	Job Aid
	[image: image38.png]





	[image: image39.png]



	Job Aid



EP.020.650 - Using the Requisition Reconciliation Workbench

	1.  
	Click the Purchasing link.

[image: image1.png][ Purchasing





	2.  
	Click the Requisitions link.
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	3.  
	Click the Reconcile Requisitions link.

	4.  
	Click the Reconciliation Workbench link.

	5.  
	Click the Add a New Value tab.

If a Workbench ID has been previously created, use Find an Existing Value.
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	6.  
	The Workbench ID is only used to describe the type of updates that are needed.

Enter a valid value e.g. "REQWRK" in the WorkBench ID field. 

	7.  
	Click the Add button.
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	8.  
	Click the Collapse (Ctrl+Y) Menu button.
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	9.  
	The Filter Options search page is used to search for the Requisitions you want to perform certain actions against. It is recommended that you always enter some selection criteria to reduce the number of records retrieved.

	10.  
	Use the fields in this section to limit the Requisitions you want to perform actions on.

	11.  
	Select the Source checkbox if you want to limit the search to Requisitions that have been sourced to a Purchase Order.

	12.  
	Select the Open Pre-encumbrances check box to retrieve any Requisitions that have a remaining pre-encumbrance. At year end, this will be helpful for locating Requisitions that need to be completed.

	13.  
	Limit the Requisitions retrieved by a combination of Chartfields, i.e., all Requisitions for a certain Project. 

Wildcards cannot be used; however, rows can be inserted if additional chartfields are needed.

	14.  
	Click the Choose a date (Alt+5) button.
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	15.  
	Click the date.
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	16.  
	Click the Choose a date (Alt+5) button.
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	17.  
	Click the date.
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	18.  
	Click the Open option to limit Requisitions with an Open status.
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	19.  
	Click the Approved option to limit Requisitions that have been approved.

[image: image11.png]




	20.  
	Click the Pending Appr option to limit Requisitions that are in a Pending Approval status.
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	21.  
	To limit Requisitions that have created a pre-encumbrance and have not been fully liquidated, click the Open Pre-encumbrances checkbox. 
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	22.  
	Click the Search button.
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	23.  
	Enter a valid value e.g. "REQ WORKBENCH" in the *Description field. 

valid value e.g. "REQ WORKBENCH"

	24.  
	Click the Requisition ID checkbox.
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	25.  
	Decision: Select the action you wish to take on the Requisition.

· Submit an "Open" Requisition using the "Approve Action"

Go to step 26 on page 2
· Cancel Requisition

Go to step 32 on page 3
· Close Requisition

Go to step 40 on page 3

	26.  
	Click the Approve button.
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	27.  
	The system reviews the requisitions selected for the action taken on the Reconciliation Workbench page and determines whether the reqs are qualified for that action.

If the Requisition is not qualified for the action selected it will be in the Not Qualified column. Some actions will allow the Requisition to be overridden and moved to the Qualified column. 

	28.  
	Click the Yes button. If you do not want to perform the action, click the Delete button. 
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	29.  
	Click the Yes button to confirm you want to approve the requisition.
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	30.  
	The Status has changed from Open to Pending because workflow approval is turned on for this business unit.

	31.  
	Congratulations. You have just completed the Using the Requisition Reconciliation Workbench topic. Below is a summary of the key concepts of this topic:

- The Requisition Reconciliation Workbench is a PeopleSoft page that allows you to perform various functions related to processing Requisitions.

- The Workbench should be reviewed daily in order to identify and correct sourcing or other errors.

End of Procedure. Remaining steps apply to other paths.

	32.  
	Select a requisition to cancel.
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	33.  
	Click the Cancel button.
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	34.  
	Use the delete button to remove a line from the list if you don't want to cancel certain line.

	35.  
	Click the Yes button.
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	36.  
	Click the Yes button.

[image: image22.png]




	37.  
	Click the Lines button to review the status of the lines.
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	38.  
	Click the Return to Requisition Workbench button.
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	39.  
	Congratulations. You have just completed the Using the Requisition Reconciliation Workbench topic. Below is a summary of the key concepts of this topic:

- The Requisition Reconciliation Workbench is a PeopleSoft page that allows you to perform various functions related to processing Requisitions.

- The Workbench should be reviewed daily in order to identify and correct sourcing or other errors.

End of Procedure. Remaining steps apply to other paths.

	40.  
	Click the Requisition ID checkbox you want to close.
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	41.  
	Click the Close object.
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	42.  
	Click the Log button to view why the Requisition does not qualify to be closed.
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	43.  
	Requisitions having certain Messages or reasons why they are "Not Qualified" can be overridden; however, a Requisition with an unchecked budget status or budget error should not be overridden or "forced to close". The budget issues should be addressed before proceeding.

Click the Return button.

[image: image28.png]




	44.  
	Click the Requisition ID checkbox.
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	45.  
	Click the Delete button to remove this Requisition from the list of requisitions to close and to return to the Workbench page.
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	46.  
	Select another requisition to close.
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	47.  
	Click the Close button.
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	48.  
	Click the Requisition ID checkbox in the Not Qualified section.
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	49.  
	Click the Override Push Button button to move the requisition to the Qualified section.
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	50.  
	Click the Yes button.
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	51.  
	Click the Yes button.
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	52.  
	The requisition status has changed to Complete and the Budget Status to Not Checked. The requisition will need to be budget checked to return the pre-encumbrance to the budget.

	53.  
	Use the Set filter options link to return to the Filter Options page.
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	54.  
	Congratulations. You have just completed the Using the Requisition Reconciliation Workbench topic. Below is a summary of the key concepts of this topic:

- The Requisition Reconciliation Workbench is a PeopleSoft page that allows you to perform various functions related to processing Requisitions.

- The Workbench should be reviewed daily in order to identify and correct sourcing or other errors.

End of Procedure.
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