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Managing eProcurement Requisitions
Entering an eProcurement Requisition

Speedcharts - Review for Edit

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.
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Step Action

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

Click the NavBar button.

@ Employee-facing registry content X

& > C @& rcbapsfslsuhscedu/psp/fstr/EMPLOYEE/ERP/h/?tab=DEFAULT

inl,'PTNUL_NB_HDRWRK_PTNULNB ACTION;

Step Action
5. Click the Navigator button.
Navigator
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@ Employes-facing registry content X

« - C @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT fr o H

NavBar: Navigator

o
:‘ Requisitions F

Reconcile Requisitions >

Recent Places

' Reports >

My Favorites

Review Requisition Information >

Add/Update Requisitions

Navigator

Approval Workflow

E Approve Amounts

Fluid Home

Approve ChartFields

Budget Check

[N— .}

[ P——
uhsc.edu/pse/fstrn_newwin/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PTNUL MENU_COMP.GBL?sa=&FLDR=PORTAL_ROOT ...

javascriptPTNavBar.OpenlnContentArea(%27httpsi//rcba.psfs s

Step Action

6. NOTE: The NavBar Menu navigation remains on the last menu option selected.
The Back to Root Arrow button, if present, will take you back to the Financials
Home page menu. If the Back to Root Arrow is not present, the top of the
Financials Home Page menu is being displayed.

Click the Back to Root button.

&*
7. Click the Down scrollbar.
8. Click the LSU Processes link.

LSU Processes

9. Click the LSU SpeedType Lookup link.
LSU Speedtype Lookup
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Step

Action

10.

NOTE: In this example we are searching for all the SpeedCharts for a specific
Department.

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

Click the Search button.

Search

@ LSU Speediype Logkup

< c @ rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/ZZGL_MODULE.ZZGL_SPEEDTYPE.GBL
Favorites ¥ MainMenu~ 5 |SUProcesses™ > LSU Speedtype Lookup Workiist | 4 Home | Sign Out
Financials TRN i BY Acvanced Search [ Last Search Resufts ~ Add To = Aot ®
Notification NavBar
Program Code begins with v Q -
unt begins with v Q
Department. begins with v || 1673000 Q
Project begins with ~ Q
Federal A-21 Cost Category: | begins with
Oinclude History Ocorrect History [ case Sensitive
Search Clear | Basic Search P save search Criteria
Search Results
View All First (4) 13zofaz (b Last
Cost
SpeedType LSUIA  LSUAccount Fund Class Program Federal A21  HR Account
S0 ey Number  Number Description Code Field Code |ccount Department Project Cost Category Code i;’:’"
USH 0067301001 (blank) (blank) SBS Alloc to Hosp 111 10105 00101 (blank) 1673000 (blank) INST ADDG730100 193001
LSUSH 0673000001 (blank) (blank) Information Tech 111 10105 54000  (blank) 1673000 (blank) (blank) 0673000001 (blank)
LSUSH 0673001003 (blank) (blank) Computer System Conv 111 10105 54114 (blank) 1673000 (blank) (blank) (blank) (blank)
LSUSH 167301001A (blank) (blank) ARRA'LHCQF EHR 113 35200 20001 (blank) 1673000 167301001A PUBS NiA 19301
LSUSH 2011201002 296473 533142506 Comp Sys - Pelican Support 115 10305 54118 (blank) 1673000 (blank) GA A2011201002 9901
LSUSH 2673001001 281670 583142500 COMPUTING SERVICES 115 10305 54000 (blank) 1673000 (blank) (blank) A2673001001 (blank)
LSUSH 2673001002 281671 583142501 COMPUTING-SHARED SYS 115 10305 54112 (blank) 1673000 (blank) (blank) A2673001002 (blank)
LSUSH 2673001003 281675 583142502 COMPUTER SYSTEM CONV 115 10305 54114 (blank) 1673000 (blank) (blank) A2673001003 (blank)
LSUSH 2673001004 281673 553142503 COMPUTER SERVICE SUP 115 10305 50001 (blank) 1673000 (blank) (blank) A2673001004 (blank)
LSUSH 2673001005 281677 553142504 COMPUTER SVC SUPPORTEAC 115 10305 54117 (blank) 1673000 (blank) (blank) A2673001005 (blank)
LSUSH 2673001006 281680 583142505 COMPUTER SVC SUP-EAC 15 10305 54150 (blank) 1673000 (blank) (blank) A2673001006 (blank)
LSUSH 5673001001 361672 583148221 MAINFRAME COM UPGRAD 13 40130 20001 (blank) 1673000 5673001001 (blank) A5673001001 (blank)
LSUSH 5673001003 361676 583148501 ADM COMPUTER §YS 13 40130 50001 (blank) 1673000 5673001003 (blank) A5673001003 (blank)
LSUSH 5673001004 640525 583148502 COMP. NETWORK/SUPPOR 13 90145 50001 (blank) 1673000 5673001004 (blank) AB5673001004 (blank)
LSUSH 5673001005 640524 553148500 COMP SRV COMM CARE 13 40300 50001 (blank) 1673000 5673001005 (blank) A5673001005 (blank)
LSUSH 5673001006 361673 583148503 COMPUTER SERVICE-PBS 13 40300 50001 (blank) 1673000 5673001006 (blank) A5673001006 (blank)
LSUSH 5673001007 361674 553148504 COMPUTER SERV SUPPOR 13 40300 50001 (blank) 1673000 5673001007 (blank) A5673001007 (blank)
S ey . SER-CHANCEL SUP 13 40300 50001 (blank) 1673000 5673001008 QIA A5673001008 99.01
javascriptsubmitction wind{documentwind #ICRowS): s acn iy 422 _onazn onons oo .,? se72000 002000 thinai £27200:000 tia

Step

Action

11.

Select SpeedType Key for the department you wish to review.

Click the SpeedType Key link.

2673001001
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@ LSU Spesciype Loskup

&« c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/ZZGL_MODULE.ZZGL_SPEEDTYPE.GBL
Favorites ¥ MainMenu™ 5 |SUProcesses~™ > LSU Speedtype Lookup Workiist | 4 Home | Sign Out
Financials TRN Navigator ~ | Search Pl Advanced Search [l Last Search Results AddTo v v @
Notification NavBar
New Window | Help | Personalize Page
LSU Speedtype Additional Fields
SetlD: LSUSH Speed Type: 2673001001 COMPUTING SERVICES
Legacy Account Information
Acct Number:| 538142500  |A Number: 281670
Chartfields
Department: 1673000 Informatian Technology-Admin
Account:
Project
Fund Code: 15 RESTRICTED BUDGETED FUND
Program Code: 54000
Class Field: 10305
[G)Save ||[5h ReturntoSearch ||+5] Previousin List |45 NextinList [=] Notify = Include History | |EZ# Correct History
LSU Speedtype | Additional Fields

Step Action

12. 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.

13. 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.

14. 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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@ Add/Update Requisitions

c & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL

Main Menu Purchasing Requisitions Add/Update Requisitions Worklist # Home Sign Out

Requisition Defaults

- }
Fin: " Upuons (7 "
ar
O Default t this option, the default values entered on this page are treated as part of the defaulting logic and are -
| Y no other default values are found for each field. If default values already exist in the hierarchy, they
Mal are used, and the values on this page are not used
Rel i
® override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned
Line
Buyer AANDER1 Q Anderson, Alison Unit of Measure Q
Supplier 0000002440 C CFFICE DEPOT Supplier Location |14 Q
L
Category Q Supplier Lookup
Schedule
Ship To LSUSH Q LSUHSC-Shreveport “Distribute By
Due Date|08/11/2020 _|[5)
Ultimate Use Code Q Ship Via| GRND Q
Attention To Freight Terms |PP&A Q
Cne Time Address
Distribution
SpeedChart Q
Ad
Distributions
Details || Asset Information
Li Dist Percent GL Unit Account Dept Location IN Unit Fund Program Class Budget Date
D
LsUsH|a, aQ @ a @ Q @ @ 06/04/2020
Ling
OK Cancel Refresh
»
[l »

15.

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

16.

Click the SpeedChart Look up button.
Q

17.

Click the 2673001001 link.
2673001001

18.

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

19.

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.

Account
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Step Action

20. 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.

21. 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.
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Favorites Main Menu Purchasing Requisitions Add/Update Requisitions Worklist # Home Sign Qut
Financials TRN w1 Requisitions ~ | Search B /\tvanced Search Add To Ao ®
Notification NavBar
| Distribution Details
Mai
Help
Sc Maintain Requisitions
B Distribution
Req]
et Requisition ID 0083142 Item D-RING BINDER, 5" RING, RED
Lin Line 1 Status Active st
1 Schedule 1
9 Ship To LsusH LSUHSC-Sh Quantity 5.0000 EA
“Distribute By Open Quantity 5.0000
= Merchandise Amt 64.95 USD
SpeedChart Qiuit-SpeeiCharts
Distributions
Charffields Details Asset Information Budget Information
Adi
Distrib  Status Percent Quantity Merchandise  GLunit  Account Dept *Location INUit Fund  Prog
ey
1 Open 100.0000 5.0000| 64.95 LsusH|@_ (546700 @ 1053000 |@ [MB0O10303  |@ 111 |@, 0000
OK Cancel Refresh
»
javascriptsubmitction_winO{document.wind, REQ PNLS_WRK_GOTO_MULTL SPCHART?; | »

Step Action

22. Using Multiple SpeedCharts per Line Item
Use this procedure when you want to split the charges or overwrite an existing
ChartField at the PO and Requisition line level.
The Multiple SpeedCharts functionality provides you with the ability to choose
whether you want to override or append multiple SpeedCharts to existing ChartField
Values. You can use multiple SpeedCharts to automatically calculate distribution
guantities, amounts, and percentages.
Navigation: Click on the Schedule icon on the line item you wish to split the charges
for, then click the Distribution/ChartFields icon.
Click the Multi-SpeedCharts link.

23. If you know the SpeedChart you want to use, you can enter the complete

SpeedChart Key or you can enter part of the SpeedChart Key, click the LookUp
icon and select a SpeedChart from the list.

Click the Add a new row at row 1 link.

[+]
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@ Add/Update Requisitions

&« c & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL?FolderPath=PORTAL_ROOT OBJ... ¢ 0 H

Favorites Main Menu Purchasing Requisitions Add/Update Requisitions Worklist 4 Home Sign Out

.
Financials TRN v wo- @

Notification NavBar

Distribution Details * jge
Mai Help
Se Maintain Requisitions
Distribution
Bus
Redg Requisition ID 0068142 Item D-RING BINDER, 5 RING, RED
Re[ Line 1 Status Active |
Lin Schedule 1 st
1] Ship To LSUSH LSUHSC-Sh Quantity 5.0000 EA
“Distribute By[Quanity | Open Quantity 5.0000
Merchandise Amt 64.95 USD
S¢ SpeedChart @ Multi-SpeedCharts
Distributions
| | Chartfields || Details || Assetinformation | Budget information I
Ad Distrib  Status Percent Quantity et GLUnit  Account Dept *Location INUnit  Fund Prog
E 1 Cpen 60.0000 3.0000] 3887 LsusH|@_ (546700 |q [1053000 |@ [MBO10303  |@ 11_|o [oooofay
2 Open 40.0000 2.0000| 25.98 Lsusk|@ (546700 |q@ (1053000 |@ |MBO10303  |@ 11 |@ [0000
OK Cancel Refresh
Al »
« I
Step Action
24, Enter how you want to distribute the charges. In this example, the quantity was
distributed between the two Chartstrings, 3 and 2.
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@ Add/Update Requisitions

<« c @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL?FolderPath=PORTAL_ROOT_OBJ... ¥r @ H
Favorites Main Menu Purchasing Requisitions Add/Update Requisitions Worklist # Home Sign Qut
Financials TRN  [—— im0 @

Notification NavBar
Distribution Details

Mail
- Help |

Sc Maintain Requisitions

B Distribution

Req|

et Requisition ID 0083142 Item D-RING BINDER, 5" RING, RED

Lin Line 1 Status Active st

1 Schedule 1

9 Ship To LsusH LSUHSC-Sh Quantity 5.0000 EA
I “Distribute By [Quantty  ~| Open Quantity 5.0000
= Merchandise Amt 64.95 USD
SpeedChart Q@ Multi-SpeedCharts
Distributions
Charffields Details Asset Information Budget Information
Adi
Distrib  Status Percent Quantity Merchandise  GLunit  Account Dept *Location INUit Fund  Prog
oy
1 Open 100.0000 5.0000| 64.95 LsusH|Q (546700 @ (1053000 |@ [MB0O10303  |Q 111 |@, [0000
OK Cancel Refresh
»
1 »

25. Overwrite a SpeedChart:

In this scenario, incorrect ChartField value information was entered for this line item

You can lookup the Speedchart information to find the correct SpeedChart. Refer to
the SpeedChart Lookup document for assistance.

The Speedcharts for the department is displayed, find the SpeedType Key that list
the ChartString values you want to use for the line item.

Click the SpeedType Key in the SpeedChart field. The ChartString values will be
displayed.

Click the SpeedType Key in the SpeedChart field. The ChartString values will be
displayed.

Ql
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Step Action

26. Append SpeedChart

In this scenario you will append a new ChartString to an existing one, creating a
second distribution row.

Navigation:

Click on the Schedule Icon on the line item you wish to split the charges for, then
click the Distribution/ChartFields Icon.

Click the Append option.

':'Append

217. Enter the Chartfield Key.

Click the OK button.

OK

28. The append SpeedChart action creates a second distribution line. Update the second
distribution line to change the percentage of distribution and add the account code.

29. 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 Main Menu link.

Main Menu

2. Click the eProcurement link.
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[ Test PS Desktap - Desktop Viewer
@ Employee-facing registry contant X

< c 0

8 rcba.psfs.lsuhscedu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT * M8 2

Favorites ¥ I

Financials

o
)
o
o
)
s
)
o
=)
)
s
=)
o
=)
o
)
o
&)
)
s
)
o
B
B

Search Menu:

Accounts Payable
Allocations
Background Processes
Banking

Commitment Control
Cost Accounting
Customer Contracts

Enterprise Components,

Worklist | ¢& Home | Sign Out

Advanced Searcn )
Notification

NavBar

Personalize Content | Layout ? Help

LR I Y

e Procurement

General Ledger
Inventory

ltems

Lease Administration

LSU Processes

mm m m m &

PeopleTools IREqUiSi-icn I

Buyer Center 3
Manage Requisition Approvals

Manage Requisitions

Receive llems

Reports

Procurement Contracts
Purchasing

Reporiing Tools

SCM Integrations

Set Up Financials/Supply Chain
Suppliers

Worklist

eForms WorkCenter

My Preferences

Step Action

3. Click the Requisition link.

Requisition

4. 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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[ Test PS Desktop - Desktop Viewer - ] %

@ Requisition

<« C )Y & rcbapsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath=POR.. ¥ [ M

Favorites ™ Main Menu ¥ eProcurement ™ > Regquisition Worklist | i Home | Sign Out

Financials TRN v | o e 2

Notification NavBar

New Window | Help | Personalize Page

Create Requisition (z

Welcome Dooley, Wanda G I
v Home /%My Py Requisition Sefings | | BF 0 Lines | Checkout
Request Options - Search Search Advanced Search
Enter search criteria or select Web r:] Special Requests ' Favorites
from the menu on the right to =l P a ol
begin creating your requisition Browse Supplier Websites Create a non-catalog request Browse Favorite ltems and Services

Thomas Scientific
Fisher Scientific
Grainger

Sigma Aldrich
Lowes

More...

Templates Recently Ordered
Browse Company and Personal View recently ordered items and
Templates services
TUL(R) Retractable Gel Pens,...
D-RING BINDER, 5" RING, RED

Step

Action

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

Click the Requisition Settings link.

Requisition Setings

Page 15



Training Guide
Managing eProcurement Requisitions

@ Requisition

rcba.psfs.lsuhsc.edu/psp/fstr/E ‘ ] J/PV_N |_| U.PV_ C _REQ. ?FolderPath=...
& c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_PROCURE_REQ.GEL?FolderPath

Favorites ¥ Main Menu ¥

Financials TRN w1

Requisition Settings

Create Requij =
Business Unit |LSUSH LSUHSC Shrevepart Requisition Name

B Requester |WDOOL1 Dooley. Wanda G Priority

“Currency |USD
Requed
Line Defaults
Enter search cri Note: The information in this page does not reflect the data i the selectad requisition lines. When the 'OK' button is clicked, the data entered on this page will
from the menu of replace the data in the con s on the selected lines that are available for sourcing.
EETEEL Note: The defsuits specified in this page will be apolied to requisitien lines which are availsbla for scurcing when there are no predefined valuas for these fislds.
Supplier Q Category (00000 Q
Supplier Location a Unit of Measure o,
Buyer Q
Shipping Defaults
Ship To [LSUSH a Add One Time Address
Due Date = Atention

Distribution Defaults

Accounting Tag a Accounting Date[ 10202021 |5
Accounting Defaults Parsonalize | Find | 0| [ First (4 10f1 () Last
Chartfields1 || Chartfieids? || Details || Asset Information | [FE0)
Dist Percent Location GL unit Account Dept Fund Pragram Class Product Proj
1 MB010303 Q [susH g @, [1053000 | [111 |cy [o0001 Q [10105 |Q [+
3
oK Cancal

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).

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

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.
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e

Favorites

Financials TRN w1

a &« M »
& Home

P,

c 0

Main Menu

@ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=...

eProcurement Wiorklist Sign Out

®

MNavBar

Requisifion

Requisition Settings

Create Requij

Welcome  Dooley,

=

Business Unit |LSUSH

Requester |WDOOL1

Line Defauits [

LSUHSC Shreveport

Deoley, Wends G

Persoraize Page
Help -

Entar search cri
from the menu of
begin creating y

Mote: The information in this page does not reflect the data in the selected requisition lines. When the 'OK’ buttd red on this page will
re available for sourcing

replace the data in the corresponding fields on the selected lines that are

Note: The defauits specified in this page will be applied to requisitien lines which are availsble for scursing when there are no predefined values for these fields.
Supplier Q Category 00000 =8
Supplier Location a Unit of Measure a
Buyer Q

Shipping Defaults

Ship To [LSUSH Add One Time Address

Due Date = Atention
Distribution Defaults
Aczounting Tag a Accounting Date 102202021 |5

Accounting Defaults Parsonalize | Find | &0 | [ First (4 1of1 (p Last

Chartfields1 || Chartfieids? || Details || Asset Information | [FE29)
Dist Percent Location GL Unit Accaunt Dept Fund Pragram Class Product Proj
1 MEO10202 Q [susH |Q @, [1053000 |@ (111 |@ [00001 Q [10105 |Q [+
3
oK Ganoel

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.

10.

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
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Favorites

@ Requisition

< c 0

Create Requij

Welcome  Dooley,

[

Entar search cri
from the menu of
begin creating y

Main Menu

eProcurement

Financials TRN w1

Requisition Settings

Business Unit |LSUSH
Requester WDOOL1
*Currency [USD
Line Defaults (7
Note: The information in this page dg

replace the data in the corresponding
Note: The defauits spacified in this pag)

Supplier
Supplier Location [ |
Buer [
Shipping Defaults
shipTo [LSUSH |
Duepate ||
Distribution Defaults
Accounting Tag| |
Accounting Defaults
Chartfields? | Chatfieids? | Def

Dist Percent Location

1 MBE01030!

ok || cancel

Requisifion

Look Up Buyer

Look Up Clear GCancel | Basic Lookup

Search Resulis

View 100 Fust (4 1185dii4s (b Last
Buyer Name

AALFOB  Alford Annette Foster
AANDER1  Anderson, Alison
ABRENZ  BrennanAndrew
ACRAIG  Craig, Alethea

ADELAT  Delatie, Adam T.

AFUSSE  Fussell Alice R

AHOOD  Hood, Ava

AJOHNT  Butler, Amanda Francesca
AMALE2  Malbrough, Amanda R
AMEAL  Neal, Angela

ASALTA  Saftzformaggio, Anthany
ASTEPH  Stephany. Atwood
SBELLZ  BelBarbara§

SBELLG  Bel, Barbara S

SBELLT  BelBabarzS
SBROWNS  Erown, Bessie

BDANIE1  Koonce. Branda L
SHARGR  Hargroder-Ba, Brady
BIVANO Ivanova Biisna P
BLEER Lee, Barbara L

BMECHE  Meche, Bonnie
CCOLWE  Colwed, Carol Ann
CDAVISS  Davis, Candy D
CFLETC  Fiet 1A
CFREEZ  Freeman, Christopher R
CHAROL  Haroid, Carmen P
CJOH1&  Johnson, Chantell N
CMATHI  Mathieu, Giarissa Y
CMCQU1  MoQueen, Carole L
CMNAQUIT  Naquin, Carey L
CONEIL  O'Neill, Ghristopher
CSTROU  Stroud, Carolyn J
CTAVL2  CoxCyntiaT

4

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=...

Workist | f Home

Add To

Help

Jest Punchout Requision
v

data entered on this page will

values for thesa fiskls.

Fist (4 10f1 (}) Last

Sign Out

~ @

sbon  MavBar

Personaiize Page

Step

Action

11.

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).

12.

Click the Look Up button.
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@ Requisition

< (&)

Favorites

Main Menu

Training Guide

Managing eProcurement Requisitions

rcba.psfs.lsuhsc.edu/psp/fstrn/ JC/PV_ |_| PV | ! ?FolderPath=...
& rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_PROCURE_REQ.GEL?FolderPath Q & »

eProcurement

Financials TRN w1

Create Requij

Welcome  Dooley,

| remss

Entar search cri
from the menu of
begin creating y

Requisition Settings

Business Unit |LSUSH
Requester WDOOL1
*Currency |[USD
Line Defaults (7
Note: The information in this page dg

replace the data in the corresponding
Note: The defauits spacified in this pagy

Supplier
Supplier Location [ |
Buer [ |
Shipping Defaults
shipTa [LSUSH |
DueDate ||
Distribution Defaults
Accounting Tag| |
Accounting Defaults
Chartfields? | Chatfieids? | Def

Dist Percent Location

1 MBE01030!
|

4

ok || cancel

Requisifion

Look Up Buyer

Buyer
Hams cox

Look Up Clear

Search Resulis

View 100 Fust (4 1202

Buyer Name

E Cox, Pameia K.
CTAYL2 | CoxCynthia T

Cancel

» Last

Basic Lookup

Workist | i Home

Add To P @

sbon  MavBar

Sign Out

Personaiize Page

Help

Jest Punchout Requistion
v

data entered on this page will

yalues for thesa fiskls.

Fist (4 10f1 (p) Last

Step

Action

13.

Click the CTAYL2 link.

[

A name or list of names will display in the Search Results area.
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@ Requisition
(¢ 0 & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=...
Main Menu eProcurement Reguisiion Workiist #& Home Sign Out
Financials TRN w1 e Add To e @
Requisition Settings R e
s [FEmonaze Fae
Create Requij - -
Business Unit [LSUSH LSUHSC Shreveport Requisition Mame | SH Test Punchaut Requistion
Welcome  Dooley]

Requester |WDOOL1 Decley, Wends G Priority
_ “Currency |USD

Line Defaults |7

Entar ssarch cri Note: The information in this pag doss nat reflect the data in the selectad requisition lines. When the 'OK' button is clicked, the dsta entersd on this page will
;‘;lr‘”:e":ﬁ:;: replace the data in the corresponding fields on the selected lines that are available for sourcing.

Note: The defsuits specified in this page will be spplied i requisition fines which ara svailsble for sourcing when there are no pradefined valuas for these fisids

Supplier a Category (00000 Q
‘Supplier Location a Unit of Measure a
Buyer | Q
Shipping Defaults
Ship To [LSUSH Q

Add One Time Address

Due Date Attention

Distribution Defaults

Accounting Tag & Accounting Date 102012021 |8

Accounting Defaults Personalize | Find | @11 [ Fist (4 1oft () Last
Chartfields1 || Chartfieids? || Details || Asset Information | [FE29)

Dist Percent Location GL Unit

Account Dept Fund Program Class Product Proj

1 MB010303 Q [LsusH g @, [1053000 | [111 |cy [o0001 Q [10105

oK Cancel

Step Action

14. 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

&« (¢ 0 & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=...

Favorites Main Menu eProcurement Worki: & Home
Requisition Settings

Fin
Business Unit | LSUSH LSUHSC Shreveport Requisition Name | SHY Test Punchout Requisition
Cr Requester WDOOL1 Dooley, Wanda G Priority
- USD
- Currency
Line Defaults (7
o 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 thers are no predefined values for these fiskds.

Supplier Q Category |00000 Q
Supplier Location Q Unit of Measure Q
Buyer [CTAYL2 Q
Shipping Defaults
Ship To [LSUSH Q Add One Time Address
Due Date 5 Attention
Distribution Defaults &
October v (2021w
Accounting Tag 10202021 |3
S MTWTF S
Accounting Defaults 1 2 Personalize | Find | 7| First (4 10f1 (b Last
Chartfields1 | Chartfields2 || Details || Asf 3456 7 8 9
10 11 12 13 14 15 16
Dist Percent Location 17 18 20021 2 23 Fund Frogram Class Product Projl
24 2 23 29 30
1 MB010303 al |, Q [111|a [ooo01 Q [10105 |@ Q
Al »
@ Current Date [
oK Cancel

L |

Step Action

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

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

eProcurement ¥ Requisition

Business Unit | LSUSH LSUHSC Shreveport Requisition Name |SHV Test Punchout Requision -
Requester WDOOL1 Dooley, Wanda G Priority

“Currency |USD
Line Defaults (5

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 fo requisition lines which are available for sourcing when thers are no predefined values for these fiskds

Supplier [} Category |00000 Q
Supplier Location Q Unit of Measure Q
Buyer |CTAYL2 Q
Shipping Defaults
ShipTo (LSUSH Q Add One Time Address

Due Date [10/26/202 &) Attention
Distribution Defaults
Accounting Tag Q Accounting Date 10202021 _|[ij
Accounting Defaults Personalize | Find | (9| [[§  First (4 10f1 (b Last
Chartfields1 || Chartfields2 || Details || Assetinformation | [FF0)
Dist Percent Location GL Unit Account Dept Fund Frogram Class Product Proj

1 MB010303 Q [LSUSH | o [1053000 |o [111|cy [0000 Q [10105_|Q aQ

OK Cancel

Step

Action

16.

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 "Caresa Garrett".

17.

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.

18.

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.

19.

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 - HHO3H0015A: HH designates Hospital H wing, 03
designates it is located on the 3rd floor, and HO015A is room H315A
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Step Action

20. 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

c O

Requisition Settings

Business Unit  LSUSH LSUHSC Shreveport Requisition Name |SHV Test Punchout Requisition NavBar

rioity

ize Page
C Requester WDOOL1 Dooley, Wanda G

*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 coresponding 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 predsfined valuss for these fiskds

Supplier Q

Category |00000 Q
Supplier Location Q, Unit of Measure a,
Buyer [CTAYL2

Shipping Defaults

Ship To |LSUSH
Due Date |10/267202
Distribution Defaults
Accounting Tag
Accounting Defaults
Chartfieids1

Chartfieids2 || Details

Dist Percent

el

Add One Time Address

Attention |Caresa Gameft

Q Accounting Date [10/20/2021 _|[i]

Asset Information | [F=0)

6L Unit

Account

Personalize | Find | (7| [

Dept Fund Program

Class

First

4 1of1 (p Last

Product Projj

3

0K Cancel

Step Action

21. 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 humber
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".

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

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

23. 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".

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

25. Enter the desired information into the Class field. Enter "10105".
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@ Reguisition

c Q & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=... @ ¥t

Requisition Settings

- gign Cut
Fir Help @
Business Unit | LSUSH LSUHSC Shrevepart Requisition Name STV Test Punchout Reguisition NavBar
- jize Page
C Requester |WDOOL1 Dooley, Wanda G Priority
“Currency |USD
w 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
(i 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 a Unit of Measure a

Buyer |CTAYL2 Q

Shipping Defaults

Ship To [LSUSH Q Add One Time Address
Due Date 107262021 & Attention |Caresa Garrett
Distribution Defaults

Accounting Tag Q Accounting Date [10/20/2021 |k
Accounting Defaults

Personalize | Find | (| [} First (4 10f1 (b Last
Charifields1 | Charffieids? || Details || Assetinformation | [F0)

Dist Percent Location GL Unit Account Dept Fund Program Class Product Proj
1 ME010303 o [Lsust |q [s46700 o [1053000 |@ [111 oy [0o001 a [10105 |a Q

Step Action

26. Click the OK button.

This completes Step 1: Enter Requisition Settings.
OK

217. 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.

Mare...
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[ Test PS Desktap - Desktop Viewer - ] %
@ Requisition

<« C 0O @ rcba.psfsisuhscedu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=POR... 3¢ [T W

Favorites ™ Main Menu ¥ eProcurement ™ > Regquisition Worklist | i Home | Sign Out

Financials TRN wi | o e 2

Notification NavBar

ﬁ Lowes

Office DEPOT
OfficeMax

BIO RAD LABORATORIES INC BIO RAD LABORAT!
BIORAD

Cell Signaling Technology

"4l Cell Signaling

TECHNOLOGY

m I DTn- IntegratedDNATechnologies

INTEGRATED DNA TECHNOLOGIES

VWR Scientific

.\ 7avantor-

delivered by VW™

Step

Action

28.

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

The system processes the request and the 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 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 link.

Qifice Depot
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[ Test PS Desktop - Desktop Viewer - ] %
@ Requisition

€ > C {Y @& rcbapsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath=POR... ¥ [ M

Favoriles Main Menu eProcurement Requisition Worklist #& Home Sign Out

Financials TRN wi | Y - < wo- * @

Notification NavBar

What's New?

Check out new features that have been added
on same pages or click the What's New link

for a quick review.
Got [tl

Step Action

29. 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 Il
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[ Test PS Desktap - Desktop Viewer - ] %
@ Requisition

<« C ) & rcbapsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath=POR... ¥ [ M

Favorites ™ Main Menu ¥ eProcurement ™ > Regquisition Worklist | i Home | Sign Out

Financials TRN v | o e 2

Notification NavBar

Ry produce] v ][ search 1Q] @rser @I WO O
) Orders Order By Item [% Shopping Lists e NIRRT
What's New?

Bulletin Board & Messages

Learn more about the newest website enhancements.

Office Read More
DEPOT

Business Dashboard

Recent Orders Shoppin:

5}

No recent orders in the past 90 days.

Step

Action

30.

Click the Products arrow.

NOTE: Depending on the version you are using; your 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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[ Test PS Desktop - Desktop Viewer
@ Requisition
& C Y @& rcbapsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath.. @ Yr [ M

Favorites Main Menu eProcurement Requisition Worklist # Home Sign Out

Financials TRN BN - scr - ® @

Notification  NavBar

gg,lgg Products ~ i Search L] O\I @ Find & Store Qro @

Office Supplies Art & Crafting Labels & Label Makers - Account: 05849264
Paper Bags & Luggage Labor Law & Workplace Posters

Breakroom Basic Supplies Laminating

Cleaning Binders & Accessories Mailing, Packing & Shipping

Electronics Business Forms & Bookkeeping Pens, Pencils & Markers

Furniture Calendars & Planners Presentation Boards

School Supplies Desk Accessories Retail Store Supplies

Computers & Accessories Drafting Sticky Notes & Flags

Print & Copy Filing & Folders Storage

Services Gift Certificates Tape 8 Adhesives

Ink & Toner See All Office Supplies Products

Ink & Toner

Step Action

31. Hover over the Office Supplies menu option to display the office supply options.

Click the Tape & Adhesives link.
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[ Test PS Desktop - Desktop Viewer

@ Requisition

&« C ) & rcbapsfsisuhscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath.. @ v [™ M

Favorites ¥ Main Menu ¥ eProcurement Requisition Workiist | i Home | SignOut

Financials TRN — oo @

Nofification NavBar
% Orders [E=) Order By Item L& Shopping Lists Account: 05845264

Home / Office Supplies / Tape & Adhesives

. View all 2,845 items >
Tape & Adhesives

Shop

Decorative Fashion Tape (239 “ %

Duct T e i 7

Industrial Tape (1701 Office Tape » Glue & Adhesives + Mounting Supplies
- * Glue Sticks 23) * Hooks & Hanging Strips (408
* Pourable Glue (108) * Permanent Mounting (59)

upplies (500} * Double Sided Office Tape 41) ¥ View All ¥ View All
¥ View All

3| Spet (62) A == \
? &
Need Help? NE

Email Assistance

Tape Dispensers » Decorative Fashion Tape »
FAQs

More Ways to Shop

Step

Action

32.

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

33.

The user can filter further or scroll through the list to select the desired product. In
this example, the first product, Office Depot Brand Transparent Tape Refills, Pack
of 16 will be selected.

34.

Enter the desired information into the Qty field. Enter "2".
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[ Test PS Desktop - Desktop Viewer

@ Requisition

&« C ) & rcbapsfsisuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath.. @ v [™ M

Favorites ¥ Main Menu ¥ eProcurement Requisition Workiist | i Home | SignOut
Financials TRN e e @
Notification NavBar

Home / Office Supplies / Tape & Adnesives / Office Tape / Transparent Office Tape

Filter By Transparent Office Tape 80 results

O in-stock For

Delivery = 4
: e = ™
& Availability L E
INVISIBLE ¥ TRANSPARENT:  DOUBLE SIDED» MASKING ¥ pucT» PACKING »

O For Delivery 7s)
O For store Pickup (17}

8 Categories

O Transparent Office Tape 1

[0 Double Sided Office Tape

12 ftem 3616705
O Decorative Fashion Tape 3) = e - - ddkkkk (1)
q E Office Depot® Brand Transparent 52870 e

B Brand = < Tape Refills, 3/4" x 1,296, Clear, Pack

Oseotch s orte =k

Owen Avallabilty: 172 O Compare

+f Sold Online

O Highland ()

O office Depot 4

O SKILCRAFT (g

See All Brand

Step Action

35. Click the Add to Cart button.

Add to Cart
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[ Test PS Desktop - Desktop Viewer

@ Requisition

< c 0

Favorites ¥

@ rcba.psfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath.. & ¥ [™ M &

Workiist | i Home | SignOut

v @

Notification  NavBar

o [00e] ©

Account: 05849264

Main Menu ¥ eProcurement ¥ Requisition

Financials TRN w1 All = | Search BY /cvanced Search AddTo =

9.!5%% Products v | Search

L Q I © rraasion

) Orders Order By ltem [ Shopping Lists

Home / Find Your Product

The item listed below was added to your shopping cart.

Description Your Price/unit Qty.

Office Depot® Brand Transparent Tape Refills, 3/4" x 1,296, Clear, Pack Of 16 $28.70 /pack 2
3 S Entersd 3616705

sHOPPING CART il cHECK oUT

Customer Service Company Info Resources
Help Center Terms of Use Store Locator
Check Order Status Privacy Policy Services

Gift Card Balance Terms & Conditions User Guide

Step

Action

36.

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.

I Continue Sftpc'ngl

37.

Point to the Products.

38.

Point to the Office Supplies.
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@ Requisition X + Y = X

& c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PY_PROCURE_REQ.GEL?FolderPath=PORTAL_ ROOT_OBJE.. ¥ & i

Favorites ¥ MainMenu™ 5 eProcurement™ > Requisition Workiist | 4 Home | Sign Out

Financials TRN ve | Y x5 wo- 9

Notification NavBar

Products A 8 Q I © Findasiore Contact @ s57.40

Office Supplies Art & Crafting Labels & Label Makers

Paper Bags & Luggage Labor Law & Workplace Posters

Breakroom Basic Supplies Laminating

Cleaning Binders & Accessories Mailing, Packing & Shipping

Elactronics Business Forms & Bookkeeping

Furniture Calendars & Planners Presentation Boards

School Supplies Desk Accessories Retail Store Supplies

Computers 8 Accessories Drafting Sticky Notes & Flags

Print & Copy Filing & Folders Storage

Services Gift Certificates Tape & Adhesives

Ink & Toner See All Office Supplies Products

Step Action

39. Click the Pens, Pencils & Markers link.

Pens, Pencils & Markers
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@ Requisition X + Y = X

&« > C & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_PROCURE_REQ.GEL?FolderPath=PORTAL_ROOT_OBJE.. ¥ &

Favorites ¥  MainMenu™ 5 eProcurement™ > Requisition Workiist | 4 Home | Sign Out

Financials TRN ve | Y x5 wo- &9

Notification NavBar

Home / Office Supplies / Pens, Pencils & Markers / Pens

View all 2,154 items >

Pens

Shop
Ballpoint Pens (705)

Calligraphy Pens (4

Lirics]
- 7
Check Fraud Prevention & Counterfeit B —
Detector Pens (13)
Counter Pens (28
Felt Tip Pens (101 Ballpoint Pens (705 Calligraphy Pens 0/ Fountain Pens (25

Fountain Pens (25)

Gel Pens (588

o~
=
Multifunction Pens (24
|
Pen Refills (363 =
|
b

Rollerball Pens (270]

Pen Refills =63 Felt Tip Pens (101)

Step Action

40. Click the Gel Pens button.

41, Select the next item for the cart.

Enter the desired information into the Qty field. Enter "3".
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[ Test PS Desktap - Desktop Viewer - ] %
@ Requisition
<« c 0 @ rcba.psfs.Isuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=POR... ¥ r' »
Favorites ¥ | Main Menu ™ eProcurement ¥ > Requisition Worklist | i Home | Sign Out
Financials TRN v | o e > D
Notification NavBar
' BE AR
| tem 234224
L ©
= Office Depot® Brand Super $15%,

Blue Ink, Pack Of 12

e d Availability: 476
Sold Online

s Comfort Grip Retractable Gel Pens,
. | Medium Point, 0.7 mm, Blue Barrel, Gty |:|
]

tem 436043
*dodkdk (1)
TUL® Retractable Gel Pens, Fine 52395 / pack
Point, 0.5 mm, Silver Barrel,
Assorted Bright Inks, Pack Of 8 Pens Qry
Availability: 554 0

Sold Online

+ Sold in Stores

] LIS :

Step Action

42, Click the Add to Cart button.

Add to Cart
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[ Test PS Desktop - Desktop Viewer
@ Requisition

< c 0

Favorites ¥

@ rcba.psfslsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath..

a x M »

Workiist | i Home | SignOut

AddTo ~ V’ @

Notification  NavBar

LQ I @ Find 3 Store E 82“"3" \,—,('/0598‘68 @

Main Menu ¥ eProcurement ¥ Requisition

Financials TRN w1 All = | Search Rl Advanced Searcn

.9,55}5% Products v | Search

& Orders Order By Item [% Shopping Lists Account; 05545264
Home / Find Your Product

The item listed below was added to your shopping cart.

Description Your

Price/unit Y

- TUL® Retractable Gel Pens, Fine Point, 0.5 mm, Silver Barrel, Assorted Bright Inks, Pack Of 8 $13.76 /osck 3

Pens
fvem # 436048 Entered ltem # 436045

SHOPPING CART il CHECK OUT

Other products you might be interested in

Auwailability :::; Qe

Step

Action

43.

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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[ Test PS Desktop - Desktop Viewer

@ Requisition
&« C {} & rcbapsfslsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PY MAIN_MENU.PV PROCURE REQ.GBIL?Page=PV R.. G + [T M &
Favorites ¥ Main Menu eProcurement * >  Requisition Workiist | i Home | SignOut
Financials TRN w1 Al = | Search T AddTo ~ - @
Nofification NavBar
New Window | Help | Personalize Page
Checkout - Review and Submit
Review the item information and submil the req for approval, -
” My Preferences Requisifion Settings
Requisition Summary
Business Unit LSUSH LSUHSG Shreveport Requisition Name | SHV Test Punchout Requisifion
Requester WDOOL1 Doaley, Wanda G Priority
*Currency |USD
Cart Summary: Total Amount 98.68 USD
Expand lines to review shipping and accounting details dF AddMors ttems
Requisition Lines 7
Line  Description tem 1D Supplier Quantity uoM Price Total
1 @0 Office DepotR) Brand OFFICE DEPOT LLC 2 PK 2870 57.40
¥ Transpar
2 @O TULR) Retractable Gel OFFICE DEPOT LLC 3 PK 1376 4128
e
() Select All/ Diesslect All Select lines to: 4 Add to Faveriies 8 Add to Template(s) I Deiete Selccted 12, Mass Change
Total Amount 95,66 USD
Shipping Summary
& Edit for All Lines
Ship To Location LsUSH
Address 1501 Kings Highway
Shreveport, LA 71103 -
44, 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.

45, The Requisition Summary section at the top of the requisition displays the header
information. You may change the requisition name and priority if needed.
46. 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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[ Test PS Desktop - Desktop Viewer

@ Requisition

&« C ) & rcbapsfsisuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ ¥ [™ M

Favorites ¥ Main Menu ¥ eProcurement Requisition Workiist | i Home | SignOut

Financials TRN — oo @

Nofification  NavBar
*Currency |USD
Cart Summary: Total Amount 98,68 USD

Expand lines to review shipping and accounting details ¢ Add More ltems

Requisition Lines (7

Line  Description Item 1D Supplier Quantity UomM Price Total
D 1 g0 Office Depol(R) Brand OFFICE DEPOT LLG 2 PK 28.70 57.40
Transpar
2 @ U TULIR) Retraclable Gel OFFICE DEPOT LLC 3 PK 13.76 4128
Pen
() Select All | Deselect All Select lines to: |4 Add o Favorites 72 Add to Template(s) [ Delete Selected §{EMass Change
Total Amount 98 68 USD

Shipping Summary
& Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103

Attention To Caresa Garrett

Requisition Comments
Enter requisition comments

[ send to Supplier [ show at Receipt () shown at Voucher -

Step

Action

47.

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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[ Test PS Desktop - Desktop Viewer
@ Requisition
& C )} @ rcbapsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=FVR.. @ # [T # &

Favorites ¥ Main Menu eProcurement * > Requisition Workiist | i Home | SignOut

Financials TRN w1 Al = | Search 3 AddTo ~ - @

Advanced Search
Notification  NavBar

*Currency |USD

Cart Summary: Total Amount 98.68 USD
Expand lings to review shipping and accounting details  Add More ltems

Requisition Lines 7

Line  Description Item ID Supplier Quantity UoM Price Total
1 @ D) Office Depol(R) Brand OFFICE DEPOT LLC 2 PK 2870 57.40
Transpar
Shipping Line 1 *ShipTo  |LSUSH Q Quantity 2
Address 1501 Kings Highway Add One Time Address Price 28.70 Price Adjustment

Shreveport, LA 71103
Pegging Inquiry

AttentionTo  [Caresa Garrett Pegging Workbench

Due Date 10/26/2021 T}
DAccuuntmg Lines
2 @ [ TUL(R) Retractable Gel OFFICE DEPOT LLC 3 PK 13.76 4128
Pens, F
(] Select All / Desslect All Select lines to: |4 Add to Favorites 103 Add to Template(s) [ Delete Selscted 2 Mass Change
Total Amount 98.88 USD
Shipping Summary
# Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport. LA 71103 M
Step Action
48. 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.

[l

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

NOTE: Special Reguest 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.

50. 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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*Distribute By Accounting Tag @ Multi-Accounting Tags
Accounting Lines Personalize | Find | ViewAll | 1] [ Fist (& 10f1
Chartfields1 || Charffields2 || Chartfields3 || Delails || Detaiis2 || Asseilnformation || AssetInformation 2 || Budget Information | =)

Line Status Dist Type *Location Quantity Percent Merchandise Amt GL Unit

1 Open MB010303 a 2 100.0000 57.40 [LSUSH a @
2 g0 TULR) Retractabie Gel OFFICE DEPOT LLC 3 PK 13.76 4128

Pens, F

() Select All / Deselect All Select lines to: [k Add to Favorites 173 Add to Template(s) [ Delete Selscted ifuMass Change

Training Guide
Managing eProcurement Requisitions

[ Test PS Desktop - Desktop Viewer

@ Requisition

&« C )} & rcbapsfsisuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ + [™ M

Favorites ¥ Main Menu ¥ eProcurement Requisition Workiist | i Home | SignOut
Financials TRN w: oo AddTo ~ w ®
Notification NavBar
*Currency |USD
Cart Summary: Total Amount 98,68 USD

Expand lines to review shipping and accounting details i Add More ltems

Requisition Lines (7

Line  Description Item 1D Supplier Quantity UomM Price Total
D 1 g0 Offce Depol(R) Brand OFFICE DEPOT LLG 2 PK 2870 57.40
Transpar
Shipping Line 1 *ShipTo  [LSUSH [} Quantity 2
Address 1501 Kings Highway Add One Time Address Price 2870 Price Adjustment

Shreveport, LA 71103
Pegging Inquiry
AttentionTo  [Caresa Garrett

Due Date 10/26/2021 &

Pegging Workbench

Accounting Lines

Step

Action

51.

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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[ Test PS Desktop - Desktop Viewer

@ Requisition
&« c 0 # rcba.psfsisuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PV R.. @ ¢ e I

Favorites ¥ Main Menu ¥ eProcurement Requisition Workiist | i Home | SignOut

Financials TRN w1 All = | Search Bl cvanced Search AddTo = w ®
Nofification  NavBar

27gp ) 1ULIR) Rellaciane e OPPIOE DEPU T LD m—
Pens, F
[0 Select All { Deselect Al Select lines to: [# Add to Favorites 38 Add to Template(s) [ Delete Selected {ZsMass Change

Total Amount 98.68 USD

Shipping Summary

& Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103

Attention To Caresa Garrett

Requisition Comments
Enter requisition comments

Approval Justification

[ send to Supplier ([ show at Receipt () shown at Voucher

Enter approval justfication for this requisition

& Save & submit Save for Later F  Add More tems 60 preview Approvals

Step

Action

52.

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.

53.

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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[ Test PS Desktop - Desktop Viewer

@ Requisition
&« c 0 # rcba.psfsisuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PV R.. @ ¢ e I
Favorites ¥ Main Menu ¥ eProcurement Requisition Workiist | i Home | SignOut
Financials TRN w1 All = | Search Bl cvanced Search AddTo = w ®
Mofficaion  NavBar
1L Select All | Desslect All Select lines 1ot | A0G 0 Favories W2 Ad0 10 lemplate(s) LI Uelete Selected icghlass Ghange ”
Total Amount 98.88 USD

Shipping Summary
# Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103

Attention To Caresa Garett

Requisition Comments
Enter requisition comments

[ send to Supplier ([ show at Receipt ([ shown at Voucher
Approval Justification

Enter approval justification for this requisition

& Save & submit Save for Later SF Add More tems 63 preview Approvals

Step

Action

54.

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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[ Test PS Desktop - Desktop Viewer

@ Requisition
< C Y @ rcbapsfsisuhscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ Yr [® M
Favorites ¥ Main Menu ¥ eProcurement Requisition Workiist | i Home | SignOut
Financials TRN w1 All = | Search Bl cvanced Search AddTo = w ®
Nofficaion  NavEar
L Select All / Desalect All Select Ines to: | AU 10 Favories 'yl A00 10 lemplate(s) LI Delele Selected Tee1ass Lhange ”
Total Amount 95,65 USD

Shipping Summary
# Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103

Attention To Caresa Garett

Requisition Comments
Enter requisition comments

[ send to Supplier ([ show at Receipt ([ shown at Voucher
Approval Justification

Enter approval justification for this requisition

() Save & submit 2 Save for Later on Add More ltems 63 preview Approvals

Step

Action

55.

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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[ Test PS Desktop - Desktop Viewer

@ Requisition

&« C ) & rcbapsfsisuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ ¥ [™ M

Favorites ¥ Main Menu ¥ eProcurement Requisition Workiist | i Home | SignOut

Financials TRN — oo @

Nofification  NavBar
L Select All  Desalect All Select lines to: | ADQ L0 Favorites W4 AdO to lemplate(s) 1 Delete Selected icahass Change

Total Amount 98.88 USD

Shipping Summary
# Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103

Attention To Caresa Garett

Requisition Comments
Enter requisition comments

[ send to Supplier ([ show at Receipt ([ shown at Voucher
Approval Justification

Enter approval justification for this requisition

@ Save & submil Save for Later o Add More ltems 63 preview Approvals

Step

Action

56.

The eyeglass icon and Preview Approvals link can be selected once the requisition
is saved to check the approval routing for the requisition.
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[ Test PS Desktop - Desktop Viewer

@ Requisition
& C Y @ rcbapsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=FVR.. @ # [T M
Favoriles ¥  Main Menu ¥ eProcurement Requisition Workiist | i Home | SignOut
Financials TRN w1 All = | search Bl cvanced Search AddTo ~ i’ ©)]
Nofification NavBar
) Select All / Desalect All Select lines to: | Ao 1o Favorites W3 Add 1o lemplate(s) 1 Uslete Selected icehiass Change ”
Total Amount 95,65 USD

Shipping Summary
# Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103

Attention To Caresa Garett

Requisition Comments
Enter requisition comments

[ send to Supplier ([ show at Receipt O shown at Voucher
Approval Justification

Enter approval justification for this requisition

& Save & submit Save for Later F  Add More tems 60 preview Approvals

Step Action

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

Click the Save & Submit button.

|__['-; Save & submit

58. The Confirmation page displays the Requisition ID, 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.
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[ Test PS Desktop - Desktop Viewer
@ Requisition

< c 0

Favorites ¥ Main Menu ¥

a ¥ M »

Worklist | i Home |

P

Notification

@ rcba.psfsisuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?Page=PV_R..

Sign Out

@

NavBar

eProcurement ¥

All = | Search Bl Advanced Search

Requisition

AddTo ~

Financials TRN w1

New Window | Help | Personalize Page =

Confirmation

‘Your requisition has been submitted.

Requested For Dooley, Wanda G Number of Lines 2

Requisition Name SHY Test Punchout Requisition Total Amount 9568 USD

Requisition ID 0072064
Business Unit LSUSH
Status Approved

Priority Medium

Budget Status

B views printable version

Req approval - one step

Not Checked

l Edit This Requisition ﬂﬁ Check Budget

SHV Test Punchout Requisition:Approved () Viewids Comments
Req approval - one step

Self Approved

Doaley, Wanda G
o FeaDsperment Asprover
012621 - 11:14 AW

Comments

E B

Create New Requisition Ianage Requisitions

Step

Action

59.

Users may select to print the requisition, if desired.

Click the View Printable Version link.

é View printable version
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[ Test PS Desktop - Desktop Viewer

@ Requisition

&« C ) & rcbapsfsisuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ ¥ [™ M

Favorites Main Menu eProcurement Requisition

Financials TRN w1

Confirmation

‘Your requisition has been submitted.

Requested For Dooley, Wanda G
Requisition Name SHY Test Punchout Requisiion

Requisition 1D 0072064

Number of Lines 2

Total Amount 95.68 USD

Business Unit LSUSH

Status Approved

Message

Priority Medium Do you want fo print the requisition wilh distribution details ? (15036,11614)
Budget Status Not Checked o
@ ey, printable version & i s Requision ™ Check Buget
Req approval - one step
 SHV TestF Requisition:App! (S \ViewlHide Comments

Req approval - one step

Self Approved
Doaley, Wanda G
Rzq Dapar rover
¥zt tri4am

" Comments

B B

Create New Requisition Manage Requisitions

Worklist # Home Sign Out

Add To l
Notification  NavBar

New Window | Help | Personalize Page =

Step

Action

60.

Click the Yes button.

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

Page 46




[ Test PS Desktop - Desktop Viewer

Training Guide
Managing eProcurement Requisitions

Business Unit: LSUSH Requester: WDOOL1 Status: Approved
Requisition: 0072054 Requested By: Docley, Wanda G Currency: USDH
Requisition Name: SHY Test Punchout Requisition Entered Date: 10/26721 Requisition Total: 3368
Vendor: 0000002440 OFFICE DEPOTLLC
Line: 1 Item Description: Office Depot{R) Brand Transparent Tape Quantity: 2 UOM:PK  Price: 2670 Line Total: 57.40
Refils, 34 « 1,296, Clear, Pack OF 16
Line Status: Approved
Ship Line: 1 Ship To: LSUSH Address: Shipping Quantity: 2
Attention: Caresa Garett Due Date: 10,2621 1501 Kings Highway Shipping Total: 5740
Ship Via: GRND Freight Terms:PP&A Shreveport LA T1103
United States. A N
Back Alt+Left
Dist Status Location aty PCT Amount GLUnit Accou Forward Alt+Right
1 Open ME010303 2 10000 57.40 LsUSH S2670 Reload Ctrl+R
Dept Fund Program Class Save as... Cirl+S
1053000 " 000t 10105
Ctrl+p
Open QTY Open Amt
20000 0000 @3 Create QR Code for this page
GL Base Amount Currency Sequence Capitalize .
Translate to English
5740 usD 0 N
View page source Ctrl+U
Line: 2 Item Description: TUL(R) Retractsble Gel Pens, Fine Point. ~ Quantity: 3 UOW:-PK  Price: 1376 Line Tot
0.5 mm, Silver Barrel, Assarted Bright Inks, Pack Of 8 Pans Inspect
Line Status: Approved
Ship Line: 1 Ship To: LSUSH Address: Shipping Quantity: 3
Attention® Caress Garetr Due Date: 10/2621 1501 Kings Highway Shipping Total: 41.28
Ship Via: GRND Freight Terms-FP&A Shreveport LA 71103
United States.
Dist Status Location [ PCT. Amount GL Unit Account
1 Open MEQ10303 3 10000 42 LSUSH 45700
Dept Fund Program Class
1053000 " 0001 10105

Step

Action

61.

Click the Print... link.

Print...

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

Page 47



Training Guide

Managing eProcurement Requisitions

[ Test PS Desktop - Desktop Viewer

@ Requisition

[&] 0 # rcba.psfsisuhscedu/psc/fstrn/view/%7bV2%7dgqh68Zghc0lKD9eKP2 XBnRaRcUTMghS89pNtEMA dK... @  +r s @
[ Risgus s
S et Print 1 sheet of paper
=
, ==
Mm:.::.nrf'rﬁ%':?:&:"““i S e B Ui
3 - Destination 5 Microsoft XPS Docum
. p——
B L % e
M = — — e — Pages Al -
T = = =
= = = =
N = = Layout Portrait -
o =
bl b T v P TS o 41 Color Color -
- =
e e
- = == — G S More settings v
= = -
= = = =
—= =
- = s
-
1052000 Ll 00007 0105 [
Step Action
62. The requisition opens the print pdf window for printing and the user would print the

requisition.

Cancel

For training purposes only, click the Cancel button.
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cC 0O # rcba.psfsisuhscedu/psc/fstrn/view/%TbV2%7dgqh68Zghc0lKD9eKP2 XBnRaRcUTMghS89pNteMA dK... @  ¥r M N2
Business Unit: LSUSH Requester: WDOOL1 Status: Approved
Requisition: 0072054 Requested By: Docley, Wanda G Currency: USDH
Requisition Name: SHY Test Punchout Requisition Entered Date: 10/26721 Requisition Total: 3368
Vendor: 0000002440 OFFICE DEPOTLLC
Line: 1 Item Description: Office Depot{R) Brand Transparent Tape Quantity: 2 UOM:PK  Price: 2670 Line Total: 57.40
Refills, 314 x 1,296, Clear, Pack Of 16
Line Status: Approved
Ship Line: 1 Ship To: LSUSH Address: Shipping Quantity: 2
Attention: Caresa Garett Due Date: 10/2621 1501 Kings Highway Shipping Total: 5740
Ship Via: GRND Freight Terms:PP&A Shreveport LAT1103
United States.
Dist Status Location Qty PCT Amount GL Unit Account
1 Open ME010303 2 00.00 57.40 LsUSH 528700
Dept Fund Program Class
1053000 i 00001 10105
Open QTY Open Amt
20000 0000
GL Base Amount Currency Sequence Capitalize
5740 usp 0 N
Line: 2 Item Description: TUL(R) Retractable Gel Pens, Fine Paint, Quantity: 3 UoM: PK. Price: 1378 Line Total: 4128
0.5 mm, Silver Barel, Assorted Bright Inks, Pack C1 8 Pens
Line Status: Approved
Ship Line: 1 Ship To: LSUSH Address: Shipping Quantity: 3
Attention® Caress Garetr Due Date: 10/26:21 1501 Kings Highway Shipping Total: 41.28
Ship Via: GRND Freight Terms-FP&A Shreveport LA 71103
United States.
Dist Status Location Qty PCT Amount GL Unit Account
1 Qpen MEQ10303 3 100.00 4928 LsusH 545700
Dept Fund Program Class
1053000 i 00001 10105

Step

Action

63.

screen.

Click the Close tab.
»

Once the requisition has printed, the two-toned requisition remains displayed on the
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[ Test PS Desktop - Desktop Viewer

@ Requisition

&« C ) & rcbapsfsisuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. & ¥ [™ M

Favorites ¥ Main Menu ¥

eProcurement [— Workiist | i Home | SignOut

~ | Search Bl Advanced Search Sl ] @

Notification  NavBar
NEW VWNAOw | Heip | Personanze Fage

Financials TRN w1 All

Confirmation
‘Your requisition has been submitted
Requested For Dooley, Wanda G Number of Lines 2
Requisition Name SHY Test Punchoul Requisition Total Amount 98.85 USD
Requisition ID 0072064
Business Unit LSUSH
Status Approved

Priority Medium
Budget Status  Not Checked

& =]
B \rers printable version & eaihis Requisition * Check Budgst

Req approval - one step

SHV Test Punchout Requisition:Approved (- ViewHide Comments
Req approval - one step
Self Approved
Doaley, Wanda G

Req Department Approver
1072621 - 11:14 AM

Comments

2% =)
B Croate Mew Requisition B Manage Requisitions

Step

Action

64.

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.
E

i
Create New Requisition
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[ Test PS Desktop - Desktop Viewer

@ Requisition

< c 0

Favorites ¥ Main Menu ¥

Financials TRN w1

Create Requisition
Welcome Dooley, Wanda G
Request Options

Enter search criteria or select
from the menu on the right to
begin creating your requisition

eProcurement ¥

Requisition

All = | Search Bl Advanced Search

@ Home
Search

Web

Browse Supplier Websites
Thomas Scientific
Fisher Scientific
Grainger
Sigma Aldrich
Lowes
More

Templates

Browse Company and Persanal
Templates

@ rcba.psfslsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?Page=PV_R..

7% My Preferences Requisition Settings

2] svecial Requests
Create 2 non-catalog request

Recently Ordered
View recently ordered items and
senvices
TUL(R) Retractable Gel Pens.
Office Depol(R) Brand Transp.
TULIR) Retractable Gel Pens...
D-RING BINDER, 5" RING, RED

AddTo ~

Notification

New Window | Help | Personalize Page

B g Lines Checkout

Advanced Search

Favorites
Browse Favorite llems and Services

a x M »

Workiist | i Home |

Step

Action

65.

You may choose Web then a supplier for a punchout requisition or select Special
Request to create a Special Request Requisition.
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[ Test PS Desktap - Desktop Viewer

@ Requisition

<« C {} & rcbapsfsisuhscedu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV PROCURE REQ.GBL?Page=PV R.. @ ¥ [T M

Favortes ™ Main Menu ™ Requisiion Workist | i Home | Signout

ra— I Y e wor 9

Nofificaton  NawBar

New Window | Help | Personaiize Fage
Create Requisition

Welcome Docley, Wanda G

@ vome Ay Preferences 1 Renuisiton Satings E Dlines [ Ghedout |
RequestOptons  ~ Search Sesrch

Z:frt::i:f,j";rj;;;:i @ weo 2 Special Requests [ Favorites
begin crasting your requisition Srouse Suppher Websites Create  non-catalog request Browse Favorite lems and Senvices
Thomas Scientific

Fisher Scientfic

Grainger

Sigma Aldrich

Lowes

More.

Fll Templates [@“ Recently Ordered
Browse Company and Personal ‘iew recently ordered items and
Terrpiates ives

s
TUL(R) Retractsble Gel Pans...

TUL(R) Retractsble Gel Pens...

C-RING BINDER, 5" RING. RED

Step Action

66. 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.
Main Menu *
2. Click the eProcurement link.
= eProcurement k I
3. Click the Requisition link.
Requisition
4. 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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@ Requisition

< c 0

Favorites * Main Menu *

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=...

eProcurement ¥ Requisition Worklist # Home | SignOut
Financials TRN w1

All | search BY scvanced Search AddTo \ @
Nofification  NavBar
Hew Window | Help | Persanalize Page
Create Requisition #
Welcome Dooley, Wanda G e g e
¥ @ Home My Preferences  #8f Requisition Settings B olines
Request Options - Search Search P
Enter search criteria or sslect 5 -
from the menu on the right fo @ wer 1| Seecial Requests [ Favorites
begin creating your requisition Browse Supplier Websites TeaTE @ non-catalog request Browse Favorite ltems and Services
Thomas Scientific
Fisher Scientfic
Grainger
Sigma Aldrich
Lowss
More.
Templates r'a Recently Ordered
Browse Company and Personal Viewi recently ordered items and
Tempiates senvices
TUL(R) Retractable Gel Pens....
Office Depot{R) Brand Transp.
TUL(R) Retractable Gel Pens....
D-RING BINDER, 5" RING, RED
»

Step Action

5. The Create Requisition screen will display.

Click the Special Requests link.

Special Requests
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@ Requisition

< c O

Favorites *

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=..

.a * M N

Main Menu Worklist |

eProcurement ¥ Requisition

# Home |

v @

Notification NavBar

Sign Out

Financials TRN et e

AddTo ~

Create Requisition z

Hew Window | Help | Persanalize Page

Welcome Dooley, Wanda G
” @ Home My Preferences E oLines iz
Request Options - Search Search Advanced Search
equest O

leb
Thomas Scientific
Fisher Scientific

Special Requests

Enter informafion about the non-catalog item you would like to order.

Grainger item Details
Dama Aaeh *ltem Description
Office Depot . ,.
BIO RAD LABORATORIES Price Currency |USD
e * i “Unit of Measure o
Cell Signaling Technology Quantity X
m::gratmnm‘rammlogies “Category [00000 a Due Date Ic]
Special Requests Supplier
Supplier ID a
Favorites upplier L
Templates Supplier Name Q Suggest New Supplier
Supplier Item ID
Recently Ordered
Manufacturer
Mig ID Q
Manufacturer
Mfg ltem ID

Additional Information

n

Step

Action

Step 1: Enter Requisition Settings
The Special Requests page will display for data entry.

Click the Requisition Settings link.

Requigition Settings
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@ Requisition

c O

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=...

Business Unit | LSUSH LSUHSC Shreveport Requisition Name

Requester |WDOOL1 Priority

Dooley, Wanda G
*Currency |USD

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.

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 Q Unit of Measure a,
Buyer a

Shipping Defaults

Ship To |LSUSH Add One Time Address

1 R

Due Date & Attention

Distribution Defaults

Accounting Tag Q Accounting Date [1027/2021 |[j

Accounting Defaults Personalize | Find | (71| [ First (4 1of1 (b Last

Chartfields1 || Charifields? || Detsils || Assatinformation | [

Dist Percent Location GL Unit Account Program Class Product Projt

1 MB010303 Q [LsusH o Q [10105_|Q %

3

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).

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

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 Workilist.
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Step Action

10. 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.

11. 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.

L6
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@ Requisition

c Q @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=...

Requisition Settings

ine )
Finar Help 9
- /Bar
Business Unit | LSUSH LSUHSG Shreveport ion Name |SHY Test Special Requisition
E .
Creal Requester |WDOOL1 Dooley, Wanda G Priority
*Currency |USD
welcor
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 specif - = fiekds.
Supplier Search
Supplier Help =
Supplier Location || Supplier ID Find
Buyer || Mame: Reset
- Short Supplier Name:
Alternate Supp Name
NG Ship To city
Due Date Country aQ State
Distribution Defaults Postal Code
AccountingTag| @  Enter search criteria to find a supplier.
Accounting Defaults Select Cancel of1 (b Last
Chartfields1 || Chartfief ,
Dist Percent H‘d Proj
1 | [weoroz0s o, (tsuseJay | Jey [1053000 Joy [111 ]y fooomr ey [10105 |y | lal |
4 »
=
Al — 4

Step Action

12. ACCURINT 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 "ACC".

13. Click the Find button.

Page 58



Training Guide
Managing eProcurement Requisitions

@ Requisition

C t @& rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL?FolderPath=... @ +# ™ & &

Supplier Search = D

Finar Help
Help /Bar
Supplier ID Find E B
Creal Name o
Short Supplier Name [ACC%
= d Alternate Supp Name
city
Country Q state v
Postal Code
Search Results Personalize | Find | Viewanl | 11 [ First 4 11-200F31 (b Last
Supplier ID Supplier Name Defaue ﬁ’;‘r‘!‘;:f“" Address City State
sl 110000013515 ACCURINT ASEISINT.  g909000001 K OFwp  BOCARATON  FL &)
Select this row
INC —~ N T DENHAM i Ea
O 20000013528  LUCILLE KIMBALL 001 GENERAL P 0 BOX 166 o] LA B
g ACCUPATH -
© 130000013726  DIAGNOSTIC 0000000001 Remittance - 01 PO BOX 79331 INDUSTRY cA 23
LABORATORIES, INC
; ACCUTEMP . 12004 LINCOLN HWY oo =
14 0000013808 PRODUCTS. ING 000000001 GENERAL-01 EAST NEW HAVEN N E
D) 15 0000016902 ACCU CUTTER CO 000000000 GEMNERAL 160 STOVER DR CARLISLE PA %
ACCU-CHART PLUS
) 16 0000017219 HEALTHCARE 001 REMITTO 1092 GANNON COURT HOPFMAN I B
SYSTEMS, INC.
) 17 0000017432 ';EEE’[“L_SFIL&T”TLRE 0000000001 GENERAL P O BOX 66255 BATONROUGE LA B
‘7 | ACCFSS RFSPIRATORY _________ ATA TIMF SAVFR [ . N = v
»
« S

In this example, the Supplier is located in Supplier Search and the row for
ACCURINT A SEISINT, INC INNOVATION will be selected.

15. Click the Select button.

Select

16. The Supplier Name and Location defaults into the Requisition Settings page.

Click the Look Up Buyer button to the right of the Buyer field.

I_\

17. 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".

18. Click the Look Up button.

Loock Up

19. Click the Buyer link.

I_e mipleton. Mary A, I
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Step

Action

20.

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.

31

21.

Click the November 10, 2021 link.

10

22.

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 "Caresa Garrett".

23.

In the Distribution Defaults section, the Accounting Tag represents the Speedtype.
The Accounting Date defaults to the current date.

24.

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.

25.

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 - HHO3H0015A: HH designates Hospital H wing, 03
designates it is located on the 3rd floor, and HOO15A is room H315A

26.

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".

27.

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".
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Step Action

28. The Dept. will be the department number to which the items will charged.
Enter the desired information into the Dept field. Enter "1053000".

29. 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".

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

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

32. Click the OK button.

This completes Step 1: Enter Requisition Settings.
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@ Requisition
&« C {Y @ rcbapsfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=... @ ¥ ™ #®
Favorites = Main Menu ~ eProcurement * Requisition Workiist | f§ Home | Sign Out
Financials TRN w1 All = | search e AddTo » ®
Nofificalion  NavBar
web Enter information about the talog ile Id like o ord o
Thomas Scientific nter information about the non-catalog ilem you would like fo order
Fisher Scientific
Grainger item Details
Sigma Aldrich .
Lowes tem Description || |
Office Depot . B
BIO RAD LABORATORIES Price Currency [USD
s § - a
. Unit of Measure [
Cell Signaling Technology ‘Quantity X
IntegratedDNATechnologies . - Due Date I
Mg Category [00000 a
Special Requests Supplier
Favorites Supplier ID
Q = W
Templates Supplier Name Y Suggest New Supplier

Supplier Item 1D
Recently Ordered

Manufacturer
Mig ID Q
Manufacturer
Mig Item ID

Additional Information

r«.
2

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

Request New ltem

[JRequest Newltem A nofification will be sent to a buyer regarding this new item request

Add to Gart

Step

Action

33.

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".

34.

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".

35.

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".

36.

Category is a required field, but will remain as defaulted with the 00000 General

Item Category Code.

Page 62




Training Guide
Managing eProcurement Requisitions

Step Action

37. 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.

I.qIL

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

Click the EA link.

39. Click the Add to Cart button.

This completes Step 2: enter Item Information.

Add to Cart

Page 63



Training Guide
Managing eProcurement Requisitions

@ Reguisition
&« c Q & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=... @ ¥t M »
Favorites = Main Menu ~ eProcurement * Requisition Workiist | f Home | Sign Out
Financials TRN w1 All = | search e AddTo » ®
Nofification  NavBar
Create Requisition
Welcome Dooley, Wanda G 2 .
v @ Home My Preferences 38 Requisition Setings | EER
Request Options: - Search Search Advanced Search
All Request Options B
Special Requests
e omas Scientifc Enter information about the non-catalog item you would like fo order.
Fisher Scientific
Grainger Item Details
Sigma Aldrich .
Lo item Description ||
Office Depot . .
BIO RAD LABORATORIES Price Currency  |USD
NG . i *Unit of Measure Q
Cell Signaling Technology Quantity -
IntegratedDNATschnologies Category 00000 aQ Due Date [11/10:2021 _|[sj
More
Special Requests Supplier
i 0000013515
Favorites Supplier 1D
Supplier Name |ACCURINT ASEISINT, NG ACCURINT A SEISINT, INC. Sugges! New Supplier
Templates INNOVATION
Recently Ordered Supplier ttem ID
Manufacturer
Mig ID Q
Manufacturer
Mig Item ID
Additional Information
»

40.

Step 3: Checkout and Review Special Requests Requisition

In the top left 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 |

41.

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.

42.

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.
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@ Requisition

< c 0

Favorites * Main Menu *

Financials TRN w1

it

fa for approval.

SUSH
[vDOOL1

ISD

ng details

Item 1D

Select lines to:

| SUSH
501 Kings Highway
Ehreveport, LA 71103

[Caresa Garrett

™

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=...

eProcurement ¥

Al = | Search Bl Advanced Search

LSUHSC Shreveport

Dooley, Wanda G

Supplier

ACCURINT A SEISINT,
INGC. INNOVATION

Add to Favorites

38 Add to Template(s)

Training Guide
Managing eProcurement Requisitions

aQa « M »

Worklist | ¢ Home | Sign Out

* @

Requisition

AddTo ~

Notification NavBar

New Window | Help | Personalize Page

7 Mypreterences 8 pequisiion Sefings

Requisition Name | SHY Test Special Requisition

Priority

CHl

£dd More Items

Comments  Delete

Quantity uomM Price Total Details

875.00

35) EA 2500

tEMass Change

T peiste Seiscten

Total Amount 875.00 USD

Step Action

43.

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.
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@ Requisition

< c 0

Favorites * Main Menu *

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=.

eProcurement ¥ Requisition Worklist # Home | SignOut
All = | search Bl cvanced Search AddTo » @

Nofification  NavBar
Business Unit |LSUSH LSUHSC Shrevaport Requisition Name |SHV Test Special Requisition

Financials TRN w1

Requester [WDOOL1

Dooley, Wanda G Priority
*Currency |USD

Cart Summary: Total Amount 875.00 USD

Expand lines to review shipping and acceunting details

SF  AddMore ltems
Requisition Lines (#

Line  Description ttem ID Supplier Quantity uoM Price Total 1
1 g2 [) Test ltem Ordered for Class ACCURINT A SEISINT, 3 EA 2500 875.00
= INC. INNOVATION
Shipping Line 1 *ShipTo  [LSUSH aQ Quantity 3
Address 1501 Kings Highway Add One Time Address Price 25.00 Price Adjustment
Shreveport, LA 71103
Pegging Inquiry
Attention To  [Caresa Garrelt Pegaing Workbench
Due Date  [11/10/2021 5]
Dmummg Lines
Expand section Accounting Lines -

() Select All / Deselect All Favorites (23 agd to Template(s) T Delete Selected

¥ZMass Change

Total Amount 57500 USD
Shipping Summary
#_Edit for All Lines
Ship To Lacation LsusH
Address 1501 Kings Highway
Shreveport, LA 71103

Attention To Caresa Garrett

Step

Action

44,

To view the Accounting Distribution information for the line, click the button to
the left of the Accounting Lines field.
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@ Requisition

e

Favorites ~

75.00 USD

d for Class

ption
ress

and accounting details

Cc O & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath=... @ # ™ %
Main benu eProcurement ¥ Requisition Worklist | ¢ Home | Sign Out
Financials TRN w1 All = | search Bl /cvanced Search AddTo » ®
Nofification  NavBar
vs Add More llems
Item 1D Supplier Quantity uoM Price Total Details  Comments  Delete
ACCURINT A SEISINT, 3 EA 2500 75.00 B O Add i}
INC. INNOVATION = !
*shipTo  |LSUSH % Quantity 35 =
Address 1501 Kings Highway Add One Time Address Price 25.00 Price Adjustment
Shreveport, LA 71103
Peqging Inquiry
Attention To  [Caresa Garrett Pagging Workbench
Due Date  [11/10/2021 B
Accounting Lines
“Distribute By ]Accuuming Tag Q Multi-Accounting Tags
Accounting Lines Personalize | Find | View All | 21| [ First (4 10f1 (b Last
Chartfields1 || Chartfield} k2 || Details | Detais 2 || AssetInformation || Asset Information2 || Budget information | [0
Line Status Otation Quantity Percent Merchandise Amt GL Unit.
1 Open MB010303 Q 35 100.0000 875.00 [LSUSH o HE
Select lines to: [k Add to Favorites (75l Add to Template(s) T Delete Selected f2,Mass Change
Total Amount §75.00 USD
LSUSH
1501 Kings Highway -
»

Step

Action

45.

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.

=]

46.

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.

47.

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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@ Requisition
&« c 0 & rcba.psfs.lsubscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=... @ ¥ ™ »
Favoites Main Menu ¥ eProcurement ¥ Requisition Worklist | ¢ Home | Sign Out
Financials TRN w1 All « | search e AddTo ~ » ®
Nofificalion  NavBar
B T INC. INNOVATION - -
() Select All/ Deselect All Select lines to: [l Add to Favorites 3 Add to Template(s) T Detete Selected tZyMass Change
Total Amount §75.00 USD
Shipping Summary
#_Editfor All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103
Attention To Caresa Garrett
Requisition Comments
Enter requisition comments
Fnler any comments for he requisition here.
[ Send to Supplier [ Show at Receipt ) Shown at Voucher
Approval Justification
Enter approval justification for this requisifion
& Save & submit Save for Later & Add More tems 69 preview Approvals
b

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

49, 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 L ater - 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 Eyeqlass 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.

rf; Save & submit

50. The Confirmation page displays the Requisition ID, 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.
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@ Requisition

< Cc 0O @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath=... @ t [™ % &

Favorites = Main Menu ~ eProcurement * Requisition Workiist | f Home | Sign Out

Financials TRN w R )
Notification NavBar

New Window | Help | Personalize Page

Confirmation
Your requisifion has been submitted

Requested For Dooley, Wanda G Number of Lines 1
Requisition Name SHY Test Special Requisition Total Amount  &75.00 USD
Requisition ID 0072063
Business Unit LSUSH
Status Approved

Priority Medium

Budget Status Not Checked

fiew printable version [4 Edit This Requisition Check Budget

Req approval - one step

SHV Test Special Requisition:Approved (> ViewHide Comments
Req approval - one step

Self Approved

Dooley, Wanda G

Req Dapariment Approver
10/27/21 - 2:08 PM

Comments

o] -
By, B yanage Requisitons

Create New Requisition

Step Action

51. The Confirmation page displays the Requisition ID, Amount, Approval Status, etc.

Click the Check Budget button.

Hﬁ
Check Budget
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@ Requisition

< c 0

Favorites *

@ rcba.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=... @ +# ™ # &

Main Menu * eProcurement ¥ Requisition

Worklist | ¢ Home | Sign Out

~ @

Financials TRN w1 All = | search Bl ;cvanced Search AddTo

Notification NavBar

Hew Window | Help | Personalize Page
Confirmation

Your requisifion has been submitted

Requested For Dooley, Wanda G Number of Lines 1

Requisition Name SHV Test Special Requisition Total Amount 7500 USD

Requisition ID 0072069
Business Unit LSUSH
Status Approved

Priority Medium

Budget Status Not Checked

[4 L=
Edit This Requisition Check Budget

Req approval - one step

SHV Test Special Requisition: Approved (> ViewHide Comments
Req approval - ane step
Self Approved
Dooley, Wanda G
Dacartment Aopraver
1027721 - 2:08 PM

Comments

pe B
B Creste hew Reguisiion &

= Manage Requisitions

Step

Action

52.

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

53.

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

Click the Yes button.

Yes
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@ Requisition
cC O & rcba.psfs.lsuhsc.edu/psc/fstrn/view/%7bV2%7dGB1TcAYaToDzY_J5F1 Ybugw¥jDfHekU_890WKcgfkodm.. @ % [™ & &
Business Unit: LSUSH Requester: WDOOL1 Status: Approved
Requisition: 0072069 Requested By: Dookey, Wanda G Currency: USD
Requisition Name: SHY Test Special Requisition Entered Date: 10/27:21 Requisition Total: 875.00
Vendor: 0000013515 ACCURINT A SEISINT, INC. INNOVATION
Header Comments:
Enter any comments for the requisition here.
Line: 1 ftem Description: Test ltem Ordered for Class Quantity: 35 UOM: EA Price:  25.00 Line Total: 87500
Line Status: Approved
Ship Line: | Ship To: LSUSH Address: Shipping Quantity: 35
Attention. Caresa Ganett Due Date: 111021 1501 Kings Highway Shipping Total: £75.00
Ship Via GRND Freight Terms:PP&A Shreveport LA 71103
United States
Dist Status Location aty PCT “Amount GL Unit Account
1 Open WB010303 35 100.00 875,00 LSUSH 543200
Dept Fund Proaram Claws
1052000 il Back Alt+Left Arrow
Open QTY Forward Alt=Right Arrow
350000 Reload Ctrl+R
GL Base Amount Currency < oot
e s ave as.. Ctrl+5
25 Create QR Code for this page
Translate to English
View page source Ctrl+U
Inspect

54. The requisition will process and display for printing. To print, right-click anywhere
in the requisition and select Print....
Click the Print... link.
Print...
55. 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
56. Once the requisition has printed, the two-toned requisition remains displayed on the
screen.
Click the Close button.
®
57. 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

58.

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.

[ Test PS Desktop - Desktop Viewer

@ Requisition

< c Q @ rcbapsfsisuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_REQ_STATUS.GBL?Fold.. @ +f P e @
Favorites ¥ Main Menu eProcurement * > Requisition Workist | ¢ Home | SignOut
~
Financials TRN w2 All = | Search BY cvanced Search AddTo Aot ®
Notification NavBar
New Window | Help | Personalize Page
Create Requisition 7
5:36 PM
Welcome  Dooley, Wanda G A P [ Creciout |
4 @ Home 7 My Preferences 38 Requisition Settings B olines . hg
. o
Request Opfions = Search Search Advanced Search
{AIl Request Options|
Al Request Optio Recently Ordered (7
‘Web -
Thomas Scientific *Sort By
Fisher Scientific
Grainger Search Results Find  First (4 160f6 (0 Last
Sigma Aldrich
Lovies £ Testitam #2 - RFQ Spacial Request Requisition Most Recent Order Date 10/28/2021 |
Office Depot five
BIO RAD LABORATORIES
INC
Cell Signaling Technology Quantity 7E Add [# Add o Favorites 3 Add to Templale(s) g
IntegraledDNATechnologies -
Wore...
Special Requests
Favorites
Templates out
Recently Ordered
& Special Request RFQ Test Requisition ltem Most Recent Order Date 1072872021 s
Quantity i Add [ Add to Favorites 8 Add to Template(s)
1 -
ltems: 9,386  Unread: 63 Updating address book. This folder is up to date.  Connected to: Microsoft Exchange o =B - I +  100%
1. 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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& rcba.psfs.lsubsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=... @ ¥t r" »

Favoites *  Main Menu ¥ eProcurement ¥ > Requisition Worklist | ¢ Home | Sign Out

Financials TRN wz All = | search B £cvanced Search AddTo » ®
Nofification ~ NavBar

Hew Window | Help | Personlize Page =~

Checkout - Review and Submit

Review the item information and submit the req for approval.

Wy Preferences 18 Requisiion Sefings
Requisition Summary
Business Unit |LSUSH O LSUHSC Shreveport Requisition Name

“Requester [WDOOL1 @ Dooley, Wanda G Friority [Medum |

*Currency | USD

Cart Summary: Total Amount 50.00 USD

Expand lines lo review shipping and accounting details nR Add More ltems
Requisition Lines (¢
Line  Description ltem 1D Supplier Quantity uoM Price Total 1
D o [ Testitem #2 - RFQ Special ACGUTEMP 2 EA 2500 50.00
L PRODUCTS. INC
) Select All / Deselect All Select lines to: [k Add to Favorites (231 Add to Template(s) T Delete Selected ZMass Change
Total Amount 50.00 USD

Shipping Summary

# Editfor All Lines

Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103
Attention To Dooley, Wanda G
Comments

Step Action

2. Click the Expand Requisition Lines arrow.
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Favortes *  Main Menu ™ eProcurement ¥ > Requisifion

Financials TRN All

Cart Summary: Total Amount 50.00 USD
Expand lines to review shipping and accounting details
Requisition Lines (7
Line

Description ttem 1D

1 em [ Testitem #2 - RFQ Special
¥ Req

Shipping Line 1 *Ship To

Address

Attention To
Due Date

[ ecoenting tines

() Select All / Deselect All Select lines to:

Shipping Summary
#_Editfor All Lines

ship To Location LSUSH

Address 1501 Kings Highway
Shreveport, LA 71103
Attention To Dooley, Wanda G
Comments

Requisition Comments and Attachments
Enter requisition comments

~ | Search

Supplier

ACCUTEMP
PRODUCTS, INC

LSUSH

1501 Kings Highway
Shreveport, LA 71103

Dooley, Wanda G

[k Add to Favorites

Training Guide

Managing eProcurement Requisitions

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=..

Bl Advanced Search

[ Add More ltems

Quantity uoM

[} ‘Add Shipte Comments Quantity

Price

8 Agd to Templateis) T Delete Selected

Qa &« M »
Worklist | ¢ Home | Sign Out
AddTo ~ Y’ @
Notification NavBar
Price Total I
25.00 50.00
2
2500 Price Adjustment

Pagging Inquiry
Pegging Workbench

tZMass Change

Total Amount 50.00 USD

Step

Action

Click the Expand Accounting Lines arrow.
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@ Requisition
&« cC O & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?FolderPath=... @ # ™ %
Favorites *  Main Menu ¥ eProcurement ¥ > Requisition Worklist | ¢ Home | Sign Out
Financials TRN wz All = | search Bl ~cvanced Search AddTo » ®
Nofification  NavBar
0.00 USD *
3nd accounting details i Add Mare Items
liem D Supplisr Quantity uoMm Price Total Detals  Comments  Delete
FQ Special ACCUTEMP 2| EA 25.00 50.00 R (e i
" PRODUGTS, ING B v hdd
*ShipTo  |LSUSH Q Add Shipto Commenis Quantity 2 =E
Address 1501 Kings Highway Price 25.00 Price Adjustment
Shreveport, LA 71103
Pegging Inquiry
Attention To [ Dooley. Wanda G Pegging Workbench
Due Date 5
[']Accuummg Lines
*Distribute By Accounting Tag @, Multi-Accounting Tags
Accounting Lines Personalize | Find | View &l | {21 L_;' First (4 10f1 (& Last

Select lines to:

¥ Add to Favorites

(78 Add to Template(s)

Chartfields1 || Chartfields2 || Chartfields3 | Defails | Defais2 || Assetinformation || Assetnformation2 || Budgetinformation | [
Line Status. Dist Type *Location Quantity Percen it Merchandise Amt GL Unit
1 Open LSUSH Q 2 100.0000 5000 LSUSH Q j

Add s new row at row 1 (Alt+7)

[ Delete Selectad

iZMass Change

Total Amount 50.00 USD

tion

LSUSH

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.

t]

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 "1".

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

Enter the desired information into the Line 2 Quantity field. Enter "1".

Enter the desired information into the Line 2 Percent field. Enter "50".
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@ Requisition

e

Favorites *

c 0

Main Menu

Financials TRN

0.00 USD

FQ Special

and accounting details

Item 1D

*Ship To
Address

Attention To
Due Date

Accounting Lines
*Distribute By

Accounting Lines

F Add More ltems
Quantity uom Price Total Details
2 EA 2500 50.00 Fé
Add Shipto Comments Quantity 2
Price 25.00 Price Adjustment
Pegging Inquiry
Pegging Workbench
Q Multi-Accounting Tags
Personalize | Find | ViewAll || [ First 4 1-20f2
Chartfields1 || Chartfieids2 || Chartfields3 || Defails | Detais2 || Assetinformation || Assetinformation2 || Budget Information | [F)
Line. Status Quantity Percent Merchandise Amt GL Unit
1 Open aQ 50.0000 25.00 [LSUSH a &HE
2 Open Q 50 0.00 [LSUSH a [ =

Select lines to:

eProcurement ¥

Dist Type

Requisition

Al = | Search

Supplier

ACCUTEMP
PRODUCTS, INC

LSUSH a
1501 Kings Highway
Shreveport, LA 71103

Dooley, Wanda G

Accounting Tag

*Location
LSUSH

LSUSH

[k Add to Favorites

(73 Add to Template(s)

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=...

Advanced Search

[ Delete Selected

Training Guide
Managing eProcurement Requisitions

aQ ¥
Worklist |

AddTo ~

ifMass Change

Total Amount

50.00 USD

#& Home |

> @

Last

™ »

Sign Out

Notification NavBar

Comments  Delete
O add a
HE

Action

Click the Chartfields2 tab.
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@ Requisition

e

Favorites *

Financials TRN wz

0.00 USD

FQ Special

and accounting details

c 0 a o« M »

Main Menu

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=...

Worklist | ¢ Home | Sign Out

> @

eProcurement ¥ > Requisition

All = | Search Bl Advanced Search sl
Nofification  NavBar
F AddMore ltems
Item ID Supplier Quantity uom Price Total Defals  Comments  Delete
ACGUTEMP EA 2500 50.00 = o) i
PRODUCTS, ING & v od
“shipTo  |LSUSH aQ Add Shipto Gomments. Quantity z =E
Address 1501 Kings Highway Price 25.00 Price Adjustment
Shreveport, LA 71103
Pegging Inquiry
Attention To  [Docley. Wanda G Pegging Workbench

Due Date 5

Accounting Lines
*Distribute By Accounting Tag Q Multi-Accounting Tags
Accounting Lines Personalize | Find | View Al | 1] & First 4 1-20f2 » Last
Chartfields1 || Chartfields2 || Charifields3 || Details | Defais2 || Assetinformation || Assetinformation2 || Budgetinformation | [F=0)
Accoun t Dept Fund Program Class IProduct Project Oper Unit
549200 af [1851000 | [111|q [52000 a [10105 |q Q Q o | [H| =
549200 o (1851500 | [111 |ay [52000 o [10105 |oy =% [s% o [H =
Select lines to: [§ Add to Favorites 28 Add to Template(s) T Delete Selected fZuMass Change
Total Amount 50.00 USD
»

Step

Action

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
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@ Requisition

< c 0

Favorites *

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?FolderPath=..

eProcurement ¥

e & M N a
Worklist | i Home | Sign Out

> @

Notification NavBar

New Window | Help | Personalize Page

Main Menu * Requisition

Financials TRN wz All

* | Search 3

Advanced Search AddTo ~

Confirmation
Your requisifion has been submitted

Requested For Dooley, Wanda G Number of Lines 1

Requisition Name 0072092

Total Amount 5000 USD

Requisition 1D 0072092
Business Unit LSUSH
Status Approved

Priority Medium

Budget Status Not Checked

%V\e\’t printable version [4 Edit This Requisition

ﬂ?‘
Check Budgst

Req approval - one step

Requisition 0072092:Approved () View/Hide Comments
Req approval - ane step
Self Approved
Dooley, Wanda G
Raq Dapariment Aprover
N0221 - 1225 PM

Comments

o] .
¥ Creste New Requistion B \yanage Requisitons

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.

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.

@ Employee-facing registry content X + = X
< C @ rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/h/?tab=DEFAULT b S S

Favorites ¥ Main Menu = Workiist | 4& Home | Sign Out

Financials TRN v | s e wo- T 9

Notification NavBar

Personalize Content | Layout ? Help

427 PM

@ ) =

11772021

Step Action

1. Click the Main Menu button.
2. Click the eProcurement link.

0 eProcurement J
3. Click the Manage Requisitions link.

|_1 Manage Requisifions

4, 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 defaulted (0072113) will be used.

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

2
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@ Manage Requisitions x + . X
< C @ rcba.psis.lsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROOT_OBJECT... ¥r & i
Favorites ¥ Main Menu ~

eProcurement ¥ Manage Requisitions

Workiist | 4 Home | Sign Out

Al ~ | Search Bl Advanced Seard AddTo ~ ' @

Financials TRN w:

Notification NavBar
New Window | Help | Personalize Page
Manage Requisitions

Requisition Search Keyword Search
Search Requisitions

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

Q Requisition Name
Requisition ID aQ Request State Al but Complete v | Budget Status|_______
Date From 11/1012021 &) Date To[11/17/2021 ] cancel
Requester KOCON1 IS Entered By Q q
Check Budget
Search Clear

Show Advanced Search
Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon.

View Print
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 (EEEEE]
0072113 SHV Special Request

LSUSH 1117/2021 Open

Not Chicd 450.00 USD| [Select Action] Go

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

Step Action

5. Click the Edit list item.
Edit

6. Click the Go button.
Go
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@ Requisition X + Y = X

& c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PY_PROCURE_REQ.GEL?Page=PV_REQ_CHECKOUT&Acti... ¥ &

Favorites ¥ Main Menu ~ » eProcurement™ > Manage Requisitions > Requisition Worklist ‘ # Home ‘ Sign Qut

Financials TRN ve | Y s 5 wo- &9

Notification NavBar

New Window | Help | Personalize Page

Edit Requisition - Review and Submit
Review the item information and submit the req for approval
A
171 My Preferences Requisition Settings
Requisition Summary
Business Unit LSUSH LSUHSC Shreveport Requisition Name A SHV Special Request
Requester KOCON1 O'Connor, Karen B Requisition ID 0072113

Priority | Medium

*Currency USD

Cart Summary: Total Amount 450.00 USD
Expand lines 1o review shipping and accounting details ar Add More ltems
Requisition Lines (7
Line Description tem ID Supplier Quantity UoM Price To

1 g5 (] Test ltem for Manual ACCURINT A SEISINT, EA 30.00 450
! INC. INNOVATION

[] Select All/ Deselect Al Select lines to: [l Add to Favorites 8 Add to Template(s) 1l Delete Selected farrlass Char

Total Amount

Shipping Summary

# Edit for All Lines
Ship To Location LSUSH

4:29 PM
021

i @

Action

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 1, etc.

In this example, the user will change the Quantity from 15 to 25.
Enter the desired information into the Quantity field. Enter "25".

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.

IDﬂ Save & submit
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@ Requisition X + Y = X

& c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PY_PROCURE_REQ.GBEL?Page=PV_REQ_CHECKOUT&Acti... ¥ &

Favorites ¥ Main Menu ~ » eProcurement™ > Manage Requisitions > Requisition Worklist ‘ # Home ‘ Sign Qut

Financials TRN ve | Y x5 wo- &9
Notification

NavBar

New Window | Help | Personalize Page =

Confirmation
‘Your requisition has been submitted

Requested For O'Connor, Karen B Number of Lines 1
Requisition Name SHV Special Request Total Amount 750.00 USD
Requisition ID 0072113
Business Unit LSUSH
Status Pending
Priority Medium

Budget Status Not Checked

g View priniable version i Edit This Requisition ﬂﬁ Check Budget

Req approval - one step
SHV Special Request:Pending

Req approval - one step

Pending
Multiple Approvers
Req Depariment Approver

Step

Action

The Confirmation page displays.

10.

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.

Main Menu *

2. Click the eProcurement link.

d  eProcurement k
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l @ Employee-facing registry content X

C {Y @ rcbapsfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT aQ % M N &
Workist | # Home | SignOut
Search Menu:
Financials| [ ——— AddTo ~ » @
. Notificaion  NavBar
01 Accounts Payable » Personalize Content | Layout 2 Help
0 auocations 4
1 Background Processes 3
1 Banking v
0 commitment Control v
3 Cost Accounting »
€1 Gustomer Contracts r
L1 Enterprise Ci »
C1  General Ledger & Buer Cener '
B1 inventory [El  manage Requisition Approvals
C1 Lease Adminisiration B Feceive toms
1 LSU Procssses B Repors
& [ Rrequistion
0 Procurement Contracts v
01 Purchasing v
1 Reporting Tools 3
03 SCM integrations >
03 setUp Financials/Supply Chain 3
01 Suppliers »
01 workiist »
D eForms WorkCenter
[ myPreferences

Step

Action

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 Main Menu > eProcurement > Requisition,
add items to the cart, and select the Checkout button to access the Checkout page.

Click the Manage Requisitions link.

Manage Requisitions

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.

Click the Edit link.
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@ Manage Requisitions

& C ¢ @ rcbapsfslsuhscedu/psp/fstm_1/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=.. @ & [ #

Favoites *  Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | i Home | Sign Out

Financials TRN wz All = | Search P —— AddTo ~ e @
Nofification  NavBar

New Window | Help | Personalize Page
Manage Requisitions

Requisition Search || Keyword Search
Search Requisitions

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

Business Unit |LSUSH Q Requi: n Name
Requisition ID (0072086 Q Request State| Al DUl Complete ~
Date From 10282021 W Date To[11/04/2021 I
Requester[WDOOL1 Y Entered By Q £OID a
Search Clear Show Advanced Search

Requisitions

To view the lifespan and fine 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

RegID Requisition Name BU Date Request State Budget Total
0072098  TestAddComments &Af  LSUSH 110472021 Approved Not Chid 8108 usplEd___ [ =]
0072082 0072092 LSUSH 11022021 Approved Not Chkd s000 usp(Beleetadion]  vI[ Go |
0072075 SHV Special Request RFQ..  LSUSH 107282021 Approved Valid 500.00 UsD|[Select Action] vl Go

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

J »

Step Action

6. Click the Go button.
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@ Requisition
&« cC O & rcba.psfs.lsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ # ™ %
Favoites Main Menu ¥ eProcurement ¥ Requisition Worklist | ¢ Home | Sign Out
Financials TRN wz All = | Search BY Advanced search AddTo ~ e @
Nofification  NavBar
Select lines to: [# Add to Favorites 194l Add to Template(s) T Delete Selected TauMass Change -
Total Amount 66.70 USD
L susH

501 Kings Highway
Ehreveport, LA 71103
CARESAGARRETT

-
Displ

splay Comment Text in Modal Window

|how at Receipt Osh t Vouch
ow at Receip! own at Voucher Add more Comments and Attachments
ition
F
y
Save for Later Ce] Add More tems. 83 Preview Approvals

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.

Iz

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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@ Requisition
&« cC O & rcba.psfs.lsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ # ™ %
Favorites Main Menu eProcurement Requisition Worklist A& Home Sign Out
Nofification  NavBar
Select lines to: [H Add to Faverites Add to Template(s) T Delete Selected SsMass Change -
ePro Requisitions
Help
These are the test comments for the &Pra - TEST Add Comments and Attachments Requisifion
SUSH
501 Kings Highway
Ehreveport, LA 71103
[ARESA GARRETT
lhow at Receipt O shown at Voucl
fition
1
4
Return
Save for Later H"‘ Add More tems. 69 Preview Approvals

Action

Click the Return button.
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@ Requisition

& C ¢ @& rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ & [ #

Favoites ™ Main Menu ¥ eProcurement ¥ Requisition Worklist | ¢ Home | Sign Out

Financials TRN va S— o ® @
Notification NavBar

() Select All/ Desslect All Select lines to: [k Add to Favorites 28] Agd to Templateis) T Delete Selected TSsMass Change -

Total Amount 66.70 USD

Shipping Summary

# Edit for All Lines

Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103
Attention To CARESAGARRETT
Comments

Requisition Comments and Attachments
Enter requisition comments

These are the test comments for the gPro - TEST Add Comments and Attachments Requisition

| O send to Supplier O Show st Receipt [ shown at Voucher Adkd more Comments and Atiachraes)

Approval Justification

Enter approval jusiification for this requisifion

& Save & submit Save for Later & Add Mors ltems 63 preview Approvals

Step

Action

10.

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

&« c Q & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?Page=PV_R.. @ ¥t M »

Favorites = Main Menu ~ eProcurement ~ Requisition Workiist | f§ Home | Sign Out

Financials TRN va S— o ® @

Nofificalion  NavBar
Select lines to: [4 Add to Favorites (4 Agd to Template(s) T Delete Selected 2,Mass Change -

Total Amount 86.70 USD

LSUSH
1501 Kings Highway
Shrevepart, LA 71103

CARESA GARRETT

ents
rthe ePra - TEST Add Comments and Attachments Requisiion F‘
A
O show at Receipt O shown at Voucher -
e mere Comments and Atschments |
Add/Edit Comments

is requisition

/J‘j
Save for Later Cil Add More Items &8 preview Approvals

Step

Action

11.

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 Altachments
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@ Requisition

& C ¢ @& rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ & [ #

Favorites Main Menu eProcurement Requisition Worklist A& Home Sign Out

Nofification NavBar
Select lines to: [l Add to Favorites (3 Add to Template(s) T Delete Selected #ZMass Change N
Total Amount 66.70 USD
LSUSH Header Comments
1501 Kings Hi Help
Shreveport, L Business Unit LSUSH Requisition Date 11/04/2021
CARESA GAJ Status Pending
Comments Find!  First (40 10f1 (» Last
| =
Use Standard Comments Entered On

i 1 [These are the test comments for the ePro - TEST Add Comments and Atachments Requisifion. F@ Add a new row at row 1 (Alt=7)
rthe gPro - TEST Ad 4
[ send to Supplier [ show at Receipt ) Show at Voucher
Add Aftachments
[ show at Recel
oK Cancel
is requisition
//F
Save for Later | [ Add More Itsms | 63 preview approvais

Step Action

12. 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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@ Requisition

< c 0

Favorites Main Menu eProcurement Requisition Worklist A& Home Sign Out

Noification
Select lines to: 4 Add to Favorites Add to Template(s) T Delete Selected T2Mass Change -
JoaLAmount SE.Z0ISD)
Header Comments
Help
Business Unit LSUSH Requisition Date 11/04/2021
LSUSH Status Pending
1501 Kings H{ | Comments Find First (4 1-20f2 (» Last
Shreveport, L 1=
Use Standard Gomments Entered On: 11/0412021 2557:55PM HE
CARESA GAS
1[These are the test comments for the ePro - TEST Add Comments and Aftachments Requisition. r_ﬂeﬁ
i
[ send to Supplier [ show at Receipt ([ Show at Voucher
Inents
rihe gBro - TEST Ad =
Use Standard Comments Entered On: 11/042021 3:10:06PM
2 B
[ Show at Recel P
([ send to Supplier ([ show at Receipt [ show at Voucher
Add Attachments
is requisition
oK || Gancel
-
Save for Later | [ Add More Itsms | 63 preview approvais
4 0000000000000 4

Step Action

13. 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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@ Requisition

e

c 0

Favorites Main Menu eProcurement Requisition Worklist A& Home Sign Out

Nofification ~ Nav
Select lines to: [l Add to Favoriles Add to Template(s) T Delete Selected TEMass Change -
JofalAmount S6.701ISD)
Header Comments x
Help
Business Unit LSUSH Requisition Date 11/04/2021
LSUSH Status Pending
1501 Kings H{  Comments Find First (4 1-20f2 () Last
Shreveport, U E
g Use Standard Gommenis Entered On:_11/04/2021_2.57:55PM +
CARESA GAf = [T
1[These are the test comments for the ePro-TE{  File Attachment x ¥
Help P
[ send to Supplier [ show at
Inents Choose File | No file chosen
oozl Erevss
rihe gPro - TEST Ad ploa =
Use Standard Comments ==
g L3
) Show at Recel - P
[ send to Supplier [ show at Receipt O Show at Voucher
Add Attachments
is requisition
oK Gancel
Save for Later | [ Add More Itsms | 63 preview approvais

Step

Action

14.

Choose the file location for the attachment.

Click the Choose File button.

E Choose File
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7 5 ThisPC 5 Documents > v & | Search Documents P EREQGBLPage=PVR. @ # [ # &
Organize MNew folder =~ [ o Worldist A& Home Sign OQut
= ~
Name - @
# Quick access urLRALEs i e Nofficalon  NavEar
UPK
I Desktop * B Mass Change
4 Downloads #* B videos
Documents * Zoom unt B
b Absence_Request_Employee_Self_Service... -
ct
= Pictures * Absence_Requests_Manager_Self_Service... o
H 2021 Training Binder Specifications 2
Managing Requisitions 5.2 [ Item Specifications
SF6 and Certification Electronic 5F-6 Leave Guide for COVID-1... R ey
Training Guide LDR - State of LA Employee Travel Bxp Li... ==
=l Lo L
= e Ep—— :’m
3D Object:
a jects |1 survey 1aps py
I Desktop B Work Schedule Template - WD
E || Documents & A D ——
b File nome: [ tem Specifications v A Files v =E
oW aTRET T P
[ send to Supplier [ show at Receipt [ show at Voucher
| Add Attachments | I
is requisition =
| ok || cancel |
ﬁ Save for Later | (@R Add More Items | 69 Preview spprovals
4 »

15.

Select the desired file to attach.

Click the Open button.

Open

16.

Click the Upload button.

Upload

17.

The Attachment can be viewed for validity.

Click the View button.

View

18.

The File Attachment is displayed.

19.

Close the processing window.

Click the X button.

x
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@ Requisition
&« C Y & rcbapsfslsuhscedu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL?Page=PVR.. @ % ™ M
Favorites Main Menu eProcurement Requisition Worklist A& Home Sign Out
Noification
Select lines to: [} Add to Favoriles Add to Template(s) T Delete Selected TZMass Change -
Header Comments
Help
Business Unit LSUSH Requisition Date 11/04/2021
Status Pending
Comments Find First (4 1-20f2 (¢ Last
LSUSH
¥ [=
1501 Kings H Use Standard Comments Entersd On: 11/04/2021 2:57-55PM ==
Shrevepart, U [These are the fest comments for the ePro- TEST Add Comments and Alachments Requisition rﬁ@
CARESA GAS P
[ send to Supplier ([ show at Receipt O show at Voucher
......... Add Attachments
hents Attachments
Attached File User/Date Time View Send to Supplier
e sPrg TEST A 1 llem_Specifications.docx 2 View 8] =l
View Attached File
Use Standard Gomments Entered On: 11/0412021 3:10:06PM HE
[ Show at Recef 2
F‘%
|
is requisition ([ send to Supplier [ show at Receipt [ Show at Voucher
Add Atachments
Cancel
i
Save for Later | [ Add More Itsms | 63 preview approvais
4 0000000000000 4

Step Action

20. Details of the attachment are now displayed under Comment 1.

Click the OK button.
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< c 0
Favodtes * | Main Menu ¥

Financials TRN w2

Select lines to: [# Add to Favorites

LSUSH
1501 Kings Highwiay
Shreveport, LA 71103

CARESA GARRETT

eProcurement ¥

Requisition

Al = | Search Bl Advanced Search

3 Add to Template(s)

Training Guide

Managing eProcurement Requisitions

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?Page=PV_R...

Qa « M »

Worklist | ¢ Home | Sign Out

Z.Mass Change

Total Amount 66.70 USD

Pro - TEST Add Comments and Attachments Requisition.

)

how at Receipt O shown at Voucher

fisition

Edit more Gommenis and Affachmenis
Add/Edit Comments

I

Save for Later 9 Add More ltems

63 Preview Approvals

javascriptsubmitAction_winO[documentwind, PV_COMM_WRK1_COMMENTSS_P8')

AddTo ~

v @

Notification NavBar

Step

Action

21.

Edit more Commenis and Atachmenis:

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.
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@ Requisition
&« cC O & rcba.psfs.lsuhsc.edu/psp/fstrn_1/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PV_.. @ % [™ # &

Favorites *  Main Menu ¥ eProcurement ¥ Manage Requisitions Requisition Worklist | ¢ Home | Sign Out

Financials TRN wz All = | search BY Acvanced Search AddTo i ®
Nofification ~ NavBar

New Window | Help | Personalize Page
i Submit
q for approval
7~ fo]l .
My Preferences Requisition Settings
[susH LSUHSG Shreveport Requisition Name |TestAdd Comments & Attachment
VDOOL1 Dooley, Wanda G Requisition ID 0072098
- Priority
Track Batch 1
Curent Change Reason
fng datails Cel Add More ltems
Item ID Supplier Quantity uoM Price Total Details | Comments| Delete
GRAINGER INC m EA 667 66.70 =} © dd a
Select lines to: [k Add to Favorites 173 Add to Template(s) [ Delete Selected §Z,Mass Change
Total Amount 81.08 USD
Pre-Encumbrance Balance 56.70 UsD
LsusH
501 Kinae Hinhwau -
javascriptsubmitAction_win(documentwind,'PV_RECL LINE WRK_PV_LINE COMMENTSS2865$0°); »

22.

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
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@ Requisition

& C ¢ @& rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ & [ #

Favorites Main Menu eProcurement Requisition Worklist A& Home Sign Out

Financials TRN va BN . s A C]

Nofification NavBar

New Window | Help | Personaize Page -
it
la for approval.
e & :
My Preferences Requisilion Settings
SUSH | Line Comment
JvpooL1 Help
Business Unit LSUSH Requisition Date 11/04/2021
sD
Status Pending
Line 1
Comments Find  First (4 10f1 (b Last —
ing details
=
Use Standard Comments Entered On: 11/0412021 3:31:04PM .=
1 E1l:
Item 1D /J_ «
O send to Supplier O show at Receipt O Show at Voucher
Add Attachmenls
Select lines to
oK Cancel
LsusH
501 Kings Highway
Bhreveport, LA 71103
ICARESA GARRETT
4 I

Step Action

23. 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.".

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

25. The comment entered can be spell checked.

Click the Spell Check link.
j&
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@ Requisition

< c 0

Favorites *

Financials TRN wz Il -

it

la for approval

Main Menu *

eProcurement ¥

Requisition

Search

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?Page=PV_R...

B8 Advanced Search

SUSH o
NDOOL1

SD

fing details

Item ID

Select lines tof

[ send to Supplier O show
[ Add Aftachments |
OK || Cancel

Line Comment

Business Unit LSUSH

Line 1

Comments

Use Standard Comments

*[These are the test comments for the &Pro.

LsuSH
501 Kings Highway
[Bhreveport, LA 71103

[CARESA GARRETT

Help

Spell Check

Field Label:

Spell Check Text: These are the test comments for

Change To:

Alternatives:

OK

Comment Text

ithe - TEST Adding Line
Comments and Attachments to a
Requisition

pro \

Worklist | ¢ Home | Sign Out

AddTo ~

Personalize Page

a « M »

> @

Notification

pd First (4 10of1 (» Last

H=

pro
EPROM
ephor
PRO

Change Add

| cancel

Iy

Help

Step Acti

on

26.

Ignore

Click the Ignore button.

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.
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@ Requisition
&« cC O & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ # ™ %
Favoites *  Main Menu ¥ eProcurement ¥ Requisition Worklist | & Home | Sign Out
Financials TRN wz All = | Search Y Advanced Search AddTo ~ » @
Nofification  NavBar
Personalize Page
Help
it
la for approval Spell Check
zusk Q Line Comment ES
UsH_la Field Label: Comment Text
NDOOL1 Spell Check Text: [These are the test comments for i=2
=5 Business Unit LSUSH the ePro - TEST Adding Line
= Comments and Attachments to a
o ¢ Requisition
Comments jd First (4 10f1 (b Last
ing details The spelling check is complete.
Use Standard Comments .=l
[These are the test comments for the £Rro. F@
Item 1D
i
O send to Supplier O show
| Add Aftachments
Select lines tol
| ok || cancel
-
LsusH
501 Kings Highway
[Bhreveport, LA 71103
ICARESA GARRETT
4 »

217.

Click the OK button.

28.

Attachments can also be added to individual line comments.

Click the Add Attachments button.
Add Attachments
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@ Requisition
& cC O @ rcba.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ & [ #
Favorites Main Menu eProcurement Requisition Worklist A& Home Sign Out
Nofificalion ~ NavBar
New Window | Help | Personalize Page -
it
la for approval,
. & ’
ly Preferences Requisilion Seltings
SUSH |q Line Comment X
JvpooL1 Help
= Business Unit LSUSH Requisition Date 11/04/2021
Status Deod
Line 1 File Attachment
C Help | Find  First (4 10f1 (b Last —
ing details
H=
Use Standard Gomments Choose File ]No file chosen
"[These are the test comments for the sPro - T €
tem 1D Browse
Upload
i
O send to Supplier O show at A
[ A |
Select lines to -
| ok || cancel
e
LsusH
501 Kings Highway
Ehreveport, LA 71103
CARESA GARRETT
4 »

Step Action

29. Click the Choose File button.

Cnouse FI|E

30. Select the desired file.

Click the File Name link.

i ltem Specifications

31. Click the Open button.

I Open

32. Click the Upload button.

I Upload
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@ Requisition
Favorites Main Menu eProcurement Requisition Worklist A& Home Sign Out
Financials TRN B -5 o W
Nofification  Na
Mew Window | Help | Personalize Page -

it

la for approval.

X i
Line Comment
Hep [
susH |o -
Business Unit LSUSH Requisition Date 11/04/2021

JvpooL1 Status Pending

=0 Line 1

Comments Find First (4) 10f1 (r) Last
Use Standard Comments Entered On: 1110472021 3:31:04PM =l
D [These are the test comments for the ePro- TEST Adding Line Gomments and Attachments to a Requisition rf’i‘%
= [ Send to Supplier [ Show at Receipt () Show at Voucher
Attachments
Attached File UserDate Time View Send to Supplier
Select lines to
1 ltem_Specifications.docx et View 0 =
Cancel

L susH

501 Kings Highuiay

Ehreveport, LA 71103

CARESA GARRETT

‘ »

Step Action

33. Click the OK button.
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@ Requisition

&« C ¢ @& rcbapsfslsuhscedu/psp/fstm_1/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?Page=PV_.. @ % ™ # &

Favoites *  Main Menu ¥ eProcurement ¥ Manage Requisitions Requisition Worklist | ¢ Home | Sign Out

Financials TRN v RS- )
Notification NavBar

New Window | Help | Personalize Page
Submit
la for approval,
7y Preferences o Requisition Setfings
SUSH LSUHSGC Shreveport Requisition Name | Test Add Comments & Aftachment
wpooL1 Desley, Wanda G Requisition ID 0072093
Lan Priority
Track Batch 1
Curment Change Reason
ng details Lrl Add More Items
Item ID Supplir Quantity uoM Frice Total Details | Comments | Delete
GRAINGER INC o EA 567 86.70 B | %em |O
Select lines to: [k Add to Favorites (38 dd to Template(s) T Delete Seiected fZaMass Changs
Total Amount 5108 USD
Pre-Encumbrance Balance 86.70 UsD
|sus
501 Kings Highway hd
[l

Step

Action

34.

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

35.

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.

J  eProcurement L

[e Employee-facing registry content X

&« C {d & rcbapsfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT aQ % M N &
Favorites - [TER | Workiist # Home | signoOut

Search Menu:
Financials o e [N - @

Notification NavBar

Accounts Payable Personalize Content | Layout 2 Help
Alocations
Background Processes
Banking

Commitment Confrol
Gost Accounting

Customer Contracts

»
»
3
»
B
»
»
3

Enterprise

feProcurement [}

General Ledger

reprerreee @

Buyer Center v
Manage Requisition Approvals

Manage Requisitions

Receive lems

Inventory

reE

ltems

Lease Administration

R rts
LSU Processes eports

DoDmWmwe

Requisition

Procurement Contracts
Purchasing

Reporting Taols

SCM Integrations

Set Up FinancialsiSupply Chain
Suppliers

Wiorklist
eForms WorkCenter
ePro Buyer Center

ePro Requisiions

DD Errrreorrer e

My Preferences

https:/frcba.psfs.Isuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROCT_OBJECT.EPCO_EPROCUREMENT.EP_PV_REQ_STATUS_GBL&IsF...

Step Action

3. Click the Manage Requisitions link.

WManage Requisitions
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Step Action

4, 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 "10/01/2021".

5. 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".

@ Manage Requisitions

& C { & rcbapsfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P.. & ¥ [@ # &

Favorites *  Main Menu ~ eProcurement * Manage Requisitions Worklist | ¢ Home | Sign Out

Financials TRN w1 All = | search e AddTo = ®
Nofification ~ NavBar

Hew Window | Help | Personalize Page
Manage Requisitions

Requisition Search || Keyword Search
Search Requisitions

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

Business Unit [LSUSH Q Requisition Name Q
Requisition ID 0072075 [} Request State[All but Complete v BudgetStaws v
Date From 10/012021 o] Date To[ 11052021 2]
Requester [WDOOL1 Y Entered By 2 POID o
Clear Show Advanced Search

Requisitions 7

To view the lifespan and fine 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 au Date Request State Budget Total

0072104 0072104 LSUSH 11052021 Approved Not Chid 850.00 USD Go

0072098  TestAdd Comments &AL LSUSH 110472021 Approved Nat Chi'd 8108 usp(Beeetacion]  vI[ Go

0072082 0072092 LSUSH 11022021 Approved Not Chikd 50.00 USD Go
Creats New Requisiion Review Changs Request Review Changs Tracking Manags Receipts Requisition Report

Step Action

6. Click the Search button.
I Search I

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

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

b
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< c 0

Favorites * Main Menu ~

Financials TRN w1

Manage Requisitions

Requisition Search
Search Requisitions

Business Unit |LSUSH

Requisition ID[0072075

RequesterWDOOL1

Search Clear

Requisitions

ReqID
0072075

Create New Requisition

Date From |10/01/2021

Requisition Name.

SHV Special Request RFQ

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P...

eProcurement ¥

All

Keyword Search

sEAH

BU
LSUSH

Review Changs Request

Training Guide

Managing eProcurement Requisitions

Manage Requisitions Worklist

~ | Search Advanced Search

Hew Window | Help | Persanalize Page

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

To view the lifespan and fine 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

Requisition Name
Request State| Al DUl Complete ~
Date To[11/05/2021 I}
Entered By Q POID
Show Advanced Search
Date. Request State Budget Total
107282021 Approved Valid 50000 UsDilSelect Action ~
“Approvals
ncel
Copy
o
View Print

Select Acti
Review Change Tracking Manage Receipts  LL=oiect Action]

AddTo ~

Qa « M »

| # Home | SignoOut

v @

Notification NavBar

Q

Go

Step

Action

Copy

Click the Copy list item.
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@ Manage Requisitions

&« C ¢ @& rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_REQ_STATUS.GBL?FolderPath=P.. @ +# ™ # &

Favorites Main Menu eProcurement Manage Requisiions Worklist A& Home Sign Out

Financials TRN w BN .. s A C]

Notification NavBar

New Window | Help | Personalize Page
Manage Requisitions

| Requisition Search || Keyword Searcn |
w Search Requisitions

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

Business Unit|LSUSH _|Q, isition Name la,
ition ID - jus 4”

Date From [11/01/2021
Requester [KOCON1 [ a

The source requester (KOCON1) s different from the farget requester (WDOOLT), copy?

Al copied defaults will remain unchanged. Do you want to copy?

Requisitions (7

To view the lifespan and fin ftems far a requis = 11D
To edit or perform another action on a requisifio s :
RegID Requisition Name BU Date. Request State Budget Total
» 0072086 0072096 LSUSH 11/03/2021 Pending Mot Chi'd 76.65 USD | [Select Action] 2
» 0072091 0072091 LSUSH 11022021 Fartially Received  Valid 11447 ysplEelectacion] —— v1[ Go |
» 0072080 0072090 LSUSH 11/02/2021 PO(s) Dispatched  Valid 36.96 UsD|[Select Action) L7
» 0072084 0072084 LSUSH 11/01/2021 POis) Dispaiched  Valid ssssousplCoy VI Go |
» 0072081 0072081 LSUSH 110172021 Recsived Valid 2283 ysplEelectacion] —— wI[ Go |
» 0072080 0072080 LSUSH 11/01/2021 PO(s) Dispaiched  Valid 42.35 usp |[Select Action] Y
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
<+ I r

Step Action

9. NOTE: If copying another user's requisition, you will receive a message stating
that the default items from that user will remain unchanged. Please remember to
review the copied requisition and change items as required for your needs. Click
Yes to continue from this message.
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@ Manage Requisitions

< c 0

Favoites *  Main Menu ™ eProcurement ¥ Manage Requisitions Worklist | ¢ Home | Sign Out

Financials TRN w1 All = | search e AddTo = ®
Nofification ~ NavBar

Hew Window | Help | Persanalize Page

Manage Requisitions

Requisition Search || Keyword Search
Search Requisitions

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

Business Unit |LSUSH Q Requi: n Name
Requisition ID (0072075 Q Request State| Al DUl Complete ~
Date From [10/01/2021 W Date To[11/05/2021 I
Requester[WDOOL1 Y Entered By Q £OID a
Search Clear Show Advanced Search

Requisitions

To view the lifespan and fine 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 au Date Request State Budget Total

0072075 SHV Special RequsstRFQ LSUSH 102812021 Approved valid 600.00 USDIEORY o] G0

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

Step Action

10. Click the Go button.
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@ Requisition

< c 0

Favorites Main Menu

Financials TRN w1

Checkout - Review and Submit

eProcurement

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE_REQ.GBL?Page=PV_R...

Manage Requisitions Requisition

R EY - :cco seacn

aQ %« M 8 2
A& Home

»

Notification

Worldist

Add To

Mew Window | Help | Personlize Page ~

Review the item information and submit the req

Message
9 & Requisition Setfings
Summary
Business Uni¢ [LSY| Chanding Requester will change the defaul setings —
*Requester @ ShipTo ID fo LSUSH b~

*Currency |US

Cart Summary: Total Amount 638.80 USD

Expand lines o review shipping and

Requisition Lines ()

Line  Description

Origin to ONL
Location Code to LSUSH
GL Business Unit o LSUSH
Business_Unit_Pc to LSUSH
Pe Business Unit to LSUSH
Analysis Type to REQ
Retroft lo existing lines? (10150,147)

id More ltems

Changing Requester will change the default setting like ShipTo ID. Location, Origin, Department ID = et
b 1 4o () BEAKER HEVI DUTY oot | #ocoun 3 sifer CharFis. Gl Yes' o eimfiapply ne defaut alue fom Reauestr f he 9560 28680
BPK existing ines? Glick ‘No' to change only the default seting. Click ‘Cance! o reset the Requester to
the previous valus
P 2 ga () FB TRIPLE BEAM BAL 13400 az00
10GX1G

es No Cancel

O Select Al / Desslect All

Shipping Summary

SETECTTMES 107 T PO T avOTIES WA IO TEm TrDEETE

lected #FiMass Changs

Total Amount 688 80 USD

# Edit for All Lines
Ship To Location

LSUSH

Address 1501 Kings Highway
Shreveport, LA 71103
Attention To ©'Connor, Karen B

<+ I ——

Sign Out

Step

Action

11.

NOTE: Remember, if you copied the requisition from another user you need to
change default information to your required information (i.e. requester ID). Once
you change Requester to your own ID you will receive a message like the one
above, choose the appropriate answer to return to the Checkout — Review and
Submit page. Click the Yes button to continue.
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@ Requisition

& C {t @& rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ & [ #

Favoites *  Main Menu ¥ eProcurement ¥ Manage Requisitions Requisilion Worklist | ¢ Home | Sign Out

Financials TR w RS )

Notification NavBar
Checkout - Review and Submit “

Review the ftem information and submit the req for approval

7% Wy Preferences & Requisifion Settings
Requisition Summary

Business Unit LSUSH O LSUHSC Shreveport Requisition Name

“Requester [ WDOOL1 Q. Dooley, Wanda G Priority (Medum v

*Currency |USD

Cart Summary: Total Amount 600.00 USD
Expand lines to review shipping and accounting details F AddMore ltems

Requisition Lines 7

Line  Description ttem ID Supplier Quantity uoM Price Total
o [ Special Request RFQ Test ACCUTEMP 3 EA 125.00 500.00
= Requi PRODUCTS. INC

2 oo [ Testitem #2 - RFQ Special ACCUTEMP 4 EA 25.00 100.00
¥ 7 Req PRODUCTS. INC

() Select All/ Deselect All Select lines to: [k Add to Favorites (8 Agd to Templateis) T Delete Selected EuMass Change

Total Amount 600.00 USD

Shipping Summary
# Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103
Attention To Caresa Garrett
Comments

javascriptsubmitAction_winO[documentwind, PV_REQ HDR_WRK_MY_PREFERENCES):

Step Action

12. 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 Item.

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

& C ¢ @& rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ & [ #

Favorites ™ Main Menu ¥ eProcurement ¥ Manage Requisitions Requisiion

Worklist | ¢ Home | Sign Out

Financials TR w RS- )

Notification NavBar

Checkout - Review and Submit

Review the item information and submit the req for approval. .
” My Preferences & Requisition Seftings
Requisition Summary

Business Unit LSUSH O LSUHSC Shreveport Requisition Name

*Requester [WDOOL1 @ Doolsy. Wanda G Priority

*Currency |USD

Cart Summary: Total Amount 600.00 USD
Expand lines to review shipping and accounting details i Add More Items
Requisition Lines (7

Line  Description ttem ID Supplier Quantity uoM Price Total 1
1 ea () Special Request RFQ Test ACCUTEMP 3 EA 125.00 500.00
7 Requi PRODUCTS. ING
Shipping Line 1 *ShipTo  |LSUSH Q Add Shipto Gomments Quantity 4
Address 1501 Kings Highway Price 125.00 Price Adjustment
Shreveport, LA 71103

Peqging Inquiry
Attention To  |Caresa Garrett Pegging Workbench

Due Date 11/03/2021 )
Dmmmg Lines
2 om [ Testitem #2 - RFQ Special ACCUTEMP 4 EA 25.00 100.00
o Req PRCDUCTS, INC

() Select All / Deselect All Select lines to: [% Add to Favorites (3 Acd to Template(s) T Delete Selected ZMass Change

Total Amount 60000 USD

Step Action

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

14. Change the necessary information for the new requisition.
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@ Requisition

& C t @& rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ & [ #

Favorites *  Main Menu ™ eProcurement ¥ Manage Requisitions Requisifion Worklist | ¢ Home | Sign Out

Financials TR w RS—— )
Notification NavBar

vs Add More tems

Ing and accounting details

Item ID Supplier Quantity uomMm Price Total Details  Comments Delete

lest RFQ Test ACCUTEMP ﬂ EA 125.00 500.00 B [ i}

PRODUCTS, INC

*ShipTo  |LSUSH ‘Add Shipto Comments Quantity 4 [+ [=]

Address 1501 Kings Highway Price 12500 Price Adjustment
Shreveport, LA 71103

5

Pegging Inquiry
Attention To  |Caresa Garrett Pegging Workbench
Due Date  [11/03/2021 B

Accounting Lines

*Distribute By Accounting Tag @ Mutti-Accounting Tags
Accounting Lines Personalize | Find | View All | (7| B2 First 4 1-20f2 (» Last
Chartfieldst || Chartfields? | Chartfields3 || Defails | Defais2 || Assetinformation || Assetinformationz | ) [F=9

Line Status Dist Type *Location ‘Quantity Percent Merchandise Amt GL Unit.

1 Open LSUSH Q 2 50.0000 250,00 [LSUSH o =

2 Open LSUSH Q 2 50.0000 250.00 [LSUSH a EHE
RFQ Special ACCUTEMP 4 EA 2500 100.00 =N o) o

o FRODUCTS, INC B Add
Al Select lines to: [l 4dd to Favorites 3 Add to Template(s) [ Delete Selected {ZsMass Change
Total Amount 600.00 USD

Step Action

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

Enter the desired information into the Quantity field. Enter "6".
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@ Requisition

e

Favorites

Financ

jand Submit

d submit the req for approval,

C t @& rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ & [ #

Main Menu eProcurement Manage Requisitions Requisition Worklist A& Home Sign Out

Notification

Hew Window | Help | Personalize Page -

# wypreferences ¥ Requision Settngs
lsiness Unit |LSUSH |@ LSUHSG Shreveport Name | ]
FRequester [WDOOL1 @ Dooley, Wanda G Priority
*Curency [USD

Message
t600.00 USD

Ing and accounting details

ltem ID SUPH require a manual update of the distribution lines Delails  Comments  Delete
lest RFQ Test ACd h r i
A o 5 T
*ShipTo  [LSUSH Q Add Shipto Gomments Quantity 4 =HE
Address 1501 Kings Highway Price 125.00 Price Adjustment
Shreveporl, LA 71103
Pegging Inquiry
GG T Peaging Werkbench
Due Date  [11/03/2021 &l
¥ Accounting Lines
*Distribute By Qfy ~ ing Tag @ Wulti- ting Tags

Accounting Lines Personalize | Find | View Al | (2| E§ First 4 1-20f2 »' Last

Chartfields1 || Chartfields2 || Charfields3 || Details | Defails2 || Assetinformation | Assetinformationz | [

Line Status Dist Type *Location ‘Quantity Percent Merchandise Amt GL Unit

Allocate the changed quantity based on the spiit distribution? (10200,396)

Selecting "Yes' will allocale the quantity based on the existing distribution percentages. Selecting "No' wil

Step

Action

16.

A Message will display regarding the allocation of the quantity, due to the change
made.

Click the Yes button.
e I

Page 116




Training Guide
Managing eProcurement Requisitions

@ Requisition
& C Y & rcbapsfslsuhscedu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_PROCURE REQ.GBL?Page=PVR.. @ % [™ M
Favoites *  Main Menu ™ eProcurement ¥ Manage Requisitions Requisifion Worklist | ¢ Home | Sign Out
Financials TRN w1 All « | search B ~cvanced Search AddTo » ®
Nofification  NavBar
ng and accounting details i Add More ltems
lem D Supplisr Quantity uoMm Price Total Detsils  Comments  Delets
st RFQ Test ACCUTEMP 500] EA 125.00 750.00 B @ Ean o
PRODUCTS, INC - -
*shipTo  |LSUSH [+ Add Shipto Comments Quantity & =HE
Address 1501 Kings Highway Price 125.00 Price Adjusiment
Shreveport. LA 71103
Pegging Inquiry
Attention To | Caresa Garrett Pegging Workbench
Due Date | 11/03/2021 ]
Accounting Lines
“Distribute By Accounting Tag O ult-Accounting Tags
Accounting Lines Personalize | Find | View all | (71| [ First (4 1-20f2 (» Last

Chartfields1 || Charffields2 || Chartfields3 | Details || Defails2 || Assetinformation | Assetinformationz | B [0

Line Status Dist Type *Location Quantity Percent Merchandise Amt GL Unit
1 Open LSUSH Q 3 50.0000 375.00 |LSUSH Q &=
2 Open LSUSH Q 3 50.0000 375.00 [LSUSH a &=
RFQ Special ACCUTEMP 4 EA 25.00 100.00 = o] i}
Pee PRODUCTS, INC B Add
Al Select lines fo: [l Add to Favorites (3 Add to Template(s) [ Delste Selscted ifyMass Changs
Total Amount 850.00 USD

Step Action

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

< cC 0O @ rcba.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ ™ # &

Favoites * | Main Menu = eProcurement ~ Manage Requisitions Requisition Workiist | f Home | Sign Out

Financials TRN S— o ® @

Nofification  NavBar
[ Select All / Deselect All Select lines to: 4 Add to Favorites 194 Add to Template(s) T Delete Selected lsMass Change -

Total Amount 850.00 USD

Shipping Summary

# Edit for All Lines
Ship To Location LSUSH
Address 1501 Kings Highway
Shreveport, LA 71103
Attention To Garesa Garrett
Comments

Requisition Comments and Attachments
Enter requisition comments

[ Send to Supplier [ Show at Receipt ) Shown at Voucher
‘Add more Comments and Attachmer

Approval Justification

Enter approval justification for this requisifion

Cel Add More ltems 63 preview Approvals

Step Action

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

Click the Save & Submit button.

s Save & submit
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@ Requisition

& C Y & rcbapsfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE REQ.GBL?Page=PVR.. @ & [ #

2
Favorites *  Main Menu ¥ [ ——— Manage Requisiions Requisition Worklist | ¢ Home | Sign Out
Financials TRN w1 All ~ | search » [ — AddTo ~ » ®

Nofification NavBar

New Window | Help | Personalize Page

Confirmation
Your requisifion has been submitted

Requested For Dooley, Wanda G Number of Lines 2

Requisition Name 0072106 Total Amount  850.00 USD
Requisition 1D 0072106
Business Unit LSUSH

Status Approved

Priority Medium

Budget Status Mot Chacked

G 5]
B view printable version # eqtmhis Requisition * Check Budget

Req approval - one step

Requisition 0072108:Approved

,
B reate ew Requistion @ Ianage Requisitions

javascriptsubmitAction_winO(documentwinO, PV_MAINNAY_HTML_PV_PRINT_REQ);

Step Action

19. 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.

20. This completes Copy a Requisition.
End of Procedure.
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Cancellations

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 Main Menu link.
Main Menu
3. Click the eProcurement link.
eProcurement
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l @ Employee-facing registry content X
C ) & rcbapsfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT Q & M N 2 :

Favorites ~  [Rmg)

Search Menu:
Financials S s - S NC)

Notification NavBar

B Accounts Payable v Personalize Content | Layout ? Help
0 Aulocations 4

1 Background Processes 3

[ Banking »

0 commitment Control .

3 Gost Accounting r

€1 Gustomer Contracts r

L1 Enterprise Ci »

- .

C1  General Ledger & Buer Cener '
B inventory [ Manage Requisition Approvals
[Sp—

1 LSU Procssses B repors

& [ Rrequistion

0 Procurement Contracts r

01 Purchasing v

L1 Reporting Tools 3

03 SCM integrations >

03 SetUp Financials/Supply Chain 3

01 Suppliers »

01 workiist »

[0 eForms workcenter

[ myPreferences

Step Action

4. Click the Manage Requisitions link.

Manage Requisitions
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@ Manage Requisitions

< c 0

Favorites Main Menu ~ eProcurement ¥ Manage Requisitions Worldist

Financials TRN w1 All = | search F— Add To

Hew Window | Help | Persanalize Page

Manage Requisitions

Requisition Search || Keyword Search
Search Requisitions

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

Business Unit |LSUSH Q Requi: n Name
Requisition ID Q Request State| All but Complste v
Date From |10/22/2021 i) Date To|10/28/2021 Iz
Requester[WDOOL1 @ Entered By Q £OID
Search Clear Show Advanced Search

Requisitions

To view the lifespan and fine 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

RegID Requisition Name BU Date Request State Budget Total
0072075 SHV Special Request RFQ. . LSUSH  10/28/2021  Approvad Mot Chi’d 57500 UsDISelect Action ~
0072068 SHV Test Special Requis LSUSH 1002772021 Approved Nat Chi'd 87500 usp[Belectacion]  v]
0072064 SHV Test Punchout Requi..  LSUSH  10/28/2021 Approved Valid 57.40 ysp|[Select Action] =
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Training Guide
Managing eProcurement Requisitions

| &

Go

Go

Go

Home | Sign Out

v @

Notification NavBar

Q

Action

Click the button to the right of the Line 3 Select Action field.

b

Click the Cancel link.

Cancel
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@ Manage Requisitions

< c 0

Favoites *  Main Menu ™ eProcurement ¥ Manage Requisitions Worklist | i Home | Sign Out

Financials TRN wi ach Advanced Seareh - T @
Nofification NavBar

New Window | Help | Personalize Page
Manage Requisitions

Requisition Search || Keyword Search
Search Requisitions

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

Business Unit |LSUSH Q Req n Name
Requisition ID Q Request State| All but Complste v
Date From |10/22/2021 i) Date To|10/28/2021 Iz
Requester[WDOOL1 @ Entered By Q £OID a
Search Clear Show Advanced Search

Requisitions

To view the lifespan and fine 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

RegID Requisition Name BU Date Request State Budget Total
0072075 SHV Special Request RFQ.. LSUSH  10/28/2021 Approved Not Chk'd 575.00 USD |[Select Action] vl Go
0072068 SHV Test Special Raquis LSUSH 1002772021 Approved Nat Chi'd s75.00 usp[Beectaction] v Go
0072084 SHV Test Punchout Requi..  LSUSH 102612021 Approved Valid s7.40 usphGaneel... il e |
Create New Requisition Review Changs Request Revisw Change Tracking Manage Receipts Requisition Report
J »

Step Action

7. Click the Go button.
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@ Manage Requisitions

< c 0

Favorites *

@ rcba.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?Page=PVREQ.. @ & [ #

Main Menu * eProcurement ¥ Manage Requisitions

All = | Search Bl Advanced Search

Worklist | i Home | Sign Out

v @

Notification NavBar

Financials TRN w1 AddTo

New Window | Help | Personalize Page

Requisition Details for: Dooley, Wanda G

Business Unit LSUSH Date 10/26/2021

Requisition ID 0072084 Status Approved

Requisition Name SHY Test Punchout Requisition Total 5740 USD
Line Details
Line Itam Description Status Price Gty Total
2+ Approved 2870000 PK 2.0000 57.40
TUL(R) Retractable Gel . -
2 Pens, Fine Poinl, 0...  Caneeled 13.76000 PK 3.0000 4128
Cancel Requisiion

Refum to Manage Requisitions

Step

Action

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.

I Cancel Requisition I

The requisition is now in a Canceled status. This also changes the Budget Status

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 3 Select Action field.
v |
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@ Manage Requisitions

< c 0

Favoites *  Main Menu ™ eProcurement ¥ Manage Requisitions Worklist | & Home | Sign Out

Financials TRN wi ach Advanced Seareh - T @
Nofification NavBar

Hew Window | Help | Persanalize Page

Manage Requisitions

Requisition Search || Keyword Search
Search Requisitions

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

Business Unit |LSUSH Q Req n Name
Requisition ID Q Request State| All but Complste v
Date From |10/22/2021 i) Date To|10/28/2021 Iz
Requester[WDOOL1 @ Entered By Q £OID a
Search Clear Show Advanced Search

Requisitions

To view the lifespan and fine 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

RegID Requisition Name BU Date. Request State Budget Total
0072075 SHV Special Request RFQ . LSUSH 1012812021 Approvad Mot Chi'd 57500 UsD|ISelect Action vl Go
0072068 SHV Test Special Raquis LSUSH 1002772021 Approved Nat Chi'd 87500 usp[Beectaction] v Go
0072084 SHV Test Punchout Requi LSUSH 10/26/2021 Canceled Mot Chi'd 0.00 UsD{lSelect Action] vl Go
Create New Requisition Review Change Request Revisw Change Tracking Manage Receipts

Undo-Cancel
View Print

[Select Action]

Step Action

10. Click the Check Budget link.

Check Budget

11. Click the Go button.

12. The Budget Status updates to Valid.
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@ Manage Requisitions

< cC O

Favorites ~ Main Menu ~ # Home |

v @

Notification NavBar

Worklist |

eProcurement ¥ Manage Requisitions

All = | Search Bl Advanced Search

Sign Out

Financials TRN w1 AddTo

New Window | Help | Personalize Page
Manage Requisitions
Requisition Search | Keyword Search
Search Requisitions

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

Business Unit[LSUSH Q Requisition Name aQ
Requisition ID Q Request State( 21l but Complste v BudgetStaws[ ]
Date From |10/22/2021 i) Date To| 10/28/2021 Iz
RequesterWDOOL1 1Y Entered By I} £OID a
Search Clear Show Advanced Search
Requisitions 7
To view he lifespan and line flems for a requisition, click the Expand triangle icon
To edit or perform another action on a requisiion, make a selection from the Action dropdourn list and click Go
RegID Requisition Name BU Date Request State Budget Total
0072075 SHV Special Request RFQ_.  LSUSH  10/28/2021  Approved Mot Chi'd 575.00 USD |[Select Action] ~| Go
0072068 SHV Test Special Requis LSUSH 1002772021 Approved Not Chkd 7500 usplEelectacion] V[ o
0072064 SHV Test Punchoul Requi LSUSH  10/26/2021 Canceled Valid 0.00 UsD|[Select Action] Go

Copy

Create New Requisition Review Change Request Revisw Change Tracking Manage Receipts

Undo-Cancal

View Print

[Select Action]

Step

Action

13.

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 hew
requisition.

14.

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

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.

Click the Main Menu link.

Main Menu

Click the eProcurement link.

eProcurement
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l @ Employes-facing registry content X

Search Menu:
Financials R - S NC)

Notification NavBar

C () & rcbapsfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT Q & M 2 :

Favorites ~  [TRgn] If

B Accounts Payable v Personalize Content | Layout ? Help
0 Aulocations 4

1 Background Processes 3

[ Banking »

0 commitment Control >

3 Gost Accounting r

C1  Gustomer Contracts r

L1 Enterprise Ci »

- .

C1  General Ledger & Buer Cenler '
& inventory [ Manage Requisition Approvals
[Sp—

1 LSU Procssses B repors

& [ Rrequision

0 Procurement Contracts 4

01 Purchasing v

L1 Reporting Tools 3

03 SCM integrations >

03 SetUp Financials/Supply Chain 3

[ Suppliers »

01 workiist »

[0 eForms workcenter

[ myPreferences

https://rcba.psfs.suhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROCT_OBJECT.EPCO_EPROCUREMENT.EP_PV_REQ_STATUS_GBL&IsF...

Step

Action

Click the Manage Requisitions link.

Manage Requisitions
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@ Manage Requisitions

< c 0

Favortes *  Main Menu ™ eProcurement ¥ Manage Requisitions:

Financials TRN w1

Manage Requisitions

Requisition Search || Keyword Search
¥ Search Requisitions

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

Requisitions (7

To view the lifespan and fine 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 au Date Request State Budget
0072075 SHV Special Request RFQ. LSUSH  10/28/2021  Approved Not Chkd
IV Test Special Requis LSUSH  10/27/2021 Approved Not Chkd
D 0072064 SHV Test Punchout Requi..  LSUSH  10/26/2021 Approved Valid
Create New Requisition Review Change Request Review Change Tracking

javascriptsubmitAction_winO{documentawind,'PV_REQSTAT WRK_PV_EXPAND_SECT$0');

Business Unit |LSUSH Q Requisition Name
Requisition ID Q Request State| All but Complste v
Date From |10/22/2021 i) Date To|10/28/2021 Iz
RequesterWDOOL1 @ Entered By Q
Search Clear Show Advanced Search

Workdist

All = | Search Bl Advanced Search S

Training Guide
Managing eProcurement Requisitions

# Home |

Notification

Hew Window | Help | Persanalize Page

v

Q
Budget Status
POID %
Total
57500 Usp | [Select Adion) Ty
87500 usp(Eelectacion] v Go
o563 Usp[[Seiect Adion] <1 e
Manags Receipts Requisition Report

Sign Out

®

NavBar

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

< c 0

Favorites *  Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | i Home | Sign Out

Financials TRN w RS- )
NavBar

Notification

L
Business UnitLSUSH Q Requisition Name Q
Requisition ID % Request State[ Al but Complete v BudgetStaws v
Date From [10/22/2021 o] Date To|10/28/2021 I}
Requester WDOOL1 [} 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 requisifion, make a selection from the Action dropdown list and click Go

Req 1D Requisition Name BU Date Request State Budget Total
0072075 SHV Special Request RFQ...  LSUSH  10/28/2021 Approved Mot Chi'd 575.00 usD|[Select Action vl Go
0072069 SHV Test Special Requis LSUSH  10/27/2021 Approved Mot Chi'd 875.00 UsD [[Select Action] ~| Go
0072064 SHV Test Punchout Requi..  LSUSH 101262021 Agproved Valid 98.68 USD Go
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium
Pre-Encumbrance Balance 88.68 usD
i
o= 4
¥ I
Requisition Approvals Inventery ;a";';": f::ij Recenving Retums nvice Payment
Request Lifespan:
Line Information Personalize | Find | (@] B} First (4 1-20f2 & Last
Line Description Status Price Currency Quantity UOM  Supplier
1 @ Office Depol(R) Brand Transp..  Approved  28.70 usD 2PK  OFFICE DEPOTLLC X
2 @ TUL(R) Retractable Gel Pens. Approved 13.76 usD 3 PK OFFICE DEPOT LLC
Creale New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
javascriptsubmitAction_winD{documentawing, PV_REGMGR_LN_WR_PV_CANCEL§1: »

Step Action

6. 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

7. A confirmation message will display.

Click the OK button.

Page 132




Training Guide
Managing eProcurement Requisitions

@ Manage Requisitions

Favorites *  Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | ¢ Home | Sign Out
Financials TRN w1 All = | search BY Acvanced Search AddTo = ®
Nofificalion  NavBar
Business Q Requisition Name Q
Requisition ID % Request State[ Al but Complete v BudgetStaws v
Date From [10/22/2021 o Date To[10/2872021 o]
Requester WDOOL1 Q Entered By Q POID (¢}
Search Clear Show Advanced Search
Requisitions 7
To view the lifespan and line flems for a requisition, click the Expand triangle icon
To edit or perform another action on a requisiion, make a selection from the Action dropdourn list and click Go
Req 1D Requisition Name BU Date Request State Budget Total
0072075 SHV Special Request RFQ...  LSUSH  10/28/2021 Approved Mot Chi'd 575.00 usD|[Select Action vl Go
0072069 SHV Test Special Requis LSUSH  10/27/2021 Approved Mot Chi'd 875.00 USD [[Select Action] ~| Go
0072064 SHV Test Punchout Requi..  LSUSH 101262021 Agproved Mot Chicd 57.4p uspl[SelectActon] vl o
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium
Pre-Encumbrance Balance 9868 ysp
; =
=k o = A
B i " &
Requisiton Approvals Inventory Furchase Change Recening Returms rvoice Payment
Orders Request
Request Lifespan:
Line Information Personalize | Find | (21|} First (4 1-20f2 b Last
Line Description Status. Price Currency Quantity uom Supplier
1 @ Office Depot(R) Brand Transp Approved 28.70 usD 2 PK S_FCF‘CE DEFOT ®
o @ TUL(R) Retractable Gel Pens, 1378 usD 3 PK E’LFCF‘CE DEPOT
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
javascriptsubmitAction_winD{documentawind,'PV_REQSTAT WRK_PV_REQSTAT_FINDREQ)): »

Step Action

8. 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 3 Select Action field.

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

Click the Check Budget link.

Check Budget
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@ Manage Requisitions

< c 0

Favoites *  Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | ¢ Home | Sign Out

Financials TR w RS- )

Notification NavBar

DI S It AT 112 1L LDs 11 e 11 7o

Business Unit[LSUSH a Requisition Name Q
Requisition ID % Request State[ Al but Complete v BudgetStaws v
Date From 102212021 o] Date To[10/28/2021 o}
Requester [WDOOL1 Q Entered By Q . -

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 requisifion, make a selection from the Action dropdown list and click Go

Req 1D Requisition Name BU Date Request State Budget Total
0072075 SHV Special Request RFQL..  LSUSH  10/28/2021 Approved Mot Chi'd 575.00 usD|[Select Action vl Go
0072069 SHV Test Special Requis LSUSH  10/27/2021 Approved Mot Chi'd 875.00 UsD [[Select Action] ~| Go
0072064 SHV Tesi Punchout Requi..  LSUSH  10/26/2021 Approved Mot Chi'd 57.40 UsDiGhesk Budget ~Hd co
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium
Pre-Encumbrance Balance 9868 ysp
i
[=3# =] '
= L o
Requisition Approvals Inventory Furchase Change Recening Returms rvice Payment
Orders Request
Request Lifespan:
Line Information Personalize | Find | (21| [ First (4 1-20f2 b Last
Line Description Status. Price Currency Quantity uom Supplier
1 @ Office Depol(R) Brand Transp Approved 28.70 usD 2 PK S_FCF‘CE DEFOT ®
2 €f\ TUL(R) Refractable Gel Pens, Canceled 1378 usD 3PK ?[(:F‘CE ZEVET
Creale New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

10. Click the Go button.

11. The Budget Status updates to Valid.

12. 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.

13. 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 Main Menu link.

2. Click the eProcurement link.

J  eProcurement L

[e Employee-facing registry content X

< c Q @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT H
Favorites [N Workiist | # Home | SignOut

Search Menu:

Financials B b BY novanced Search AddTo v = ®
Notification NavBar

Accounts Payable Personalize Content | Layout ? Help
Alocations

Background Processes

v

»

L3

Banking r
Commitment Control v
Gost Accounting »
Gustomer Contracts »
»

Enterprise

eProcuremeni| !

=]

=]

@

a

=]

]

a

@

(=]

C1  General Ledger & Buer Center '
Bl Inventory u Manage Requisition Approvals
G tems 2
E1 Lesse Adminstatin | o Receive ems

Bl LSU Processes g repors

o I requisition

01 Procurement Contracts 4

C1 Purchasing v

1 Reporting Tools 3

03 SCM integrations v

3 SetUp Financials/Supply Chain 3

€1 Suppliers v

0 workiist 4

[ eFoms WorkCenter

[ myPreferences

https:/frcba.psfs.suhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROCT_OBJECT.EPCO_EPROCUREMENT.EP_PV_REQ_STATUS_GBL&IsF...

Step Action

3. Click the Manage Requisitions link.

I Manage Requis ti:nsl

Page 135



Training Guide
Managing eProcurement Requisitions

@ Manage Requisitions

< c 0

Favorites *  Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | ¢ Home | Sign Out

Financials TRN w st )

Hew Window | Help | Personalize Page
Manage Requisitions
Requisition Search || Keyword Search
¥ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit[LSUSH Q Requisition Name Q
Requisition ID [ Request State[ 21l but Complete ~ BudgetStaws[ ]
Date From |10/21/2021 I Date To| 10/28/2021 Iz
Requester\WDOOL1 1Y Entered By Q oD a
Search Clear Show Advanced Search
Requisitions (7
To view he lifespan and line flems for a requisition, click the Expand triangle icon
To edit or perform another action on a requisiion, make a selection from the Action dropdourn list and click Go
RegID Requisition Name BU Date Request State Budget Total
0072069 SHV Test Special Requis LSUSH  10/27/2021 Approved Mot Chi'd 875.00 USD |[Select Action] v Go
D 0072064 SHV Test Punchout Requi. LSUSH 1072612021 Approved Not Chid o368 usp[Belettadion] v Go
Create New Requisition Review Change Request Review Changs Tracking Manage Receipts Requisition Report
javascriptsubmitAction_winD{documentawind,'PV_REQSTAT WRK_PV_EXPAND_SECT$1'); b

Notification NavBar

Step

Action

Under the Requisitions section, click the arrow to the left of the Line 3 Req ID
Information field.
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@ Manage Requisitions

&« (¢ 0 & rcba.psfs.lsuhscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P.. Q ¥t r" »
Favoites Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | i Home | Sign Out
Financials TRN w1 All = | search e AddTo » ®
Noiificaion  NavBar
Search Requisitions -
To locate requisitions, edit the criteria below and click the Search buton
Business Unit[LSUSH Q Requisition Name Q
Requisition ID Q Request State[ Al but Compiete v Budget status v
Date From 102172021 g1 Date To| 1072872021 g}
Requester WDOOL1 Q Entered By Q POID Q
ST 2 Show Advanced Search
Requisitions 7
Toview the lifespan and line tlems for a requisilion, click the Expand friangle icon
To edil or perform another action on a requisition, make a selection from the Action drpdovm list and click Go
Req ID Requisition Name BU Date Request State Budget Total
0072069 SHV Test Special Requis LSUSH 1012712021 Approved Mot Chicd 875.00 USD Go
0072064 SHV Test Punchout Requi..  LSUSH 101262021 Approved Mot Chicd 9868 USD ﬂ Go
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium
Pre-Encumbrance Ealance 000 ysp
. =
[=% o e 4
B s & o
Requisition Approvals Inventory Fé::":: ;::;’f; Recening Returns Invoice Payment
Request Lifespan:
Line Information Personalize | Find | (31| B First (4 12of2 b Last
Line Description Status Price Currency Quantity UOM  Supplier
1 @ Office Depol(R) Brand Transp Approved 28.70 usD 2 PK E’Ef ICE DEFOT ®
2 @ TULR) Retractable Gel Pens, Approved 13.78 usD 3 PK E’LFCF‘CE DEPOT x
Create New Requisition Review Change Request Review Change Tracking Manage Receipls Requisition Report
5

Step Action

5. 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.

>
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@ Manage Requisitions

&« (¢ 0 & rcba.psfs.lsuhscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P.. Q ¢ r" »
Favorites *  Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | i Home | Sign Out
Financials TRN w1 All = | search e AddTo » ®
Nofification  NavBar
Search Requisitions -
Tolocate requisitions. sdit the criteria below and click the Search button
Business Unit|[LSUSH [} Requisition Name Q
Requisition ID a Request State[ Al Eul Gamplete v Budget status %]
Date From |10:21/2021 W Date To[ 1072872021 Ic]
Requester WDOOL1 Q Entered By Q POID Q
ST 2 Show Advanced Search
Requisitions 7
To view the lifespan and fine items for a requisition, click the Expand triangle icon
To edit or perform ancther action on a requisition, make 2 selection from the Action dropdown list and click Go
Req 1D Requisition Name BU Date Request State Budget Total
0072069 SHV Test Special Requis LSUSH 10/27/2021 Approved Mot Chid 275.00 usp|[Select Action vl Ge
0072064 SHV Tesi Punchouf Requi..  LSUSH  10/26/2021 Approved Mot Chi'd 9565 UsDilSelectActon] ~ vi Go
Requester Dooley, Wanda G Entered By Dooley, Wanda G Priority Medium Approvals
Pre-Encumbrance Balance 0.00 usD
R = Cancel
=3k s feirel '
= e I ¥
Requisiton Agpravals e Furchase Charge Recening Py Check Budget
T o r Orders Request "
Request Lifespan: Copy
Line Information Persenalize | Find | (3 Last
Edit
Line Description Status. Price Currency Quantity uom
View Print
1 @ Ofice Depot(R) Brand Transp Approved 28.70 usp 2PK
[Select Action]
2 @ TULR) Retractable Gel Pens, Approved 1378 USD 3 PK e p. 9
Creale New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
»

Step Action

6. 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

7. Click the Go button.

8. 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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c 0

Main Menu

e

Favorites *

Financials TRN w1

v ]Search Requisitions

Business Unit|LSUSH Q
Requisition ID (<%
Date From |10/21/2021 i
Requester WDOOL1 [+
Search Clear
Requisitions 7

To view the lifespan and line items for a requisition

ReqID Requisition Name
0072089 SHV Test Special Requis.
0072064 SHV Test Punchout Requi...

Requester Dooley, Wanda G
Pre-Encumbrance Balance

Reguisiton Approvals

Request Lifespan:
Line Information

Line Description

1 @ Office Depot(R) Brand Transp.

2 @ TUL(R) Retractable Gel Pens

Create New Requisition

eProcurement ¥
All = | Search Bl Advanced Search

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

Review Change Request

Manage Requisitions

Training Guide
Managing eProcurement Requisitions

Worklist |

AddTo ~

To edit or perform ancther action on a requisifion, make a selection from the Action dropdowm list and click Go.

#& Home |

F

Notification

Q

Requisition Name
Request State[Al bul Complete v BudgetStatus[___ v
Date To| 1072872021 g}
Entered By aQ POID

Shew Advanced Search
click the Expand triangle icon
BU Date Request State Budget Total
LSUSH 10/27/2021 Approved Mot Chid 275.00 usp|[Select Action vl Ge
LSUSH 10/26/2021 Approved 9s.63 usp[[SelectAcion] v Go

Entered By Dooley, Wanda G Priority Medium
3658 UsD

. =
il =] 4
o i ¥
Furchase Change
Inventery e [ Recenving Retums nvoice Payment
Personalize | Find | {31 B First (4 1-20f2 b Last

Status Price Currency Quantity UOM  Supplier

Approved 28.70 usD 2 PK ffg‘CE DEROT x

Approved 1376 usD 3 PK EC:F‘CE DEESH x

javascriptsubmitAction winOldocumentwind, PV_REQSTAT WRK_PV_REQSTAT_FINDREQ'):

Review Change Tracking

Manage Receipls Requisifion Report

Sign Out

®

NavBar

Step

Action

sourced to a Pu

rchase Order.

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

10.

End of Proced

ure.

This completes Budget Check a Requisition.
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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.
@ Employee-facing registry content X 4 v - P
< C @ rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/h/?tab=DEFAULT b S S

Workiist | 4& Home | Sign Out

Financials TRN v [ I Y »orcososcn B iiseonss o= & @

Notification NavBar

Personalize Content | Layout ? Help

4:50 PM

& PV ompn B

Step Action
2. Click the Main Menu button.
3. Click the eProcurement menu.
0  eProcurement 3
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Step

Action

4.

Click the Manage Requisitions menu.

J Manage Requisifions

@ Manage Requisitions x 4+ W - x
<« c @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ ROOT_OBJECT... 1r -
Favorites ¥ MainMenu~ 5 eProcurement~ > Manage Requisilions Workiist | 4 Home | SignOut
Financials TRN w: All ~ | Sgarch P cvanced Search AddTo o ©)
Notification NavBar
New Window | Help | Personalize Page
Manage Requisitions
Requisition Search Keyword Search
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 Complete v Budget Status
Date From | 10/20/2021 [5 Date To | 10/27/2021 [&
Requester KOCON1 Q, Entered By Q PO ID
Search Clear Show Advanced Search
Create New Requisition Review Change Reguest Review Change Tracking Manage Receipts Requisition Report

Action

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.

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

Click in the Show Advanced Search field.

Show Advanced Search
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@ Manage Requisitions X+ W - x
&« c & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ ROOT_OBJECT... ¥ &
Favorites ¥ MainMenu™ 5 eProcurement> > Manage Requisitions Workiist | 4 Home | Sign Out
Financials TRN wz All = | Search Y 1 vanced Soarcn P O
Notification NavBar
New Window | Help | Personalize Page
Manage Requisitions
Requisition Search Keyword Search
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit|LSUSH Q Requisition Name
Requisition ID aQ Request State| All but Complete v Budget Status N
Date From |10/20/2021 [F Date To| 10/27/2021 E1
Requester [ KOCON1 Q Entered By a POID q
To locate requisitions containing specific lines, edit the criteria below and click the Search button
Item 1D aQ Item Description
Ship To Q Supplier ltem ID
Search Clear
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
javascriptsubmitAction win{document.winG'PV_REQ HDR WRK_PV_SRCH_ADV'): b

==§iEH@|£N§AEw§Eq

Step Action

8. 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

9, Click in the Hide Advanced Search field.
Hide Advanced Search

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

Click the Search button.

Search
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@ Manage Requisitions X + v = X

e

Favorites ¥ MainMenu™ 5 eProcurement™ > Manage Requisitions Workiist | 44 Home | Sign Out

Financials TRN v I B /s sovcr B tassomcnrots o= & @

Manage Requisitions

Requisition Search Keyword Search
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 Complete v Budget Status N
Date From | 10/20/2021 [& Date To | 10/27/2021 [E
Requester KOCON1 Q, Entered By Q PO ID q
Search Clear Bhow Advanced Searchi

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 selection from the Action dropdown list and click Go.

Req D Requisition Name BU Date Request State Budget Total
0072081 0072061 LSUSH 10222021 Denied Not Chk'd 56.12 UsD |[Select Action v Bo
0072080 Class Example LSUSH 10/20/2021 Approved Not Chik'd 112.60 USD |[Select Action v|| @0

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

c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL ROOT_OBJECT... ¥ & i

Notification NavBar

New Window | Help | Personalize Page

Step

Action

11.

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

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

b
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@ Manage Requisitions X + v = X

& c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL ROOT_OBJECT... ¥ &

Favorites ¥ MainMenu™ 5 eProcurement™ > Manage Requisitions Workiist | 4 Home | Sign Out

Financials TR v [ B /o sover B tassoncnross o= &+ @

Notification NavBar

New Window | Help | Personalize Page

Manage Requisitions

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

Business Unit| LSUSH Q Requisition Name
Requisition ID a Request State[ Al ut Complete +| By Approvals
Date From [10/20/2021 H Date To | 10/27/2021 &} cancel
Requester KOCON1 IS Entered By Q q
Check Budget
Search Clear Show Advanced Search

Copy

o Edit
Requisitions (7

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

[Select Action]

ReqID Requisition Name: BU Date Request State Budget Total
0072061 0072061 LSUSH 10222021 Denied ot Chk'd 56.12 UsD][Select Action] Go
0072080 Class Example LSUSH  10/20/2021 Approved Not Chik'd 112.60 USD |[Select Action vl @0
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

12. 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

13. 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.

@ Employee-facing registry content X ap . = X

&« C @ rcbapsfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT [ ¢ 2

Workiist | 4k Home | Sign Out

Financials TRN v | - e wo- * 2

Notification NavBar

Personalize Content | Layout ? Help

111 PM

P orzzr20m 5
Step Action
2. Click the Main Menu button.
3. Click the list item.
Ld  eProcursment L
4, Click the list item.
J Manage Requisiions
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Step Action

5. In this example, the date range of 07/01/21 - 10/22/21 will be entered. The
Requester will also be removed prior to searching.

Enter the desired information into the Date From field. Enter "070121".

@ Manage Requisitions x + ~ =

o
X

< c @ rcba.psfs.lsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROOT_OBJECT... ¥r &

Favorites ¥ MainMenu™ 5 eProcurement™ > Manage Requisilions Workiist | 4 Home | Sign Out

Financials TRN ve | Y e s wo- &2

Notification NavBar
New Window | Help | Personalize Page
Manage Requisitions

Requisition Search Keyword Search
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 Complete v Budget Status o
Date From 070121 [ Date To | 10/22/2021 [5H
Requester | (XSSO LT] Q Entered By Q PO ID q
Search Clear Show Advanced Search
H The Requester specified has no Requisitions
Create New Requisition Review Change Reguest Review Change Tracking Manage Receipts Requisition Report

Step Action

6. 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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@ Manage Requisitions X +

Favorites ¥ Main Menu ~ > eProcurement~ > Manage Requisitions

Manage Requisitions

Requisition Search Keyword Search
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 Complete ~
Date From 070121 [ Date To | 10/22/2021 [
Requester Q Entered By Q
Search Clear Show Advanced Search
H The Requester specified has no Requisitions.
Create New Requisition Review Change Request Review Change Tracking

Financials TRN vz fr—

Manage Receipts

& c & rcba.psfs.lsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL ROOT_OBJECT... ¥ &

Workiist | 4 Home | Sign Out

AddTo =

New Window | Help | Personalize Page

Budget Status N

POID

Reguisition Report

v @

Notification NavBar

Action

Click the Search button.

Search

Click the OK button.
OK

A message displays stating the max scroll amount has been reached.
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@ Manage Requisitions X + v = X
&« c & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ ROOT_OBJECT... 1 -
Favorites | Main Menu ¥ > eProcurement™ > Manage Requisitions Workiist | 4 Home | Sign Out
Financials TRN wz AIl | Scarch B tvancod Searcn min- ¥ @
Notification NavBar
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 selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Request State Budget Total
5524782 5524782 LSUSH 09/20/2021 | Approved Valid 550.00 USD |[Select Action] ~ Go
06696935 FY2022US BIOMAX0916- LSUSH  09/20/2021 | PO(s) Dispatched Valid 595.00 USD |[Select Action] v|| 6o
BUL...
06696671 DNRFY2022EURCFINS08-  LSUSH  09/20/2021 | PO(s) Dispalched Valid 63.00 USD [[SelectAction] ~| 6o
10
06693477 06693477 LSUSH 09/20i2021 | PO(s) Dispatched Valid 934.88 USD | [Select Action] ~ Go
06694128 06694128 LSUSH D09/17/2021 | PO(s) Dispatched Valid 59050 USD | [Select Action] ~ Go
5975423 5975423 LSUSH  09/16/2021 | PO(s) Dispatched Valid 220698 USD | [Select Action] ~ Go
066959938 066359938 WiTT LSUSH  08/16/2021 | Partially Received Valid 850.70 USD | [Select Action] vl @0
06694123 06694123: 20210914-001 LSUSH  09/16/2021 | PO(s) Dispatched Valid 683.00 USD |[Select Action] v|| Go
5524781 5524781 LSUSH  09/13/2021 | PO(s) Dispatched Valid 1,500.00 USD | [Select Action] hd Go
06696931 FY2022TAKARA- LSUSH  09/10/2021 | PO(s) Dispatched | | Valid 268.00 USD | [Select Actin v|| @o
0729BULL(E
06696929 FY2022DSHBO729BULLOCK LSUSH  09M0/2021 | Received Valid 65.00 USD [[SelectAction] v 6o
(E..
06694119 06694119: 20210907-001 LSUSH  09/10/2021 | PO(s) Dispaiched Valid 3,430.40 USD | [Select Action] >l 6o
06684118 06694118 LSUSH  09/10/2021 | PO(s) Dispatched Valid 59920 USD | [Select Action] ~ Go
06694117 06694117: 20210907-005 LSUSH  09/10/2021 | PO(s) Dispatched Valid 1,668.00 USD | [Select Action] vl @0
06694116 06694116: 20210907-004 LSUSH  09/10/2021 | PO(s) Dispatched Valid 315.50 USD |[Select Action] vl G ~

Step Action

9. 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.

10. The Action list allows the user to choose an action such as edit, copy, view print,
etc.
11. In this example, the user will select requisition 06693477.

Click the Expand Section for Req 1D 06693477 button.

12. Click the Down scrollbar.
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@ Manage Requisitions X + v = X
&« c & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ ROOT_OBJECT... 1 -
Favorites ¥ MainMenu™ 5 eProcurement~> > Manage Requisitions Workiist | 4 Home | Sign Out
All ~ | earch Y Advanced Search AddTo ¥ v @
Notification NavBar
ReqID Requisition Name BU Date Request State Budget Total
5524782 5524782 LSUSH 09/20/2021 Approved Valid 550.00 USD| [Select Action] v|| @0
06696935 FY2022US BIOMAX0916- LSUSH 09/20/2021 PO(s) Dispatched Valid 585.00 USD | [Select Action] vl 8o
06696671 DNRFY2022EURCFINS08-  LSUSH  09/20/2021 PO(s) Dispaiched Valid 63.00 USD [[SelectAction] vl Go
10
06693477 08693477 LSUSH 08/20/2021 PO(s) Dispatched valid 934.88 USD |[Select Action] v]|_ 6o
Requester Buck, Andria 5 Entered By Buck, Andriz S Priority Medium
Pre-Encumbrance Balance 0.00 USD
&= 4
4 2
Requisition Approvals Inventory L2 Lage Recsiving Retums Invoice Payment
! Orders Request o - !
Request Lifespan:
Line Information Personalize | Find | (] [ First (4) 14014 (b Last
Line Description Status Price Currency Quantity uom Supplier
’ GENESEE
o y - d 7 .
1 " Cat# 12-106 25ml Serologica... PO Dispatched  69.67 usb 4EA SCIENTIFIC X
e o Y 7 3 . GENESEE
2 #* Cat#24-160RS 1000ul Oympu... PO Dispatched 2455 usD 5 EA SEEEE x
o h G d 5 . GENESEE
3 ﬁa Cat# 24-430 1000ul Reach CI. PO Dispatched 5250 usD 5EA SCIENTIFIC x
e 4 27 ke GENESEE
4 #‘ Cat# 24-412C 200ul Classic PO Dispatched 27095 usp EA SCIENTIFIC x
06694128 06694128 LSUSH 09/17/2021 PO(s) Dispatched Valid 500.50 USD |[SelectAction] hd Go

Step Action

13. 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.

Click the Purchase Orders button.
@%

Purchase
Orders

14. The Purchase Order information for the requisition displays for review.

Click the Return to Manage Requisitions link.

Feturn to Manage Reguisitions

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

b

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

Click the View Print list item.

[ View Print
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Step

Action

17.

Click the Go button.
G0

18.

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.

fes

19.

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 LA 71103
United States

20.

Click the Print menu.

Print... Ctrl+P
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@ Manage Requisitions X @ Requisition x + . = X

c @ rcba.psfs.lsuhsc.edu/psc/fstrn/view/% 7bV2 %7 dbB_UmIXITxDKxfpv3wPCzcW2PPTDoEGOZZccaXv7RLNNod4IQoQOID7ASMI..  ¥r -

Print 2 sheets of paper
Destination 5 HPOBFO6A (HP Officej
- &= e Pages All -
o = P =
= = = = = .
= 2 rumma o Copies 1
== == — ==
et ot T o oy S S he WS tmtasws Lavout —— .
i 0 Dt Y
e 1 s e st g denaty 5
oot DAPUOPR = e sikfeng P
e G0 Frmg T PP
Calor Black and white -
= = = = — =
= T = =
e o = = ==
o sm o wm More settings -

m Gancel

12275 L8USH 549200

B

V vzen T

Step Action

21. The Print Preview displays. Generally, users would select the Print option.

For training purposes only, click the Cancel button.

Cancel

22, Click the Close button on the Requisition tab.
X

23. Click the Collapse Section for Req ID 06693477 button.

24, Review other requisitions as desired.

25. 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. In this exercise the Classic menus will be utilized. For NavBar navigation, select:

NavBar > Navigator > eProcurement > Buyer Center > Inquiries and Reports

@ Employee-facing registry content X ap . = X

&« C @ rcbapsfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT b g 2

Workiist | 4k Home | Sign Out

Financials TRN SR oo B s o~ B 0 @

Notification NavBar

Personalize Content | Layout ? Help

218 PM

DL

Step Action
2. Click the Main Menu button.
3. Click the eProcurement menu.
J  eProcurement b
4, Click the Buyer Center menu.
L3 Buyer Center b
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Step Action

5. Click the Inquiries and Reports menu.

IJ Inguiries and Reports

o
X

@ Inquiries and Reports x + = -

< c @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RPT_MAIN.GBL?psInkid=EP_PV_RPT_MAIN_GBL2&Fol... ¥r &

Favorles ¥ MainMenu™ 5 eProcurement™ > Buyer Cener ¥ Inquiries and Reporis Workiist | 4 Home | Sign Out

Financials TRN v IR Y e s B isssewcnross o= & @

Notification NavBar

New Window | Help | Personalize Page

Inquiries
PO Inquiry
Inquire on purchase order details.

PO Activity Summary
Inquire on purchase order activities.

PO Change History

Inquire on purchase order change history

Procurement Group Inguiry
Procurement Group Inquiry.

Reports

Expediting Report
Provides purchase order details such as late days and due date sorted 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 information sorted by purchase order date, supplier, or
buyer.

PO Schedule Listings -

Step Action

6. Click the PO Inquiry link.
PO Inquiry

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

Click the Search button.

Search

9. 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.

=3

=)

Page 156




Training Guide
Managing eProcurement Requisitions

@ Purchase Orders x  + v - X

& c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_RPT_MAIN.GBL?psInkid=EP_PV_RPT_MAIN_GBL2&Fol... ¥r &

Favorites ¥ MainMenu™~  , eProcurement~ > BuyerCenter~ > InquiiesandReporis > Purchase Orders Worklist | & Home | Sign Out

Details for Line CELL SIGNALING

POID 6690383 Line 1 [Catalog No - 13647 STING (D2P2! -
Pur Status Closed Amount Only Backorder Status Not Backordered
Pul | Line Details

Physical Nature Goods

Merchandise Amt 276.00 Currency USD

v Category 00000 Category ID 00001
GENERIC ITEM CATEGORY

Contract SetlD SHARE

Contract Version
Contract Line Category Line
Group ID Original Substituted Item
Release Description
Rebate ID
RFQID RFQ Line
Lini Supplier ltem ID
s Supplier's Catalog
GPO Contract GPOID
1 Manufacturer ID UPN Type
UPNID
: Mg ltem ID -
& 3

Step Action

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

Click the Down scrollbar.

-

11. Click the Return button.

Return

12. Click the Line 1 - Schedule button.
el
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@ Fun
e

Favorites ¥ Main Menu ~ > eProcurement~ > BuyerCenter~ > InquiresandRepots > Purchase Orders Workiist | 4 Home | Sign Out

chase Orders x 4 v = X

IERIEEIEMEN Purchase Orders ~ | search BY Advanced Search B Last Search Resutts AddTo = o @

Purchase Order Inquiry

Schedules

Line 1 Catalog No - 13847 STING (D2P2 PO Qty 10000 EA Merchandise Amt 276.00 USD
Schedules
Details Statuses
Sched Due Date TimeDue  Revision ShipTo  Aftention To PO Gty Price Merchandise sy
1 & 0210412021 LSUSH  Jackson Chariotte Y. 1.0000 276.00000 27600 USD  Clf

Ship To Comments

[&h Return to Search | [ Notify

c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_RPT_MAIN.GBL?psInkid=EP_PV_RPT_MAIN_GBL2&Fol... ¥ &

Notification NavBar

| New Window | Help | Personalize Page

Business Unit LSUSH POID 8690383

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.

3

14.

Click the Distributions/ChartFields button.
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@ Burchase Orders X

< c

Favorites Main Menu

eProcurement

+

Buyer Center

| New Window | Help | Personalize Page

Inquiries and Reports

& rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_RPT_MAIN.GBL?psInkid=EP_PY_RPT_MAIN_GBL2&Fol...

Purchase Orders Worklist

UENVEMEIN Purchase Orders ~ | search BN Advanced Search  [B] Last Search Resuits Add To

# Home

T .

Sign Qut

v @

Notification NavBar

Distributions for Schedule 1
POID 8690383 Line 1 Sched 1 Item Catalog No - 13647 STING
(D2P2F) Rabbit mAb
Status Closed Sched Qty 1.0000
Distribute By Quantity Merchandise Amount 276.00 USD
1.00 Doc. Base Amount 276.00 USD
Distributions
Chartfields Details/Tax Asset Information Req Detail Budget Information
At Merchandise .
ist Status Percent PO Qly = GL Unit Entry Event  Account Oper Unit Fund Dept Program
Jag |1 Closed 100.0000 1.0000 276.00 USD LSUSH 545720 "3 1497400 10201
Return
»

222 PM

 wzn B

Action

Return

Click the Return button.

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

16.

Click the Return to Main Page link.

Return to Main Page

17.

Header Details

Click the Header Details link.
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@ Burchase Orders x  +

& c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_RPT_MAIN.GBL?psInkid=EP_PV_RPT_MAIN_GBL2&Fol... ¥ &

Favorites Main Menu eProcurement Buyer Center Inquiries and Reporis Purchase Orders Worklist /‘\ Home Sign Qut

RUENEIMIN Purchase Orders ~ | search BN Advanced Search  [B] Last Search Resuits Add To * @
Notification NavBar

PO Header Details

Pur] Help
Pu Business Unit LSUSH POID 6690333
PO Details
Supplier CELL SIGNALING TECH Budget Status Valid
v Origin ONL  On-Line En ‘Tax Exempt

PO Date 02/04/2021

PO Type ConfirmPQ 1D 720702002

Billing Location SHEILL Ehllmg Addr955 Letter of Credit ID
Currency
Currency Code USD Exchange Rate Detail Exchange Rate 1.00000000
Rate Date 01/01/1901 Base Currency USD

Rate Type CRRNT

Process Control Option
Lini Hold From Further Processing Method Print STANDARD
Dispatch

Accounting Date 06/30/2021

1 Return

|[EF Return to Search | =] Notify | | FRelated Links |

4
P

Rain...

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 Details
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@ Purchase Orders x 4 v = X
& C @ rcba.psfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_RPT_MAIN.GBL?psInkid=EP_PV_RPT_MAIN_GBL2&Fol... fr &
Favorites Main Menu eProcurement Buyer Center Inquiries and Reports Purchase Orders Worklist # Home Sign Qut
Purchase Orders = | Search B Advanced Search B Last Search Resuts Add To v @
Notification NavBar
Supplier Details -- CELL SIGNALING TECH e~
Purchy Help
Purg Business Unit LSUSH POID 6630383
Location 0000000001 Terms NET30 Net 30 Days
Address 1 She Basis Date Type Inv Date
¥ Hel Contact Si Basis Date
Salesperson Show S
Address Details
Country USA United States Fax
Address 1: 166B CUMMINGS CTR BUILDING 100 Prefix
Address 2: Phone
Address 3:
City: BEVERLY
Lines]
Parish: OUT OF STATE Zip Code: 01915-0000
e State: MA Massachusetts
1 -
Retumn
2
|[EF Return to Search | =] Notify | | FRelated Links |

Action

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.

Return

21.

Click the Document Status link.

NOTE: This will open a new window.

Document Status
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@ Burchase Orders

c

X @ Document Status X +

Favorites ~ Main Menu ~ eProcurement ™ > Buyer Center ¥

Financials TRN Y

Document Status

Business Unit LSUSH
Document Date 02/04/2021
Currency USD
Buyer Broussard, Kevin J

Budget

*

Requisifions{1)

Show All

Associated Document

Documents || Related Info
Actions SetiD Sﬁ?‘"e“ Document Type DOC ID Status
~ Actions LSUSH Requisition 6690383 Complete
~ Actions LSUSH Voucher 00645530  Posted

Inquiries and Reports

& rcba.psfs.lsuhsc.edu/psp/fstrn_S/EMPLOYEE/ERP/c/PROCUREMENT_ANALYSIS.PRCR_DOCSTAT_PO.GBL?Page=PRCR_DOCST...

> Purchase Orders

Advanced Search  [B Last Search Results

PO ID 6690383

Status Compl

Document Type Purchase Order
Merchandise Amt 320.00

Status Valid

=0+

Vouchers(1) Payments(1)

Personalize | Find | View All | (2 | Q

Document Date Supplier ID Location Status Inquiry
0210412021 B
01/25/2021 0000006269 0000000001

> DoMwkitStalus fy Home |

T A

Sign Qut

Y @

Notification NavBar

AddTo =

| Mew window | Help | Personalize Page

First (4) 1-30f3 (b Last

Go To Document.

Step Action

22.

Click the Close tab.
x

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. Click the Activity Summary link.

Activity Summary
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@ Purchase Orders X @ Activity Summary x| + v = X

c & rcba.psfs.lsuhsc.edu/psp/fstrn_6/EMPLOYEE/ERP/c/MANAGE_PURCHASE_ORDERS.ACTIVITY_SUMMARY.GBL?Page=ACTIVIT.. ¥ &

Favorites ¥ Main Menu > > eProcurement™ > BuyerCenter~ > Inquiries and Reports > Purchase Orders > AcWiykSummary ¢ Home | Sign Out

Financials TRN v I B /s sovcr Bt somcnros o & @

Notification NavBar

New Window | Help | Personalize Page
Activity Summary
Business Unit LSUSH PO Status Compl
Purchase Order §590383 supplier CELL SIGNALING TECH

Merchandise Amount 320.00 USD Supplier Location 0000000001

Merchandise Receipt 000 USD
Merchandise Returned 000 USD

Merchandise Invoice 320.00 USD

Merchandise Matched 320.00 USD

Lines Personalize | Find | View All | (2| Q First (4) 1-20f2 (b Last

Defails | Receipt || Invoice || Matched || RIV

Line Line Details Item Iltem Description uom Manufacturer ID Mig Itm ID
1 (Catalog No - 13647 STING (D2P2 EA
2 Shipping EA

[&" Returnto Search | | Netify

Action

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.
x

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 Main Menu link.

2. Click the eProcurement link.

eProcurement

[e Employee-facing registry content X

&« C {d & rcbapsfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT a % [P »
Favorites - [ERRTg Workist | 4 Home | SignOut

Search Menu:
Financials| B > [ . AddTo v = ®
Notification NavBar

Accounts Payable Personalize Content | Layout ? Help
Alocations

Background Processes

v

»

L3

Banking 4
Commitment Control v
Gost Accounting »
Gustomer Contracts »
3

Enterprise

feProcurement [}
y

=]

=]

=]

=]

=]

[i=]

=]

[=]

(=]

1 General Ledger & Buer Cener
Bl Inventory u Manage Requisition Approvals
S, 2
E1 Lesse Admistatin | o Receive lems
C1  LSU Procssses 8 Reports

- ] Requisition
3 Procurement Contracts r
C1 Purchasing v
L1 Reporting Tools 3
£3  SCM integrations >
03 setUp Financials/Supply Chain 3
01 Suppliers »
01 workiist »
[ eFoms workCenter

[l my Preferences

https:/frcba.psfs.Isuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROCT_OBJECT.EPCO_EPROCUREMENT.EP_PV_REQ_STATUS_GBL&IsF...

Step Action

3. Click the Manage Requisitions link.

Manage Requisitions
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@ Manage Requisitions

&« > C Q @ rcba.psfs.lsuhsc.edu/psp/fstrn_2/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=...

Favorites *  Main Menu ~ eProcurement ~ Manage Requisitions Worklist #& Home | Signout

Financials TRN w2z Al = | search BY fcvanced search [ Last Search Results AddTo ~ Ao @
Noiificaion  NavBar

New Window | Help | Personalize Page
Manage Requisitions
Requisition Search || Keyword Search
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit [LSUSH aQ Requisition Name Q
Requisition ID % Request State[ Al but Complete v BudgetStaws v
Date From 0910172021 o} Date To[11/01/2021 o]
Requester [CTAYL2 a Entered By I} fOID a
Search Clear Show Advanced Search
Requisitions (7
To view the lifespan and fine 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
RegID Requisition Name BU Date Request State Budget Total
0071882 0071892 LSUSH 08102021 Recived Valid 436.14 UsD |[Select Action ~| Go
0071875 0071875 LSUSH 08/08/2021 PO(s)Dispatched  Valid 140000 usp[Belectadion]  w| go
Doon??s 06023781 LSUSH 09/01/2021 PO(s) Dispatched Valid 5,.928.00 UsD|[Select Action vl Go
Review Change Request Revisw Change Tracking Manage Receipts Requisition Report
javascriptsubmitAction_win2{documentwin2,'PV_REQSTAT WRK_PV_EXPAND SECT$2'); b

Step Action

4. 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.
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@ Manage Requisitions

€& > C Y & rcbapsfslsuhscedu/psp/fstm_2/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=.. @ +# ™ #*

Favoites *  Main Menu ¥ eProcurement ~ Manage Requisitions Worklist | i Home | Sign Out

Financials TRN w2 All | Search Bl Acvanced Search [ Last Search Results AddTo ~ Al ®
Nofificaion  NavBar

New Window | Help | Personalize Page
Manage Requisitions
Reguisition Search || Keyword Search
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( 21l but Complste v BudgetStaws[____ ]
Date From [09/01/2021 W Date To[ 1170172021 I
Requester [CTAYLZ Q Entered By Q POID Q
Search Clear Show Advanced Search
Requisitions (7
To view he lifespan and line flems for a requisition, click the Expand triangle icon
To edit or perform another action on a requisiion, make a selection from the Action dropdourn list and click Go
ReqID Requisition Name BU Date Request State Budget Total
0071882 0071892 LSUSH 08102021 Received Valid 436.14 UsD |[Select Action >l o
0071875 0071875 LSUSH 08/08/2021 PO(s)Dispatched  Valid 140000 usp[Eelectadion] v go
ootz oeezaTat LSUSH 09012021 POfs)Dispalched  Valid 592800 uspl[Selectaction] V][ Go
Requester CoxCynthia T Entered By Broussard. Kevin J Priority Medium
Pre-Encumbrance Balance 0.00 USD
—
= = a2 [+5% 4 . = |
5 s o £ = 3
Requisiion Approvals Inventary FS’;"E": §g:]§f Resening Returns rwoics. Payment
Request Lifespan:
Line Information Personalize | Find | (7| [& First (4 10of1 b Last
Line Description Status Price Currency Quantity UOM  Supplier
javascriptsubmitAction_win2{documentawin2,'PV_REQSTAT WRK_PV_COLLAPSE SECTS2); »

Step Action

5. 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.

Purchase
Orders
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Retum to Manage Requisitions

javascriptsubmitAction win2{documentwin2,'PV_REQ DTLS_WRK_PV_TRANSFER BTN');

@ Manage Requisitions

& C ¢ @& rcbapsfslsuhscedu/psp/fstm_2/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=.. @ & [ #

Favortes *  Main Menu ™ eProcurement ¥ Manage Requisitions:

Worklist | ¢ Home | Sign Out

Financils TRNv: A 1< o 815 s )

Nofification NavBar

New Window | Help | Personalize Page
Business Unit LSUSH

Requisition information

Find | ViewAl  First (4 10f1 (b Last
Requisition ID 0071773 Line Number 1
PO information Find | ViewAll  First (4 10f1 (b Last
PO Number 06087876 Buyer CTAYL2 Change Order
PO Date 08/01/2021 Supplier ID 0000036978 Terms NET30 PO Status Dispatched

Lines Personalize | Find | View All | 1] [ First 4 10f1 b Last
Line ltem D Description M"’";:,;"“ uom PO Qty Status  Line Details

Acalog Hosting & Support 6/14/2021 . | it
1 b 592800 USD  EA 10000  Approved e

Return to Previous Page

Step

Action

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

Click the Return to Manage Requisitions link.

Retum to Manage Requisitions

Invoice icon allows the user to view receipt details.

Click the Invoice link.
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@ Manage Requisitions

<« c O
[m——

eProcurement ¥ Manage Requisitions

& rcba.psfs.lsuhsc.edu/psp/fstrn_2/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=..
Main Menu ~

Qa « M »
Worklist | ¢ Home | Sign Out
Financials TRN All | Search Bl Acvanced Search [ Last Search Results AddTo ~ w ®
Nofification  NavBar
Business Unit LSUSH Requisition ID 0071773
Associated Document

Hew Window | Help | Personalize|
Business Unit LSUSH

PO Number 06087876
Supplier ID 0000036979

Find | View Al  First (4 1
Purchase Order Date 09/01/2021 Match Rule STANDARD
Supplier Location 0000000001 DIGITAL ARCHITECTURE INC
PO Line Find | View Al First 4 10f1 )
Line Number 1 Schedule 1 Item 1D
Merchandise Amount 5928.000 PO Quantity 1.0000 Mstch Status PO Malched
PO Voucher Lines Personalize | Find | ViewAll| @1 | [} First (4 1of1 (b Last
APUnt  Voucher Line  InvoiceNumber  Entry Status  Match Status Amount  UOM  Quantity Receiving BU  ReceiptlD  ReceiptLine  Finalized Distribution
LSUSH 00652039 1 INV2500 Postable  Matched 5926000 EA 10000
PO Receiver Lines Personalize | Find | ViewAll | (1] [} First (4 1of1 (b Last
ReceivingBU  ReceiptID Receiptline  Match Status  Amount

UOM  Recvty Accept Oty

0.000

javascriptsubmitAction_win2(documentwin?,'PV_REQ DTLS WRK_PV_TRANSFER_BTNSO);

Action

Click the Return to Manage Requisitions link.

Return to Manage Requisitions

Click the Payment link.
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—\

PO Voucher Find | View All First (4} 10f1 (b Last »
Business Unit LSUSH Requisition ID 0071773 PO Number 08087876 Voucher ID 00652039
PO Payment Find | View All First (40 10of1 (» Last

Bank Name JP MORGAN CHASE BANK, N A Payment Reference ID 636015

Pay Cycle SHAP Accounting Date 09/14/2021

Pay Cycle Seq # 4210 Payment Date 09/14/2021

Days Qutstanding 49
Payment Clear Date

Supplier Name DIGITAL ARCHITECTURE INC
Address 3111 W PIPKIN RD
Reconcile Date
Address Line 2
Payment Date 09/14/2021

City LAKELAND FL 3381 Usa
Payment Amount 5928 000 USD Payment Method CHK
Description
P
@
Review Payments Personalize | Find | (21| & First (4) 10f1 (b Last

Details Additional Details

BusinessUnit  Voucher ID ';g;ff:"ce Advice Date Invoice Number Gross Paid Amount Paid Amount Payment Currency
LSUSH 00652039 1 0611472021 INV2500 5928 00 5,928 00 USD

Return to Manage Requisitions v
<

+ I 1 1048 = 855px Size: 89.0KE 100% () L O]

Step

Action

10.

The PO Payment page displays.

You can return to the Manage Requisitions page by clicking on the Return to
Mange Requisitions link in the bottom left of the screen.

11.

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 Main Menu link.

Main Menu

2. Click the eProcurement link.
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l @ Employee-facing registry content X

< C {d & rcbapsfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT Q # M N 2 :

Favorites - [ERRTg Workiist # Home | signout

Search Menu:
Financials TR Y s - @

Notification NavBar

01 Accounts Payable » Personalize Content | Layout 2 Help
0 auocations 4

1 Background Processes 3

1 Banking v

0 commitment Control r

1 Cost Accounting »

£1  Gustomer Contracts v

01 Enterprise C 3

- .

1 General Ledger & Buer Cener '
B Inventory U Manage Requisition Approvals
S, 2
[SEp—

C1  LSU Procssses B Reports

& [ requistion

0 Procurement Contracts r

C1  Purchasing v

L1 Reporting Tools 3

£3  SCM integrations >

03 setUp Financials/Supply Chain 3

01 Suppliers »

01 workiist »

[0 eForms workGenter

[l my Preferences

https:/frcba.psfs.Isuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROCT_OBJECT.EPCO_EPROCUREMENT.EP_PV_REQ_STATUS_GBL&IsF...

Step

Action

Click the Manage Requisitions link.

Manage Requisitions
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@ Manage Requisitions

&« (¢ 0 & rcba.psfs.lsubsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P.. Q ¥t r" »

Favoites Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | ¢ Home | Sign Out

Financials TRN All « | search o [ —, AddTo = ®
Nofification ~ NavBar

Manage Requisitions -

Requisition Search || keyword Search
Search Requisitions

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

Business Unit [LSUSH a Requisition Name a
Requisition ID % Request State[Allbul Complele v/ ] Budget Status
Date From |10/01/2021 W Date To|11/05/2021 T}
Requester [(WDOOL1 o Entered By Q POID o

Clear Show Advanced Search

Requisitions

To view the lifespan and fine items for a requisition, click the Expand triangle icon
To edit or perform ancther action on a requisifion, make a selection from the Action dropdowm list and click Go.

Req ID Requisition Name BU Date Regquest State. Budget Total

0072106 0072106 LSUSH  11/052021  Approved Not Chkd 850.00 usp[Eelectacion] v Go

0072104 0072104 LSUSH  11/05/2021 Approved Not Chid 850.00 USD Go

0072098 TestAdd Comments &AH  LSUSH 11/0472021 Approved Nat Chi’d 8108 uspBelectadion] v go

0072092 0072092 LSUSH 110212021 Approved Not Chid s0.00 usplBelectacion] v e

0072075 SHV Special Request RFQ . LSUSH  10/28/2021 Approved Valid 600.00 USD Go

0072068 SHY Test Special Raquis LSUSH 1002772021 Approved Nat Chi'd s75.00 usplBelectacion] v Go

0072064 SHV Test Punchout Requi..  LSUSH 1012612021 Canceled Valid 0.00 usu Go

0072059 SHV Test Punchout Requi_. LSUSH  10/20/2021 Approved Not Chkd 7156 usp/Selectadion] V[ o

0072046 SHV Test Punchout Requi . LSUSH 101812021 Approvad Nat Chid 7158 usplBelectAdion] v o

0072044 SHV Test Punchoul Requi..  LSUSH 1011912021 Approved Not Chi'd 69,03 usplBelectacion] V| o

0072016 0072016 LSUSH 101272021 Approved Mot Chicd 129.90 USD Go =

J »

Action

Click the button to the right of the Line 7 Select Action field.
| ~]
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@ Manage Requisitions

Favorites Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist # Home | SignOut
Financials TRN BY Acvanced Search AddTo = ®
Nofificalion  NavBar
a
Requisition ID Q Request State( A DU Compiets ____+]
Date From [10/01/2021 W Date To[11/052021 I
Requester[WDOOL1 a Entered By Y foID a
Search Clear Show Advanced Search
Requisitions 7
To view the lifespan and fine 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
RegID Requisition Name BU Date. Request State Budget Total
0072106 0072106 LSUSH  11/05/2021 Approved Mot Chi'd 850 00 UsD/|Select Action v Go
0072104 0072104 LSUSH 11052021 Approved Not Chkd 850.00 usp[Eelectacion] v Go
0072098 TestAdd Comments &AH..  LSUSH  11/04/2021 Approved Mot Chi'd 81.08 s |[Select Action vl Go
0072082 0072092 LSUSH 11/022021 Approved Not Chid 50.00 USD/|[Select Action] v 6o
0072075 SHV Special Request RFQ_ LSUSH 107282021 Approved Valid 60000 usp[Eelectacion] v [ o
0072069 SHV Test Special Requis. LSUSH 10/27/2021 Approved Mot Chid 875.00 UsD|[Select Action] vl Go
0072084 SHV Test Punchout Requi LSUSH  10£28/2021 Canceled Valid 0.00 uspilSelect Action] ~ Go
0072059 SHV Test Punchout Requi_.  LSUSH 1072012021 Approved Not Chkd 7158 usp|“Y Go
0072045 SHV Test Punchout Requi..  LSUSH  10/19/2021 Approved Not Chi'd 7158 USD|Undo-Cancel Go
0072044 SHV Test Punchout Requi LSUSH 101912021 Approved Not Chid XSRS ey print _Go
0072016 0072016 LSUSH 101212021 Approved Not Chicd 129.90 USD ] Go
[Select Action]
0072014 0072014 LSUSH 101272021 Approved Valid 64.95 USD =ereerrmerer—————|  Go
Create New Requisition Review Change Request Revisw Change Tracking Manage Receipts Requisition Report
4 »

Step Action

5. Click the View Print list item.

View Print
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@ Manage Requisitions

&« (¢ 0 & rcba.psfs.lsubscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P.. Q ¢ r" »

Favorites Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | i Home | Sign Out

Advanced Search sl ' @
Nofificalion  NavBar

a =
Requisition ID Q Request State[AlDut Complete  +|
Date From 100172021 o] Date To[11/052021 2]
Requester [WDOOL1 Y Entered By a co a
Search Clear Show Advanced Search
Requisitions
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 selection from the Action dropdown list and click Go
Req ID Requisition Name BUY Date Request State Budget Total
0072106 0072106 LSUSH 11052021 Approved Mot Chkd 85000 usplEelectacion] v o
0072104 0072104 LSUSH 11052021 Approved Not Chkd 850.00 usp[EelectAcion] v Go
0072098 TestAdd Comments SAHL.  LSUSH 11/042021 Approved Nat Chicd 8108 usplBelectAdion] v ge
0072092 0072002 LSUSH 110272021 Approved Not Chicd s0.00 usplSelestadion] V[ go
0072075 SHV Special Request RFQ . LSUSH 1012812021 Approvad Valid s00.00 usp[Belectacion] — v1[ Go
0072069 SHV Test Special Requis..  LSUSH 1012772021 Approved Not Chicd arsoo usplEelectacion] V| o
0072064 SHV Test Punchout Requi. LSUSH 10/26/2021 Canceled Valid 0.00 USD I_—..VIEW Print hd ‘ Go I
0072058 SHV Test Punchout Requi LSUSH 1012012021 Approvad Nat Chid 7158 usp[Belectadion] v o
0072045 SHV Test Punchoul Requi..  LSUSH 1011972021 Approved Not Chicd 7153 usplBelectAdion] v o
0072044 SHV Test Punchout Requi_. LSUSH  10/19/2021 Approved Mot Chicd §9.03 USD Go
0072016 0072016 LSUSH 10M2/2021 Approved Mot Chkd 12080 usplBEelectacion] V[ 8o
0072014 0072014 LSUSH 10M2/2021 Approved Valid 6405 usp/Seledtadion] v o
Create New Requisftion Review Change Request Review Change Tracking Manage Receipts Requisition Report
4 »

Step Action

6. Click the Line 7 Go button.
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@ Manage Requisitions

Favorites Main Menu eProcurement Manage Requisiions Worklist A& Home Sign Out
Nofification
Business Unit|LSUSH [+ isition Name | la -
Requisitonin| |a Request State[Allbul Compists W] BudgetStaws[ _ ¥]
Date From [10/01/2021 W Date To[11/052021 I
Resueserl000LT | N — O —

Show Advanced Search

Requisitions (7

To view he lifespan and line flems for a requisition, click the Expand friangle icon

To edit or perform another action on a requisifion, make 3 selection from the Action dropdown list and click Go.

ReqID Requisition Name BU A
Message
b 0072106 0072106 LSUSH ectAcion] v Go |
b 0072104 0072104 LSUSH foiAcion] V|
Do you want fo print the requisition with distribution details 7 (18036, 11614)
F 0072098 TestAdd Comments &Ath..  LSUSH pct Action) 2
[~ Ve 1 Ho

072092 0072092 LSUSH cticion] V]

b 0072075 SHV Special RequsstRFQ LSUSH 107282021 Approved valid 600.00 ysp(EelectAdion] —— v]

b 0072069 SHV Tes! Special Requis..  LSUSH  10/27/2021 Approved Mot Chicd 375.00 UsD |[Select Action =2

» 0072084 SHV Test Punchout Requi.. LSUSH 1012872021 Caneeled Valid 0.00 USD

b 0072058 SHVTestPunchoutRequi  LSUSH 10202021 Approved Not ChKd 7158 ysplEelectacion] —— v]

b 0072046 SHV Test Punchoul Requi..  LSUSH  10/19/2021 Approved Mot Chicd 7155 usp |[Select Action] v

b 0072084 SHV Test Punchoui Requi . LSUSH  10/9/2021  Approved Not Chi'd 6903 usp|[Select Action] ¥

b 0072016 0072016 LSUSH 101212021 Approved Not Chi'd 129.90 usp [[Select Action] v

» 0072014 0072014 LSUSH 101272021 Approved Valid 4,95 Usp [[Setect Action ~
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
< 3

Step Action

7. 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.
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[ Test PS Desktop - Desktop Viewer

cC 0O # rcba.psfsisuhscedu/psc/fstrn/view/%TbV2%7dgqh68Zghc0lKD9eKP2 XBnRaRcUTMghS89pNteMA dK... @  ¥r M 2
Business Unit: LSUSH Requester: WDOOL1 Status: Approved
Requisition: 0072054 Requested By: Docley, Wanda G Currency: USDH
Requisition Name: SHY Test Punchout Requisition Entered Date: 10/26721 Requisition Total: 3368
Vendor: 0000002440 OFFICE DEPOTLLC
Line: 1 Item Description: Office Depot{R) Brand Transparent Tape Quantity: 2 UOM:PK  Price: 2670 Line Total: 57.40
Refils, 34 « 1,296, Clear, Pack OF 16
Line Status: Approved
Ship Line: 1 Ship To: LSUSH Address: Shipping Quantity: 2
Attention: Caresa Garett Due Date: 10,2621 1501 Kings Highway Shipping Total: 5740
Ship Via: GRND Freight Terms:PP&A Shreveport LAT1103
United States. A N
Back Alt+Left
Dist Status Location Tty PCT “Amount GL Unit ‘Accou Forward Alt+Right
1 Open ME010303 2 10000 57.40 LsUSH S2670 Reload Ctrl+R
Dept Fund Program Class. Save as... Ctrl+S
1053000 i 00001 10105
Ctrl+p
Open QTY Open Amt
20000 0000 @3 Create QR Code for this page
GL Base Amount Currency Sequence Capitalize .
Translate to English
5740 usp 0 N
View page source Ctrl+U
Line: 2 Item Description: TUL(R) Retractsble Gel Pens, Fine Point. ~ Quantity: 3 UOW:-PK  Price: 1376 Line Tot
0.5 mm, Silver Barrel, Assarted Bright Inks, Pack Of 8 Pans Inspect
Line Status: Approved
Ship Line: 1 Ship To: LSUSH Address: Shipping Quantity: 3
Attention® Caress Garetr Due Date: 10/2621 1501 Kings Highway Shipping Total: 41.28
Ship Via: GRND Freight Terms-FP&A Shreveport LA 71103
United States.
Dist Status Location Qty PCT Amount GL Unit Account
1 Qpen MEQ10303 3 100.00 4928 LsusH 545700
Dept Fund Program Class
1053000 i 00001 10105

Step Action

8. 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....

Click the Print... link.

Print...

Page 177



Training Guide
Managing eProcurement Requisitions

[ Test PS Desktop - Desktop Viewer

@ Regquisition
[&] 0 # rcba.psfsisuhscedu/psc/fstrn/view/%7bV2%7dgqh68Zghc0lKD9eKP2 XBnRaRcUTMghS89pNtEMA dK... @  +r s @
Print 1 sheet of paper
3 Destination 5 Microsoft XPS Docum
. p—
me . me e P
BEL P B
i e == ) Pages Al -
T = = =
= = = =
N —— = Layout Portrait -
o = = =
2 DR P 1N Leeestiiz Color Color -
-
e,
= — — More settings hd
= =
— = = =
[ |
152000 i 00007 10105 ‘ |
Step Action
9. 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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cC 0O # rcba.psfsisuhscedu/psc/fstrn/view/%TbV2%7dgqh68Zghc0lKD9eKP2 XBnRaRcUTMghS89pNteMA dK... @  ¥r M N2
Business Unit: LSUSH Requester: WDOOL1 Status: Approved
Requisition: 0072054 Requested By: Docley, Wanda G Currency: USDH
Requisition Name: SHY Test Punchout Requisition Entered Date: 10/26721 Requisition Total: 3368
Vendor: 0000002440 OFFICE DEPOTLLC
Line: 1 Item Description: Office Depot{R) Brand Transparent Tape Quantity: 2 UOM:PK  Price: 2670 Line Total: 57.40
Refills, 314 x 1,296, Clear, Pack Of 16
Line Status: Approved
Ship Line: 1 Ship To: LSUSH Address: Shipping Quantity: 2
Attention: Caresa Garett Due Date: 10/2621 1501 Kings Highway Shipping Total: 5740
Ship Via: GRND Freight Terms:PP&A Shreveport LAT1103
United States.
Dist Status Location Qty PCT Amount GL Unit Account
1 Open ME010303 2 00.00 57.40 LsUSH 528700
Dept Fund Program Class
1053000 i 00001 10105
Open QTY Open Amt
20000 0000
GL Base Amount Currency Sequence Capitalize
5740 usp 0 N
Line: 2 Item Description: TUL(R) Retractable Gel Pens, Fine Paint, Quantity: 3 UoM: PK. Price: 1378 Line Total: 4128
0.5 mm, Silver Barel, Assorted Bright Inks, Pack C1 8 Pens
Line Status: Approved
Ship Line: 1 Ship To: LSUSH Address: Shipping Quantity: 3
Attention® Caress Garetr Due Date: 10/26:21 1501 Kings Highway Shipping Total: 41.28
Ship Via: GRND Freight Terms-FP&A Shreveport LA 71103
United States.
Dist Status Location Qty PCT Amount GL Unit Account
1 Qpen MEQ10303 3 100.00 4928 LsusH 545700
Dept Fund Program Class
1053000 i 00001 10105

Step

Action

10.

screen.

=

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

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

< c 0

Favoites *  Main Menu ™ eProcurement ¥ Manage Requisitions Worklist | ¢ Home | Sign Out

Financials TRN wi ach Advanced Seareh - T @
Nofification NavBar

Hew Window | Help | Persanalize Page

Manage Requisitions

Requisition Search || Keyword Search
Search Requisitions

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

Business Unit |LSUSH Q Req n Name
Requisition ID Q Request State| All but Complste v
Date From [11/01/2021 W Date To[11/08/2021 I
RequesterWDOOL1 @ Entered By Q £OID Y
Search Clear Show Advanced Search

Requisitions

To view the lifespan and fine 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

Req D Requisition Name Bu Date Request Stats Budget Total
0072106 0072106 LSUSH 11052021 Approved Mot Chkd 85000 usplEelectacion] v o
0072104 0072104 LSUSH 11052021 Approved Mot Chkd 85000 usplBEelectacion] V[ o
0072093 TestAdd Comments SAH..  LSUSH 11/ Approved Mot Chicd 31.08 USD Go
0072092 0072082 LSUSH 11/02/2021 Approved Mot Chid 50.00 USD Go
Creale New Requisfion Review Change Request Review Change Tracking Manage Receipls Requisition Reporl

Step Action

11. 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 Main Menu link.

Main Menu

3. Click the eProcurement link.

eProcurement

[e Employes-facing registry content X

&« C () & rcbapsfs.lsuhscedu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT a % [P » &
Favorites ~  [TEORTng i Worldist | i Home | Sign Out
Search Menu:
Financials B > [, AddTo v = ®
- Notification NavBar
Accounts Payable 4 Personalize Content | Layout ? Help
Allocations >
Background Processes 3
Banking »
‘Commitment Conirol >
Cost Accounting 3
Customer Contracts 4
Enlerprise >

feProcurement [}
y

General Ledger & Buyer Center
Inventory u Manage Requisition Approvals
Hems [E | Manage Requisitions
Lesse Adminstation | L Receive ems
LSU Procssses B Reports

] Requisition
Procurement Contracts 4
Purchasing v
Reporting Tools ’
SCM Integrations »
Set Up Financials/Supply Chain ’
Suppliers v
Wiorklist »

&Forms WorkGenter

IrrrrerrrrrrOPOPOOOPrPrrReR @

My Preferences

https://rcba.psfs.suhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROCT_OBJECT.EPCO_EPROCUREMENT.EP_PV_REQ_STATUS_GBL&sF...

Step Action

4, Click the Manage Requisitions link.

Manage Requisitions

Page 181



Training Guide
Managing eProcurement Requisitions

@ Manage Requisitions

< c 0

Favoites Main Menu ~ eProcurement * Manage Requisitions Workiist | f Home | Sign Out

Financials TRN w R )

Nofification NavBar

Bu‘einess Unit[LSUSH Q Requisition Name Q -
Requisition ID [} Request State[Allbu Compiste '] Budget Status
Date From 10/012021 o] Date To[11/05/2021 2]
Requester [WDOOL1 Y Entered By Q co a
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 selection from the Action dropdovn list and click Go
Req ID Requisition Name BUY Date Request State Budget Total
0072106 0072106 LSUSH 11052021 Approved Mot Chkd 85000 usplEelectacion] v o
0072104 0072104 LSUSH 11052021 Approved Mot Chkd 85000 usplEelectacion] v [ o
0072098 TestAdd Comments &AL LSUSH 11042021 Approved Mot Chicd s108 usplBelectadion] v o
0072092 0072002 LSUSH 110272021 Approved Not Chicd s0.00 usplSelestadion] V[ go
0072075 SHV Special Request RFQ_ LSUSH 107282021 Approved Valid 60000 Usp[Belectacion] v [ o
0072069 SHV Test Special Requis LSUSH 10/27/2021 Approved Mot Chikd a7s.00 usplBelectAcion] v go
0072084 SHV Test Punchout Requi..  LSUSH  10/26/2021 Canceled Valid 000 usplEeldtAdion] Vg
0072059 SHV Test Punchout Requi. LSUSH 1072012021 Approved Not Chid 7158 usp/Seledtadion] V[ 6o
0072045 SHV Test Punchout Requi..  LSUSH 1011972021 Approved Mot Chicd 7156 usplSelectadion] V][ o
0072044 SHV Test Punchout Requi_. LSUSH  10/19/2021 Approved Mot Chicd §9.03 USD Go
0072016 0072016 LSUSH 10M2/2021 Approved Mot Chkd 12080 usplEelectacion] V[ 8o
0072014 0072014 LSUSH 101212021 Approved Valid 6405 usp/Selectadion] v co

Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
4 »

Step Action

5. The Manage Requisition page displays.

6. In this example, the Requisition date of 10/28/2021 is used. There is one (1)
requisition available for review.

Click the Search button.
| Search |
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Qa &« M »

Favoites Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist | ¢ Home | Sign Out
Financials TRN w1 All = | search TVaET Soaey AddTo = ®
Nofificalion  NavBar
New Window | Help | Personalize Page
Manage Requisitions
Requisition Search || Keyword Search
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[ 21l but Complste v BudgetStaws[____ ]
Date From |10/28/2021 i) Date To|10/28/2021 I
Reguester [WDOOL1 1Y Entered By Q FOID a
...... Clear Show Advanced Search
Requisitions 7
To view he lifespan and line flems for a requisition, click the Expand triangle icon
To edit or perform another action on a requisiion, make a selection from the Action dropdourn list and click Go
ReqID Requisition Name BU Date Request State Budget Total
0072075 SHV Special Request RFQ_ LSUSH 10282021 Approved Valid 500.00 USD Go
Create New Requisifion Review Change Request Review Change Tracking Manage Receipts ‘Requisition Report
javascriptsubmitAction_winD{documentawind,'PV_RECQ HDR WRK_PV_REQ, REPORT') b

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.

|R_equisiti:n 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.

I Add a New Value I
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Step

Action

9.

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.

10.

Enter the desired information into the Run Control ID field. Enter
"VIEW_PRINT REQ".

@ Print Requisition

< C {d & rcbapsfslsuhscedu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P.. & ¥ [@ # &

Favorites = Main Menu ~ eProcurement ~ Manage Requisitions Print Requisition Workiist | ¢ Home | Sign Out

Financials TRN w1 All = | search BN Acvanced Search AddTo = ®
Nofification ~ NavBar

HNew Window | Help
Requisition Print

Find an Existing Value Add a New Value

Run Control 1D: VIEW_PRINT_REQ

Find an Existing Value | Add a New Value

Step Action
11. Click the Add button.
Add
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Step Action

12. Users will enter or select the following report parameters:

* Business Unit

* Requisition 1D

« Statuses to Include:
o Select All
0 NOT On Hold

NOTE: The From Date, Through Date and Requester fields will be left blank.

13. After entering the desired Report Request Parameters, click the Save button.

@ Print Requisition

< c 0O @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P...

Favorites *  Main Menu ~ eProcurement ¥ Manage Requisitions Print Requisition

Financials TRN w1 All

~ | Search

Print Requisition

Report Request Parameters

Gl save ||=1 Notity

Advanced Search

Report Mansger  Proces antor

RunControl ID:  VIEW_PRINT_REQ
Language: i specified Language O Recipient's Lang procass Request Dislog

Business Unit| LSUSH a Statuses to Include
Requisition ID[0072075 [} Approved Select All
_ Canceled

From Date Y Completed

Through Date H Open
_ Pending
Requester Q
(NOT On Hald v

s Add |30 Update/ispiay

a & M »

Workiist | ¢ Home | Sign Out

AddTo ~ V @

Notification NavBar

New Window | Help | Personalize Page

Step

Action

14.

Click the Run button.

15.

Select the appropriate Server Name.

Click the PSNT list item.

PENT
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@ Print Requisition

c 0

e

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P...

aQ « M »

a
Favorites Main Menu eProcurement Manage Requisiions Print Requisition Worklist A& Home Sign Out
Nofification  NavBar
New Window | Help | Personalize Page
Print Requisition
| Rum |
Run Control ID: VIE Report Manager _ Process Monitor | =41 |
Language: [Engl Process Scheduler Request
Help
Report Request Parami
User ID WDCOL1 Run Control ID VIEW_PRINT_REQ
Business U
. Server Name] PSHT. v Run Date [ 11/05/2021 5]
Requisition b
Recurrence v Run Time 10:28:33PM Resel lo Current Date/Time
From D
vom 08 Time Zone a
Through D& Process List
o Select Description Process Name Process Type *Type *Format Distribution
ues!
= Requisition Print SGR PORQO10 SOR Report Distribution
|@ save || Notiy |
0K Gancel
Ok (Enter)
4 »

16. All other parameters will remain as

Click the OK button.

defaulted.

17.

Click the Process Monitor link.

Process Monitor

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.
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@ Process Monitor

c 0

Main Menu *

& rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P.. Q ¥t ™ »
Worklist | ¢ Home | Sign Out
Nofification NavBar

New Window | Help | Personalize Page

e

Favorites eProcurement ¥ Manage Requisitions Print Requisition Process Monilor

All = | Search Bl Advanced Search AddTo

Financials TRN w1

Process List || Server List

View Process Request For

user ID[WDOOL1 @ Typel ~ | [Last | 1 Refresh
severl %] Mame @ Instance From Instance To Repor Manager
Run Status ~| D Status ~ Save On Refresh Report Distribution List
Process List Personalize | Find | View All | 31| [ First (4 10f1 (0 Last
Select Instance  Seq Process Type :;“""":“ User Run DatefTime Run Status g:::—:”‘i“" Details
PORQO10 WDOOL1 11/05/2021 10-29-39PM COT Success Posted Details

31021 SQR Report

Go back to Requisition Print
5 Save ||[=] Notity

Process List | Server List

javascriptsubmitAction winO(documentwind, PMN_FILTER WRK_LOADRPTLISTY;

Step

Action

18.

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
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@ Report Manager

&« c 0 & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=P.. Q ¢ r" »

Favorites ™ Main Menu * eProcurement ¥ Manage Requisitions Print Requisition Process Monitor Report Manager Worklist | ¢ Home | Sign Out

Financials TR w RS- )

Notification NavBar

Hew Window | Help | Persanalize Page

Administration List Explorer Archives

View Reports For

Folderl %1 instonce o Refiesh
Name Created On [ [Last ~] 1| [Days v
Reports Personalize | Find | View Al | (2| [ First (4) 10f1 (3 Last
. Completion Report Pracess
Report Report Description Folder Name e = g

Jroranto REQUISITION PRINT SOR ~ General L= 21425 31021
eport Name

Go back to Process Requests
o Save

Administration | List | Explorer | Archives

javascriptsubmitAction_winO{document.wind,'REPORT_NAME$0Y;

Step Action

19. The blue link un the Report column is the completed report.

Click the PORQO010 link.
PORQO10
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@ Report Index

< c 0

Favorites * Main Menu

Financials TRN w1

Report
ReportID 21425
Name PCRQO10
Run Status Success
Requisition Print SQR

Distribution Details

Distribution Node REFNODE
File List

Distribute To
Distribution ID Type

User

Refumn

https://reba.psfssuhsc.edu/psreports/fstm/21425/PORQO10_31021.PDF

eProcurement ¥ Manage Requisitions Print Requisition Process Monitor

Al = | Search Bl Advanced Search

Report Manager Workist | # Home | SignOut

v @

Notification NavBar

Hew Window | Help | Persanalize Page

AddTo ~

Process Instance 31021 fifessage Log
Process Type SOR Report
Expiration Date 111182021
File Size {bytes) Datetime Created
6,293 11/05/2021 10:31:17.733000PM CDT
107 11/05/2021 10:31:17 . 733000PM CDT
1813 11/05/2021 10:31:17.733000PM CDT

*Distribution ID

WDOOL1

Step

Action

20.

Click the PORQ010_31021.PDF link.

IPORGMD 31D21.PDF|
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PORQ010_31021.PDF - Adobe Acrobat Reader DC

File Edit View Sign Window Help

Home  Tools PORQO10_31021.P... X ® @
/ % O |
% ®(ala AR S UNCHCRETIN D 4 = %
Print file (Ctrl+P) ~
Requisition
Page 1
Ship To: UHSC Shreveport Requisifion Numb: 0072075
PO R (208 B vepont o — ST B Export PDF -
Requester Dooley. Wanda G o EXpo
Telephone
Essament v
Goation n
Suugested 0000013808 Date Desired 11032021 Eg‘} Create PDF e
Vendor: ACCUTEMP PRODUCTS, INC Requester Signature
2004 LINCOLN HIVY EA!
NEW HAVEN IN 46774
USA Comment
["TINE ] TTEN 1D AND COMWODITY/SERVICE DESCRIPTION __|aTY ORD[ UNIT | _UNIT PRICE] EXTENDED AMOUNT |
1 Smge;lr:n\ Request RFQ Test Requisition 4.00| EA 125.00 £00.00 :2 F|" & Slgn
<This tem requres an RFQ.>>
fé More Tools
2 Testitem #2 - RFQ Special Request a.00| EA 25.00 100.00
Requisition
> >
Total Reguistion Amount. 00. 0
v

21.
22.

The PDF file displays. You may select the printer icon to print the requisition.

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.

@ Employee-facing registry content X + = X
& C @ rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/h/?tab=DEFAULT b S S

Favorites ¥ Main Menu ~ Workiist | 4 Home | SignOut

Financials TRN v | e wo- T 9

Notification NavBar

Personalize Content | Layout ? Help

3:51 PM

" iz

Step Action

1. Click the Main Menu button.
2. Click the eProcurement button.

Ld  eProcurement J
3. Click the Requisitions link.

|j Requisition
4, Click the Special Requests link.

nﬂ_:j Special Requests
Create a non-catalog request
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Step

Action

5.

Click the Requisition Setings menu.

Requisition Settings

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.

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 ACCURINT utilizing the Lookup feature.
Once selected, the system will default the Supplier ID number into the Supplier

field, thus completing the Lookup process.

@ Reguisition x  + W - P
< C @ rcba.psis.lsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=PORTAL_ ROOT_OBJE.. ¥r &
Favories ¥ MainMenu~ 3 eProcuremeni™ > Requisilion Workiist | & Home | Sign Out
. Requisition Settings
Fine ‘
N Help ar
Business Unit |LSUSH g. LSUHSC Shreveport Requisition Name e
Cre *Requester |KOCON1 @ o'Connor, Karen B Priority
Welct *Currency |USD
Default Options (2
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
B fields.
@ override If you select this option, the defaulis 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 \
replace the data in the corresponding fields on the selected lines that are available for sourcing.
Supplier E Category (00000 aQ
N Supplier Location Q Unit of Measure Q
Buyer Q
Shipping Defaults
Ship To |LSUSH Q
Due Date [ Attention
Distribution Defaults
Accounting Tag Q, Accounting Date | 11/22/2021
Commemfoe Eefoote . Eeooeaes | Cina | 511 B Ciret (4 44 (0 1ack e
v
javascriptsubmitAction_winO{documentwind,'PV_REQ BU_WRK_DESCRY); | »

— - » _ 411 PM
B € ™M B o W &B : @ O

1172272021 El

Step

Action

Click the Supplier Lookup button.
QL
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@ Requisition X + Y = X
& C @ rcba.psfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=PORTAL_ ROOT_OBJE.. r &
Favorites ¥ MainMenu™ 5 eProcurement~ > Requisition Worklist | 4 Home | Sign Out
- Requisition Settings x
Fine ‘
Help -~ 1
Business Unit [LSUSH | Q LSUHSC Shreveport Requisition Name B
Cre *Requester |KOCON1 Q@ o'Connor, Karen B Priority
Welct *Currency |USD
Default Options Supplier Search
O Default Help ed values for these
Supplier ID Find
@ Override Name | | Reset lank values are assigned
Short Supplier Name
Line Defaults (7
Alternate Supp Name
Note: The inform; it ta entered on this page \
replace the data i iy
Couney S —
= Postal Code
N Supplier Lo

6 Enter search criteria to find a supplier.

Select Cancel
Shipping Defaults

§
‘m
Due Date

Distribution Defaults

Accounting Tag aQ Accounting Date | 11/22/2021

Ao Pimfnalen Doeranaizon | Cind | 711 FH Firct (a4 4nf4 (3 1 act

419 PM

ez

Step Action

9. 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".

10. Click the Find button.

Find

11. The system has only returned supplier names that begin with the "ACCU." A total
of 15 options have been retrieved with the first 10 displaying in the Search Results
area.

12. Click the Line 4 ACCURINT A SEISINT, INC. INNOVATION option.

13. Click the Down button of the scrollbar.

14. Click the Select button.

15. The system defaults the desired Supplier ID and Supplier Location code into the
Supplier and Supplier Location fields respectively.

16. 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 EIRST 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.

@ Employee-facing registry content X ap ~ = X
< C @ rcbapsfslsuhscedu/psp/fstm/EMPLOYEE/ERP/h/?tab=DEFAULT o fYr &4 i

Favorites ¥ Main Menu = Workiist | 4k Home | Sign Out

Financials TRN v | e wo- T2
Notification NavBar

Personalize Content | Layout ? Help

Step Action

1. Click the Main Menu button.
2. Click the eProcurement link.

[d  eProcurement 3
3. Click the Manage Requisitions link.

d Manage Requisifions

4, In this example, the Requisition 1D is 0072096 and the Date From is 11/01/2021.
The Date To will remain as defaulted.
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@ Manage Requisitions X + v = X

& c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL ROOT_OBJECT... ¥ &

Favorites ¥ MainMenu™ 5 eProcurement~ > Manage Requisitions Workiist | 4 Home | Sign Out

Financials TRN ve | Y x5 wo- &9

Notification NavBar

New Window | Help | Personalize Page
Manage Requisitions

Requisition Search Keyword Search
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 Complete - Budget Status ~|
Date From | 11/23/2021 el Date To | 11/23/2021 [
Requester KOCON1 Q, Entered By Q PO ID q
Search Clear Show Advanced Search
H The Requester specified has no Requisitions
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Regquisition Report

Step Action

5. Enter the desired information into the Requisition ID field. Enter "0072096".

6. Enter the desired information into the Date From field. Enter "11/01/2021".

7. Click the Search button.
| Search |

8. Click in the Requisition Report field.

| Requisition Report |
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@ Print Requisition

& cC O & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/REQUISITION_ITEMS.POY100.GBL

Favoites ¥ MainMenu~ 5 Purchasing™ > Requisiions~ > Reports~ > Print Requisition Workiist | 4 Home | Sign Out

Financials TRN w: | Y e s ao- & @

Notification NavBar

New Window | Help
Requisition Print

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

Find an Existing Value Add a New Value

Search Criteria

Run Control ID:| begins with w ||

O case sensitive

Search Clear | Basic Search 3"‘:] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

9. 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.

10. Click in the Add a New Value field.

Add a New Value
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@ Print Requisition

& CcC 0O & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/REQUISITION_ITEMS.POY100.GBL

Favoites ¥ MainMenu~ 5 Purchasing™ > Requisitions~ > Reports~ > Print Requisition Workiist | 4 Home | Sign Out

Financials TRN w: | Y e s wo- & @

Notification NavBar
New Window | Help

Requisition Print

Eind an Existing Value Add a New Value

Run Control ID:|

Add

Find an Existing Value | Add a New Value

Step Action

11. 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.

12. 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.

13. 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.

Page 198




Training Guide
Managing eProcurement Requisitions

Step

Action

14.

A Run Control ID must be created to run many reports in PeopleSoft. If a Run
specific report in the future. The advantage to this method is that all report
would only have to change the Requisition ID instead of entering all report

will need to change all report parameters each time a report is run.

15.

16.

Click the Add button.
dd

A

'

@ Print Requisition

< c

Favorites ¥

x +

& rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROOT_OBJECT... ¥r

Main Menu ~ > eProcurement™ > Manage Requisitions > Print Requisition

All ~ | search Pl Advanced Search

Workiist |

# Home | SignOut

v @

Notification NavBar

Financials TRN wz AddTo ~

New Window | Help | Personalize Page

Print Requisition

Run Control ID: REQ_RPT Report Manager  Process Monitor Eup

Language: English o @ specified Language O Recipient's Language
Report Request Parameters
Business Unit Q Statuses to Include
Requisition 1D Q [ Approved Select All
F Dat o O canceled
rom Date
O completed
Through Date 5 Copen
DPendmg

Requester

[NOT On Hold

~

[§lsave ||[=] Motify E} Add

] Update/Display

Step Action

17. 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.

18. Enter the desired information into the Business Unit field. Enter "LSUSH".
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@ Print Requisition X + v = X

e

Favorites ¥ Main Menu ~ » eProcurement™ > Manage Requisitions > Print Requisition Worklist ‘ # Home ‘ Sign Qut

Financials TRN ve | Y o 5 wo- &9

Print Requisition

Run Control ID: REQ_RPT Report Manager  Process Monitor
Language: English o @ specified Language O Recipient's Language
Report Request Parameters
Business Unit LSUSH (e} Statuses to Include
ion D[ I O approved Select Al
F Dat o O canceled
rom Date
O completed
Through Date 5 Copen
O pendin
Requester Q o
[NOT On Hold ~
[5] save |[=] Notity Ek Acd |[ 7] Update/Display

c & rcba.psfs.lsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL ROOT_OBJECT... ¥ &

Notification NavBar

New Window | Help | Personalize Page

Run

200 PM

Uz B

Step Action

19. Enter the desired information into the Requisition ID field. Enter "0072096".

20. 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.

21. 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.

| selectan |
22. The bottom status will remain as defaulted as NOT On Hold.
23. Click the Save button.

NOTE: The Run Control and associated parameters must be saved to be reused
for future prints.

5] Save
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@ Print Requisition X + v = X

& c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROOT_OBJECT... ¢ =

Favorites ¥ Main Menu ~ » eProcurement™ > Manage Requisitions »  Print Requisition Worklist ‘ # Home ‘ Sign Qut

Financials TRN ve | Y x5 wo- &9

Notification NavBar

New Window | Help | Personalize Page

Print Requisition

Run Control ID: REQ_RPT Report Manager ~ Process Monitor Eup
Language: English o @ specified Language O Recipient's Language
Report Request Parameters
Business Unit LSUSH (e} Statuses to Include
Requisition ID 0072096 Q & approved Select All
F Dat o @ canceled
rom Date
@ completed
Through Date 5 & open
@ pendin
Requester Q o
[NOT On Hold ~
[5] save |[=] Notity Ek Acd |[ 7] Update/Display

Step

Action

24.

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 Print Requisition link.

Print Requisition
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@ Print Requisition X +

&« Cc & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/REQUISITION_ITEMS.POY100.GBL?IsFolder=false

Favorites ¥ MainMenu™  ; eProcurement™ > Manage Requisions > Print Requisition

Financials TRN vz fr—

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

Run Control ID:| begins with ~ |||

Ocase sensitive

=]
Clear | Basic Search 27 Save Search Criteria

Find an Existing Value | Add a New Value

Workiist | 4 Home | Sign Out

AddTo = v @

Notification NavBar

New Window | Help

Step Action

25. Click the Search button.

Search
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@ Frir

e

Favorites ¥ Main Menu ~ » eProcurement™ > Manage Requisitions » Print Requisition Worklist ‘ # Home ‘ Sign Qut

Enter any

Find an

Run Cont

Search

View All

Find an Ex

Financials TR v [ I B /o sover B o soncnross o & @

Requisition Print

Search Criteria

Ocase sensitive

Search Results

Run Control ID
REQ_REPORT

nt Requisition X + ~ - x

c & rcba.psfs.lsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL ROOT_OBJECT... ¥ &

Notification NavBar

New Window | Help

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

Existing Value Add a New Value

rol 1D:| begins with v

=]
Clear | Basic Search 27 Save Search Criteria

First (4) 1202 (k) Last

isting Value | Add a New Value

Action

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 1D 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.

27.

The Print Requisition page associated with the selected run control displays.

28.

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