SHV Test Punchout Requisiten
A Dooley, Wanda G Priority
*Currency
Cart Summary: Total Amount 279.43 USD
Expand in w shipping and accounting details Ll Add More ltems
Requisition Lines
Line  Descrigtion temID Quantty  UOM Price T Desis  Commens  Delete
4 B 4248 160.86 ) O add a
= 36.40 100.47 = ') 7
e =] O Agd a
Selact All/ Deselect All Select lines to: [ Add to Favorites 78 Add o Template(s) [l Delete Selacted B Mass Change
Total Amount 0.4 0
Shipping Summary
& Edit for Al Lines
Ship To Lecation
Address
Attention To MB010303
Comments
Requisition Comments and Attachments
Enter requistion comments
P
Send to Supplier Show at Receipt Shown at Voucher o . .
Approval Justification .
L3
49. Step 3: Review, Save and Print the requisition

This sends the order back to the eProcurement module for completion. Users may
change the Requisition Summary information, details about the line or shipping,
enter comments and a justification.

50. The Requisition Summary section at the top of the requisition displays the header
information. You may change the requisition name and priority if needed.

51. The Requisition Lines section contains information including the description,
supplier, quantity, price, and unit of measure. Click the Description link for a
particular item to view the full description of the item. Comments are available if
entered. You may delete a line from the requisition using the trash can icon.
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@ Requisition

<« C Y @& dpsb.psfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?P.. @ |2

Checkout - Review and Submit
New Window | Heip | Persansiize Page

Checkout - Revi
Rei

nd Submit

d submit the req for approval

he item information

7 MyPrefemnces B Requisition Seftings

Requisition Summary

Business Unit |LSUS

Requisition Name [5 unchout Requisiton

A Docley, Wanda G Priority [Medum _+ |

*Requester [y

*Currency |U

Cart Summary: Total Amount 279.43 USD

Expand ine: pping and accounting details Ll Add More ltems
Requisition Lines
Line  Description temID Quanty  UOM Frice Tots Dasis  Commens  Delete
'@ Transparent 4 PK 4240 160.08 ) O add a
2 @Ore EnerGel(TV) RTX e 3848 100.47 ) O add a
Retr
Selact All/ Deselect All Select lines to: [ Add to Favorizes. 78 Add o Template(s) [l Delete Selacted BMass Change.
Total Amount 270.43 USD
Shipping Summary
& Edit for Al Lines
Ship To Lecation
Address
Attention To
Comments
Requisition Col 's and Attachments
Enter requistion comments
P

Send to Supplier Show st Receipt Shewn at Woucher 252 more Commente and Atschments

Approval Justification

Step

Action

52.

At the left margin of the line item, there is an arrow to expand the line and view the
line's Shipping information.

Click the Show Ship To and Accounting arrow.
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@ Requisition

< c

LSUHSE Shreveport Requisition Name | SHV Test Punchout Requisiten

A Dooley, Wanda G Priority

Cart Summary: Total Amount 279.43 USD

Expand in w stigping and accounting dtails
Requisition Lines
Line  Description temID Quantty uom Frice Tots Dasis  Commenms  Delate
1 “ 24 e B Qas @
*ship To a Add Shipto Comments Quantity 4
Address Price a240 Frice Adustment

Attention To (010303
Pegging Inquiry

Due Date  [4725/2023 P kbench
egging Workbenc!

Accounting Lines

2 @ [ Pemal(R) EnerGeliTV) RTX o e et B Owm @
Selact All/ Deselect Al Select lines to: [ Add to Favorites 3 Add o Template(s) [l Delete Selacted BuMass Change
Total Amount 0.4 0

Shipping Summary
& Edit for All ines

Ship To Location

Address

Attention To MB010303
Comments
Reauisition Comments and Attachments M
L3

Step Action

53. Select the arrow next to Accounting Lines to expand and view the accounting
distribution information for the line.

Click the Expand Section Accounting Lines arrow.

54. The vast majority of Punchout Requisitions (Direct Connect Vendors) will have a
*Distribute By of Quantity (Default).

NOTE: Special Request Requisitions can use either Quantity (Default) or
Amount. Blanket or Service Requisitions should be set to Amount.

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

55. If the user wants to split the accounting between Chartstrings, the user may select
the Add a new row at row 1 (+) to add an additional distribution line.
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@ Requisition

<« C Y @& dpsb.psfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBLZP...

Checkout - Review and Submit

Requisition Summary

Business Unit [LSUSH | s seport Requisition Name [SHV Test Pun fEon
*Requester L1 O Dooley, Wands G Priority

*Currency [USD

Cart Summary: Total Amount 279.43 USD

Expand ne

£ping and acoounting details P Add More hems

Requisition Lines (¢

Line  Description tem D Quanty  UOM Frice Tots Dasis  Commenms  Delete
'@ Transparant PR 248 180,88 B Qs B
Shipping Line 1 *Ship To a Add Shipto Comments Quantity 3
Address Price az40 Price Adustment

AttentionTo  [MB010303 P
egging Inquiry

DueDate 0472502025 W
y Pegging Workbench

Accounting Lines

Distrbute By (B V'] Accounting Tag 2 Mult-eoounting Tags

Accounting Lines nalize | Find | \ =] Last
Chartfields1 | Charfields2 || C Detats | Depais2 || Assetinformation || rmatior
Line status Dist Typ uantity Parcant Worchandiss amt | GL Unit
Open WBD1030% a z 100,000 180,88 [LSUSH q 4=
2 g () Pental(R) EnerGellTM) RTX 3 PK B8 10847 B Qe @O
¥ Retr
1 Add to Faveri B add - s 12 Jass Grange
Select All/ Deselect Al Select lines to: [k Add to Favorites. {8 Add to Temglateis) i Delete Selected 2, Mass Change
Total Amaunt 279.43 USD
Shipping Summary
# EditforAllLines
Ship Ta Lecation
Address
Attention To
Comments M

Step Action

56. Select the arrow to the left of the line number to collapse the Shipping and
Accounting information.

Click the Collapse Section arrow.
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@ Requisition
Checkout - Review and Submit
Charffields1 || Chartfieids? || Charthelds3 || Details || Details 2 || Assetinformation || Asset jnformation 2 || Budget information | [F9) o
Line Status DistType  *Location Quanity Percent Merchandise Amt GL Unit
Open MB010303 Y 4 100.0000] 189.95 [LSUSH o [# =
2 @ ) Pentel(R) EnerGelTM) RTX ODP BUSINESS PR 340 108.47 B
@ oo SOLUTIONS, LLC B Aod
[O) Select Al / Deselect Al Select lines fo- [l Add to Favorites 7 2dd to Templateis) [ Delata Seizcted $EkMazs Change
Total Amount 270.42 USD
Shipping Summary
#_ Edit for All Lines
Ship Te Location
Address
Attention To MB010303
Comment ts
Requisition Comments and Attachments
Enter requistion comments
P

Send to Supplier Show at Receil [ Shown at Voucher
PP Pt Add more Comments and Aiachments

Approval Justification

Enter spproval justification for this requisiton

) Save & submit @ Save for Later aF Add More ltems 69 Preview Approvals

Step Action

57. The bottom section of the Requisition provides a Shipping Summary, a section for
Requisition Comments and Attachments, and a section to enter Approval
Justification to be sent to the requisition approver.

58. Send to Supplier - If the Send to Supplier checkbox is checked, any comments
shown will be printed on the PO. Purchasing will check this box if needed.

Show at Receipt - Comments will be shown on the printed receipt when
goods/services are received.

Shown at Voucher - Comments will be shown on the printed voucher.
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@ Requisition
Checkout - Review and Submit
Charffields1 || Chartfieids? || Charthelds3 || Details || Details 2 || Assetinformation || Asset jnformation 2 || Budget information | [F9) o
Line Status DistType  *Location Quanity Percent Merchandise Amt GL Unit
Open MB010303 Y 4 100.0000] 189.95 [LSUSH o [# =
2 @ O Pentel(R) EnerGe(Th) RTX 0DP BUSINESS PK 340 108.47 B s
@ oo SOLUTIONS, LLC B Aad
c . " N ories 8 Add to Template(s i e o
SelectAll/ Deselect All Select lines o [l Add to Favorites. {3 Add to Template(s) [l Deizte Selected $EMazs Change
Total Amount 279.42 USD
Shipping Summary
#_Edi for AllLines
Ship To Location
MB010303
Requisition Comments and Attachments
Enter raquistion comments
4
Send to Supplier Show at Recaipt [ Shown at Voucher A mare Commants and Attachmanis
Approval Justification
Enter approval justification for this requisiion
|
) Save & submit @ Save for Later aF Add More ltems 63 Preview Approvals
»

Step

Action

59.

If the user wants to add additional lines to the requisition from this vendor use the
+Add More Items button which can be found above the Requisitions Line section
and at the bottom of the screen.

NOTE: By clicking the + Add More Items button, this will take the user back to
the Create Requisition page. Click the same vendor to return to their website to
select another item, repeating steps; starting at step #27.
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@ Requisition

< c O

& dpsb.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?P... &

Chartfields1

Checkout - Review and Submit

Charfigids? || Crartfields3 || Detsits || Details 2 |[ Assetinformation || Asset Information 2 || Budget information | [0 o
Line Status DistType  *Location Quanity Percent Merchandise Amt. GL Unit
Opan MED10303 a 4 100.0000 160,08 [LSUSH o @E
2 g 0 Pentel(R) EnerGed(TM) RTX. O0P BUSINESS PK e 109.47 =) S
@ oo SOLUTIONS, LLC B & Add
. " I A orites 8 Add to Tempiate(s o e o
() SelectAll/ Deselect Al Select lines fo- [l Add o Favorites [ Add ta Templateis) il Delste Saiscted {BiMass Change
Total Amount 279.43 USD
Shipping Summary
#_ Edit for All Lines
Ship To Location
MBD10303
Requisition Comments and Atiachments
Enter requistion comments
P

" Sand to Supplier ") Show at Recsipt [ Shown at Voucher A2 mere Camments snd Alishments

Approval Justification
Enter approval justifiction for this requisiton
]
) Save & submit ] Save for Later aF Add More ltems 63 Preview Approvals
»

Step

Action

60.

To allow the user to save the requisition and come back to it for additional work use
the Save for Later button. This is the old function of "Hold From Further
Processing" checkbox.
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@ Requisition

<« C Y @& dpsb.psfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?P.. @ |2

Checkout - Review and Submit

Chartfields1 || Chartfieids || Chartfields? || Details || Detsils 2 || Assetinformation || Assetinformation 2 || Budget information | [P0 o
Line Status DistType  *Location Quanity Percent Merchandise Amt. GL Unit
1 Opan MB010303 a 4 100.0000 160,08 [LSUSH o @E
» O Pentel(R) EnerGai{TM) RTX ODP BUSINESS 3 PK EE) 047 =) o
D e SOLUTIONS, LLC B & Add
O . " I A orites 8 Add to Tempiate(s o e o
Select All/ Deselect Al Select lines fo: [l Add o Favorites [ Add ta Templateis) il Delste Saiscted {BiMass Change
Total Amount 279.43 USD
Shipping Summary
#_ Edit for All Lines
Ship To Location
Address
Attention To MB010203
Comments
Requisition Comments and Atiachments
Enter requistion comments
2
" Sand to Supplier ") Show at Recsipt [ Shown at Voucher A2 mere Camments snd Alishments
Approval Justification
Enter approval justifiction for this requisiton
4
) Save & submit ] Save for Later aF Add More ltems 63 Preview Approvals
»

Step Action

61. The eyeglass icon and Preview Approvals link can be selected once the requisition
is saved to check the approval routing for the requisition.

@ Requisition

&« C 0 & dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL?P.. @ |&
Checkout - Review and Submit
Charffields1 || Chartfieids? || Charthelds3 || Details || Details 2 || Assetinformation || Asset jnformation 2 || Budget information | [F9) o
Line Status DistType  *Location Quantity Percent Merchandise Amt GL Unit
1 Open MED10303 Y 4 100.0000] 189.95 [LSUSH o [# =
s ) Pentel(R) EnerGei(TM) RTX 0DP BUSINESS 3 PK 340 108.47 B o]
Retr SOLUTIONS, LLC B & Add
) Select Al / Deselect Al Select lines fo- [l Add to Favorites. 7 2t to Templateis) [ Delata Seizcted $EkMazs Change
Total Amount 279.42 USD
Shipping Summary
#_ Bt for All Lines
Ship Te Location
Address
Attention To MB010303
Comments
Requisition Comments and Attachments
Enter raquistion comments
4
u i u iy O
Send to Supplier Show at Receipt Shown at Voucher A mare Commants and Attachmanis
Approval Justification
Enter approval justification for this requisifon
¥
=} Save & submit ] Save for Later dF Add More ltems 3 Preview Approvals
3
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Step Action

62. To save the requisition and submit it to workflow for the approver to review and
approve use the Save & Submit button.

NOTE: DEPT_APPROVER roles are no longer self-approved for requisitions.
These requisitions are now routed to another person for approval.

Click the Save & Submit button.

= Save & submit

63. The Confirmation page displays the Requisition 1D, Amount, Approval Status, etc.

NOTE: Once the requisition is complete and Approved, the Check Budget process
is run. The Check Budget process will be demonstrated in the Budget Check a
Requisition topic.

@ Requisition

< c

Confirmation

nda G Number of Lines

unchout Requisition Total Amount 27943 USD

View printable version Edit This Requisition * Check Budgst

Req approval - one step
SHV Test Punchout Requisition:Approved

Creats New Requistion = Manzgs Requisitions

Step Action

64. Users may select to print the requisition, if desired.

Click the View Printable Version link.

View printable version
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@ Requisition

<« C Y @& dpsb.psfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBLZP...

< ePro Req Review and Submit Confirmation

New Window | Help | Personalize Pags]

Confirmation
Your requisition has been submitted

Requested For Dooley. Wanda G NumberofLines 2
Requisifion Name SH\V Test Punchout Requisition Total Amount 278.43 USD
Requisition ID 0078084
Business Unit | SUSH
Status Approved

Priority Medium

Budget Status Not Checked Message
B e £ cam = Requisition
Do you want to print the requisition with distribuiion details ? (18028, 11614)
Req approval - one step Yem o
" SHV Test Punchout Requisiti pproved
g
= Create New Requisition B Manage Requisiions

Step Action

65. A message will display asking if you want to print the distribution details.

Click the Yes button.

‘fas
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@ Requisition

C {Y & dpsb.psfslsuhsc.edu/psc/fstrn/vi

/%TbV2%7dFWZGIIGADBpUTdRhNVAWAXXjkD gxavnhs.. @ 1= v [T & O &

‘Business Unit: LSUSH Requester: WOOOL! Status: Approved

Requisition: 0078984 Requested By: Dooley, Wenda G Gurrency: USD

Requisition Name: 5HV Test Punchout Requisiton Entered Date- 4/1823 Requisition Total: 279 43

Vendor: 0000041388 ODP BUSINESS SOLUTIONS LLC

Line: { Ttem Description: 520t () Transparent Gresner Taps, 34X Quantity: 4 UOW:PX Price: 4243 Line Total 15986

900, Cie, Pack of 12r0lls
Line Status: Approved

ShipLine: 1 Ship To: LSUSH Address Shipping Quantity: &
‘Aftention: MB010303 Due Date: 42523 1501 Hings Highway Shipping Total: 123,58
Ship Via: GRND Freight Terms:PP3A Streveport LA 71103
United Siztes
Dest Status Losation aty FCT Amount GL Uit ‘Account
1 Open MEQ10303 4 100.00 16096 LsusH 546700
Dept Fund Program Tiaon 1
15T oouot Back Alt+Left Arrow
Doon GTY Open At Forward Alt=Right Arrow
40000 0.000
Reload Ctrl+R
GL Base Amount Currsncy. “Sequenca C
58 usD ] Save as.. Ctrl+5
Print.. Ctrl+P
Line2  ltem Description: Penizd®) ErerGel(TV) AT Retrzciatie  Quantity: 3 UOM:PK  Price: 35
Liguid Gal Pens, Medium Pont, 0.7 mm, Assorted Calors, Search images with Goagle
Pack Of 12Pers
{8 Create QR Code for this page
Ship Line: 1 Ship To: LSUSH Address. R
e Due Date: 42523 1501 Kings Highway Translate to English
Ship Via: GRMD Freight Terms:PRaA Streveoort LAT1103
L page source Ctrl+U
Dist Statun. Location aty FCT Amount 6L Linit. Inspect
1 Open MEQ10303 3 100.00 10947 LsusH 546700
Dept Fund Program Class
1673000 1 00001 10103
Cpen QTY Opsn Amt
30000 0.000
GL aee Amount Cumsncy “Sequence Capitalize.
10947 uso ] N

Step Action

66. The requisition will process and display for printing. To print, right click anywhere
in the requisition and select Print....

Click the Print... link.

Print...

67. The requisition opens the print pdf window for printing and the user would print the
requisition.

For training purposes only, click the Cancel button.

Cancel
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@ Requisition

C 0 & dpsb.psfs.lsuhsc.edu/psc/fstrn/view/%7bV2%7dFwZGIIGdDBpU1dRhNVIWAXiXjkD_gxavnhs.. @ & ¥ P s 0 2
sz 36EM Requsitan
S S Print 1 sheet of paper
Cumaey U0
gt Tt 7743
T T
L Bt g Destination = Microsoft XPS Docum  ~
ey Quaty
rentor
- Pages All -
o = = CE— — T
o vees wn - sem
= = T T
= = = = Layout Portrait -
o i
it T— — —
Color Color -
x p— v P 6 LeTema
L S S
e ety
a_-;ﬁnm - More settings v
= = == CE — =
- P s - sem
= ] S -
o i
it T — =
sk pacEG.. w1
Uso Ll N ‘ |

Step

Action

68.

Once the requisition has printed, the two-toned requisition remains displayed on the
screen.

Click the Close tab.

X
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&« C {Y & dpsbpsfslsuhsc.edu/psp/fstn

£ ePro Req Review and Submit

Confirmation

Your requisition has been submitted

Requested For Dooley. Wanda G

Requisition Name SHV Te:
Requisition ID 0078084
Business Unit | SUSH

Status Approved

Priori

Budget Status Not Checked

D ey printavle version L. = Requisition
Req approval - one step

SHV Test Punchout Requisition: Approved

= Create New Requistion = Manage Requisiions

Training Guide

Managing eProcurement Requisitions

Confirmation

Number of Lines

Total Amount

* Check Budget

270.43 USD

New

Window | Help | Personalize Page]

Step

Action

69.

ES

" Create Mew Requisition

You are returned to the requisition Confirmation page.

If you want review other requisitions, select the Manage Requisitions link.

To create a requisition for another supplier, click the Create New Requisition link.
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4

@ Requisition
& dpsb.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?P... &
New Window | Help | Personalize Pags]

& c O
Requisition

< Confirmation

Checkout

Create Requisition 7
@ Home A MyPrefeences B Requision Settngs | B
Search Advanced Search

= Search

“:1 Special Requests

Creste s norCalsiog Teges,

Welcome Dooley, Wanda G

J Favorites
Erowse Favorite ltems and Services

Request Options

sites

your requisifion.

Grainger
Wckesson Madical Surgical

Sigma Aldrich

Mare.
[ Templates |l'®" Recently Ordered
B pany and Persona! recently ordered items and
rGel(TM) RTX Re...

) Ener
Scotch(R) Transparent Gresne

Step Action
70. You may choose Web then a supplier for a punchout requisition or select Special
Request to create a Special Request Requisition.

e

@ Requisition
& dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL?P... @
New Window | Help | Personalize Pags]

€ c O
Requisition

< Confirmation

Checkout

Create Requisition 2
Welcome  Dooley, Wanda G * .
¥ @ Home A MyPreferences 3 Requision Settings | B o
Request Options = Search Searcn Advanced Search
“:1 Special Requests ’@ Web «1‘ Favorites
Create 2 non-catsiog request Erowss Sup Browsa Favorite ltams and Services

Thom:
Fisher

Grainger
Wekesson Madical Surgical

Sigma Aldrich
WMore.

ecently Ordersd
cently ordered items and

[ Templates
P
nte

Seoteh(R) Transparent Grazne..

pany and Persona

rGal(TM) RTX Re...
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Step

Action

71.

This completes the Create a Punchout Requisition.
End of Procedure.
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Create a Special Request Requisition

Procedure
This topic will show how to Create a Special Request Requisition.

NOTE: eProcurement is a new requisition module which provides electronic commerce
transactions with certain suppliers by web punchout to their catalog, returning the request to
the PeopleSoft Financials application, then submitting the order to the supplier. All other
requisitions may be created through the Special Requests feature.

Step Action

1. Click the Main Menu link.

2

2. Click the Main Menu link.

Menu

3. Click the eProcurement link.

eProcurement

4, Click the Requisition link.

Reaquisition

5. There are four (4) steps to creating a Special Request Requisition:

1. Enter Requisition Settings

2. Enter Item Information

3. Checkout and Review the Requisition

4. Enter Requisition Comments and Submit and Print the Requisition

NOTE: Changing the order of the steps may cause default and save errors which
may result in the re-entering of the requisition by the Requester.
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ePro Requisitions

|uisition
ley, Wanda G
uest Options -

crileria o select
u on the right to
3 your requisition.

@ Home
Search

['!:] Special Requests
Ereate a non-calalog request

Templates

Brovise Company and Personal
Templates

7 My Preferences Requisition Settings

Web
Browse Supplier Websites
Thomas Scientific
Fisher Scientific
Grainger
McKesson Medical Surgical
Sigma Aldrich
More.

@ Recently Ordered

View recently ordered items and

i
Pentel(R) EnerGel(TM) RTX Re.
Scoteh(R) Transparent Greene.

New Window | Help | Personalize Page

! ? 0 Lines

Search Advanced Search

Favorites
Browse Favorite ltems and Services

Checkout

Step

Action

Special Requests

Click the Special Requests link.

The Create Requisition screen will display.
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c O

£ My Financials Home ePro Requisitions

New Window | Help | Personalize Page
Create Requisition 7

Welcome  Dooley, Wanda G

@ Home 7 MyPreferences %l Requisiion Setiings | | B2 0 Lines Checkout
Request Options = Search Search

Advanced Search

{All Request Optionst .
Special Requests (%
Special Requests Enter information about the nen-catalog item you would like ta order

Web _
Thomas Scientific Item Details
Fisher Scienific . )
Grainger item Description
McKesson Medical Surgical o .
Sigma Aldrich Price Currency |USD
EZ?F::. Technologies “Quantity “Unit of Measure a
INC BIO RAD LABORATCRIES *Category 00000 a Due Date I
Eppendorf North Amesica
More Supplier
Favorites Supplier ID Q
Templates Supplier Name Y

Suggest New Supplier

Supplier Item ID
Recently Ordered

Manufacturer
Mig ID Q
Manufacturer

Mfg Item ID

Additional Information

[0 send to Supplier [ Show at Receipt () Show at Voucher
javascriptsubmitAction_winO{document.wind, #CSetfieldPV_REQ_SPECIAL REQ.TREECTLEVENTNAV.ST);

Step Action

7. Step 1: Enter Requisition Settings

The Special Requests page will display for data entry.

Click the Requisition Settings link.

|| Requisiion Settings
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@ Requisition

Cc O @ rcba.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath=.. @ % [ %

Business Unit |LSUSH LSUHSC Shreveport Requisition Name

Requester | WDOOL1 Dooley, Wanda G Priority
*Currency |USD
Line Defaults |7

Note: The information in this page does not reflect the data in the selected requisition lines. When the *OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are available for sourcing.

Note: The defaults specified in this page will be applied to requisition lines which are available for sourcing when there are no predefined values for these fields.

Supplier Q Category 00000 Q
Supplier Location [} Unit of Measure Q
Buyer Q
Shipping Defaults
Ship To [LSUSH Add One Time Address

P B

Due Date i Attention
Distribution Defaults
Accounting Tag Q Accounting Date | 10/27/2021 |[ij
Accounting Defaults Personalize | Find | & | [ First (4 10f1 (b Last
Chartfields1 || Charffields2 || Details || Assetinformation | =)

Dist Percent Location GL Unit Account Dept Fund Program Class Product Proj

1 MB010303 o [LsusH _|a @ [1053000 | [111_|oy o000 a [10105_|@ Q

>

OK Cancel

Step

Action

The Requisition Settings page allows users to enter supplier, shipping, chartstring,
etc., information on one page rather than for each line item of the requisition. Thus,
this page represents the default settings for the user's eProcurement requisition. The
Requester, Location, and Chartstring information are defaulted from the
Requester's profile. You may change the information if you desire.

The top section of the Requisition Settings page allows the user to enter a
Requisition Name, change the priority, as well as change the requester if entering the
request for another user (i.e., a Department Approver can change the Requester to
any Requester that they approve. Buyers can do the same for all requesters).

NOTE: DEPT_APPROVER roles are no longer self-approved for requisitions.
These requisitions are now routed to another person for approval.

Enter the desired information into the Requisition Name field. Enter "SHV Test
Special Requisition™.

10.

Requisitions do not have to be approved in any particular order. However, you may
click the Priority drop-down arrow next to the requisition links to make a notation
of the priority order in which you wish the Approver to approve the requisitions in
his/her Worklist.

NOTE: This does not reorder the requisitions on the Worklist.
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Step Action

11. NOTE: The priority could be the importance of the requisition or the expected
turnaround time. In the Worklist, the priority of the requisition is displayed and
can be sorted by priority by clicking on the Priority column header.

Low - Turnaround time is not a priority.

Medium - The default value for all requisitions, the expectation for approval is
within a few days.

High - Very important, approval is expected within a day. For example, an
emergency requisition needed to be ordered and paid for quickly.

12. The Line Defaults section is where you will begin to enter default information. If
known, you may enter the supplier information directly into the Supplier field, or
you can search for the supplier using the Look Up Supplier button to the right of
the Supplier field.

See Using the Look up Feature in the Requisition Basics - Review for Edit section
for information on how to use the Search for Supplier Look up feature.

Click the Look Up Supplier button.

< Requisition Settings 2
Help g «
Business Unit LSUSH |Q LSUHSC Shreveport Requisition Name |SHY Test Special Requisition
ey el @ Dooley, Wanda G Priority
*Cumrency |USD
q Default Options %
O Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
Supplier Search X
® Override PR e assigned
| Help
Line Defaults (7 | | Supplier 1D | Find |
Note: The information in Name Reset in this page will
lace the data in th
fepiace (e dalain the g Short Supplier Name
Supplier Alternate Supp Name
Supplier Location || City
Country Q
Buyer |l Y L state[ v
Postal Code
Shipping Defaults |
@  Enter search criteria to find a supplier
Ship To
Select Cancel
Due Date
Distribution Defaults
Accounting Tag Q Accounting Date (042672023 |5)
Accounting Defaults. Personalize | Find [ ] [ First (4 10f1 ) Last
Chartfields1 || Chartfieids2 || Details || Assetinformation | [FE0
Dist. Percent Location GL Unit Account Dept Fund Program Class Product
1 @ [LsusH a =% Q Q Q Q <
4 »
[ 5end to Supplier [T Show at Receipt [ Show at Voucher <
4 »
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Step

Action

13.

ACCUTEMP will be the supplier used for this example.

NOTE: If the supplier is not located in Supplier Search, please contact your
Buyer for assistance.

Enter the desired information into the Name field. Enter "ACCU".

14.

Click the Find button.

Find

Q

c 0

&  dpsb.psfs.lsuhsc.edu/psc/fstrn/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE ...

Supplier Search

<+ I ———

Supplier ID [_Fnd
Name [ACCU Resel
Short Supplier Name
Alternate Supp Name
City
Country Q State
Postal Code
Search Results Personalize | Find | View &l | 3] B First (4 1-100f14 (s Last
Supplier ID Supplier Name Esz‘:i‘;" g:’:‘n‘::&:n"“i“" Address city State
O 10000007580  ACCURATE GHEMICAL F *USE ADDRESS #2° WESTBURY Ny B
O 20000008347  ACCULABING 0000000001 LOGATION-1 5041 TRAVELLARD ~ MARRERO L B
- ACCUTECH 22098 RUTLAND -
O sooo00t0305  AocoTERH 0000000001 Location - 1 e AUSTIN ™ B
ACCUPATH
40000013726 DIAGNOSTIC 0000000001 Remittance - 01 P 0 BOX 79331 INDUSTRY ca B
LABORATORIES, INC
sz ACCUTEMP 12004 LINCOLN HWY . -
soonooizges  AGCUTEME 000000007  GENERAL-01 o NEW HAVEN N B
60000013950  WASTEQUIP ACCURITE 0000000001 :;?;IJH'CKSTGWN ERIAL NJ B
70000016902  ACCUGUTTERGO 000000000 GENERAL 160 STOVER DR CARLISLE PA B
ACCU-CHART PLUS
80000017219  HEALTHGARE 001 REMITTO 1092 GANNON COURT Porr e L B
SYSTEMS, ING.
- AGCURATE PRINTER 5000 WV, ESPLANADE =
9 0000023027 REPAIR ING 0000000001 AVE #193 METAIRIE LA ré. - ¥
p——
Send to Supplier Show at Receipt Show at Voucher

Step

Action

15.

Click the Select this row option next to the supplier you would like to choose.

In this example, the Supplier is located in Supplier Search and the row for
ACCUTEMP PRODUCTS, INC. will be selected.

16.

Click the Select button.

Select
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Step Action
17. The Supplier Name and Location defaults into the Requisition Settings page.
Click the Look Up Buyer button to the right of the Buyer field.
-
18. Users may enter all or part of the last name of the Buyer in the Name field.
Enter the desired information into the Name field. Enter "TEMPLE".
19. Click the Look Up button.
Look Up
20. Click the Buyer link.
Templeton, Mary A.
21. In the Shipping Defaults section, the Due Date is the date you expect to receive the
items ordered. If you know the proper format for the date, click in the Due
Date field and type in the desired date.
If not, click the Calendar button to the right of the Due Date field.
22. Click the November 10, 2021 link.
30
23. In the Attention field, enter the name of the person to whom the delivery will be
made.
Enter the desired information into the Attention field. Enter "MB010303 -
DOOLEY™.
24. In the Distribution Defaults section, the Accounting Tag represents the Speedtype.
The Accounting Date defaults to the current date.
25. The chartstring information in the Accounting Defaults section may be changed by

selecting an Accounting Tag or by manually changing each of the values in the
Accounting Defaults section. Entries or changes made on the Requisition Settings
page, prior to selecting any requisition lines will carry forward to all lines.
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Step Action

26. Location

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

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

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

217. The Location entered in the Accounting Defaults indicates where the delivery will
be made. If the Location does not default it may be entered, or you may use the
Look Up Location button to the right of the Location field.

Enter the desired information into the Location field. Enter "MB010303",

28. The Account field is typically blank on the Requisition Settings page. Users may
enter the Account prior to selecting any requisition lines and the Account number
will be defaulted for each line item added to the requisition.

In this example, the Account Code for Scientific Supplies, Equipment will be used.

Enter the desired information into the Account field under Accounting Defaults
section. Enter "549200".

29. The Dept. will be the department number to which the items will charged.

Enter the desired information into the Dept field. Enter "1053000".

30. The Fund Code identifies the funding source for the item(s) being ordered. If the
item(s) involves a Project/Grant, you will need to enter the Fund Code associated
with the specified Project/Grant (i.e., 113,115,116, etc.)

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

31. Enter the desired information into the Program field. Enter "00001".
32. Enter the desired information into the Class field. Enter "10105".
33. Click the OK button.

This completes Step 1: Enter Requisition Settings.
OK
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& dpsbpsfs.lsuhsc.edu/psc/fstrn/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT AGSTARTPAGE... @ 1@ % [@ ® &
c O psb.p p / . i g . =

(]

< My Financials Home ePro Requisitions was Financials TRN @ 4O

D INC

javascriptsubmitAction_winO(documentwind, PV_REQ_HDR_WRK_DEFAULTS_PBS3$Y;

Create Requisition 2

Welcome  Dooley, Wanda G

New Window | Help | Personalize Page

@ Home 7 MyPreferences 8 Hsquisiion Sefings | 2 0 Lines Checkout
Request Options = Search Search

Advanced Search

All Request Options i
Special Requests %

Special Requests Enter information about the non-catalog item you would like to order

Web
Themas Scientfic Item Details
Fisher Scientific . )
Grainger ttem Description
McKesson Medical Surgica )
gﬂ;ﬁsﬂn'v'hd'ﬂ' urgical *Price *Currency [USD
Lawes E “Unit of Measure
Agilent Technologies Quantity -
BIO RAD LABORATORIES ‘Category 03000 a Due Date
Eppendorf North America
More Supplier
Supplier ID
Favarites upplier
Tomplates Supplier Name Q Suggest New Supplier

Supplier Item ID
Recently Ordered

Manufacturer
Mfg ID Q
Manufacturer

Mfg Item 1D

Additional Information

[ send to Supplier [ Show at Receipt () Show at Voucher

Step

Action

34.

Step 2: Enter Item Information

The Item Description is a required field. It is a free-form text field, meaning you
can use upper, lower,or mixed case for letters. Numbers and special characters are
also usable in this field. The Item Description needs to be descriptive enough for
the Buyer's to understand what you wish to purchase, without being overly verbose.

Enter the desired information into the *Item Description field. Enter "Test Item
Ordered for Class".

35.

Price is a required field. When entering the cost of an item into the Price field, users
must enter the decimal point to indicate cents (e.g., 12.99).

Enter the desired information into the Price field. Enter "25.00",

36.

Quantity is a required field. The Quantity must be entered in whole numbers (e.g.,
10 or 11 rather then 10.5).

Enter the desired information into the Quantity field. Enter "35".

37.

Category is a required field, but will remain as defaulted with the 00000 General
Item Category Code.
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Step Action

38. Unit of Measure (UOM) is a required field and may be entered in upper, lower or
mixed case. You may enter the UOM directly into the Unit of Measure field, or

you can search for it by clicking the magnifying glass to the right of the Unit of
Measure field.

Click the Look up Unit of Measure button.

=4

39. In this example, the Each (EA) option will be used for the Unit of Measure.

Click the EA link.

EA

40. Click the Add to Cart button.

This completes Step 2: enter Item Information.
Add to Cart

CcC O @ dpsb.psfs.lsuhsc.edu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT AGSTARTPAGE... @ 1@ W [@ # 4

(]

< My Financials Home ePro Requisitions w Financials TRN R 4O

New Window | Help | Personalize Page

Create Requisition 2

Welcome  Dooley, Wanda G

@ Homs 7 Wy Preferences Requisition Seftings | ¥ 1 Line Checkout
Request Options = Search Search

Advanced Search

All Request Options X
Special Requests
Special Requests Enter information about the non-catalog item you would like to order

Web
Thomas Scientific Item Details
Fisher Scientific . -
Grainger item Description |
cKesson Medical Surgica )
Nekesson Mediedl Suriea erice ‘Cumency [USD
Lowes = " *Unit of Measure Q
Agilent Technalogies Quantity N
AD LABORATORIES e - Due Date 0453012023 |
e GO RADLABORATORIES *Category (00000 Y I}
Eppendorf North America
Mare. Supplier
Supplier ID [0000¢ [€
Favorites uppler N
Templates Supplier Name |ACCUTEMP PRODUCTS,|Q  ACCUTEMP PRODUCTS, ING Suggest New Supplier

Supplier ltem ID
Recently Ordered

Manufacturer
Mig ID Q
Manufacturer

Mig ltem ID

Additional Information

e

[ send to Supplier [ Show at Receipt () Show at Voucher
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Step

Action

41.

Step 3: Checkout and Review Special Requests Requisition

In the top right of the screen you will now see that an item has been added to the
cart. The number next to the cart is the item added.

If this is the only item to purchase from this Supplier, click the Checkout button to
the right of the cart.

Checkout

42.

The Checkout - Review and Submit page appears.

The Requisition Summary section at the top of the requisition displays the Header
information. The Requisition Name and Priority may be changed if desired.

43.

The Requisition Lines section is loaded with information including the
Description, Supplier, Quantity, Price, and Unit of Measure.

Requisition Lines Comments are available if entered.

Click the Expand Shipping Line arrow to the left of the Line field.

&« Cc 0O & dpsb.psfs.lsuhsc.edu/psc/fstrn/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT AGSTARTPAGE ... @ & ™ # 4,
¢ My Financials Home ePro Requisitions v Financials TRN R 4O
IsH|Q LSUHSC Shreveport Requisition Name | SHV Test Special Requisifion
QoL Q@ Dooley, Wanda G Priority
| details o Add More ems
ltem 1D Supplier Quantity UoM Price Total Detals | Comments | Delete
ACCUTEMP 35| EA 25.00 875.00 B O add i}
PRODUCTS, ING =
*ShipTo  [LSUSH Q Add Shipte Comments Quantity 33| =
Address 1501 Kings Highway Price 25.00 Price Adjustment
Shreveport, LA 71103
Pegging Inquiry
Attention To  [Dooley, Wanda G Peqging Workbench
Due Date (047302023 C
Accounting Lines
Select lines to: |4 Add to Favorites 93 Ada to Template(s) 1 Detete Selected Emass Change

Total Amount 875.00 USD

USH
11 Kings Highway
reveport, LA 71103

oley, Wanda G

4
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Step

Action

44,

The Details icon provides the full description of the item.

The user may Delete a line from the requisition using the trash can icon located on
the far right of the line item.

£ My Financials Home

Requisition Lines %

Line  Description

Shipping Line 1

D [0 Select All / Deselsct Al

Shipping Summary

# Edit for All Lines
Ship To Location

Address

Attention To
Comments

Requisition Comments and Attachments
Enter requisition comments

Cart Summary: Total Amount 875.00 USD

1 &# [ Testllem Ordered for Class

Expand lines to review shipping and accounting details

tem ID Supplier
AGCUTEMP
PRODUCTS, INC
*shipTo  [LSUSH
Address 1501 Kings Highway

Shrevepori, LA 71103
Attention To  |[Dooley, Wanda G
Due Date 04/30/2023
Accounting Lines

Select lines to: [k Add to Favorites

LSUSH
1501 Kings Highway
Shreveport, LA 71103

Dooley, Wanda G

Q Add Shipto Comments

i3 Add More ltems

Quantity UoM

Quantity

Price

28 Add to Template(s) 10 Detete Selected

Price

25.00

35

$Z.Mass Change

Total Amount

Total

875.00

Price Adjustment
Peqging Inquiry

Pegging Workbench

875.00 USD

Step

Action

45.

To view the Accounting Distribution information for the line, click the button to
the left of the Accounting Lines field.
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&« Cc O & dpsb.psfs.lsuhsc.edu/psc/fstrn/EMPLOYEE/ERP/c/PV_MAIN MENU.PV PROCUREREQ.. @ =@ % ™ % 4 O &
*Requester [ WDOOL1 A Docley, Wanda G Priority
*Currency |USD
Cart Summary: Total Amount 875.00 USD
Expand lines to review shipping and accounting details - Add Mare Items
Requisition Lines (7
Line  Description ltem 1D Supplier Quantity uoM Price Total
1 g [ Test em Ordered for Class ACCUTEMP 3 Ea 25.00 5.00
" PRODUCTS, INC
Shipping Line 1 *ShipTe |LSUSH Q Add Shipto Comments Quantity 35
Address 1501 Kings Highway Price 25,00 Price Adjustment
Shreveport, LA 71103
Pegging Inquiry
AttentionTo  [MB010303 - DOOLEY Pegging Workbench
Due Date 0413072023 ]

() Select All f Deselect All

Shipping Summary

& Edit for All Lines

Accounting Lines

“Distribute By QY ] Accounting Tag Q Multi-Accounting Tags

Amt
Accounting Lines Personalize | Find | View All | (71 L:" First (4 10f1
Chartfields1 || Chartfields? || Chartfields3 || Details | Details2 || Assetinformation || AssetInformation 2 || Budgetinformation | [0
Line Status DistType  *Location Quantity Percent Merchandise Amt GL Unit
1 Open MEB010303 a 35 100.0000; 875.00 [LSUSH Q

Select lines to: [4 Add to Favorites (3 add to Template(s) T Delete Selected tZMass Change

Total Amount 875.00 USD

ship To Location
Address

LSUSH
1501 Kings Highway
Shreuenart 18 71103

Step

Action

46.

The Distribute By field indicates whether cost is being allocated by Quantity or
Amount. Most blanket requisitions are distributed by amount, especially those
covering services.

The Distribute By defaults based on the information entered on the Requisition
Settings page. The Distribute By can be changes on the Accounting Lines for a
specific line item as needed.

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

=~

47.

If the user wants to split the accounting allocation between Chartstrings, the user
may select the (+) at the end of the line to add an additional distribution line.

See the "'Split a Distribution on a Requisition™ section located later in this manual
for additional information.

48.

Click the button to the left of the Line field to Collapse Shipping and
Accounting field information.

This completes Step 3: Checkout and Review Requisition.
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2 x +
« C {} & dpsbpsfslsuhscedu/psc/fstn/EMPLOYEE/ERP/c/PV MAIN MENU.PV PROCUREREQ... & @ w [ ®» 4 O &
Line  Description ttem ID Supplier Quantity uoM Price Total -
1 em [ Test item Ordered for Class ACCUTEMP 35 EA 25.00 875.00
" PRODUCTS, INC
() Select All/ Deselect All Select lines to: [k Add to Favorites 7 Add to Templateis) I Deiste Selected fZMass Changs
Total Amount 87500 USD
Shipping Summary
# Editfor All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103
Attention To ME010303 - DOOLEY
Comments

Requisition Comments and Attachments
Enter requisition comments

Enter any comment for the requisition here.

[ send to Supplier () Show at Receipt ) shown at Voucher
Add more Comments and Aftachmen

Approval Justification

Enter 2pproval jusification for this requisifion

(=3 Save & submit L] Save for Later Lol Add Mare ltems 63 preview Approvals

Step Action

49, Step 4: Enter Requisition Comments and Submit and Print Requisition

The bottom section of the requisition provides a Shipping Summary, a section for
Requisition Header Comments and Attachments and a section to Enter Approval
Justification for this requisition to be sent to the requisition approver.

See the ""Add Comments and Attachments™* section located later in this manual
for additional information.

Enter the desired information into the Enter requisition comments field. Enter
"Enter any comments for the requisition here.".
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Step Action

50. The buttons at the bottom allow the user to choose his/her next step.
Save & Submit - this button is used to save the requisition and submit it to
workflow for the approver to review and approve.
Save for Later - this allows the user to save the requisition and come back to it for
additional work at a later time. This button performs the same function as the "Hold
from Further Processing" checkbox.
Add More Items - if the user wants to add additional line to the requisition from
this supplier.
The Eyealass icon and Preview Approvals link can be selected once the requisition
is saved to check the approval routing for the requisition.
Click the Save & Submit button.

|_'J Save & submit
51. The Confirmation page displays the Requisition 1D, Amount, Approval Status, etc.

NOTE: Once the requisition is complete and Approved, the Check Budget process
is run. The Check Budget process will be demonstrated in the Budget Check a
Requisition topic.

NOTE: DEPT_APPROVER roles are no longer self-approved for requisitions.
These requisitions are now routed to another person for approval.
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- x
<« C {t @& dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV PROCUREREQ... @ =@ w [ & 4 O &
New Window | Help | Persanalize Page
Confirmation
Your requisiion has been submitted
Requested For Dooley, Wanda G Number of Lines 1
Requisition Name SHV Test Special Requisition Total Amount  575.00 USD

Requisition ID 0079965
Business Unit LSUSH
Status Approved
Priority Medium
Budget Status Mot Checked
= lis|
& iew printable version 4 Edit This Requisition A Check Budget
Req approval - one step
SHV Test Special Requisitien:Approved

& @

Create New Requisition = Manage Requisitions

Step Action

52. The Confirmation page displays the Requisition 1D, Amount, Approval Status, etc.

Click the Check Budget button.

I
t Check Budget
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2 x +
<« C {t @& dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV PROCUREREQ... @ =@ w [ & 4 O &
New Window | Help | Personalize Page
Confirmation
Your requisiion has been submitted
Requested For Dooley, Wanda G Number of Lines 1
Requisition Name SHV Test Special Requisition Total Amount  575.00 USD

Requisition ID 0079965

Business Unit LSUSH
Status Approved
Priority Medium

Budget Status Mot Checked

&

L4 Lo
View printable version Edit This Requisition Check Budget

Req approval - one step
SHV Test Special Requisitien:Approved

B reate hew Requisition ® Manage Requisitions:

Step Action

53. The user may also select the View Printable Version link to print the requisition if
needed.

Click the View Printable Version button.

! View printable version

54. A message will display asking if you want to print the distribution details.

Click the Yes button.

Yes
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C & dpsb.psfs.lsuhsc.edu/psc/fstm/view/%7bV2%T7dqU3zMSXzVFun9D7.mgFsY4KTDHxkxa72sN... @ & ¥ » 0O 2
(22 (& 1

Business Unit: LSUSH Requester: WDOOL1 Status: Approved
Requisition: 0079865 Requested By: Dooley, Wanda G Currency: USD
Requisition Name: SHV Test Special Requisition Entered Date: 42623 Requisition Total: 75 00
Vendor: 0000013808 ACCUTEMP PRODUCTS INC
Header Comments:
Entar any comment for the requisition here
Line: 1 ftem Description: Test ltem Ordered for Class Quantity: 35 UOM: EA Price:  25.00 Line Total: §75.00
Line Status: Approved
Ship Line: | Ship To: LSUSH Address R —
Attention: MB010303 - DOOLEY Due Date: 4/3023 1501 Kin Back AltsLeft Arrow
i Freight Terms-PP&A Sh "
Ship Via: GRND FeL BT e Forward Alt+Right Arrow
Reload Ctrl+R
Dist Status. Location ary PCT
1 Open WB010303 35 10000 Save as... Ctrl+S
Print... Ctrl+P
Dept Fund
Josa000 e Search images with Google
Open QTY {22} Create QR Code for this page
35.0000
‘GL Base Amount Currency Seque Transiate to English
e s ! View page source Crl+U
Inspect

Step Action

55. The requisition will process and display for printing. To print, right-click anywhere
in the requisition and select Print....

Click the Print... link.

Print...

56. The requisition opens the print pdf window for printing and the user would print the
requisition.

For training purposes only, click the Cancel button.

Cancel

57. Once the requisition has printed, the two-toned requisition remains displayed on the
screen.

Click the Close button.

X

58. To create a requisition for another supplier, select the Create New Requisition link.

If you want to review other requisitions, select the Manage Requisitions link.
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Step

Action

59.

This completes the Create a Special Request Requisition.
End of Procedure.
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Split a Distribution on a Requisition
Procedure

In this topic you will learn to Split a Distribution on a Requisition.

NOTE: When entering a new requisition or editing an existing one, the allocation can be split
to distribute to different chartstrings. In this example, an allocation by Quantity will be split to
distribute to different departments.

< c O
& Manage Requisitions
Create Requisition 7
Welcome  Dooley, Wanda G
Request Options -

All Request Options
Special Requests
Wel

b
Thomas Scientific
Fisher Scientific

Lowies
Agilent Technologies

BIO RAD LABORATORIES
INC

Eppendorf North America
Mare
Favorites

Templates

Recently Ordered

Requisition

New Window | Help | Personalize Page

@ Home 7 My Preferences 8 Requisition Setings | 2 2 Lines Checkout
Search Search

Advanced Search

Special Requests (%
Enter information about the nen-catalog item you would like to order:
Item Details
*Item Description
*Price *Currency |USD
*Quantity Unit of Measure

Due Date [05/03/2023 |5
*Category (00000 ey
Supplier
Supplier 1D (0000001644
Supplier Name |D & D SALES & SUPPLY Q. D & D SALES & SUPPLY Suggest New Supplier
COMPANY

Supplier Item ID
Manufacturer
Mig ID Q

Manufacturer

Mig item ID

Additional Information

[ send to Supplier [ show at Receipt ([ Show at Voucher

Step

Action

NOTE: When creating a new requisition, and after adding items to the cart,
proceed to checkout and the distribution can be entered and changed in the
Checkout - Review and Submit screen. Although, it is HIGHLY recommended

that this step be done in the setup (Requisition Settings) prior to adding any items

to the cart.
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¢ Manage Requisitions Checkout - Review and Submit

New Window | Help | Persenalize Page
Checkout - Review and Submit

Review the item information and submit the req for approval.

y Preferences Requisition Seffings
Requisition Summary

Business Unit |LSUSH |

Y LSUHSC Shreveport Requisition Name | Split a Distribution
“Requester [WDOOLT @ Dooley. Wanda G Priority
*Currency |USD
Cart Summary: Total Amount 311.84 USD
Expand lines 1o review shipping and accounting details Cil 2dd More liems
Requisition Lines
Line  Desciiption tem ID Supplier Quanfity ucMm Price Total L
1 g2 O Testfem 21 D & D SALES & SUPPLY 0] EA 19.99 189.90 |
COMPANY
2 g [ Testtem #2 D & D SALES & SUPPLY § EA 10199 611.94 |
b COMPANY
() Select All/ Deselect Al Select lines to: [ Add to Favorites (28 Add to Template(s) [ Detete Selected

{ZMass Change

Total Amount 811.84 USD
Shipping Summary
# Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103
Attention To MB010303 - DOOLEY
Comments
PV_REQ_HDR_WRK_MY_PREFERENCE:

Step Action

2. Click the Expand Requisition Lines arrow.
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C Y @& dpsbpsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ...

¢ Manage Requisitions Checkout - Review and Submit

Expand lines to review shipping and accounting details

Requisition Lines

Line  Description tem ID Supplier Quantity UoM
1 o () Testtem 21 D & D SALES & SUPPLY 1] EA
COMPANY
Shipping Line 1 *ShipTo  [LSUSH % Add Shipto Comments Quantity
Address 1501 Kings Highway Price

Shreveport, LA 71103

AttentionTo | ME010303 - DOOLEY
Due Date 05/03/2023

accounting Lines

2 ga [ Testem 22 D & D SALES & SUPPLY 5 Ea
COMPANY
() Select All / Deselsct All Select lines to: [ Add to Favorites 7 dd to Template(s) [ Delste Selected

Shipping Summary
# Editfor All Lines
Ship To Location LsusH
Address 1501 Kings Highway
Shreveport. LA 71103
Attention To MB010303 - DOOLEY
Comments

its and
Enter requisition comments

s Add Mors ltems

Price Total t
19.99 199.90 |
10
19.99 Price Adjustment
Pegging Inquiry
Pegging Workbench
10159 611.94
& Mass Change
Total Amount §11.84 USD

Step

Action

Click the Expand Accounting Lines arrow.
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¢ Manage Requisitions

Checkout - Review and Submit

IR

cation

ddress

tion To
ments

jttachments
nts

*ShipTo  [LSUSH a Add Shipto Comments Quantity 10 +
Address 1501 Kings Highway Price 19.99 Price Adjustment
Shreveport, LA 71103
Pegging Inquiry
Aftention To  [M010303 - DOOLEY Pegging Workbench
Due Date  [05/03/2023 5
Accounting Lines
*Distribute By Accounting Tag Q Muiti-Accounting Tags
Accounting Lines Personalize | Find | View All | (71 | [ First ‘4" 10f1 b Last
Chartfields | Chartfields2 | Chartfields3 || Detaits || Defails2 | Asset information || AssetInformation2 || Budget Information | =53
Line Status. DistType  *Location Quantity Percent Merchandise Amt GL Unit
1 Open MB010303 [} 10 100.0000 199.90 |LSUSH a, +|=
D &D SALES & SUPPLY EA 101.99 61194 B & add @
COMPANY
Al Select lines to: [k Add to Favorites 103 Add to Template(s) 1 Delete Selected $Z.Mass Change
Total Amount 811.84 USD

LSUSH
1501 Kings Highway
Shreveport, LA 71103

ME010303 - DOOLEY

1

Step

Action

The information entered on the Requisition Settings page will default to all lines
items. The Distribute By field indicates whether costs are being allocated by
Quantity or Amount. The Distribute By can be changed in the Accounting Lines
section for a specific line item as needed. This allows users to not only split line
item cost allocations by Quantity or Amount, but to also split allocations between
departments, funds, projects, etc.

Click the Add a new row at row 1 button.

+|

In this example, the user will split the cost allocation by Quantity between two
departments for the specified line item. The chartstring will be split evenly between
the two department.

Enter the desired information into the Line 1 Quantity field. Enter "5".

Enter the desired information into the Line 1 Percent field. Enter "50".

Enter the desired information into the Line 2 Quantity field. Enter "5".

Enter the desired information into the Line 2 Percent field. Enter "50".
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¢ Manage Requisitions

DUMPANT ”
*ShipTo  [LSUSH Q Add Shipte Gomments Quantity 10 =}E
Address 1501 Kings Highway Price 19.99 Price Adjustment
Shreveport, LA 71103
Pegging Inquiry
Attention To [ MB010303 - DOOLEY Pegging Workbench
Due Date  [05/03/2023 Z]
Accounting Lines
“Oistrbute By Accounting Tag @ Mt Acsounting Tage
Accounting Lines Personalize | Find | View All | 2| 5 First 4 1-20f2 b Last
Chartfields? | Charifields? | Charifields3 || Details || Defails2 | Assetinformation || Assetinformation2 || Budget Information
Line Status. DistType  *Locafion Quantity Percent Merchandise Amt GL Unit
1 Open ME010303 Q 5 50.0000 99.95 [LSUSH a ©HZ
2 Open ME010303 Q 5 50 0.00 [LSUSH ¢} [ =)
D & D SALES & SUPPLY 5 Es 101.99 611.94 B O Add m
COMPANY
: £ Z [FE] @
Al Select lines to: [ Add to Favorites B3] Add to Template(s) [ Detete Selected {ZMass Change
Total Amount §11.84 USD
ocation LSUSH
ddress 1501 Kings Highway
Shreveport, LA 71103
tion To MB010303 - DOOLEY
ments
AHtanhmanto M
1 »

Step Action

9. Click the Chartfields2 tab.

Charifields2
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sb.psfs.lsuhsc.edu/psp/fstr/E ( /ERP/c/PV_N V | i REQ....
C 1Y @& dpsb.psfs.lsuhscedu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.

¢ Manage Requisitions Checkout - Review and Submit

CUNMPARNT

*ShipTo  |LSUSH Add Shipto Comments Quantity 10 +

yel

Address 1501 Kings Highvray Price 19.99 Price Adjustment
Shrevepor, LA 71103 ’ ;
Pegging Inquiry
Attention To  [MB010303 - DOOLEY

Due Date  [05/03/2023 &

Pegging Workbench

Accounting Lines

“Distribute By Accounting Tag it Accounting Tags
Accounting Lines Personalize | Find | View All | (71| & First (4 4-20f2 (0 Last
Chartfields1 || Chartfields2 | Chartfields3 || Details || Details 2 | AssetInformation || Assetls ion 2 || Budget =
Account Dept Fund Program Class Praduct Project Oper Unit
549200 |q [[1651000 |@ [111 |@ [52000 q [10105  |@ Q aQ Q =
549200 | |[1651500  |Q [111 |Q [s2000 Q 10105 |q Q Q Q & =
D & D SALES & SUPPLY § EA 10199 61194 B O Add o
COMPANY
. 1o A ' @ ol clete Selec i
Select lines to: [# Add to Favorites %2l Add to Template(s) Delete Selected 173Mass Change
Total Amount 811.84 USD

ocation LSUSH
Pddress 1501 Kings Highway
Shreveport, LA 71103
Intion To MB010303 - DOOLEY
mments
PR »

10.

The chartstring information has been entered on Line 2 to complete the distribution
split. Notice the Dept number on Line 2 is different than Line 1. Because the Dept is
different, the Fund, Program and Class can remain as defaulted. A user could also
use the same Dept for both lines and change the Fund, Program or Class instead.

11.

Once the distribution information has been entered, the updated information will
need to be Saved. If the requisition is complete, the user would select the Save &
Submit button. If the user is not finished with the requisition but needs to come back
to it later, then the Save for Later button would be selected.

See the Edit an ePro Requisition Add Lines for additional information on
retrieving Save for Later requisitions.
Click the Save & Submit button.

e Save & submit

Ll
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£ Manage Requisitions Confirmation

New Window | Help | Personalize Page|
Confirmation
“Your requisition has been submitted

Requested For Dooley, Wanda G Number of Lines
Requisition Name Split a Distribution Total Amount  §11.84 USD
Requisition ID 0079967
Business Unit LSUSH
Status Approved

Priority Medium

Budget Status Not Checked

& L]
! view printable version & gt This Recuiston * Check Budget

Req approval - one step
Split a Distribution:Approved

B create New Requisiion ® Manage Requisitions

javascriptsubmitAction_winO{documentwind, PV_MAINNAV_HTML_PV_PRINT_REQ’);

Step Action

12. The requisition will be submitted for Approval. Once approved, the requisition will
have to be budget checked before it can be sourced to a PO.

NOTE: DEPT_APPROVER roles are no longer self-approved for

requisitions. These requisitions are now routed to another person for
approval.

13. This completes Split a Distribution on a Requisition.
End of Procedure.
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Find/Edit a Save for Later Requisition
Procedure

In this topic you will learn how to Find/Edit a Save for Later Requisition.

< c O

:
My Financials Home ~ 1of7 >

System Notifications LSU ePro Requisitions Speedtype Lookup
PS9FSTRN Notice: PeopleSoft

Financials Training: This system is
running PeopleTools 8.59.05 for
upgrade training.

15 1 r LU
Health P. f refre

javascriptsubmitAction_winO[{documentwind, HOMEPAGE SELECTOR'):

Step Action
1. Click the Main Menu button.
2. Click the eProcurement link.
eProcurement
3. Click the Manage Requisitions link.
Manage Requisitions
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Step

Action

If your requisition does not automatically display in the Requisitions section, users
may search the requisition by entering the Requisition ID, Requisition Name,
Requisition State, or by changing the Date From or Date To.

In this example, the requisition (0079965) will be used.

Click the button to the right of the (Select Action) field.

< c O

£ ePro Requisitions Manage Requisitions

New Window | Help | Personaiize Page]

Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button

Busincss Unit[LSUSH a Requisition Name Q
Requisition ID Q Request State[ All but Complels v BudgetStaus[____ ~]
Date From|04/19/2023 cl Date To|05/0212023 o}
RequesterWDOOL1 Q Entered By, Q POID [}
Search Clear Show Advanced Search

Requisitions (2

To view the lifespan and lin items for a requisition, ciick the Expand triangle icon
To edit or perform ancther action on a requisition, make a selecfion from the Action dropdown list and click Go

ReqID Requisition Name Bu Date. Request State Budget Total
0079368 0079968 LSUSH 0412772023 Canceled Valid 000 usp[BelectAdion] V][ eo
0079987 Spiit a Distribution LSUSH 04/28/2023 Approved Valid 19990 USD Go
0079366 Save For Later LSUSH 041262023 Open Mot Chkd 20354 ysp[EeledtAdion]  v[ o
0079965 SHVTestSpecial Requis..  LSUSH 0412672023 Approved Not Chicd as0.00 usp|ISelest Action) vl G

Check Budget

Create New Requisition Review Change Request Review Change Tracking Manage Receipts | Cony

View Print
[Select Action]

Step

Action

Click the Edit list item.

Edi |

Click the Go button.
Go

NOTE: If the requisition has already received prior approval, making changes
will restart the approval process.

Click the OK button.
Ok
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c 0

& Manage Requisitions

Edit Requisition - Review and Submit

Review he ilem informaion and submit the req for approval

Requisition Summary
Business Unit |LSUSH
Requester |\WDOOL1

Currency USD

Cart Summary: Total Amount 850.00 USD

Expand lines {o review shipping and accounting details

Requisition Lines
Line Description ftem ID

1 g2 [ Test ltem Ordered for Class

() Select All / Deselect All

Shipping Summary

# Edit for All Lines
Ship To Location

Address

LSUSH

Attention To
Comments

Select lines to:

1501 Kings Highway
Shreveport. LA 71103

ME010303 - DOOLEY

PV_REQ_HDR WRK_MY_PREFERENCE

LSUHSC Shreveport

Dooley, Wanda G

Supplier

ACCUTEMP
PRODUCTS, INC

[k Add to Favorites

@ dpsb.psfs.Isuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ....

Edit Requisition - Review and Submit

Requisition Name |SHV Test Special Requisition

Requisition 1D 0079965

Track Batch 1

Quantity
34

03 add to Template(s)

Q

New Window | Help | Personalize Page

I My Preferences Requisition Seflings

Priority

Current Change Reason

s Add More ltems

uomMm Price Total [
EA 25.00 850.00 |

1l Delete Selected {2 Mass Change

Total Amount 850.00 USD

Pre-Encumbrance Balance 875.00 UsD

Action

Click the Expand Requisition Lines link.
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& dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ....

Requisition Lines

Line  Description

Shipping Line 1

[ Select All f Deselect All

Shipping Summary

# Edit for All Lines
Ship To Location
Address

Attention To
Comments

Requisition Comments and Attachments
Enler requisition comments

Cart Summary: Total Amount 850.00 USD

Expand lines to review shipping and accounting details

ftem ID

1 e [ Test ltem Ordered for Class

*Ship To
Address

Attention To
Due Date

Accounting Lines

Select lines to:

LSUSH
1501 Kings Highway
Shreveport. LA 71103

ME010303 - DOOLEY

Enter any comment for the requisition here

Edit Requisition - Review and Submit

Supplier

ACCUTEMP
PRODUCTS, INC

LSUSH

1501 Kings Highvray
Shreveport, LA 71103
ME010303 - DOOLEY
04/302023

[l Add to Favorites

[ Add More ltems

Quantity uoMm

34| EA

Q Add Shipto Comments Quantity

Price

03 add to Template(s) 1M Delete Selected

Pre-Encumbrance Balance

Price Total r
25.00 850.00 |
34
25.00 Price Adjustment

Pegging Inquiry
Pegging Workbench

{ZhMass Change

Total Amount 850.00 USD

875.00 UsD

Step

Action

Click the Expand Accounting Lines link.
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¢ Manage Requisitions

Edit Requisition - Review and Submit

Cart Summary: Total Amount 1,250.00 USD
Expand lines to review shipping and accounting details

Requisition Lines (7

Line  Description ltem ID
1 g2 [ Test ltem Ordered for Class
Shipping Line 1 *Ship To
Address
Attention To
Due Date

Accounting Lines
*Distribute By

Accounting Lines
Chartfields1

Line Status

1 Open

() Select All f Deselect All Select lines to:

Shipping Summary

Chartfields2

Current Change Reason

v Add More llems
Supplier CQuantity UoM Price
ACCUTEMP 5000] EA 25.00
PRODUCTS. INC
LSUSH % Add Shipto Comments Quantity 50
1501 Kings Highviay Price 25.00

Shrevepori, LA 71103

ME010303 - DOOLEY
04/30/2023 I

Accounting Tag

O Muiti-Accounting Tags

Total

1250.00

Price Adjustment
Pegging Inquiry
Pegging Worknench

Personalize | Find | View All| (31| (gl First (4 1011
Chartfields3 || Defails || Defails2 | Assetinformation || Assetinformation2 || Budget information | 3
DistType  *Location Quantity Percent Merchandise Amt GL Unit
ME010303 aQ 50 100.0000 1,250.00 [LSUSH
[4 Add to Favorites 173 Add to Template(s) [ Delete Selected {Z,Mass Change
Total Amount 1,250.00 USD
Pre-Encumbrance Balance 875.00 ysD

& Editfor All Lines

Ship To Location LSUSH

Adrirass 15011 Wirne Hinkuran

Step

Action

10.

Users can Add More Items to the requisition, change the Quantity of items ordered,
delete an item using the Delete button at the end of Line number desired, etc.

In this example, the user will change the Quantity from 34 to 50.
Enter the desired information into the Quantity field. Enter "50".

11.

If the requisition is still not complete, the user can again select the Save For Later
button.

In this example, the requisition is complete, so the user will save and submit.

Click the Save & submit button.
(e

Save & submit

12.

NOTE: Because the requisition had been approved, a Reason Code for the change
is needed for tracking purposes.

Click the OK button.
oK

Page 76




Training Guide
Managing eProcurement Requisitions

£ ePro Req Review and Submit Confirmation

New Window | Help | Personaiize Page]

Confirmation

“Your requisition has been submitted

Requested For Dooley, Wi Number of Lines 1
Requisition Name SHV Test Special Requisition Total Amount  1,250.00 USD
Requisition ID 0079965 Pre-Encumbrance Balance my uUsD

Business Unit LSUSH
Status Approved
Priority Medium

Budget Status ot Checked

Track Batch 1

L4

5 ]
= \fiew printable version Edit This Requisition * Check Budget

Req approval - one step
SHV Test Special Requisition:Approved

B roate hew Requisition B Manage Requisitions.

javascriptsubmitAction_winO(documentwind, ACCTG_ENT_PB);

Step Action

13. The Confirmation page displays.

14. This completes Find/Edit a Save for Later Requisition.
End of Procedure.
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Add Comments and Attachments

Procedure
In this topic you will learn to Add Comments and Attachments.

NOTE: Comments and attachments can be added to the requisition on the Checkout page for
new requisitions or on the Edit Requisition page for existing requisitions.

Step Action
1. Click the Main Menu link.
2. Click the eProcurement link.
KMenu
3. Click the eProcurement link.
eProcurement
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€ > cCcn

NavBar: Menu

Menu

Visited eProcurement
Buyer Center >
Favor = Manage Requisition Approvals
— H Manage Requisitions.

javascript:PTNavBar.OpeninWindow( 4/ sfssuhsc.edu/pspfistm_newwin/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RPT_MAIN.GB V_RPT_MAIN_GBL%27);

Step Action

4, In this example, the user will add comments on the Edit Requisition page by
navigating through the Manage Requisition page.

NOTE: For new requisitions, navigate NavBar > eProcurement > Requisition,
add items to the cart, and select the Checkout button to access the Checkout page.

Click the Manage Requisitions link.

Manage Requisitions

5. Search for the requisition you wish to add comments and/or attachments.

Click the button to the right of the Line 1 Select Action field.
I v]

6. Click the Edit link.
Edit
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£ My Financials Home Manage Requisitions

New Window | Help | Personalize Page|
Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button

Business Unit[LSUSH [s} Requisition Name: Q
Requisition ID Q Request State[ Al bul Complele /| BudgetStaws[  ~]
Date From [04/18/2023 W Date To| 0412612023 Iz
Requester WWDOOL1 Q Entered By’ Q POID [
Search Clear

Show Advanced Search

Requisitions (¢

To view the lifespan and lin items for a requisition, ciick the Expand triangle icon
To edit or perform ancther action on a requisition, make a selecfion from the Action dropdown list and click Go

ReqID Requisition Name Bu Date. Request State Budget Total

0079957 Spiit a Distribution LSUSH 04/26/2023 Approved Mot Chid 811.84 USD! Go
0079986 Save For Later LSUSH  04/26/2023 Open Not Chi'd 22254 USD Go
0079965 SHV Test Special Requis LSUSH 0412612023 Approved Mot Chi'd arso0 usp[BeectAcion] v Go

Create New Requisition Review Changs Request Review Change Tracking WManage Receipts Requisilion Report

Step Action

7. Click the Go button.
Go
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Manage Requisitions

New Window | Help | Personalize Page|
Manage Requisitions

w Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit [LSUSH Q ion Name| o
RequisitonD| |q Request State[ Al bul Complele /| BudgetStaws| _ v]
Date From 04182023 | Date To[04262023 |
Requester[WDOOL1 |Q EneredBy & o[ &
[ seamn | Clear PR
Message

Requisitions ()

To view the lifespan and line items for a requisifion]  This requisition is approved. Edifing this requisition may restart the approval process. (18036,6249)
To edit or perform another action on a requisition
ReqID ‘Requisition Name Click OK to continue, or click Cancel o go back
» 0079967 Split  Distribution
OK Cancel
0079988 Save For Later [ V[ e
b 0079965 SHV Test Special Requis. LSUSH  04/26/2023 Approved Mot Chi'd 57500 UsD L[Select Action vl Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipls Requisition Report

Step Action

8. Click the OK button.
Ok
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Edit Requisition - Review and Submit H
coMPaNY : =) — =

1 Select lines to: [k Add to Favorites 3 Add to Template(s) 1 Detete Selected fEiMass Change
Total Amount §11.84 USD
ation LSUSH
hress 1501 Kings Highway
Shrevepart, LA 71103

n To MEB010303 - DOOLEY
pents
ltachments
3

A
(O show at Receipt O shown at Voucher

Add more Comments and Attachments

for this requisition

[ E2)

Budget Checking Siatus:Not Checked

Save for Later 0 Add More ltems 63 preview Approvals

javascriptsubmitAction_winOldocumentwind, PV_REQ_HDR_WRK_MY_PREFERENCES');

Step Action

9. Adding Header Comments and Attachments

Clicking on the "Display Comment Text in Modal Window™" button at the top

right corner of the text box will open a popup with a much larger text area for easier
editing.

Click the Display Comment Text in Modal Window button.

=

10. Enter the desired information into the ePro Requisitions field. Enter "These are the
test comments for the ePro - TEST Add Comments and Attachments
Requisition.".
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Edit Requisition - Review and Submit

e e e = = — — — -
COMPANY = - e
select lines to: [# Add fo Eavorites Add o Template(s) [l Delete Selected fHMass Change
ePro Requisitions
Helg
These are the test comments for the &Pro - TEST Add Comments and Attachments Requisition |
n LSUSH
ks 1501 Kings Highway
Shreveport, LA 71103
o MB010303 - DOOLEY
It
pments
(O show at Receipt O shy ments
this requisition
g
Retum 4
Budg ‘
F Save for Later H“' Add More ltems. ' &3 preview Approvals

Step

Action

11.

Return

Click the Return button.
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¢ Manage Requisitions Edit Requisition - Review and Submit
SRR L TESt et e = S — — "
! COMPANY &
() Select All  Deselect All Select lines to: [k Add to Favorites 3 Add to Template(s) il Delete Selected {F,Mass Change
Total Amount 811.84 USD

Shipping Summary

# Edit for All Lines

Ship To Location LsusH
Address 1501 Kings Highway
Shreveport, LA 71103
Attention To MB010303 - DOOLEY
Comments

Comments and

Enter requisition comments

[These are the lest comments for the gPrg - TEST Add Commenls and Aftachments Requisition

O send to Supplier [ show at Receipt (OJ shown at Voucher

Add more Comments and Attachmen
Approval Justification

Enter approval justification for this requisition

5] Check Budgst Budget Checking Status:Not Checked
&

Save & submit Save for Later P addMoreltems 69 Preview Approvals

Step Action

12. There are also checkbox options to send the comments to the Supplier, to Show on
the Receipt, and to Show on the Voucher.

¢ Manage Requisitions Edit Requisition - Review and Submit

COMPANY

Select lines to: [ Add 1o Favorites §2 Add to Template(s) fl Delete Selacted {fyMass Change

Total Amount 811.84 USD

LSUSH

1501 Kings Highway
Shreveport, LA 71103
ME010303 - DOOLEY

ents

Irthe ePro - TEST Add Commens and Aftachments Requisition

J

Add more Comments and Attachments

[ show at Receipt O shown at Voucher

s requisition

e

Budget Checking Status:Not Checked

Save for Later % AddMore lems 6 Preview Approvals
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Step

Action

13.

Opening the modal window will also display the same text.

To enter more comments and add attachments, click the Add More Comments and
Attachments link.

Add more Comments and Attachmenis

&«

c

¢ Manage Requisitions Edit Requisition - Review and Submit
e p— s R o -
COMPANY = - e
Select lines to: [k Add to Favorites 04 Add to Template(s) [ Delete Selscted {ZiMass Change
Total Amount §11.84 USD
Header Comments
LSUSH
1501 Kings Help
Shrevepart, Business Unit LSUSH Requisition Date 04/26/2023
MB010303 Requisition ID 0073967 Status ppproved
Comments Find First (4) 10f1 (b Last
T=
Use Standard Comments Entered On =
ents 1[These are the test comments for the ePro - TEST Add Comments and Attachments Requisition F\‘ﬁ
y
Ir the gPrg - TEST
() send to Supplier () show at Receipt () Show at Voucher
Add Altachments
() Show at Ref
oK Cancel
s requisition
=
i
Budget Checking Status:Not Checked
F Save for Later ) [ Add More ltems | 69 Preview Approvals
javascriptsubmitAction_winO{document.wind, $ICField4$hfind$0); »

Step

Action

14.

A new window will open displaying the Header Comments. Notice that the
original comment is displayed as the first comment. To add more comments, click
on the + icon.

Click the Add a new row at row 1 (+) link.

+]
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c O

¢ Manage Requisitions Edit Requisition - Review and Submit
A T — e ) =
COMPANY . - =
Select lines to: [l Add to Favorites §3 Add to Tempiate(s) 1 Detete Selected {ZyMass Change
Header Comments
Help
Business Unit LSUSH Requisition Date 04/26/2023
s Requisition ID 0073967 Status Approved
KR )
1501 Kings Comments Find First 1-20f2 Last
¥ [=
EnE=r Use Standard Comments Entered On: 04/26/2023 7:19:07PM =
MEQ1030% 1[These are the test comments for the ePro - TEST Add Comments and Atachments Requisition F\Z
|
() send to Supplier () show at Receipt [ show at Voucher
Ene Add Altachments S
[ the g - TEST Use Standard Comments Entered On: 04/26/2023 7:26:51FM HE
21
O Show at Ref P
() Send to Supplier () show at Receipt () show at Voucher
Add Attachments L
s requisition
oK Cancel
-
Budget Checking Status:Not Checked
] Save for Later ||% Add More liems | 68 Preview Approvals
a 0000000000000 ] 4

Step

Action

15.

The new comment will be Comment 2.
Attachments can be added to individual comment boxes.

Click the Add Attachments button for Comment 1.

Add Attachments
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[—

[l Delste Selactea {ZyMass Change

Header Comments x
Help
Business Unit LSUSH Requisition Date 04/26/2023
R Requisition ID 0073967 Status Approved
v
1501 King] | COmments Find  Fist (4 120f2 (3 Last
SmziE Use Standard Gomments Entered On: D4/26/2023 7:19:07PM =
MB010303 1
These are the test comments for the ePro- TE{ 3
File Attachment a2
|
() send to Supplier Ol snowatH Choose File |No
ents | am | -
Upload | | Cancel
[ the g - TEST Use Standard Comments =
=7
(O Show at Ref P
[ send to Supplier () show at Receipt. [) Show at Voucher
[ Add Attachments | ——
s requisition
[ ok |[ cancel
-
Budget Checking Status:Not Checked
& Save for Later ||% Add More liems | 68 Preview Approvals

Step

Action

16.

| choose File |

Choose the file location for the attachment.

Click the Choose File button.
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= ~ 4 5 ThisPC » Documents » v @ | Search Documents -l
I Organize ~ New folder = ™ @ A
A Name - Date modifie » — —
7 Quick access =S| Business_Manager_| 1e_and_Navigations.. 3/ [8/22 522 1
9 Desktop P cm-73-remote_work_agreement - Wand... lyMass Change
 Downlosds " F4| Copy of Desktop Receiving of ePro items...
= {8 Electronic SF-6 Leave Guide for COVID-1...
] Documents » .
— 22| HCM Presentation Screen
& Pictures * 5] HCM_Basic_Navigation_Guide_§_2_TRAIN Help
2023 Training L&) Human Resources Manager Inquiry HCM...
Delta Guide ltem Specifications
Detta Guide tWYil 18 LDR - State of LA Employee Travel Exp Li... q Pt @ 42002 @ Last
FLUID NAVIGATION DOC UPDATES i Lo HE
¥ LSUHeakth Course Catalog g
I This PC ME| PS FinancialsTools Upgrade Delta Guide ...
I8 3D Objects 1| Purchasing Tile =
B Desktop | QUESTIONS FROM ePro TRAINING SESSI...
/%I Documents @< B4
i File name: | item Specifications ~| |AlFiles ~ HE
H Open Cancel " [
|
[ send to Supplier [ show at Receipt [) Show at Voucher
| Add Attachments |
s requisition
[ ok |[ cancel
El
Budget Checking Status:Not Checked
B saveforLater | [ Add More ltems | 69 previen Approvals
4
Step Action
17. Select the desired file to attach.
Click the Open button.
Open
18. Click the Upload button.
Upload
19. The Attachment can be viewed for validity.

Click the View button.

View

20. The File Attachment is displayed.

21. Close the processing window.

Click the X button.

[ ]
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Step

Action

22.

*

Close the processing window.

Click the X button.

c 0

£ Manage Requisitions

Edit Requisition - Review and Submit

D o o — e — = —
COMPANY L -
Selectlings to: [k Add fo Favorites. Add o Templale(s) [l Delete Selected §fMass Change
Header Comments
Help
Business Unit LSUSH Requisition Date 04/26/2023
Requisition ID 0079967 Status Approved
Comments Find First (4 1-20f2 (») Last
LSUSH #[=]
Use Standard Comments Entered On: 04/26/2023 7-19:07PM
1501 Kings] y
Shrevsport These are the test comments for the ePro - TEST Add Gomments and Attachments Requisition. F‘@
MB010303 4
() send to Supplier () show at Receipt () show at Voucher
Add Attachments
Attachments
HLE i UserDate Time View Send to Supplier
f 2023.04.26- -
e = 1 Item_Specifications docx X‘anﬂﬁ%';gga 0426 i view [m] =
Use Standard Comments Entered On: 04/26/2023 7:26:51PM HE
() Show at Re B
j
s requisition () send to Supplier () show at Receipt () show at Voucher
Add Attachments
OK Cancel
4] Save for Later 153 Add More ltems | 6 Preview Approvals
4 @ 000000000000000000nnnnnnnnnnnnnnnnnno000000000000000] 4

Step

Action

23.

OK

Details of the attachment are now displayed under Comment 1.

Click the OK button.
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¢ Manage Requisitions Edit Requisition - Review and Submit
R g o — e o = o AGd m n
Select lines to: [# Add to Favorites 8 Add to Template(s) 1 Detete Selected fZMass Change
Total Amount 811.84 USD
LSUSH
1501 Kings Highway
Shreveport. LA 71103
MB010303 - DOOLEY
ents
r the ePro- TEST Add Comments and Attachments Requisition [_ﬂ
|
[ Show at Receipt ] Shown at Voucher T ——
Edii more Comments and Atiachments:
s requisition
&)
4
Budget Checking Status:Not Checked
Save for Later eHl Add More tems 3 Preview Approvals
javascriptsubmitAction_winO{document.wind, PV_COMM_WRK1_COMMENTSS5_PB'); »

Step Action

24, After Comments have been added you will notice the link now reads Edit instead of
Add more Comments and Attachments.

Click the Edit More Comments and Attachments link.

iEdit more Comments and Attachments:
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¢ Manage Requisitions Edit Requisition - Review and Submit
la for approval
F
My Preferences Requisition Seflings
SUSH LSUHSC Shreveport Requisition Name |Spiit a Distribution
lvoooL1 Dooley, Wanda G Requisition 1D 0073967
2
- Priority
ng details G Add More ltems
Item ID Supplier Quantity uomMm Price Total Details | Comments Delete
D & D SALES & SUPPLY 10| Ea 19.99 199.90 B O add o
COMPANY ’
D & D SALES & SUPPLY 6 Ea 101.99 611.94 B O add o
COMPANY ’
Select lines to: [k Add to Favorites 8 Add to Template(s) [ Delete Selected §Z,Mass Change
Total Amount 811.84 USD
LsusH

501 Kings Highway
Ehreveport. LA 71103

MB010303 - DOOLEY

o _ ST odd mments and Attachments Begyis g
javascriptsubmitAction_winOldocumentwind, PV_COMM_WRK1_COMMENTS5_P8')

Step

Action

25.

Adding Line Comments and Attachments

On the Checkout or Edit Requisition page, comments and attachments can also be
added on the requisition line. Entering these comments works similarly to the

Header Comments. To add line comments, click on the Comment bubble icon at the
end of line 1.

Click the Comments/Add link.

Comments

2 Add
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¢ Manage Requisitions Edit Requisition - Review and Submit

la for approval.
* &
Wy Preferences Requisition Seftings
SUSH LSUHSC Shreveport Requisition Name | SPiit a Distribution
WDOOL1 Dooley, Wanda G Requisition 1D 0079967
o Jedium,
pso B
Line Comment
Help
ing details Business Unit LSUSH Requisition Date 04/26/2023
Requisition ID 0079967 Status Approved
Line 1
E=ml® Comments Fiid  Fst 0 10f1 0 Last
¥ [=
Use Standard Comments Entersd On: 041262023 7:26:51PM EE
1 [_mz
Select line — 4
[ send to Supplier [ show at Receipt [0 Show at Voucher
Add Attachments
oK Cancel
LsusH
501 Kings Highway
Fhreveport. LA 71103
010303 - DOOLEY
javascriptsubmitAction_winO({document.wind, $ICField4$hfind$0'); »

Step Action

26. A new window will open displaying the Comment 1.

Enter the desired information into the Line Comments field. Enter "These are the
test comments for the ePro - TEST Adding Line Comments and Attachments to
a Requisition.".

217. There are also options to Send to Supplier, Show at Receipt, and Show at Voucher.
Attachments may also be added.

28. The comment entered can be spell checked.

Click the Spell Check link.

Ll
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¢ Manage Requisitions Edit Requisition - Review and Submit

la for approval.
Help
SUsH LSUHSC Shreveport Spell Check
vDOOL1 Dooley, Wanda G
psD Line C
ine Comment Field Label: Comment Text
Spell Check Text: These are the test comments for Help
— Business Unit LSUSH the B - TEST Adding Line
g defails
e — Comments and Attachments to a
S Requisition
Line 1
Item ID Comments First (4 10of1 (» Last
Use Standard Comments cChangeTo: [ J HE
1 Alternatives: [P0 B
i the fest ts for th 2
58 are the test comments for the sBrg Berom 5
ephor P
Select line:
) Send to Supplier () show PRO
| Add Aftachments |
Ignore gnore A Change Change Al Add
| ok || cancel |
oK Cancel
LsusH
501 Kings Highway
Ehreveport. LA 71103
E010303 - DOOLEY
ro - TEST Add Comments and Attachments Requisition |2 <@
1 »

29.

If there is a perceived misspelled word it will take you to a screen where you can
pick the correct spelling and then click OK. If there are no misspellings a system
message will state “No Misspellings found”.

In this example, the highlighted word is not in the dictionary, but the spelling is
correct. Therefore, we will not change the spelling of the highlighted word.

Click the Ignore button.

lgnore
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£ Manage Requisitions

Edit Requisition - Review and Submit

la for approval.
Help
[susH LSUHSC Shreveport Spell Check
DOOL1 Dooley, Wanda G
bso :
Line Comment Field Label:  Comment Text X
Spell Check Text: These are the test comments for Help
— BT AsiE the ePro - TEST Adding Line
: Comments and Attachments to a
Requisition ID 0079967 Requisition
Line 1
Item ID Comments ) First (4 10f1 (» Last
The spelling check is complete.
Use Standard Comments EE
[ These are the test comments for the sPro g
Select line: —~
) Send to Supplier () show
| Add Aftachments |
| ok || cancel |
oK Gancel S
LsusH
501 Kings Highway
Ehreveport, LA 71103
[MB010303 - DOOLEY
ro - TEST Add Comments and Aftachments Requisition. =
4 »

Step

Action

30.

Click the OK button.

OK

31.

Add Attachments

Click the Add Attachments button.

Attachments can also be added to individual line comments.
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& dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ....

Ja for approval.

Edit Requisition - Review and Submit

*

Wy Preferences

B nquisiion Seftings

1

SUSH LSUHSC Shreveport Requisition Name | SPiit a Distribution
WDOOL1 Dooley, Wanda G Requisition 1D 0079967
o Jedium,
pso =
Line Comment x
Help
ng details Business Unit LSUSH Requisition Date 04/26/2023
Requisition ID 0079967 Status Approved
Line 1
File Attachment
ltem ID Comments o hd  First (4 10f1 (b Last
S — +[=
Use Standard Comments Choose File | No =
1[These are the test comments for the 2Pro - TE} Zig
Upload | | Cancel
Select line 4
[ send to Supplier [ Show at
| Add Aftachments |
| ok || cancel |
LsusH
501 Kings Highway
Fhreveport, LA 71103
010303 - DOOLEY
1o - TEST Add Comments and Attachments Requisition &)

Step

Action

32.

Choose File

Click the Choose File button.

33.

Select the desired file.

ltern Specifications

Click the File Name link.

34.

Click the Open button.

Dpen

35.

Upload

Click the Upload button.
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Edit Requisition - Review and Submit

la for approval. .
= £ -
Wy Preferences Requisition Seftings
[susH LSUHSC Shreveport Requisition Name | SPil a Distribution
DOOL1 Line Comment
bso Help
Business Unit LSUSH Requisition Date 04/26/2023
R ID 0073967 Status Approved —
ing details Line 1
Comments Find  First (4 101 (b Last
liem ID Use Standard Gomments Entersd On: 041262023 7:26:51PM =
1[These are the test comments for the Pro - TEST Adding Line Comments and Atachments to a Requisition F‘ﬁ?
)
[ send to Supplier [J show at Receipt [0 Show at Voucher
Select line [ Add Aftachments
Attachments
Attached File User/Date Time View Send to Supplier
0 2023-04-26-
1 Item_Specifications.docx ?0[1305;'7?33 0428 View [m] =
0K Cancel
L susH
501 Kings Highw =
Ehreveport, LA 71103
[MB010303 - DOOLEY
1o - TEST Add Comments and Afiachments Reaquisition )
1

I EEEE——

Step

Action

36.

Click the OK button.
OK
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¢ Manage Requisitions Edit Requisition - Review and Submit
New Window | Help | Personalize Page
Submit
la for approval i
Z o .
My Preferences Requisition Seflings
SUSH LSUHSC Shreveport Requisition Name |Split a Distribution
WoooL Dooley, Wanda G Requisition D 0079967
D
. Priority
ng details C 2dd More liems
Item ID Supplier Quantity uomM Price Total Details | Comments Delete
D & D SALES & SUPPLY 10| Ea 19.99 199.90 B iR o
COMPANY ® .
D & D SALES & SUPPLY 6 Ea 101.99 611.94 23 O add o
COMPANY
Select lines to: [k Add to Favorites (73 Add to Template(s) 1l Delete Selected {Z,Mass Change
Total Amount 811.84 USD
| susH
501 Kings Highuay
Fhreveport. LA 71103
VMB010303 - DOOLEY
4

Step

Action

37.

Now that comments have been added, the Comment bubble now reads Edit instead
of Add.

38.

This completes Add Comments and Attachments.
End of Procedure.
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Copy a Requisition

Procedure

In this topic you will learn to Copy a Requisition.

Step Action

1. Click the Main Menu link.

2 Click the eProcurement link.
Menu

« > C N0 @  dpsb.psfs.lsuhsc.edu/psc/fstrn/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE...

Qe x* M8 b

NavBar: Menu

@ = eForms WorkCenter

Recently Visited E Enterprise Components

V%

Favorites.

Menu

= ePro Buyer Center
= ePro Requisitions
Bm]

G
H E General Ledger
e
Create

Requisition

L

E Lease Administration
E LSU Processes
—

Step

Action

Click the Manage Requisitions link.

eProcurement
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Step Action

4, Click the eProcurement link.

Manage Requisitions

5. The Date From field may need to be changed to search for older requisitions. In this
example the date range is going to be expanded to a wider date range.

Enter the desired information into the Date From field. Enter "04/01/2023".

6. Enter in the requisition ID to be copied. If you don’t know the requisition ID you
can click the magnifying glass next to the requisition ID field and search by
Requestor User ID.

If you know the Requisition ID enter the desired information into the Requisition
ID field. Enter "0072075".

< My Financials Home

New Window | Help | Personaize Page]

Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button

Business Unit [LSUSH [+% Requisition Name Q
Requisition 1D 0079954 Q Request State[ Al bul Compiete 2 BudgetStaws| _ ~]
Date From |04/01/2023 ] Date To 04272023 i}
RequesterWDOOL1 Q Entered By a POID @
Search Clear Show Advanced Search

Requisitions (¢

To view the lifespan and line ftems for 2 requisition, click the Expand triangle icon.
To edit or perform another action on a requisifion, make a selection from the Action dropdown list and click Go

ReqID Requisition Name Bu Date Request State Budget Total
D 0078967 Spit  Distribution LSUSH 041262023 Approved Mot Chkd 81184 usp [Belediadio]  ~][ go
0079968 Save For Later LSUSH 04/26/2023 Open Not Chi'd 222 54 ysp [[Select Action] ~ Go
0079965 SHY Test Special Requis LSUSH 041262023 Approved Mot Chkd 875.00 USD Go

Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

7. Click the Search button.

Search
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Step Action

8. The desired requisition will display at the bottom of the screen.

Click the button to the right of the Select Action field.

c O

£ My Financials Home ePro Requisitions

New Window | Help | Personalize Page]
Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit|LSUSH Q Requisition Name Q
Requisition ID[0079364 Q Request State[ Al bul Complete ~ BudgetStatus[______ ~]
Date From |04/01/2023 [ Date To 04/ 23 [
Requester[WDOOL1 aQ Entered By a POID Y
SITEL By Show Advanced Search
Requisitions 7
To view the lifespan and line ftems for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Request State Budget Total
D 0079964 SHV Test Punchout Requi LSUSH 04/18/2023 Approved Mot Chi'd 279.43 yspilseledt "‘f”“" ~i| Go
Approvals
Cancel
Check Budget
Gopy
Edit
. . View Print
Create New Requisition Review Change Request Review Change Tracking Manage Receipts IS “Action]

Step Action

9. Click the Copy list item.

Copy
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< My Financials Home

ePro Requisitions

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Craate New Requisition Review Changs Request Revisw Change Tracking

Wanags Receipts

Business Unit|[LSUSH Q Requisition Name Q
Requisition 1D 0079364 Q Request State[Allbut Complete v Budgetstaws[___ v
Dats From 04012023 W Date To[0427/2023 W
Requester[WDOOL1 a Entered By Q POID Y
SETEL =y Show Advanced Search
Requisitions 7
To view the fifespan and line ftems for a requisition. click the Expand triangle icon
To edit or perform ancther action on a requisition, make a selection from the Action dropdown list and click Go
ReqID Requisition Name BU Date. Request State Budget Total
D 0079964 SHV Test Punchout Requi..  LSUSH 0411812023 Approved Mot Chid 279.43 USD Go

Reauisition Report

New Window | Help | Personalize Page]

Step

Action

10.

Click the Go button.
Eo

£ ePro Requisitions

& dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?P...

Checkout - Review and Submit

Checkout - Review and Submit

Revisw the item information and submit the req for approval

Requisition Summary

Business Unit |LSUSH |0 LSUHSC Shreveport
*Requester [WDOOL1 @ Dooley, Wanda G
*Currency |USD

Cart Summary: Total Amount 279.43 USD
Expand lines o review shipping and accounting details

Requisition Lines

Line  Description ltem ID Supplier

1 ga O Scolch(R) Transparent ODP BUSINESS
Greenar SOLUTIONS, LLG

2 ODP BUSINESS

2 o; [J Pentel(R) EnerGel(TM) RTX
i Retr SOLUTIONS, LLC

() Select All / Deselect All Select lines to: [#& Add to Favorites

Shipping Summary

# Edit for All Lines

Ship To Location LSUSH

Address 1501 Kings Highway
Shreveport, LA 71103
Attention To MB010303
Comments

[0 add to Template(s)

Wy Preferences

ition Name

Priority

New Window | Help | Personaiize Page

Requisition Seffings

Vs Add More ltems
Quantity uom Price
7 P 4249
3 PK 3649

fi Delete Selected

Total Amount

Total [

169.95 |
100.47 |
{Z,Mass Change

279.43 USD
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Step

Action

11.

The Checkout - Review and Submit page will display.

On this page the Schedules and Distributions of the requisition lines can be
modified. To access them, click on the Expand Requisition Lines arrow on the left
side of the Line ltem.

Click the button to the left of the Expand Requisition Lines field.

£ ePro Requisitions Checkout - Review and Submit

Cart Summary: Total Amount 279.43 USD
Expand lines to review shipping and accounting details dF  AddMore tems

Requisition Lines -

Line  Description ltem ID Supplier Quantity uoMm Price Total t
1 ea () Scolch(R) Transparent ODP BUSINESS 4 P 4249 169.8 |
! eener SOLUTIONS, LLC
Shipping Line 1 *shipTo  [LSUSH a Add Shipto Comments Quantity 1
Address 1501 Kings Highway Price 42.49 Price Adjustment
Shreveport, LA 71103
Pegging Inquiry
Attention To  [MB010303 Pegging Workbench
Due Date | 04/25/2023 ]
Accounting Lines
2 oa [ Pentel(R) EnerGel(TM) RTX ODP BUSINESS i Pe 36.49 109.47
! Retr SOLUTIONS, LLG
() Select All  Deselect All Select lines to: [4 Add to Favorites 03 add to Template(s) [ Delete Selected {2, Mass Change

Shipping Summary

# Edit for All Lines

ion Comments and

Total Amount 279.43 USD

Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport. LA 71103
Attention To MB010303
Comments

Entar ranuisifing rammants

Step

Action

12.

Click the button to the right of the Expand Accounting Lines field.

13.

Change the necessary information for the new requisition.
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sb.psfs.lsuhsc.edu/psp/fstr/E ( /ERP/c/PV_N V | C REQ.GBL?P...
C Y @& dpsbpsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?P.. @ |2

£ ePro Requisitions Checkout - Review and Submit
3 USD -
accounting details td Add More ltems
ltem 1D Supplier Quantity UoM Prics Total Detaile  Comments  Delete
nt ODP BUSINESS 4} PK 4249 169.96 2 'e) i}
SOLUTIONS, LLC & v Add
*ShipTo  [LSUSH Q &dd Shipto Comments Quantity 4 EHE
Address 1501 Kings Highway Price 4249 Price Adjustment
Shreveport, LA 71103

Pegging Inquiry
Attention To MBO010303

Pegging Workbench
Due Date  [04/25/2023 &)

Accounting Lines

“Distribute By Accounting Tag

Accounting Lines

Q, Muii-Accounting Tags

Personalize | Find | Vi

wal | 2] B First (4 10f1 (b Last

Chartfields1 || Chartfieids? | Chartfieids3 | Details || Details2 || Assetinformation || Assetinformation 2 || Budgetinformation | [

Line Status DistType  *Location Quantity

Percent Merchandise Amt GL Unit
1 Open ME010303 Q 4 100.0000: 169.96 [LSUSH q HE
M) RTX ODP BUSINESS 3 PK 36.49 109.47 = o ]
SOLUTIONS, LG B v Add
Select lines to: Y Add to Favorites (3 Add to Template(s) 1 Delete Selected fZ,Mass Change
Total Amount 279.43 USD
LSUSH .
, -

Step Action

14. In this example, the Quantity has been changed.

Enter the desired information into the Quantity field. Enter "6".
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& dpsb.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?P... &

£ ePro Requisitions

Checkout - Review and Submit

e

k1usD
accounting details Crl Add More ltems
ltem ID Supplier Quantity UoMm Price Total Details  Comments  Delete
bnt ODP BUSINESS 500 PK 4249 25494 I} I
SOLUTIONS, LLC o Add
*ShipTo  [LSUSH % Add Shipto Comments Quantity & =E
Address 1501 Kings Highviay Price 4249 Price Adjustment
Shreveport, LA 71103
Pegging Inquiry
Attention To  [MB010303 Pegging Workbench
Due Date | 04/25/2023 51
Accounting Lines
*Distribute By Accounting Tag Q Multi-Accounting Tags
Accounting Lines Personalize | Find | View All | &1 | & First (4 10f1 ' Last
Chartfields? | Charfields2 | Charfields3 || Details || Defails2 | Assetinformation || Assetinformation2 || Budget Information
Line Status. Dist Type *Location Quantity Parcent Merchandise Amt GL Unit
1 Cpen MB010303 Q 6 1000000 254.94 [LSUSH a |[HE
M} RTX. ODP BUSINESS 3| PK 3649 108 47 © agd i
SOLUTIONS, LLC
Select lines to: [& Add to Favorites 1231 Add to Template(s) 1 Delete Selected $Z.Mass Change
Total Amount 364.41 USD
h LSUSH
4 »

Step Action

15.

The Distribution will automatically split based on the percentage distribution
indicated.

c O

TR

Shipping Summary

#_Edit for All Lines

£ ePro Requisitions

() Select All / Deselect All

& dpsb.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?P... &

Checkout - Review and Submit

SOLUTIONS, LLC

Select lines to: [k Add to Favorites 28] Add to Template(s)

LSUSH

Ship To Location
Address

Attention To
Comments

Comments and

1501 Kings Highway
Shreveport, LA 71103
MB010303

Enter requisition comments

4

1 Delete Selected {2, Mass Change

Total Amount 364.41 USD

[) send to Supplier

Approval Justification

[J show at Receipt [ shown at Voucher

Enter approval justiication for this requisition

Add more Comments and Attachmen

Save & submit

Save for Later Cel Add Mere ltems: 69 preview Approvals
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Step Action

16. If all schedules and distributions are ready, scroll to the bottom of the page.

Click the Save & Submit button.

|__'L5 Save & submit

< c O

£ ePro Requisitions Confirmation

New Window | Help | Personalize Page]
Confirmation
Your requisition has been submitied

Requested For Dooley, Wanda G Number of Lines
Requisition Name 0073963 Total Amount  354.41 USD
Requisition ID 0079963
Business Unit LSUSH
Status Approved

Priority Medium

Budget Status Not Checked

& ‘ F
= View printable version Edit This Requisition “* Check Budget

Req approval - one step
Requisition 0079968:Approved

B create New Requisiion ® Manage Requisitions

javascriptsubmitAction_winO{documentwind,' PV_MAINNAV_HTML_PV_PRINT_REQ’);

Step Action

17. The Requisition Confirmation page will display.

The requisition will be submitted for approval, and once approved, it will have to be
Budget Checked before it can be sourced to a Purchase Order.

18. This completes Copy a Requisition.
End of Procedure.
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Cancelations

Cancel a Requisition

Procedure

In this topic you will learn to Cancel a Requisition.

Step Action

1. NOTE: A requisition line or a requisition can be canceled if:

1. The requisition is not on hold.

2. You are authorized to cancel and/or update requisitions on the User
Preferences.

3. You are authorized to cancel and/or update requisitions for a specified
requester on the User Preferences.

4. No requisition lines, or the specific line to be canceled, have been sourced to a
PO or RFQ.

2. Click the NavBar link.

2

3. Click the Menu link.

Menu

4, Click the eProcurement link.

eProcurement
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€ > C {Y & dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT LANDINGPAGEGEL? @ = % [ & O &

NavBar: Menu

©)

Recantly Visited

Menu

eProcurement

Buyer Center >

= Manage Requisition Approvals

H Manage Requisitions.

—&FLDR=EP_PV_BUYER C...

Action

Click the Manage Requisitions link.

Manage Requisitions
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£ My Financials Home Manage Requisitions

New Window | Help | Personalize Page|
Manage Requisitions

" Search Requisitions

To locate requisitions, edit the criteria below and click the Search button

Business Unit|LSUSH [s} Requisition Name Q
Requisition ID Q Request State[ Al bul Complele ____ v/] BudgetStaws[ v
Date From [04/24/2023 o] Date To|05/01/2023 i
Requester WDOOL1 Q Entered By| Q POID o
Search Clear Show Advanced Search

Requisitions (¢

To view the lifespan and lin items for a requisition, ciick the Expand triangle icon
To edit or perform another action on a requisifion, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name Bu Date. Request State Budget Total
0079968 0079868 LSUSH 04/27/2023 Approved Mot Chicd 36441 usp[BeleciAcion] | ~]| Ga
0079967 Spiit a Distribution LSUSH 0472872023 Approved Mot Chicd 811.84 USD Go
0079966 Save For Later LSUSH 041262023 Open Mot Chkd 22254 usp[Belecticion] V[ Go
0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Mot Chicd g7s.00 usp[[Selectacion] — v][ Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

javascriptsubmitAction_winO(documentwind,’ _WRK_PV_REQSTAT_FINDREQ' 5

Step Action

6. Click the button to the right of the Line 1 Select Action field.

7. Click the Cancel link.

Cancel
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Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button

Business Unit[LSUSH [s} Requisition Name: Q
Requisition ID Q Request State[ Al bul Complele ____ v/] BudgetStaws| __ ~]
Date From [04/24/2023 W Date To[05/01/2023 Ici
Requester | WDOOL1 Q Entered By Q POID Q
Search Clear

Show Advanced Search

Requisitions (¢

To view the lifespan and line items for a requisition, ciick the Expand triangle icon
To edit or perform another action on a requisifion, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budget

0079968 0079968 LSUSH 04/27/2023 Approved Mot Chk'd
0079987 Split a Distribution LSUSH  04/26/2023 Approved Not Chi'd
0079966 Save For Later LSUSH  04/26/2023 Open Not Chk'd
0079985 SHV Test Special Requis.. LSUSH 04/26/2023 Approved Mot Chi'd

Craate New Requisition Review Changs Request Revisw Change Tracking

Training Guide
Managing eProcurement Requisitions

Manage Requisitions

New Window | Help | Personaiize Page]

Total
364 41 USD! Go
811.84 USD Go
29254 usp[BelectAcion] v Go
g7s.00 usp[[Selectacion]  v][ Go

Wanags Receipts Requisition Report

Action

Click the Go button.
Zo
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£ Manage Requisitions Dooley, Wanda G

New Window | Help | Personalize Page|
Requisition Details for: Dooley, Wanda G

Business Unit LSUSH Date 04/27/2023

Requisition ID 0079988 Status Approved
Requisition Name 0079963

Total 364.41 USD
Line Details
Line Item Description Status Price aty Total
ik
7 Approved 42.49000 PK 6.0000 25494
Pentel(R) EnerGel(Th) § . -
2 RTX Retractable Liqui Approved 36.49000 PK 3.0000 109.47

Cancel Requisition

Return to Manage Requisitions

javascriptsubmitAction_winOldocumentwind, DESCR254_MIXED$0');

Step Action

9. The Requisition Details screen will display. Once the requisition has been canceled,
no further changes can be made to the requisition.

Click the Cancel Requisition button.

Cancel Requisition

10. The Budget Status updates to Valid.
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£ Cancel Request Manage Requisitions

New Window | Help | Personaiize Page]

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit[LSUSH [+ Requisition Name: Q
Requisition ID Q Request State Al but Complele v BudgetStaws| _  ~]
Date From 0412472023 W Date To| 05/01/2023 I
Requester | WDOOL1 Q Entered By Q POID Q
Search Clear Show Advanced Search

Requisitions (¢

To view the lifespan and lin items for a requisition, ciick the Expand triangle icon
To edit or perform ancther action on a requisition, make a selecfion from the Action dropdown list and click Go

ReqID Requisition Name Request State Budget Total
0079958 0079968 23 Canceled Valid 0.00 USD; [Sslect Action) Go
0079967 Split a Distribution Approved Mot Chi'd 811.84 USD | Undo-Cancel Go
View Print
0079366 Save For Later LSUSH 041262023 Open Not Chkd 22254 USD [T Bo
0079965 SHV Test Special Requis. LSUSH 041262023 Approved Not Chkd s75.00 uspliSelectaction] ~ ~[| Go
Craate New Requisition Review Changs Request Revisw Change Tracking Wanags Receipts Requisition Report

Step Action

11. Canceled requisitions can still be copied or printed from the Manage Requisitions
page. All lines from the cancelled requisition are copied and made active on a new
requisition.

12. This completes Cancel a Requisition.
End of Procedure.
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Cancel a Requisition Line

Procedure
In this topic you will learn to Cancel a Requisition Line.

NOTE: A requisition line or a requisition can be canceled if:

1. The requisition is not on hold.

2. You are authorized to cancel and/or requisitions on the User Preferences.

3. You are authorized to cancel and/or update requisitions for the requester on the User
Preferences.

4. No requisition lines or the specific line to be canceled have been sourced to a PO or RFQ.

Step Action

1. NOTE: A requisition line or a requisition can be canceled if:

1. The requisition is not on hold.

2. You are authorized to cancel and/or update requisitions on the User
Preferences.

3. You are authorized to cancel and/or update requisitions for a specified
requester on the User Preferences.

4. No requisition lines, or the specific line to be canceled, have been sourced to a
PO or RFQ.

2. Click the NavBar link.

2

3. Click the Menu link.

Wenu

4, Click the eProcurement link.

eProcurement
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€ > C {Y & dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT LANDINGPAGEGEL? @ = % [ & O &

NavBar: Menu

©)

Recantly Visited

Menu

eProcurement

Buyer Center >

= Manage Requisition Approvals

H Manage Requisitions.

—&FLDR=EP_PV_BUYER C...

Action

Click the Manage Requisitions link.

Manage Requisitions
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C Y @& dpsb.psfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?Pa...

¢ Manage Requisitions Manage Requisitions

Manage Requisitions

Search Requisitions
To locale requisitions, edit the criteria below and click the Search button.

Business Unit|LSUSH [s} Requisition Name
Requisition ID Q Request State[ Al but Complete v
Date From 042412023 o] Date To|05/01/2023 I
Requester|WDOOL1 Q Entered By| Q
Search Clear Show Advanced Search

Requisitions (¢

To view the lifespan and lin items for a requisition, ciick the Expand triangle icon
To edit or perform ancther action on a requisition, make a selection from the Action dropdown list and click Go

ReqlD Requisition Name Bu Date Request State Budget
0073968 0079968 LSUSH  04/27/2023 Canceled Valid
0079967 Spiit a Distribution LSUSH  04/26/2023 Approved Valid
0073966 Save For Later LSUSH  04/26/2023 Open Mot Chk'd
0079965 SHV Test Special Requis. LSUSH 04/26/2023 Approved Mot Chi'd
Create New Requisition Review Change Request Review Change Tracking

New Window | Help | Personaiize Page]

Q
Budgetstams[  ¥]
POID Q
Total
000 usp[Beedadio] ¥ Go
02 1D =
22254 usp[Belectacion] V[ Go
g7s.00 usp[Selectacion] V][ Go
Manage Receipts Requisition Report

Step

Action

Expand the requisition information to see more details; click the button to the right
of the Requisition Line 3 Information field.
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¢ Manage Requisitions Manage Requisitions
Business Unit |LSUSH Q Requisition Name| Q
Requisition ID Q Request State[All but Compiete v BudgetStatus[  ~]
Date From |04/24/2023 ] Date To|05/01/2023 1)
Requester | WDOOL1 Q, Entered By Q POID [}
Search Clear Show Advanced Search

Requisitions (7
To view the lifespan and line items for a requisition, click the Expand friangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and cick Go
ReqID Requisition Name BU Date Request State Budget Total

0079968 0079988 LSUSH 3 Canceled Valid 000 usplSelectaclion] ][ Go
0079957 Spiit a Distribution LSUSH 04/26/2023 Approved Valid g11.84 usp[[SelectAcion] V][ Go
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium
Pre-Encumbrance Balance 81124 e
-
o = 7
e e ¥
" o B Purchase -, . at ~ B [
Reuisiticn Aperovls S— . ecsiving Retums voice =ymen
Request Lifespan:
Line Information Personalize | Find | &1 | [ First (4 1-20f2 (2 Last
Line Description Status Price Currency Quantity uom Supplier
I M R . DA&DSALES & SUPPLY
1 8% Testhiem#1 Approved  19.99 usD wes  DERA x
2 La # Approw I A D & D SALES & SUPPLY
2 B Testitem#2 pproved 10199 usD BEA DD oA x
0079966 Save For Later LSUSH 041262023 Open Mot Chkd 20354 ysp[[BelediAdion]  ~[ Ga
0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Mot Chkd a75.00 usp[Belectacion]  w][ @o
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

7. To cancel a line on a requisition, click the red X at the end of the line to be canceled.
In this example, line 2 will be canceled.

Click the X button.
X

8. A confirmation message will display.

Click the OK button.
0K
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¢ Manage Requisitions Manage Requisitions
Business Unit |LSUSH Q Requisition Name| Q
Requisition ID Q Request State[All but Compiete v BudgetStatus[  ~]
Date From |04/24/2023 ] Date To|05/01/2023 1=}
Requester | WDOOL1 Q, Entered By [} POID [}
Search Clear

Show Advanced Search

Requisitions (7

To view the lifespan and line items for a requisition, cick the Expand triangle icon
To edit or perform ancther action on a requisition, make 2 selection from the Action dropdown list and click Go

ReqID Requisition Name Bu Date Request State Budget Total
0079963 0079968 LSUSH 04127/2023 Canceled Valid 0.00 usp | [Select Action ~][ o
0079967 Split a Distributicn LSUSH 04/2672023 Approved Not Chid 199.90 usp [[Select Action] ~] co

Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium

Pre-Encumbrance Balance 81184 usD

=
= = f2) = '
B : &
Reauisiton Approvals Inventory p;;:l* ;:EE Recening Retumns roice Payment

Request Lifespan:

Line Information Personalize | Find | 1] [ First (0 1-20f2 (0 Last
Line Description Status Price Currency Quantity uom Supplier
1 §* Testtem#1 Approved  19.89 usD e DADSALESBSURRLY ®
Y - D & D SALES & SUPPLY
2 B Testliem#2 Canceled  101.99 usD SEA  Copany
0079966 Save For Later LSUSH 041262023 Open Mot Chkd 20354 ysp[[SelediAdion]  ~[ o
0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Mot Chid a75.00 usp[Belectcion]  w][ Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

JjavascriptsubmitAction_winO{documentwind,'PV_REQSTAT_WRK_PV_REQSTAT_FINDREQ'); »

Step Action

9. Line 2 will update to a Canceled Status and the red X for that line will no longer be
available. However, the Budget Status has changed from Valid to Not Checked.
The Budget Status will need to be updated to release the encumbrance.

Click the button to the right of the Line 2 Select Action field.
I v]

10. Budget check the requisition by selecting the "Check Budget" item from the Drop-
down menu.

Click the Check Budaget link.

Check Budget
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c 0

¢ Manage Requisitions Manage Requisitions
Business Unit |LSUSH Q Requisition Name| Q
Requisition ID Q Request State[All but Compiete v BudgetStatus[  ~]
Date From |04/24/2023 ] Date To|05/01/2023 1=}
Requester | WDOOL1 Q Entered By Q POID [}
Search Clear

Show Advanced Search

Requisitions (7

To view the lifespan and lin items for a requisition, cick the Expand triangle icon
To edit or perform ancther action on a requisition, make 2 selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date. Request State Budget Total
0079968 0079988 LSUSH 0427/2023 Canceled Valid 000 USD Go
0079967 Split a Distribufion LSUSH 04/26/2023 Approved Mot Chk'd 199,90 usD)Ghesk Budgel ¥l Go
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium
Pre-Encumbrance Balance 8184 ysp
=
= f = 4
= e 1 L :\
Reauisiton Approvals Invantory ;;'(‘:;‘j f:::’j Resening Retumns roice Payment
Request Lifespan:
Line Information Personalize | Find | 1 [ Firsl () 1-Zof2 (r Last
Line Description Status Price Currency Quantity uom Supplier
o M R , . D&DSALES&SUPPLY
1 W Test ltem #1 Approved 19.99 usD 10 EA COMPANY x
5 o ” . " y . D & D SALES & SUPPLY
2 B Testliem#2 Ganceled  101.99 usp BEA  Cobany
0079966 Save For Later LSUSH 041262023 Open Mot Chkd 20354 ysp[[SelediAdion]  ~[ o
0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Mot Chkd a75.00 usp[Belectcion]  w][ @o
Create Hew Requisition Review Change Request Review Change Tracking Manage Receipls Requisition Report

Step Action

11. Click the Go button.

Go

12. The Budget Status updates to Valid.

13. A requisition with cancelled lines can still be copied or printed from the Manage

Requisitions page. However, only the active lines on the requisition will be copied
or printed.

14. This completes the Cancel a Requisition Line.
End of Procedure.
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Budget Check a Requisition
Budget Check a Requisition

Procedure

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

Step Action

1. Click the NavBar link.

2. Click the Menu link.
IMenu
3. Click the eProcurement link.
eProcurement

€& > C {Y @& dpsbpsfsisuhscedu/psc/istm/EMPLOYEE/ERP/c/NUL FRAMEWORKPT LANDINGPAGEGBL? @ @ % [ & O &

NavBar: Menu

eProcurement

Recently Visited
Buyer Center >

V)

Favori = Manage Requisition Approvals
H Manage Requisitions.
H Receive Items

Menu

javascriptPTNavBar.OpeninContent! 1 sb.psfslsuhsc: LOYEE/ERP/c/NUI_FRAMEWORK.PTNUI_MENU_COMP.GBL?sa=&FLDR=EP_PV_BUYER C...
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Step Action

4, Click the Manage Requisitions link.

Manage Requisitions

£ Cancel Request Manage Requisitions

New Window | Help | Personaiize Page]

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit [LSUSH Q Requisition Name| [}
Requisition ID Q Request State[All but Compiet v BudgetStaws|  ~]
Date From |04/24/2023 =} Date To| 05/01/2023 |z
RequesterWDOOL1 Q Entered By, Q POID [}
Search Clear Show Advanced Search

Requisitions
To view Ihe lifespan and line items for a requisition, ciick the Expand triangle icon
To edit or perform ancther action on a requisition, make a selection from the Action dropdown list and click Go

Req D Requisition Name Request State Buaget Total

0079368 0079968 Canceled Valid 000 usp[EeEctacion] V][ Go

0079967 Spit a Distribution Approved Mot Chkd 81184 USD Go

0079366 Save For Later apen Not ChKd 22254 usplSelectaclion] V][ 6o

0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Mot Chicd g7s5.00 usp[Eelectacion]  v][ go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Reqisition Report

Step Action

5. Under the Requisitions section, click the arrow to the left of the Line 2 Req ID
Information field.
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¢ Cancel Request
10 TULGIG | U, SUN 1T CHITH DEIOW QUG Ik (15 981011 LU
Business Unit|LSUSH Q

Show Advanced Search

Requisitions (7

To view the lifespan and lin items for a requisition, cick the Expand triangle icon
To edit or perform ancther action on a requisition, make 2 selection from the Action dropdown list and click Go

Create New Requisition Review Change Request Review Change Tracking

javascriptsubmitAction_winO{document.win®, PY_REQSTAT_WRK_PV_COLLAPSE_SECT$17);

Manage Requisitions

Requisition Name| Q
Requisition ID Q Request State[All but Compiete v BudgetStatus[  ~]
Date From |04/24/2023 ) Date To|05/01/2023 1C}
Requester | WDOOL1 Q, Entered By POID [}
Search Clear

ReqID Requisifion Name BU Date Request State Budget Total
0079963 0079968 LSUSH 0472772023 Canceled Valid 0.00 ‘JSD Go
0079957 Spiit a Distribution LSUSH 04/26/2023 Approved Hot Chikd gi1.84 usplSelectacion] [+ @o
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium
Pre-Encumbrance Balance 000 usp
=
[=% = @5 e 4
B E 3
Regisition Approvals Inventory = f:fl Recei Retums — Payment
Request Lifespan:
Line Information Personalize | Find | 1 [ First (4 1-Zof2 (v Lasl
Line Description Status Price Currency Quantity uom Supplier
. D & D SALES & SUPPLY
1 e Testitem#1 Approved 19.99 usD 10 EA COMF,;Q.', *®
o # Approve: " .-,  D&DSALES & SUPPLY
B Testitem#2 Approved 10189 usp SEA  Domany x
0079956 Save For Later LSUSH 04i26/2023 Open Not Chkd 22254 USD Go
0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Mot Chkd a75.00 usp[[Selectcion]  w][ @o

Manage Receipls Requisilion Report

Step

Action

This will display the Request Lifespan which graphically shows where the
requisition is in the process. When there are colored icons, it indicates the stage has
been completed. In this example, Requisition and Approvals are in color. The other
icons are grayed out indicating that the requisition has not been sourced to a PO yet.
This is because the requisition still needs to be Budget Checked successfully before
it can be sourced to a PO.

Above the Request Lifespan section, on the right side of the page you will see the
"Select Action" option box and the Go button.

Click the button to the right of the Line 2 Select Action field.
I v]
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Manage Requisitions

e »
Business Unit|[LSUSH Q Requisition Name Q
Requisition ID Q Request State[All but Compiete v BudgetStatus[  ~]

Date From |04/24/2023 ) Date To|05/01/2023 1C}
Requester[WDOOLT Q Entered By| a POID Y
Search Clear Show Advanced Search
Requisitions (7
To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a seiection from the Action drapdown list and cick Go
ReqID Requisition Name BU Date Request State Budget Total
0079963 0079968 LSUSH 04/2772023 Canceled Valid 0.00 usp[Select Action hd Go
0079967 Split a Distribution LSUSH 0412872023 Approved Net Chikd 211,84 UsD{fSeiect Action) > Go
5 Approvals
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium seere
Pre-Encumbrance Balance 00 usp Check Budget
opy
E!/ i & 7 Edil
S = . View Print
Requisition Approvals Inventony y e ;ﬂhg; Receving Retums | [Select Action]
Request Lifespan:
Line Information Personaiize | Find | 1 [ First (4 1-Zof2 Last
Line Description Status Price Currency Quantity uom Supplier
" N R . D&DSALES & SUPPLY
1 & Testltem#1 Approved 19.99 usp 0EA  Conmany x
o # Approve: " ..,  D&DSALES & SUPPLY
B Testiem#2 Approved  101.98 usD SEA | CoMPANY x
0079956 Save For Later LSUSH 04i26/2023 Open Not Chkd 22254 USD Go
0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Mot Chkd a75.00 usp[[Belectcion]  w][ Go
Create Hew Requisition Review Change Request Review Change Tracking Manage Receipls Requisilicn Report
»

Step Action

7. The available actions are:

Approvals - to view the approvals for the requisition
Cancel - to cancel the requisition

Check Budget - to run the budget check process
Copy - to create a copy of the requisition

Edit - to open the requisition for editing

View Print - to print the requisition

Click the Check Budget link.

Check Budget

8. Click the Go button.
Go

9. The system will process the Budget Check. Notice that the processing icon spins in
the top right corner of the screen. Once the process is completed, the Budget Status
will change to Valid, Warning, or Error.
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¢ Manage Requisitions Manage Requisitions

New Window | Help | Persanalize Page
Manage Requisitions
Search Requisitions
To logale requisitions, edil the criteria below and click the Search button
Busincss Unit[LSUSH Q Requisition Name Q
Requisition ID Q Request State[ Al bul Complele /| BudgetStaws _ ~]
Date From 04242023 W Date To| 0510172023 o}
Requester[WDOOL1 Q Entered By, Q POID [}
Search Clear Show Advanced Search
Requisitions (¢
To view the lifespan and linc items for a requisition, click the Expand friange icen
To edit or perform another action on a requisition, make a Sefeciion from the Action dropdown list and click Go
ReqID Requisition Name Request State Budget Total
0079368 0079968 3 Canceled Valid 000 usp[BelectAdion] V][ g0
0079967 Spit a Distribution 04/26/2023 Approved Valid g1184 usplSelectacton] — ~]| ga
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium
Pre-Encumbrance Balance 811.84 usD
—
a0 = '
e L ()
" - o Purchass Crange y -~ N B
Requisitin r— Invenizry i o Recsiving Ratums - Paymen
Request Lifespan:
Line Information Personalize | Find | 1| 8~ First (4 1-20f2 & Last
Line Description Status Price Currency Quantity UOM  Suppiier
e . — . D&DSALES & SUPPLY
1 5 Testhiem#t Approved  19.99 usD LU x
B s o . D& D SALES & SUPPLY
2 & Testhem#2 Approved 10199 usD SEA DSOS x
0079566 Save For Later LSUSH 041262023 Open Mot Chkd 20254 ysp[[EelectAcion]  v| o .
»

Step Action

10. Now that the status of the Budget Status is Valid, the requisition is available to be

sourced to a Purchase Order.

11. This completes Budget Check a Requisition.

End of Procedure.
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Conduct Requisition Searches in eProcurement

Procedure

In this topic you will learn how to Conduct Requisition Searches in eProcurement.

Step Action
1. In eProcurement, searching for requisitions can be done in the Manage Requisitions
page. Requisitions created in eProcurement and also in the Purchasing module can
be searched.
2. Click the NavBar link.
3. Click the Menu link.
Wenu
4. Click the eProcurement link.
eProcurement
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€ > C {Y & dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT LANDINGPAGEGEL? @ = % [ & O &

NavBar: Menu

©)

Recantly Visited

Menu

eProcurement

Buyer Center >

= Manage Requisition Approvals

H Manage Requisitions.

|_FRAMEWORK.PTNUI_ME =&FLDR=EP_PV_BUYER_C...

Step Action

5. Click the Manage Requisitions link.

Manage Requisitions
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£ My Financials Home Manage Requisitions

New Window | Help | Personaiize Page]

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit|LSUSH Q Requisition Name| Q
Requisition ID Q Request State[All but Complet v BudgetStaws[  ~]
Date From |04/24/2023 o'} Date To|05/01/2023 |z
RequesterWDOOL1 Q Entered By Q POID Q
Search Clear Show Advanced Search
Requisitions (¢

To view the lifespan and line items for a requisition, ciick the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go

ReqID Requisition Name BU Date Request State Budget Total

0079368 0073968 LSUSH 0412772023 Canceled Valid 000 usp[EelectAcion] V][ a0

0079967 Split a Distribution LSUSH 04/28/2023 Approved Valid 199.90 USD Go

0079966 Save For Later LSUSH 041262023 Open Mot Chkd 20354 ysp[EelediAdion]  v[ Go

0079965 SHVTestSpecial Requis..  LSUSH 0412672023 Approved Not Chicd a75.00 uspliSclectadion] — ~|| e
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

6. By default, the search will fill in the user's User ID and Business Unit in the search
parameters, along with dates from the past week and the Request State of All but
Complete.

7. Recommended parameters used in Search are:

* Business Unit: User’s BU

* Requisition Name: Blank

« Requisition ID: Enter if known, otherwise leave blank

* Requisition State: All but Complete

» Budget Status: Blank

« Date From and To: Narrow date range to refine search

* Requester: Specific UserID if possible, otherwise blank would pull all user’s
requisitions

* Entered By: Blank

* PO ID: Enter if searching for requisition sourced to a specific PO

8. Click in the Show Advanced Search field.

Show Advanced Search
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£ My Financials Home Manage Requisitions

New Window | Help | Personaiize Page]

Manage Requisitions

Search Requisitions
To lecate requisitions, edit the crileria below and click the Search button.

Business Unit|LSUSH aQ Requisition Name Q
Requisition ID Q Request State[ Al bul Complele /] BudgetStaws| ]
Date From 04/24/2023 C] Date To|05/01/2023 izl
Requester WDOOL1 Q Entered By Q POID =}
To locate requisitions containing specific lines, edit the criteria below and click the Search button.
Item ID Q Item Description
Ship To Q Supplier ltem ID
Search Clear
Requisitions 7

To view Ihe lifespan and line items for a requisition, ciick the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go

ReqID Requisifion Name BU Date. Request State Budget Total

0079963 0079968 LSUSH 041272023 Canceled Valid 0.00 USD Go

0079967 Split  Distribution LSUSH 041262023 Approved Valid 199.90 usp[SelectAcion] [ Go

0079966 Save For Later LSUSH  04/26/2023 Open Mot Chi'd 22254 USD Go

0079965 SHV Test Special Requis LSUSH 041262023 Approved Mot Chid a75.00 usp[[Seleciacion] — ~|[ Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Reqisition Report

javascriptsubmitAction_winO(documentwind, PV_REQ_HDR_WRK_PV_SRCH_ADV'); 5

Step

Action

Recommended Advanced Search parameters are:

* Item ID: Blank

« Item Description: Enter if a specific item description is known, otherwise leave
blank

« Ship To: Enter if known, otherwise leave blank

« Supplier Item ID: Blank

10.

Click in the Hide Advanced Search field.

Hide Advanced Search

11.

NOTE: For this exercise, the parameters will remain as defaulted.

Click the Search button.

Search
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quisitions

C Y @& dpsbpsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL

£ My Financials Home Manage Requisitions

New Window | Help | Personaiize Page]

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit [LSUSH Q Requisition Name| Q
Requisition ID Q Request State Al but Complele v BudgetStaws _ ~]
Date From 04242023 o} Date To| 0510112023 o
Requestsr(WDOOL1 aQ Entsred By| Q ) <3
Clear Show Advanced Search
Requisitions (¢
To view the fifespan and line items for a requision, click the Expand triangle con
To edit or perform another action on a requisition, make a selection from the Action dropdown list and ciick Ga
ReqID Requisition Name Bu Date. Request State Budget Total
0079368 0079968 LSUSH 0412772023 Canceled Valid 000 usp[EelectAdion] V][ eo
0079967 Spiit a Distribution LSUSH 041262023 Approved Valid 199.90 usp|[Select Action v Go
0079966 Save For Later LSUSH 041262023 Open Mot Chkd 20354 ysp[EelediAdion]  v[ G
0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Mot Chicd g7s.00 usp[Selectacion] [ +]| go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

12. After retrieving requisition search results, several actions can be performed on the
requisition.

Click the button to the right of the Select Action field.
1]
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£ My Financials Home Manage Requisitions

New Window | Help | Personalize Page|
Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button

Business Unit|LSUSH [s} Requisition Name Q
Requisition ID Q Request State[ A bul Complele /] BudgetStaws| V]
Date From 042412023 ] Date To|05/01/2023 Iz}
Requester WDOOL1 Q Entered By| Q POID o
Search Clear Show Advanced Search

Requisitions (¢

To view the lifespan and line items for a requisition, cick the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go

ReqID Requisition Name Bu Date. Request State Budget Total
0079368 0079968 LSUSH 0412772023 Canceled Valid 000 usp[EelectAdion] V][ a0
0079967 Spiit a Distribution LSUSH 041262023 Approved Valid 199.90 USD Go
0079966 Save For Later LSUSH 041262023 Open Mot Chkd 20354 ysp[EelediAdion]  v[ G
i 3 [ ————————
0079965 SHV Test Special Requis. LSUSH 04/26/2023 Approved Mot Chi'd 875.00 usDi[SElEslAction] il Go
Approvals
Cancel
Create New Requisition Review Change Request Review Change Tracking Manage Receipts | Gheck Budget
Copy
Edil

View Print

Step Action

13. Available Action options are:

 Approvals: View requisition approvals

« Cancel: Cancel the entire requisition

» Copy: Copy the requisition to a new one, which can then be edited

« Edit: Edit the existing requisition. If edited, the requisition must be submitted for
approval again.

* View Print: View a printable version of the requisition

14. This completes Conduct Requisition Searches in eProcurement.
End of Procedure.
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Inquire on a ePro Requisition

Procedure

In this topic you will learn how to Inquire on an ePro Requisition.

Step Action
1. eProcurement provides a method to inquire on the status of a requisition to view the
detailed information. It also provides the status within the life cycle of the
requisition to purchase order, to voucher, and then payment.
2. Click the NavBar link.
3. Click the Menu link.
Ienu
4. Click the eProcurement link.
eProcurement
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€ > C {Y & dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT LANDINGPAGEGEL? @ = % [ & O &

NavBar: Menu

Menu

Visited eProcurement
Buyer Center >
Favor = Manage Requisition Approvals
H Manage Requisitions.

—&FLDR=EP_PV_BUYER C...

Step Action
5. Click the Manage Requisitions link.
Manage Requisitions
6. In this example, the date range of 01/01/23 - 05/01/23 will be entered. The

Requester will also be removed prior to searching.

Enter the desired information into the Date From field. Enter "010123".
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C Y @& dpsbpsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL Q

£ My Financials Home Manage Requisitions

New Window | Help | Personaiize Page]

Manage Requisitions

Search Requisitions
To locale requisitions, edit the criteria below and click the Search button.

Business Unit|LSUSH Q Requisition Name Q
Requisition ID Q Request State[ Al bul Complele /] BudgetStaws| V]
Date From |01/01/2023] ] Date To|05/01/2023 I}
Requester| WDOOL1 ['8 Entered By Q POID Q
Search Clear Show Advanced Search
Requisitions (¢

To view the lifespan and line items for a requisition, cick the Expand triangle icon
To edit or perform another action on a requisifion, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budget Total

0079968 0079958 LSUSH 0412772023 Canceled Valid 000 usp[BelectAcion] V][ eo

0079967 Split a Distribution LSUSH 04/26/2023 Approved Valid 199 90 usp | [Select Action v Go

0079966 Save For Later LSUSH 04/26/2023 Open HNot Chk'd 22254 ysp L[Select Action ~l| Go

0079985 SHV Test Special Requis. LSUSH 04/26/2023 Approved Mot Chi'd 575.00 usp L[Select Action] vl ee
Create New Requisition Review Changs Request Revisw Change Tracking Manags Receipts Requisition Report

Step Action

7. The Date To will remain as defaulted.

Highlight the Request ID and strike the Delete key on your keyboard.

Press [Delete].
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C Y @& dpsbpsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL

£ My Financials Home Manage Requisitions

New Window | Help | Personaize Page]

Manage Requisitions

Search Requisitions
To locale requisitions, edit the criteria below and click the Search button.

Business Unit|LSUSH Q Requisition Name Q
Requisition ID Q Request State[ Al bul Complele /] BudgetStaws[ V]
Date From [01/01/2023 [ Date To|05/0172023 I}
Requester | Q Entered By Q POID [}
Search Clear Show Advanced Search
Requisitions (¢

To view the lifespan and line items for a requisition, cick the Expand triangle icon
To edit or perform another action on a requisifion, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date. Request State Budget Total

0079968 0079958 LSUSH 0412772023 Canceled Valid 000 usp[BelectAdion] V][ eo

0079967 Spiit a Distribution LSUSH 041282023 Approved Valid 19990 USD Go

0079966 Save For Later LSUSH 04126/2023 Open Not Chkd 20354 ysp[EelediAdion]  v[ o

0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Mot Chicd g7s00 usp[[SelectAcion]  v][ Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

8. Click the Search button.

Search

9. A message displays stating the max scroll amount has been reached.

Click the OK button.
oK
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£ My Financials Home Manage Requisitions

IEED manageengine oeskiop LSUSH  UZUB/Z025  ADRIOVEd Valid 2491200 USD Lizerevt non = ”
0079553 0079553 LSUSH 02/08/2023 |Pending Mot Chkd 242700 usp[[Belecizcion] — ~][ Go
0079952 NRH, Fisher Sci, 02082023 LSUSH  02008/2023 |Approved Valid 67797 usp[EelediAdion]  v[ G
0079851 0079851 LSUSH  02/08/2023 | Approved Mot Chica 24806 USD Go
0079950 0073950 LSUSH 0210812023 |Approved Mot Chi'd 2730 usp[[EeledAdion]  ~[ o
0079948 GPS 20230208 LSUSH 0200872023 |PO(s) Dispatched | | Vaiia 30998 usp[EeleciAdion]  v[ o
0079948 Gity Business_Dr. Frida LSUSH 020082023 | Approved Mot Chica 36014 usp[[SelectAction] — w[ o
0079947 NRH, IGT, 02082023 LSUSH 0210812023 |Approved Valid 1034 usp[Eelediadion] ¥ Go
0079945 0079945 LSUSH 02108/2023 |POs) Dispatched | | Valid 1465 usp[Belectacion] v Go
0079945 0079845 LSUSH  02/08/2023 | Approved Mot Chik'd 146553 USD Go
0079944 2323 Research-Sutures  LSUSH 0200812023 | Approved Valid 50827 usp[[EeledAdion]  ~][ G
0079943 0079943 LSUSH 0200872023 |Approved Not Chicd 3928.00 usp[BelectAdion] v Go
0079942 Pattilo (NR) CellSigTe LSUSH PO(s) Dispatched | | Valid 22500 usp[[Eeleciaclion] — ~[ Go
0079941 Pattilo (NR) Fisher 2/ LSUSH POs) Dispatched | | Valid s1a.76 usp[Selectadion] V[ 6o
0079940 Pattilo (NR) GoldBio 2 LSUSH PO(s) Dispatched | | Valid 39500 usp[[SelectAcion]  v[ o
0079938 Biochsmistry Wit lab LSUSH Pending Mot Chid 35341 usp[[Selectacion]  v][ @o
0079938 Pattilo (NR) Genesee 2. LSUSH POs) Dispatched | | Valid 1285 usp[BeledAdion]  ~][ Go
0079937 Biochemistry Wit lab LSUSH 0200772023 |PO(s) Dispatched | | Vaiia 15186 usp[[Belectacion]  ~]| @o
0079936 Expandabls Folders 02/0 LSUSH  02007/2023 |PO(s) Dispatched | | Valid 5789 usp[[Seleciadion]  ~]| go
0079935 0079935 LSUSH  02/07/2023 | PO(s) Dispatched | | vaiia 67100 usp[[BelediAdion]  ~[ o
0079934 0079934 LSUSH  02107/2023 |Pending Not Chid 63554 usp[[SelectAcion] — w][ Ga
0079933 0075933 LSUSH 02/07/2023 |PO(s) Dispatched | | Valid 4467 usp[[SeledtAdion] ]| @o
0079932 0079932 LSUSH 0210772023 |PO(s) Dispatched | | Valid 193055 usp[[BeledAdion]  ~[ o
0079931 0079931 LSUSH 02/07/2023 |PO(s) Dispatched | | Valid 49470 ysp[[Belectacion] —— ~][ Ga .
»

Step Action

10. A list of requisitions displays the most recent to oldest order. As you can see, there
are a number of requisitions that may be scrolled through. There are several Request
States: Approved, PO(s) Dispatched, Partially Received, Received, etc. Each line
displays the Budget Check status as well.

11. The Action list allows the user to choose an action such as edit, copy, view print,
etc.

12. In this example, the user will select requisition 0079946.

Click the Expand Section for Req ID 0079946 button.
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£ My Financials Home Manage Requisitions

677.97 USD

0079952 MNRH, Fisher Sci, 02082023 LSUSH )2/08/20: Approved Valid
0079951 0078951 LSUSH 0 Not Chkd 24506 usp[[SelectAcion] V]| go
0079950 0079950 LsUsH o Not Chicd 273,00 usp[Belectadionl V[ Go
0079949 LSUSH  0; PO(s) Dispatched  Valid 399.93 USD Go
0079548 ss_Dr. Frida LSUSH o Approved Mot Chid 38014 usp[[Seleciacion] %[ Go
0079947 NRH, IGT, 02082023 LSUSH 021 Approved Valid 103.45 usp[SelectAcion] [ Ge
0079946 0079946 LSUSH 02/08/2023 POs) Dispalched Valid 11485 USD Go
Requester Hightengale, Gail Entered By hightengale, Gail Priority Medium
Pre-Encumbrance Balance 0.00 USD
=k = 5o o 7
= 4 & - &
Reauisiton Approvals Imvantory :g'fjt? f::gj Resaning Retums rsice Payment
Request Lifespan:
Line Information Personalize | Find | (1| First (4) 1-20f2 (b Last
Line Description Status Price Currency Quantity UM Supplier
L@ R oo wm o owmmes x
P @ B moews  wn uo "
0079945 0079945 LSUSH 021082023 Approved Not Chicd 146553 usplSelectAction]  v]| Go
0079944 2/8/23 Research - Sutures LSUSH 02 Valid 50827 USD Go
0079943 0079843 LSuSH 02 Not Chicd 392800 usp[BelectaAdion] —— ~]| o
0079942 Patiillo (MR) CelSigTe... LSUSH 02 PO(s) Dispatched  Valid 29500 ysp[[SelectAcion] v @o
0078541 Patillo (NR) Fisher 2/ LSUSH 02 PO(s) Dispatched  Valid a1876 usp[BelediAdion] v [ o

Step

Action

13.

e |

Furchase
Crders

Click the Purchase Orders button.

Icons in color are: Requisition, Approvals, and Purchase Orders indicating that the
requisition has progressed into the life cycle. Users can select colored icons to view
information associated with the document.

14.

Return to Manage Requisitions

Click the Return to Manage Requisitions link.

The Purchase Order information for the requisition displays for review.

15.

0K

Click the Ok button.

16.

I v]

Click the button to the right of the (Select Action) field.
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Step Action

17. If the user wants to print the requisition, select the View Print option.

Click the View Print list item.

View Print
18. Click the Go button.
o
19. A message displays asking if you want to print with the distribution details. This

will allow the chartstring information to print.

Click the Yes button.

Ves

20. A new tab opens and the printable version of the requisition displays. To print the
requisition, right-click anywhere in the requisition to get the print menu to display.

Right-click the Window.

Address:

1501 Kings Highway
Shreveport L& 711005
United States

21. Click the Print menu.

Print... Ctrl+P
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Step Action
22. The Print Preview displays. Generally, users would select the Print option.
For training purposes only, click the Cancel button.
Cancel
23. Click the Close button on the Requisition tab.
®
24. Click the Collapse Section for Req ID 0079946 button.
25. Review other requisitions as desired.
26. This completes Inquire on an ePro Requisition.

End of Procedure.
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Inquire on a ePro Purchase Order

Procedure

In this topic you will learn how to Inquire on an ePro Purchase Order.

Step Action
1. Click the NavBar link.
2. Click the Menu link.
Ienu
3. Click the eProcurement link.
eProcurement
4, Click the Buyer Center menu.
Buyer Center
5. Click the Inquiries and Reports menu.
Inguiries and Reports
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£ Manage Requisitions Inquiries

New Window | Help | Personaiize Page

Inquiries

PO Inquiry
IfiguUire o purchase order details.

PO Activity Summary,
Inquire on purchase order activities.

PO Change History
Inquire on purchase order change history.

Procurement Group Inquiry
Procurement Group Inquiry.

Reports

Expediting Report
Provides purchase order details such as lale days and due date soried by buyer, supplier, or
due dates.

PO Listing Report
Provides purchase order information sorted by purchase order date, supplier, buyer, or
status.

PO Status Listings

Provides purchase order status information sorted by supplier or item.

PO Detail Listings

Provides detailed purchase order infermation sorfed by purchase order date, supplier, or
buyer.

PO Schedule Listings

Provides purchase order schedule information such as ship to and due date sorted by
purchase order date, supplier, or buyer.

PO To Requisition Xref
Provides a cross reference between requisitions and the purchase orders created from those
requisitions.

PO Item Category Usage
Provides purchase order item usage information by catalog or supplier.

Step

Action

Click the PO Inquiry link.
PO Inquiry

Enter the desired information into the PO ID: field. Enter *6690383",

Click the Search button.

Search

The Purchase Order Inquiry page displays. Users can view relevant PO information
such as Status, Budget Check, Supplier Line Details, etc.

Click the Line Details button.
2
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EQREE  Details for Line CELL SIGNALING

Eirdiaes FOID 6590383 Line 1
Purcha Status  Closed Amount Only
g | Line Details
Physical Nature Goods
- Heade Merchandise Amt 276.00
Category 00000

Sup) GENERIC ITEM CATEGORY
Contract SetiD SHARE

Contract
Contract Line

Group ID

Release

Rebate ID
Lines RFQID
e Supplier ltem 1D
Supplier's Catalog
1 GPO Contract

Manufacturer ID

I@ Mg item 1D

Price Qty Schedule
Withholding
Receiving Required Do Not

Inspect

{atalog o - 13647 STING [D2P2

Backorder Status Mot Backordered

Currency USD
Category ID 00001

Version
Category Line
Original Substituted ltem

Description

RFQ Line

GPOID
UPN Type
UPNID

Price Date PO

Device Tracking

Replenish Code Standard
Inspect 1D

Help

Training Guide
Managing eProcurement Requisitions

nalize Page

javascriptsubmitAction_winOdocumentwind, PO_INQ_WRK_ITEM_DESCRY);

Step

Action

10.

Click the Down scrollbar.

The Line Details page displays information about each line item within the
requisition, such as Status, Backorder Status, Merchandise Amt., Category, etc.

11.

Click the Return button.

Return

12.

E

Click the Line 1 - Schedule button.
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£ Reports Main Purchase Orders

| Mew Window | Help | Personalize Page
Purchase Order Inquiry

Schedules
Business Unit LSUSH POID 6690383

ifeium io ain Page!
Lines

Line 1 Catalog No - 13647 STING (D2P2 POQty 1.0000 EA Merchandise Amt 276.00 USD
Schedules
Details Statuses

Sched DueDate  TimeDus  Revision Ship To Attention To. PO Gty Price M“R‘;'::L’r: Status

1 0242021 LSUSH Jackson Charlotte ¥ = 1.0000 278.00000 276.00 USD  Closed -3

Ship To Comments

[ Retum to Search || Notiy

javascriptsubmitAction_winO{documentwind, PO_PNLS_PB_PO_RETURN_PAGE); v

Step Action

13. The Schedule page contains the Distribution button. It also provides users with
shipping information for the item, such as where the item is being shipped to, when
it's due, the merchandise amount, and cost of the item.

Click the Right scrollbar.

k

14, Click the Distributions/ChartFields button.

L
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& 0 & dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_RPT_MAIN.GBL?psink... @ &

£ Reports Main Purchase Orders

| New Window | Help | Personalizs Page

Distributions for Schedule 1

POID 6690353 Line 1 Sched 1 Item Catalog No - 13647 STING £
(D2P2F) Rabbit mAb
Status Closed Sched Oty 1.0000
Distribute By Quanlity Merchandise Amount 276.00 USD
Doc. Base Amount 276.00 USD
ariotig Distributions
Chartfields | DetailsiTax | Assetinformation || Req Detail | Budget information | [F=2%
Dist. Status Percent PO Qty Merchandise Amt GL Unit Entry Event Account it Oper Unit Fund Dept Program Class Pr.
1 Closed 100.0000  1.0000 276.00 USD  LSUSH 545720 13 1497400 10201 35200

Return

javascriptsubmitAction_winOldocumentwind, PO_INQ_WRK_ITEM_DESCRY):; 5

Step

Action

15.

The Distribution page displays distribution statuses, as well as the chartstring
information by which the system allocates or charges an expense account.

Click the Return button.

Return

16.

Click the Return to Main Page link.

Return to Main Page

17.

Click the Header Details link.

Header Details
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¢ Reports Main Purchase Orders

| Mew Window | Help | Personalize Page

Purchase Order Inguiry
Purchase Order

PO Header Details

Help
+ Heade Business Unit LSUSH POID 6690383
PO Details
Sun Supplier CELL SIGNALING TECH Budget Status Valid
PO Date 02104/2021 Origin ONL  OnlineEn 1% SRt
PO| PO Type ConfimPO 1D 720702002
Billing Location SHEILL g Address! Letter of Credit ID
Currency
Currency Code USD Exchange Rate Detail Exchange Rate 1.00000000
Lines Rate Date 01/01/1901 Base Cumrency USD
- Rate Type CRRNT
Process Control Option
! Hold From Further Processing Method Print STANDARD
2 Dispatch

Accounting Date 06/30/2021

F
I

javascriptsubmitAction_winOldecumentwind, PO_INQ_WRK_GOTO_BILL_ ADDRESS';

Step

Action

18.

The Header Details page contains information relevant to the entire requisition such
as Supplier, Billing Address, Budget Check, etc.

Click the Return button.

Return

19.

Click the Supplier Details link.

Supplier Detailz
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C 0 & dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_RPT_MAIN.GBL?psink... @ &

¢ Reports Main Purchase Orders

| New Window | Help | Personalize Page
Purchase Order Inguiry

Purchase Order

Buf Supplier Details - CELL SIGNALING TECH
Help
Business Unit LSUSH POID 6690383
w Header
Location 0000000001 Terms NET30 Net30Days
Suppl Address 1 Basis Date Type Inv Date
S Contact Basis Date
PO RA Salesperson
Address Details
Country USA United States Fax
Loz Address 1: 1668 CUMMINGS CTR BUILDING 100 Prefix
Line Address 2: Phone
Address 3:
1 City: BEVERLY
Parish: OUT OF STATE Zip Code: 01915-0000
2 E
State: MA Massachusetts
[& Retum to
Retumn

Step Action

20. Users are able to view all the supplier detail information on the Supplier Details
page, such as Terms, Address, Basis Date Type, etc.

Click the Return button.

Refurn

21. Click the Document Status link.

NOTE: This will open a new window.

Document Status
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Document Status

Business Unit LSUSH
Document Date 02/04/2021
Currency USD

Buyer Broussard, Kevin J

* ,
f oo
Requisitions(1)
Show All
Associated Document
Documents | Related Info | [FF3)
Actions SetiD E‘:?'"“S Document Type DOC ID Status
- Actions LsusH Requisition 6690383  Complete
~ Actions LsusH Voucher 00645530  Pasted
- Actions  SHARE Payment 000031 Fosied

[ Return to Search

javascriptsubmitAction_winl4(documentwin14,'HDR_ID';

Document Status

PO ID %E5735E
Status Compl

Document Type Purchase Order
Merchandise Amt 320.00
Budget Status Valid

) 0]

Vouchers(1)  Payments(1)

Personalize | Find | View All | (2 | [

Document Date

Supplier ID Location
02/04/2021

0172572021 0000006269

03/11/2021 0000006269

First (4 1-30f3 (» Last

| New Window | Help | Personalize Page|

Step

Action

22.

Click the Close tab.

®

Users are able to view additional documents associated with the PO on the
Document Status page. Links associated with each document can be selected to
view the various document inquiry pages.

23.

Activity Summary

Click the Activity Summary link.
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Activity Summary

New Window | Help | Personaiize Page]

Activity Summary

Business Unit | SUSH PO Status Compl

Purchase Order 6690333 Supplier CELL SIGNALING TECH

Merehandise Amount 2000 UsD Supplier Location 0000000001
Merchandise Receipt 0.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 320.00 USD
Merchandise Matched 320.00 USD

Lines Personalize | Find | ViewAl| (1] [} Fist (4 1-20f2 (o) Last

Details || Receipt || Invoice || Maiched || RTV |[F=R

Line Line Details Item Item Description uom Manufacturer ID Mfg Itm ID
1 B Catalog No - 13647 STING (D2P2 Ea
2 B Shipping EA
b
[& Returnto Search || =] Notify

Step Action

24. On the Activity Summary page, users can view information for receiving, invoicing,
matching and returning activities that have been performed on the selected PO to
date.

Click the Close tab.

®

25. This completes Inquire on an ePro Purchase Order.
End of Procedure.
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Inquire on Document Status

Procedure
In this topic you will learn Inquire on Document Status.
NOTE: While this method does not provide the level of detail that the Document Status page

does, this is a useful and convenient way to view documents/changes associated with the
requisition.

Step Action
1. Click the NavBar link.
2. Click the Menu link.
Menu
3. Click the eProcurement link.
eProcurement

Page 146




Training Guide
Managing eProcurement Requisitions

€ > C {Y & dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT LANDINGPAGEGEL? @ = % [ & O &

NavBar: Menu

©)

Recantly Visited

Menu

eProcurement

Buyer Center >

= Manage Requisition Approvals

H Manage Requisitions.

—&FLDR=EP_PV_BUYER C...

Action

Click the Manage Requisitions link.

Manage Requisitions
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£ PO Inquiry Manage Requisitions

UU (9924 manageengine deskiop LSUSH - UZNUGI2025 ApPIoved Valid 2491200 USD) Limeres Sowy = ”
0079553 0079853 LSUSH 02/08/2023 Pending Mot Chkd 242700 usp[[Belecizcion] — v|[ Go
0079952 NRH, Fisher Sci, 02082023 LSUSH  02008/2023 Approved Valid 67797 usp[[EeleciAdion]  v[ Go
0079851 0079851 LSUSH 02/08/2023 Approved Mot Chica 24806 usp[[SelectAction]  w[ e
0079950 0079950 LSUSH  02/08/2023 Approved Mot Chid 57300 usp[[Seleciacion] — w[ go
0079948 GPS 20230208 LSUSH 020872023 PO(s) Dispatched  Valid 39998 usp[EeleciAdion]  v[ o
0079948 Gity Business_Dr. Frida LSUSH 02/08/2023 Approved Mot Chica 380 14 USD Go
0079947 NRH, IGT, 02082023 LSUSH 02108/ Approved Valid 103.48 usp[EelectAdion] [ Go
0079945 0079945 LSUSH 020872023 PO(s) Dispatched  Valid 1465 usp[Belectacion] v Go
0079945 0079845 LSUSH 02/08/2023 Approved Mot Chik'd 146553 USD Go
0079944 2/8/23 Research - Sutures  LSUSH 0200812023 Approved Valid 50827 usp[[Seleciacion] — ~|[ Go
0079943 0079943 LSUSH 0200872023 Approved Not Chicd 392800 usp[BelectAdion] v Go
0079942 Pattilo (NR) CelSigTe LSUSH 02/07/2023 PO(s) Dispatched  Valid 22500 usp[[Eeleciaclion] — ~[ @a
0079841 Patiillo (IR) Fisher 2/. LSUSH 0207/2023 PO(s) Dispatched  Valid 31876 usp[[SeleciAcio] — ~|[ go
0079940 Patilo (NR) GoldBio 2 LSUSH 0207/2023 PO(s) Dispatched  Valid 39500 usp[[SelectAcion]  v| o
0079939 Biochemistry Witt lab LSUSH 02/07/2023 Pending Not Chid 35341 usp[[Eeleciacion] v ga
0079938 Patfilo (NR) Genesee 2. LSUSH  02007/2023 PO(s) Dispatched  Valid 1285 usp[BeledAdion] ][ o
0079937 Biochemistry Wit lab LSUSH 020772023 PO(s) Dispatched  Valid 15186 usp[[Belectacion] v Go
0079936 Expandable Folders 02/0 LSUSH 02/07/2023 PO(s) Dispatched  Valid 5789 usp[[SeledtAdion] — ~][ @e
0079935 0079935 LSUSH 02/07/2023 PO(s) Dispatched  Valid 67100 usp[[EeledAdion]  ~][ Go
0079934 0079934 LSUSH 02107/2023 Pending Mot Chkd 63554 usp[[SelectAcion]  v| o
0079933 0075933 LSUSH 02/07/2023 PO(s) Dispatched  Valid 4467 usp[[SeledtAdion] —— ~][ @o
0079932 0079932 LSUSH 02/07/2023 PO(s)Dispatched  Valid 193055 usp[Belectadion] v co
0079931 0079931 LSUSH 020772023 PO(s) Dispatched  Valid 49470 usp[[EelectAcion]  v| o .
javascriptsubmitAction_winO{decument.wind, PV_REQSTAT_WRK_PV_REQSTAT_FINDREQ); »

Step Action

5. Enter the search parameters to find the requisition. Be sure to note the dates used for
the search. The Expand the Requisition arrow allows users to view additional
details on the requisition.

Click the Expand the Requisition button.

6. Click the Requisition link.

M

Requisition

7. Click the Return to Manage Requisitions link.

Return to Manage Requisitions

8. Invoice icon allows the user to view receipt details.
Click the Approvals link.

E

Approvals
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¢ Manage Requisitions

Approval Status

Business Unit LSUSH
Requisition ID 0079938
Requisition Name  Patiilo (NR) Genesee /323
Requester Rashdan Nabil A
Entered on 02/07/2023
Status Approved
Priority hedium
Budget Status yalid

Total Amount

Requester's Justification
No justification entered by requester.

Line Information
Review/Edit Approvers
Req approval - one step
Pattillo (NR) Genesee 2/8/23:Approved

Req approval - one step

Approved
Fausto, Deborah
Req Depariment Approver
0200823 - 138 P

Return to Manage Requisitions

Requisition Approval

I
o

5 USD

o

View printable version

New Window | Help | Personaiize Page]

Step

Action

Retumn fo Mamnage Requisitions

Click the Return to Manage Requisitions link.
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<

PO Inquiry

o — — _-— o R e——
0079842 Patiilo (NR) CelSigTe LSUSH 02 PO(s) Dispatched  Valid 22500 usp[[Seleciacion] — ~|[ Ga
0079941 Patiillo (MR Fisher 2/ LSUSH 02007/2023 PO(s) Dispatched  Valid g13.76 usp[[Selectacion] V][ Go
0079940 Pattillo (NR) GoldBio 2 LSUSH 02 PO(s) Dispatched ~ Valid 395.00 USD Go
0079538 Biochemistry Wit lab LSUSH 02 Pending Mot Chid 35341 usp[[Selectacion] V][ Go
0079938 Patiilo (NR) Genesee 2.. LSUSH 02/07/2023 PO(s)Dispalched  Valid 31285 usp[[Selectacion]  v[ G
ashﬂar\ Mabil A Entered By Rashdan Nabil A Priority Medium
armbrance Balance 000 USD
=
=k = s iy d
=) S e L &
Reauisition Approvals Invantery j;:cj::’ ;:Csj Recsiving Retums nveice Paymant
Request Lifespan:
Line Information Personaiize | Find | 1] [ First (4 1-30f3 (1) Last
Line Description Status Price Currency Quantity uom Supplier
) e co05 e,  GENESEE
1 @ GenCkine 25233, Bollle Top . PO Dispalched  159.05 usp 2en oS
e es  GENESEE
@ GenClone 25209, TC Treated .. PO Dispalched 17250 usp 2len | SEMESEE
) ) . sen  GENESEE
3 @  Olympus Plastics 24-150RL, 2. PO Dispalched 29,95 usp sea  SENPSEE
0079537 Biochemistry Wit lab LSUSH 02007/2023 PO(s) Dispaiched  Valid 15186 uspl[Belectacion] v Go
0079936 Expandable Folders 0200..  LSUSH 02/07/2023 PO(s)Dispatched  Valid s7.9 usplEelectadion] — ~|| e
0079935 0079935 LSUSH )2 PO(s) Dispatched Valid 671.00 USD Go
0079534 0079534 LSUSH 02 Pending Mot Chicd 63554 ysp[[BelectAcion]  v| o
0079933 0079933 LsusH 02 PO(s) Dispatched  Valid 4467 ysplEelectadion] — ~]| o
0079932 0079932 LSUSH 21 PO(s) Dispatched Valid 1.938.55 USD Go
0079931 0079831 LSUSH 02 PO(s) Dispatched  Valid 49470 usplBelectadion] ]| 6o
1 400 an_nen [ [Select Action] ~ Gn M
»

Step

Action

10.

The Lifespan of the requisition will display and any related documents to the

requisition can be accessed. Colored icons indicate documents associated with the
requisition. In this example, there are Purchase Orders, Invoice, and Payment icons
available. Icons in gray indicate that no documents of this type exist.

Click the Purchase Order link.

e

Furchass
Drders

11.

Details of the related PO can be viewed here. However, distribution chartfields
cannot be accessed.

You can return to the Manage Requisitions page by clicking on the Return to
Mange Requisitions link in the bottom left of the screen.
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& dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_REQ, STATUS.GBL

¢ Manage Requisitions

Business Unit LSUSH
Requisition information
Requisition 1D 0079935
PO information
PO Number 05095015
PO Date (211

2023
Lines
Line

Item D Description

GenClone 25-233,
Botile Top Vacuum

33, Bottle Top
um Fillers PES,
0.225#xB5;m, 500ml
Sterile, 24 Filter
TopsiUnit

Retum to hlznage Requisitions

javascriptsubmitAction_winO{documentwind

Fillers PES, 0.GenClone

PO Inquiry
New Window | Help | Personalize Page|

Find | View All First 4 1of3 Last

Line Number 1

Find | View All First ‘4 1of1 » Last

Buyer AANDER1
Supplier ID 0000016384 Terms NET30 PO Status Dispaiched

Personaize | Find | View All| (1| [} First (4 10f1 ) Last

Change Order

Merchandise Amt uoMm PO Gty Status Line Details

3810USD  EA 20000 Approved B

CHNG_INQ_WRK_GOTO_LINE_DTLS$0');

Step

Action

12.

This completes Inquire on Document Status.
End of Procedure.
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View Print Requisitions

View Print Form for a Saved Requisition

Procedure
In this topic you will learn how to View Print Form for a Saved Requisition.
NOTE: eProcurement allows the user to view the requisition in several ways. Users can view

print while they are in the requisition, have saved it for later, from the Manage Requisition
menu, and/or from the Purchasing menu.

Step Action
1. Click the NavBar link.
2. Click the Menu link.
Menu
3. Click the eProcurement link.
eProcurement
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€ > C {Y & dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT LANDINGPAGEGEL? @ = % [ & O &

NavBar: Menu

©)

Recantly Visited

Menu

eProcurement

Buyer Center >

= Manage Requisition Approvals

H Manage Requisitions.

—&FLDR=EP_PV_BUYER C...

Action

Click the Manage Requisitions link.

Manage Requisitions
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£ My Financials Home ePro Requisitions

New Window | Help | Personalize Page]
Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit|LSUSH Q Requisition Name:

Q
Requisition ID Q Request State[ Al bul Gomplele < T |
Dats From 04252023 £l Date To 051022023 &}
Requester[WDOOL1 a Entered By a POID a
SETED By Shaw Advanced Search
To view the fifespan and line ftems for a requisition. click the Expand triangle icon
To edit or perform ancther action on a requisition, make a selection from the Action dropdown list and click Go
ReqID Requisition Name BU Date. Request State Budget Total
D 0079963 0079968 Canceled Valid 000 usp[[BelectAdion] —— [~| g
0079967 Spiit  Distribution LSUSH 04126/2023 Approved Valid 19900 usp [SelectAdion]  w| Go
0079966 Save For Later LSUSH 041262023 Open Mot Chid 22254 ysp[[Eelecladion] ¥ o
0079565 SHY Test Special Requis LSUSH 04/26/2023 Approved Mot Chkd 67500 usp[BeleciAdion] V[ @o
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

5. Click the button to the right of the Line 1 Select Action field.
I v]
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Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button

Show Advanced Search

Requisitions 7

Ta view the lifespan and line items for a requisition, ciick the Expand triangle icon
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budget
D 0079968 0079968 LSUSH 04/27/2023 Canceled Valid
0079967 Split a Distribution LSUSH  04/26/2023 Approved valid
0079966 Save For Later LSUSH  04/26/2023 Open Hot Chi'd
0073965 SHV Test Special Requis. LSUSH  04/26/2023 Approved Hot Chi'd
Create New Requisition Review Change Request Review Change Tracking

Business Unit|LSUSH [¢} Requisition Name:

Requisition ID [+ Request State[ All bul Compiete -
Date From 041252023 I Dste To[05/02/2023 &}
Requester [WDOOL1 Q Entered By [+

Search Clear

Q
Budgetsaws[___ ~]
FOID [}

Total
0.00 USD;

199.90 USD,
22254 USD

87500 USD

Manage Receipls

New Window | Help | Personalize Page]

Seiect Aciion] Vi o
Copy
Lindn.Cancs] Go
View Print

¢ Go
Select Adtion] o

Requisifion Report

Action

Click the View Print list item.

View Print
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< My Financials Home ePro Requisitions

New Window | Help | Personalize Page]
Manage Requisitions

w Search
To locate requisitions edit the criteria below and cick the Search button
BusinessUnit[LSUSH  |Q, isition Name | la
Requisiton[  |a Request State[Albul Complete ] Budgetstaws______ ~]
e — B
RequesterWDOOLT @ EmeredBy & oD
Show Advanced Search

| Requisitions (3 |

Ta view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisifion Name BU Date. Request State Budget Total
D b 0079963 0079965 LSUSH 04/27/2023 Canceled alid 000 UspiView Print i e |
> 0079967 Spiit 2 Distribution LSUSH 04126/2023 Approved Valid 199.90 USD
0079966 Save For Later LSUSH 041262023 Open Not Chicd 22254 ysp[[Selectadion] —— ~][ go
b 0079965 SHV Test Special Requis..  LSUSH 0412612023 Approved Not Chi'd 67500 usp[BeleciAdion] V[ Go |
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisifion Report
y ,

Step Action

7. Click the Line 1 Go button.

« > C 0O & dpsb.psfs.lsuhsc.edu/psc/fstrn/EMPLOYEE/ERP/c/NUI_ FRAMEWORK.PT AGSTARTPAGENUL.. @ & + [T & O & :

Do you want to print the requisition with distribution details ? (18036,11614)
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Step

Action

A message will display asking if you want to print the distribution details. Select
Yes to include the chartstring information on the printout, or No to exclude the
chartstring information on the printout.

Click the Yes button.

N

=

4]

C {} @& dpsbpsfslsuhscedu/psc/fstr/view/%7bV2%7d_60.YXIwse.3jsMKGGhTZuWy0jmdU.gOXn... & & % [™ & O &
Business Unit: LSUSH Requester: WDOCL1 Status: Canceled
Requisition: 0079358 Requested By: Dooley, Wanda G Currency: USD
Requisition Name: 0075953 Entered Date: 427123 Requisition Total: 0.00
Vendor: 0000041388 ODP BUSINESS SOLUTIONS LLC
Line: 1 Ttem Description: Scatch(R) Transparent Gresner Taps, 38 % Quantity: 5 UOM-PK_ Price: 2249 Line Total: 254 94
900, Clear, Pack of 12 rolls
Line Status: Canceled
Ship Line: 1 Ship To: LSUSH Address. Shipping Quantity: &
Attention: ME010303 Due Date: 43023 1501 Kings Highway Shipping Total: 25494
Shin Via: GRND Freight Terms FP2A Shreveport LA 71103
United States
Dist Staius Location Qty PCT Amount GL Unit Account
1 Canceled MEO10303 8 10000 25494 LSUSH 546700
Dept Fund Program Class
1672000 m o
Back Alt+Left Arrow
Open QTY
10000 Forward Alt=Right Arrow
Reload Ctrl+R
GL Base Amount Gurrency
25454 U0 Save as... Cirl+§
Print... Ctrl+P
Line: 2 ltem Description: Pentzl(R) EnerGel(TM) RTX Retractatle  Quanti 10947
Liquid Gel Pens, Medium Point, 0.7 mm, Assorted Calors, Search images with Google
Pack Of 12 Pens
28 Create QR Code for this page - Canceled
Erps Ship To: LSUSH Translate to English .3
Attention: MB010303 Due Date: 43023 - a4
Ship Via: GRND Freight Terms -FP&A View page source tri+U
Inspect
Dist Status Location aty PCT “Amount GL Unit Account
1 Canceled WE10303 10000 10247 LSUSH 46700
Dept Fund Program Class
1672000 m 00001 10105
; -

Print...

Click the Print... link.

The requisition will process and display for printing. A new tab opens that displays
the printable version of the requisition. To print, right click anywhere in the
requisition and select Print....
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- x
C {} & dpsbpsfslsuhscedu/psc/fstm/view/%7bV2%7d 60.1YXIwse3j)sMKGGhTZuWyOjmdU.gXn... @ @ v+ [ & O &
[ g Print 1 sheet of paper
q Destination = Microsoft XPS Docum  ~
r = — - ~ — _ — Pages All -
=S — = MEJ__‘ = Layout Portrait -
iﬂ — — Color Color -
:‘ e More settings v
m Cancel
‘ 1673000 m 00001 10105 | ‘
I 1 i
Step Action
10. The requisition opens the print pdf window for printing. If you are not connected to

a printer, it will default the destination to Save as PDF. If you are connected to a
printer, you can choose the destination and then print.

For training purposes only, click the Cancel button.

Cancel
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C Y & dpsb.psfslsuhscedu/psc/fstm/view/%7bV2%7d_60.LYXIwse.3j)sMKGGhTZuWyQjm4U.gQXn...

Print

Destination

Pages

Layout

Color

More settings

Q

e % M &0 a

1 sheet of paper

= Microsoft XPS Docum  ~

All -
Portrait -
Calor -

v

e - = o=
- o T
1 7_ L = e e
m Cancel
oo
‘ 1673000 ot 00001 10105 | ‘
I 1 i
Step Action

11.

Once the requisition has printed, the two-toned requisition remains displayed on the

screen.

Click the X on the tab in the upper left corner to close the screen.

*
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Uisitions

C Y @& dpsbpsfsisuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NUL.. @ |2

£ My Financials Home ePro Requisitions

New Window | Help | Personalize Page]
Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit|LSUSH Q Requisition Name:

Q
Requisition ID Q Request State[ Al bul Gomplele < Buaget stas %]
Dats From 04252023 IE} Date To 051022023 &)
Requester[WDOOL1 a Entered By Q POID Y
SETEL =y Shaw Advanced Search
Requisitions 7
To view the fifespan and line ftems for a requisition. click the Expand triangle icon
To edit or perform ancther action on a requisition, make a selection from the Action dropdown list and click Go
ReqID Requisition Name BU Date. Request State Budget Total
D 0079963 0079968 LSUSH 0412772023 Canceled Valid 0.00 USD Eo
0079967 Spiit a Distribution LSUSH 041262023 Approved Valid 19000 usp [SelectAdion] | Go
0079966 Save For Later LSUSH 041262023 Open Mot Chid 22254 ysp[[Eelecladion] ¥ o
0079565 SHY Test Special Requis LSUSH 04/26/2023 Approved Mot Chkd 67500 usp[BeleciAdion] V[ @o
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

12. This completes the View Print Form for a Saved Requisition.
End of Procedure.
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Print via the Requisition Report Process

Procedure

In this topic you will learn to Print via the Requisition Report Process.

Step Action

1. NOTE: eProcurement allows the user to view the requisition in several ways.
Users can view print while they are in the requisition, have saved it for later, from
the Manage Requisition menu, and/or from the Purchasing menu.

2. Click the NavBar link.

2

3. Click the Menu link.
IMenu
4, Click the eProcurement link.
eProcurement
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€ > C {Y & dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT LANDINGPAGEGEL? @ = % [ & O &

NavBar: Menu

©)

Recantly Visited

Menu

eProcurement

Buyer Center >

= Manage Requisition Approvals

H Manage Requisitions.

|_FRAMEWORK.PTNUI_ME =&FLDR=EP_PV_BUYER_C...

Step Action

5. Click the Manage Requisitions link.

Manage Requisitions
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Pquisitions

Cc O & dpsb.psfs.lsuhsc.edu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NUIL... @ &

£ My Financials Home ePro Requisitions

New Window | Help | Personalize Page]

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Uit [LSUSH Q Requisition Name. Q
Requisition ID Q Request State[ Al bul Gomplele < Buaget stas %]
Dats From 04252023 £l Date To 051022023 &)
Requester[WDOOL1 a Entered By Q POID a
SETED ey Shaw Advanced Search
RE[\[“S\UO“S 7
To view the fifespan and line ftems for a requisition. click the Expand triangle icon
To edit or perform ancther action on a requisition, make a selection from the Action dropdown list and click Go
ReqID Requisition Name BU Date. Request State Budget Total
D 0079963 0079968 LSUSH 0412772023 Canceled Valid 0.00 USD Go
0079967 Spiit a Distribution LSUSH Approved Valid 199.90 USD Go
0079966 Save For Later LSUSH 0412612023 Open Not Chicd 222554 ysp [[Select Action i | =T
0079565 SHY Test Special Requis LSUSH 041262023 Approved Mot Chkd 875.00 USD Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

6. The Manage Requisition page displays.

7. In this example, the Requisition date of 04/27/2023 is used. There is one (1)
requisition available for review.

Click the Search button.

Search
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@ dpsb.psfs.lsuhsc.edu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT AGSTARTPAGENUL.. @ 1@ % [T & 0O

Q
Requisition ID [ Request State[ All bul Compiete v Budgetstaws[ v
Date From|04/27/2023 Ic] Date To|04/27/2023 [
Requester[WDOOL1 Q Entered By a POID .
SEED ey Show Advanced Search
RE[\[“S\“O“S 7
To view the fifespan and line ftems for a requisition. click the Expand triangle icon
To edit or perform ancther action on a requisition, make a selection from the Action dropdown list and click Go
ReqID Requisition Name BU Date. Request State Budget Total
D 0079963 0079968 LSUSH 0412772023 Canceled Valid 0.00 USD Go
Greate New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

< My Financials Home ePro Requisitions was Financials TRN @ 4O

New Window | Help | Personalize Page]
Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit|LSUSH Q Requisition Name:

Step

Action

Below the list, there are links to Create New Requisition, Review Change Request,
Review Change Tracking, Manage Receipts, and Requisition Report.

To run the process to print one or more requisitions, click the Requisition
Report link at the bottom right of the page.

Requisitiocn Report

NOTE: All reports and processes are run using a ""Run Control ID"". You will
need to create an ID the FIRST time you run a report or process. All subsequent
times you will use **Search' to find your ID. You can create more than one ID.
Click the Add a New Value tab.

Add a Mew Value
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Step Action

10. Run Control ID

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

A Run Control ID is:

* Specific to an end-user’s Operator (User) ID;

* Can be entered in upper case, lower case, or mixed case;

+ Can be up to 30 characters long;

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

+ Cannot contain blank spaces; and

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

11. Enter the desired information into the Run Control ID field. Enter
"VIEW_PRINT_REQ".

£ eProRequisitions Requisition Print

New Window | Help
Requisition Print

Find an Existing Value Add a New Value

*Run Gontrol 1D:[VIEW_PRINT_REC]

Add

Find an Existing Value | Add a Mew Value

Step Action

12. Click the Add button.
Add
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Step

Action

13.

Users will enter or select the following report parameters:
* Business Unit

* Requisition ID

« Statuses to Include:
o Select All
o NOT On Hold

NOTE: The From Date, Through Date and Requester fields will be left blank.

14.

After entering the desired Report Request Parameters, click the Save button.

il Save

Cc O & dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.POY 100.GBL?Page=R..

La e w M a0

£ ePro Requisitions Print Requisition

New Window | Help | Personalize Page
Print Requisition
. Run
Run Control 10: VIEW_PRINT_REQ Report Manager  Process Monitor
Language: i# specified Language © Recipient's Language
Report Request Parameters
Business Unit| LSUSH ¢} Statuses to Include
Requisition ID[0079968 Q Approved Select All
_ Canceled
From Date i) Completed
Through Date ) Open
_ Pending
Requester Q
[NOT On Hald v
& Save | |=] Notify [h Add |[Z] Update/Display
Run

Select the appropriate Server Name.

Click the PSNT list item.
1 PsNT

Page 166




Training Guide
Managing eProcurement Requisitions

C Y @& dpsbpsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.POY100.GBL?Page=R.. @ |2

£ eProRequisitions Print Requisition

New Window | Help | Personalize Page
Print Requisition

RunControl ID:  VIEW_PRINT_REQ Report Manager  Process Manfor | RO
Language: [Engish ] @ Specified Language O Recipient's Language

Process Scheduler Request
Report Request P;

Help
Busing User ID wDoOL1 Run Control ID VIEW_PRINT_REQ
Requis}
Server Name{ PSNT. > Run Date | 05/02/2023 ]
Frol o | | Run Time [8:54:004M Reset to Current Date/Time
Throu Time Zone Q

Red Process List
Select  Description Process Name Process Type “Type *Format Distribution

Requisilion Print SQR PORQO10 SQR Report Distribution

[ save || Notily

OK Cancel

Step Action

17. All other parameters will remain as defaulted.

Click the OK button.
oK,

18. You are returned to the Print Requisition page and the Process Instance is
displayed. You may navigate to the Process Monitor page or the Report Manager
page to check the status of the process and then view the requisition.

Click the Process Monitor link.

Process Monitor
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C Y @& dpsbpsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/REQUISITION_ITEMS.POY100.GBL?Page=R.. @ |2

£ Print Requisition Process Monitor

| New Window | Help | Personalize Page|

Process List || Server List

View Process Request For

User 1D/ WDOOL1 @ Type [ v [Last ~] 1 Refresh
severl %] Name @ Instance From Instance To T
Run Status| v o Status v Save On Refresh Report Manager Reset
Process List Personalize | Find | ViewAll | ()| i§  First (4 130f3 (b Last
Select Instance  Seq Process Type z;“"':fs User Run DatefTime Run Status E"::L‘:““" Details  Actions

32477 SQOR Report PORQO010 WDOOL1 05/02/2023 8.54.00AM CDT Success Posted Details  Actions
32476 Application Engine FS_BP  WDOOL1 050172023 9.57:27TAMCDT  Success Posted  Deails ~ Actions
32475 Application Engine FS_BP  WDOOL1 05/01/2023 9:42.41AM CDT Success Posted Details  Actions

Go back to Requisition Print
5l Save || Motify

Process List | Server List

javascriptsubmitAction_winO{document.win®, PMN_PRCSLISTShfind$0");

Step

Action

19.

The process must have a Run Status = Success and Distribution Status = Posted.
If either status is other than Success or Posted respectively, click the Refresh button
every 10-15 seconds until the correct statuses are achieved.

Click the Report Manager link.

Report Manager

Page 168




Training Guide

Managing eProcurement Requisitions

& Process List

Report Manager

Administration List

Explorer || Archives
View Reports For
Folder ¥} Instance o Refrash
Name Created On [ [Last ~] 1| [Days ~]
Reports Personalize | Find | View &l | &1 | [ First 4 1-30f3 (» Last
N Completion Report Process.
Report Report Description Folder Name i = e
1 PORQO10 REQUISITION PRINT SOR  General 3292}5‘3 22864 32477
S COMM. CNTRL. BUDGET - ar
2 FS_BP PROCESSOR General 22863 32476
COMM. CNTRL. BUDGET 05/01/23 - o
3 FS_BP PROCESSOR General 43A0 22862 32475

Go back fo Process Requests
il Save

Administration | List | Explorer | Archives

New Window | Help | Personaiize Page]

Step

Action

20.

Click the PORQO010 link.

Report

The blue link un the Report column is the completed report.
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Report Index

New Window | Help | Personaiize Page]

Report
ReportID 22864 Process Instance 32477 Hiessage Log
Name PORQO10 Process Type SOR Report

Run Status Success

Requisifion Print SOR
Distribution Details

Distribution Node REFNODE Expiration Date |05/16/2023
File List
Mame File Size (bytes) Datetime Created
PORQ010_32477.PDF 6,361 05/02/2023 8:57:07.163000AM CDT
PORQO10_32477.out 107 05/02/2023 8:57:07.163000AM CDT
SQR_PORQ010_32477 log 1,891 05/02/2023 §:57:07.163000AM CDT
Distribute To
Distribution 1D Type #Distribution 1D
User wDooL1

Return

javascriptsubmitAction_winO{documentwind, PMN_DERIVED_MESSAGELOG_BTN');

Step Action

21. Click the PORQO010_32477.PDF link.
PORQOMO_32477 PDF
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File Edit View Sign Window Help

T ® B Q 1o A MO @ mx- @ P e a =B O

Tools PORQO10_32477.P... * @ signin

Requisition
Page 1
ShipTo:  LSUHSC Streveport jsition Numper 0079968 -
N - revepol ats 04/37/2023 ~
P R EuEs(El Dooley, Wanda & I:E’ Export PDF
Telephone
1673000
Locatic LSUSH B
Suugesled 0000041388 Date D‘;:lmd D4/30/2023 E& Create PDF e
Vendor: ‘ODP BUSINESS SOLUTIONS, LLC Requester Signature
PO BOX 660113
ngLAS TX 75266 Comment
LINE ITEM ID AND COMMODITY/SERVICE DESCRIFTION ‘ORD | UNIT UNIT PRICE| EXTENDED AMOUNT
1 Saoteh(R) Transparent Gresnar Tape, 34 s.00| PK 42.49 000 4 Fill & Sign
%900, Clear, Pack of 12 ralls
2 Pentel(R) EnerGe)(TM) RTX Retractable 3.00 | PK 36.49 o.o00
Liquid Gel Pens, Mesium Pcint. 0.7 mm, /6 More Tools
Assonted Colors. Pack Of 12 Pens
Total uisifion Amount: o.o00

Step

Action

22.

The PDF file displays. You may select the printer icon to print the requisition.

23.

This completes Print via the Requisition Report Process.
End of Procedure.
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Use the Lookup Feature

Procedure

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

Step Action

1. Click the NavBar link.

2. Click the Menu link.
IMenu
3. Click the eProcurement link.
eProcurement

NavBar: Menu

Menu
Visited eProcurement
Buyer Center >
Favoriles = Manage Requisition Approvals
— H Manage Requisitions.
Menu H Receive ltems
= = Reports
e
A - e

javascriptPTNavBar.OpeninWin p: suhsc.edu/psp/fs MPLOYEE/| \IN_MENU.PV_PROCURE_RE ' PV_PROCURE_REQ_GBL%...
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Step Action

4, Click the Requisitions link.

Requisition

5. Click the Special Requests link.

['l__-_:] Special Reguests
Create a non-catalog request

6. Click the Requisition Setings menu.

“:‘:’:’ Fequisiion Seffings

7. 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.

The Look up feature is depicted in the database as a magnifying glass. Anytime you
see a magnifying glass next to a field, you have look up capability.

8. In this example 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 ACCUTEMP utilizing the Lookup
feature. Once selected, the system will default the Supplier ID number into the
Supplier field, thus completing the Lookup process.

c O @ dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCUREREQ.. & 12 % [T #

B Requisition Settings
Help = haa
Crg Business Unit |LSUSH |Q LSUHSC Shreveport Requisition Name
Wek *Requester [WDOOL1 A Dooley, Wanda & Priority

*Cumency USD
Default Options (%

) Default If you select this option, the defaults specified below will be applied o requisition lines when there are no predefined values for these
fields.

® override If you select this option, the defaults specified below will override any predefined values for thess fieids,only non-blank values are assigned

Line Defaults [

Note: The information in this page does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are available for sourcing.

Supplier Q Category (00000 Q
Supplier Location Q Unit of Measure Q
TN
Buyer
Shipping Defaults
Ship To
Due Date ol Attention
Distribution Defaults
Accounting Tag Q Accounting Date |05/02/2023 |5j
Accounting Defaults Personalize | Find | &1 First (4 10of1 (b Last
Chartfields1 || Chartfields2 || Details || Asset Information | [F=0)
Dist Percent Location GL Unit Account Dept Fund Program Class Product
1 o [LsusH o aQ a aQ aQ a q
3
4 »
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Step

Action

9.

Click the Supplier Lookup button.

Help ~fca
Business Unit LSUSH @ LSUHSC Shreveport Requisition Name
iy [LEel] @ Dooley, Wanda G Priority
*cumency |USD
Default Options (%
© Default If you select this option, the defaults specified below will be applied to requisition lines when there ars no predefined valuss for these
Supplier Search
® Override are assigned
Help
Line Defaults (3 Supplier ID Find
Note: The information in | Name: EE n this page will
replace the data in the cof Short Supplier Name
Supplier Alternate Supp Name
Supplier Location City
Country Q State
Buyer L [
Postal Code
Shipping Defaults
€  Entersearch criteria to find a supplier
Ship To
Select Cancel
Due Date
Distribution Defaults
ting Tag ., il e s
Accounting Defaults. Personalize | Find [ ] [} Fist (4 10f1 (b Last
Chartfields1 || Chartfields2 || Defails || Assetinformation | [F=0)
Dist. Percent Location GL Unit Account Dept Fund Program Clac Product
1 @ [LsusH Ja Q Q Q Y Q E
4 »

Step

Action

10.

A pop-up Supplier Search panel displays. Users will enter part or all of the supplier
name in the Name field.

Enter the desired information into the Name field. Enter "ACCU".

11.

Click the Find button.
Find

12.

The system has only returned supplier names that begin with the "ACCU." A total
of 14 options have been retrieved with the first 10 displaying in the Search Results
area.

13.

Click the Line 5 ACCUTEMP PRODUCTS, INC option.
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Step Action
14. Click the Down button of the scrollbar.
15. Click the Select button.
Select
16. The system defaults the desired Supplier ID and Supplier Location code into the
Supplier and Supplier Location fields respectively.
17. This completes Using the Lookup Feature.

End of Procedure.
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Create/Find a Run Control ID

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

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

Step Action
1. Click the NavBar link.
2. Click the Menu link.
Menu
3. Click the eProcurement link.
eProcurement
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€ - C {Y & dpsbpsfslsuhscedu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORKPT LANDINGPAGEGEL? @ 1 % [ # O & :

NavBar: Menu

Menu
Visited eProcurement
Buyer Center >
Favor = Manage Requisition Approvals

H Manage Requisitions.

javascriptPTNavBar.OpeninConten s/ asfs.lst /EMPLOYEE/ERP/c/NUI_FRAMEWORK.PTNU|_MENU_COMP.GBL?sa=&FLDR=EP_PV_BUYER_C...

Action

Click the Manage Requisitions link.

Manage Requisitions

In this example, the Requisition ID is 0079965 and the Date From is 04/26/2023.
The Date To will remain as defaulted.

Enter the desired information into the Requisition ID field. Enter "0079965".

Enter the desired information into the Date From field. Enter "04/26/2023".

Click the Search button.
| Seach |

Click in the Requisition Report field.
Requisition Report
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Cc O @ dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV REQ STATUSGB.. @ 12 w [ %

£ Manage Requisitions Requisition Print

Hew 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 a New Value

Search Criteria

 Case Sensitive

]
Search Clear | Basic Search |27 Save Search Crtena

Find an Existing Value | Add a New Value

Step Action

10. The first time you use Requisition Report, 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; clicking the Search
button will display any existing run control ids. Create a new Run Control ID by
clicking the Add a New Value tab or hyperlink.

NOTE: On all subsequent prints, you will use the Find an Existing Value tab to
search for existing Run Control IDs.

11. Click in the Add a New Value field.

Add a New Value
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Cc O @ dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ STATUSGB.. @ 1@ w [T %

£ Manage Requisitions Requisition Print

Hew Window | Help

Requisition Print

Find an Existing Value Add a New Value

*Run Control 1D

Add

Find an Existing Value | Add a New Value

] 9:55 AM
sl @) Print Requisition - .. gy TEAM o

5/2/23

Step

Action

12.

Run Control ID

A Run Control ID is used to access the Process Scheduler. You may save
parameters 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:

* Specific to an end-user’s Operator (User) ID;

* Can be entered in upper case, lower case, or mixed case;

* Can be up to 30 characters long;

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

« Cannot contain blank spaces; and

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

13.

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

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

14.

Examples of Run Control IDs that do not meet requirements:
1. REQ RPT because there is a blank space between the two words; or

2. REQUISITION_REPORT'S because a special character, an apostrophe, is used.
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Step

Action

15.

A Run Control ID must be created to run many reports in PeopleSoft. If a Run
Control ID is created that is unique to a specific report, it can be used to run the
specific report in the future. The advantage to this method is that all report
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 ID to use for all reports, then you
will need to change all report parameters each time a report is run.

16.

Enter the desired information into the Run Control ID: field. Enter "REQ_RPT".

17.

Click the Add button.

Cc O & dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_REQ_STATUS.GB...

£ Manage Requisitions Print Requisition
Hew Window | Help | Personalize Page
Print Requisition
RunControl ID:  REQ.RPT Report Manager  Process Monitor G
Language: {81 specified Language © Recipients Language
Report Request Parameters
Business Unit [+} Statuses to Include
Requisition ID Q O Approved Select All
From Date I: Canceled
[ Completed
Through Date [CJopen
Requester Q [ panding
[NOT On Hold v
Al Save || =1 Notify b Add || 7] update/Display
Step Action
18. The parameters you enter on the Print Requisition page will be saved to the
specified Run Control ID. When running the report in the future, the user will only
change the Requisition ID; all other fields will remain as defaulted. You must save
your parameters in order for your parameters to default in the future.
19.

Enter the desired information into the Business Unit field. Enter "LSUSH".
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£ Manage Requisitions Print Requisition

Hew Window | Help | Personalize Page
Print Requisition

RunControl ID:  REQ.RPT Report Manager  Process Monitor i
Language: @® Specified Language ) Recipient's Language

Report Request Parameters

Business Unit| LSUSH a Statuses to Include

Requisition ID o O Approved Select All
Canceled

) Completed

Open

_ Pending

From Date

Through Date

Requester Q

[NOT On Hold v

&l save |[=] Notity % Add || 2] Update/Display

Step Action

20. Enter the desired information into the Requisition ID field. Enter "0079965".

21. 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 1D will be sufficient to identify the requisition.

22. Statuses to Include

If you select the wrong status, it will prevent the requisition from printing (i.e.g, the
end-user checked Pending, but the requisition is 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 Al
23. The bottom status will remain as defaulted as NOT On Hold.
24, Click the Save button.

NOTE: The Run Control and associated parameters must be saved to be reused
for future prints.

ol Save
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Cc O @ dpsb.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV REQ STATUSGB.. @ 1@ & [ # 4

Print Requisition [A A

New Window | Help | Personalize Page

Print Requisition

RunControl ID:  REQ.RPT Report Manager  Process Monitor G
Language: @® Specified Language ) Recipient's Language

Report Request Parameters

Business Unit| LSUSH Q Statuses to Include
Requisition ID[0079965 [¢% Approved Select All
. Canceled

From Date & Completed

Through Date ) Open
- Pending
Requester Q
[NOT On Hola v

Al save |[[=] Notity [ Add |[F] update/Display

Step

Action

25.

NOTE: After savings your parameters, you would click the Run button to begin

the print process. You must access the Report Manager to view and print your
report.

For training purposes only, click the Manage Requisitions link, then click the
Requisition Report link.

| £ Manage Requisitions
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C { @& dpsbpsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ STATUSGEL @ |2

£ Manage Requisitions Requisition Print

Hew Window | Help
Requisition Print

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

Find an Existing Value Add a New Value

Search Criteria

Run Control 1D |

O Case Sensitive

]
Search Clear | Basic Search |27 Save Search Critena

Find an Existing Value | Add a New Value

Step

Action

26.

Click the Search button.
Search
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£ Manage Requisitions Requisition Print

Hew Window | Help
Requisition Print

Enter any information you have and click Search. Leave fiskds blank for a list of all values.
Find an Existing Value || Add a New Value
Search Criteria

Run Control 1D

 Case Sensitive

]
Search Clear | Basic Search |27 Save Search Crtena

Search Results

ViewAl First (4 1zoiz (b Last
Run Control ID

REQ_RPT

VIEW_PRINT_REQ

Find an Existing Value | Add a New Value

£ Q@ Print Requistion -

Step Action

217. A list of available Run Control IDs will display. Once a Run Control is selected,
the Print Requisition page displays the information from the most recent print
request for that Run Control ID.
NOTE: If you did not save your run control parameters, the Run Control ID was
not saved and the run control will not display in your search results. Also, if only
one run control has been created, the system will default you to the Print
Requisitions page.
Click the REQ_RPT link.
RECQ_RPT

28. The Print Requisition page associated with the selected run control displays.

29. This completes Create/Find a Run Control ID.

End of Procedure.
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