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Introduction

This User’s Guide is designed for Buyers who will be working with ePro requisitions and sourcing them
into purchase orders. There are GeorgiaF/RST Marketplace requisitions, as well as Special Request
Requisitions. Each type of requisition requires specific ways of handling them. This guide will detail how
to work with both kinds of requisitions.

In this User’s Guide, you will find an overview of what the eProcurement module does, as well as what
the function of the GeorgiaFIRST Marketplace is. You will also learn how to recognize Marketplace
vendors, how to approve requisitions assigned to you, and how to process requisitions. You will also
learn the primary role that the Buyer plays in the entire process.

Topics covered in this User’s Guide:

e Overview of eProcurement and the GeorgiaFIRST Marketplace
e Vendors

e eProcurement Approvals

e Approving and Denying Requisitions

e Using the Manage Requisitions Page

e Budget Checking Requisitions

e Sourcing Requisitions into Purchase Orders

e Additional Requisition Maintenance

e Receiving Items

e eProInquiries, Queries and Reports

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
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Chapter 1: eProcurement and GeorgiaFIRST Marketplace
Overview

What is eProcurement?

eProcurement (ePro) is a module in PeopleSoft Financials that has a primary function of creating
electronic requisitions and routing them for approval. In this PSFIN module, ePro is used to create
requisitions for goods and services. A requisition is simply an official request to purchase goods and
services.

Previously, you may have used paper requisitions, or some other format, to request an item to be
purchased. That hardcopy requisition then had to be routed for approval signatures, and then sent to
the Purchasing Office. The Purchasing Office then had to rekey the information into the system to create
a Purchase Order to send to the vendor.

With ePro, much of this is completely automated. A requisition is created within ePro and then
electronically routed for approval. The approval chain is dependent on the Department charged and
item type, among other things. Finally, after the last electronic approval is made, the requisition can be
copied into, or sourced into an official Purchase Order that is dispatched to a vendor.

What is the GeorgiaFIRST Marketplace?

The GeorgiaFIRST Marketplace takes the use of ePro to another level. The GeorgiaF/RST Marketplace is
an online shopping site that is accessed from PeopleSoft Financials. Through this online shopping site,
users can shop online for contract items from a variety of state and institution approved vendors. Users
can select items by placing them in an online shopping cart. They assign these shopping carts to a
designated requester when ready, and the requester then turns their shopping cart into an ePro
requisition.

Because users are shopping from approved vendors with contract prices, very little buyer intervention is
required. After a requisition that is built from the GeorgiaFIRST Marketplace is approved, it is designed
to be picked up for batch processing that will budget check it, source it into a purchase order, and then
dispatch the purchase order. These batch processes are designed to run at different times throughout
the day. As a Buyer, you may be responsible for monitoring these batch processes and resolving any
errors. In addition, you will still be able to process these requisitions manually if needed.

Types of Requisitions

With the implementation of the GeorgiaFIRST Marketplace into the eProcurement module, there are
now two types of requisitions: GeorgiaFIRST Marketplace requisitions and Special Request Requisitions.

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014
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e GeorgiaFIRST Marketplace Requisitions: Shoppers build these requisitions from items in the
GeorgiaFIRST marketplace.

e Special Request Requisitions: Requesters build these requisitions by entering item descriptions
directly onto the requisition and are not built from the contractually-approved items in the
marketplace.

Within ePro, users will not be able to combine items from the GeorgiaFIRST Marketplace with items
from a Special Request Requisition into one requisition. Each requisition must be completely from the
marketplace (CAT) or from a Special Request Requisition (ONL).

Benefits of ePro and the GeorgiaFIRST Marketplace

With this new system of online shopping and electronic requisitioning, you will see some immediate
benefits, including:

e Reduction in paper forms routing through different offices

e Online browsing and shopping for items

e Comparison shopping

e You only need one login to shop from multiple vendors

e You can request goods from multiple vendors through one shopping cart

e Allitems in the GeorgiaFIRST Marketplace are contractually approved items
e Faster routing for approvals

e Ability to save items as ‘favorites’ in the GeorgiaFIRST Marketplace

e Automatic batch processing of approved requisitions

Types of Roles Involved

In order for the ePro and GeorgiaF/IRST Marketplace functionality to work properly, users are set up with
specific roles and responsibilities. They include:

e Shoppers: These users are the ones who select items in the GeorgiaFIRST Marketplace.

e Browsers: Users without any GeorgiaFIRST Marketplace roles assigned will default to a
Marketplace Browser. Browsers can view the items, contracts, and prices in the Marketplace but
cannot shop or create requisitions.

e Requesters: These users take the shopping carts created by Shoppers and turn them into ePro
Requisitions. Requesters can also build their own shopping carts, just like Shoppers.

e Approvers: These users are set up to approve ePro Requisitions.

e Buyers: These users are responsible for ensuring approved requisitions are sourced into a
Purchase Order and dispatched to the vendor.

e AP Personnel: The AP office processes the resulting invoice from the vendor.

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014
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e ePro Administrator: This user monitors the approval workflow, to make sure requisitions are
worked in a timely fashion

e Local Security Administrator: This user is responsible for setting up others users in their
appropriate roles.

As a Buyer, you are primarily responsible for ensuring requisitions are budget checked, sourced into
Purchase Orders, and then dispatching the Purchase Orders. GeorgiaFIRST Marketplace requisitions
should require very little manual intervention, if any, for these processes to happen. Special Request
Requisitions may need more interaction, since they are not built from contractually-approved items.

Role Setup

In order for PeopleSoft Financials and the GeorgiaF/IRST Marketplace to know what you can and cannot
do in the systems, each role has a specific setup. All setup is accomplished in the PeopleSoft Financials
system and transfers to the GeorgiaF/RST Marketplace. In this section, we are going to discuss the setup
involved. It includes Security Roles, Requester Assignment, and User Preferences.

Security Roles

Your Local Security Administrator assigns specific security roles to each user. These Security Roles
enable you to access certain pages. This is why you may be able to see eProcurement in the menu, but
not see Accounts Payable for example.

) 4 4]
BOR_EF_REQUESTER ePro Requester Route Control
SUPERVISOR [WF] SUPERVISOR Route Contral
BOR_EP_ADMIN [WF] Approval Pres Din-Role Route Control
BOR_PT_WORKFLOW_ADMIN Waorkflow Admin Raoute Control
BOR_FN_TREE_VIEW Tree Manager Viewer Route Control
ReportSuperUser Report Super User Route Control
BOR_FMN_ADMIN_REPORTING Repaort Mgr-Admin/Archive Raoute Control
ReporDistAdmin Report Distribution Admin Route Control
BOR_PT_QRY_PUBLIC Cluery Create Public Route Control
ProcessSchedulerAdmin Process Scheduler Admin Route Contral
BOR_SEC_IB Integration Broker Monitoring Route Control
BOR_FMN_ALLPAGES Finance All Pages Route Control
BOR_FN_CONFIG_SETUP Fin Setup/Config Route Control
BOR PeopleSoft User FM Base PeopleSoft User Route Control
BN ARY 2000 Mamni norife nuone racned BErnuto Montrol
eProcurement and GeorgiaF/IRST Marketplace Buyers User Guide —v1.2
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Buyer Assignment

Overview

To perform actions related to Purchase Orders, you must be set up as a “Buyer” in the system. Someone
such as your Local Security Administrator or ePro Administrator will create you as a “Buyer”. It is

through this Buyer Setup that the following Defaults are set:

ORACLE"

=TS0 * Dashboard

Buyer: sparker Parker,Shelly R

Department SetiD: WQ Department: ’7(1 *Status: Active -

ShipTo SetiD: [4000 /@ shipTo:  [RECEVING |Q
Location SetiD: 54000 | Location:  |PO_MAIN @ © open

PO Origin SetiD: mq Origin: 'UNLios @ pending ApprovaliApproved
Phone: |g72/830-6308

Fax: [678/230-6381

[E) save S\ Returnto Search  |[S] Motify

Buyer Setup | Dashboard

Favorites : Main Menu > Set Up Financials/Supply Chain > Product Related : Procurement Options > Purchasing > Buyer Setup
- - - - - -

EvAdd |7 Update/isplay |

User Preferences

In addition to being created or setup as a Buyer in the system, that buyer must have their user
preferences established prior to creating requisition. Through the User Preferences, allowable purchase

order and requisition actions are set up, such as canceling or closing a requisition and/or purchase
order. In addition, it is through the User Preferences that you are given the permission to work

additional requisitions and purchase orders for other requesters and buyers.

ORACLE’

Favoritas
- :

Purchase Order Authorizations

User: CINDYM Cindy McCard

Approval Can Work Approved PO's

Cancel Full Authority for All Buyers

Delete

Close Rebate ID Security Control: ~ View Only -

Buyers User Authorization

Buyers User Authorized For Description Add u te Cancel
CINDYM Q, Cindy McCard

Main Menu > Set Up Financials/Supply Chain > Cormmon Definitions » User Preferences » Define User Preferences

Allowed Purchase Order Actions

LhaE
Personalize | Find | View 21 | B ] 2 First £ g 014 I Last

Close

& =]

eProcurement and GeorgiaFIRST Marketplace
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Process Flow

Now that you know all of the roles involved, below is the process flow beginning with Shoppers and
ending with the Accounts Payable office.

Shoppers use the Shoppers assign their The Requester is notified
GeorgiaFIRST Marketplace completed shopping carts by email of this newly
to select goods they to their assigned assigned cart
request to have purchased Requester

—> K
Shopper’s cart into a for approval factors) either approve or

Requisition deny the requisition lines

v

Once fully approved, the Once the requisition has a valid budget check
PeopleSoft Financials system status, the PeopleSoft Financials system

automatically budget checks J 'L automatically sources the requisition into a

the requisition purchase order and dispatches it to the vendor

The vendor fulfills the The institution receives The AP Office pays the
order and sends the item the item/Receipt is invoice
and invoice to the created in PSFIN
Institution

The Requester logs into The Requester finishes the The Approvers
the system and pulls the requisition and submits it (determined by various

If the process involves a Special Request Requisition, then the shopper is eliminated from this process
flow and the requester enters the items directly onto the requisition.

How does PSFIN pass along user information to GeorgiaFIRST Marketplace?

Shoppers and Requesters access the GeorgiaF/RST Marketplace through the eProcurement module in
PeopleSoft Financials. By using their PeopleSoft User ID and Password, they can access the PeopleSoft
system. Once in PeopleSoft, they simply proceed to the GeorgiaF/IRST Marketplace through a hyperlink.

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014
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By logging in through PeopleSoft, the system sends the user’s information to the GeorgiaFIRST
Marketplace, allowing them to log in only once and shop from multiple vendors. In addition, their
PeopleSoft User ID is used to store the Chartfields that should be charged for their requested goods.

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014
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Procure-to-Pay Process Flow

If your institution has not used requisitions in the past, it is helpful to understand where they fit into the
Procure-to-Pay process flow.

Create a requisition and - Receive goods or .| Journal Generate the
submit it for approval services on PO Voucher
\ 4 \ 4 \ 4
Receive the invoice for Run pay cycle to produce
Requisition is approved goods or services from payment from the
Vendor voucher
4 \ 4 \ 4
Budget Check the

Create a Voucher to pay

requisition to create a Post payment

invoice
pre-encumbrance
\ 4 \ 4 \ 4
Source the requisition
into a Purchase Order Run Matching process Reconcile the PO
(PO)
\ 4 \ 4 \ 4
Budget Check the PO to
relieve the pre- Run Document Close the PO
encumbrance and create Tolerance
the encumbrance
\ 4 \ 4 \ 4
Budget Check the
Dispatch the PO to the Voucher to relieve the . .
Reconcile the Requisition
Vendor encumbrance and create

the expenditure

\ 4 \ 4 h 4

If original PO changes,
create change order and — Post the Voucher — Close the requisition
dispatch to vendor

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
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Chapter 2: Vendors

As a Buyer, you may or may not be responsible for setting up vendors in the PeopleSoft system. This is
different at each institution. However, you do work with vendors through Purchase Orders. Due to the
implementation of the GeorgiaFIRST Marketplace, there are some changes that have been to some of
the vendors in your system.

GeorgiaFIRST Marketplace Vendors

Most of the vendors that are now Marketplace vendors are ones that you have used in the past. Some
of the vendors include Fischer Scientific, Staples, and Grainger. All vendors in the GeorgiaFIRST
Marketplace are considered catalog vendors. These vendors are created under the “SHARE” SetID and
are maintained centrally.

These catalog vendors will have a Vendor ID that begins with “CAT” (i.e., CATO000001). The catalog
vendors are synched to SciQuest, which is the company that hosts and maintains the GeorgiaFIRST
Marketplace.

In PeopleSoft Financials, there is a custom process that copies this “SHARE” SetID vendor and populates
within each SetID. The Vendor ID will be the same, but you will be able to access the vendor under your
regular SetlID.

These copied vendors under your institution’s SetID will be read-only. The only area that you can control
is Vendor Pre-Noting and Pay Groups.

How to Use Catalog Vendors

New Catalog Vendors should be used for all procure-to-pay transactions. This includes any GeorgiaFIRST
Marketplace Requisitions, Special Request Requisitions, and all Purchase Orders. Under AP the new
Catalog Vendors are to be used on all Vouchers as well.

After your institution goes live with eProcurement and the GeorgiaF/IRST Marketplace, you should not
use any old vendor that has become a Catalog Vendor. For example, imagine that Staples is a vendor
that your institution routinely uses and the current Vendor ID for them under your SetID is 0000000107.
Staples is now a Catalog Vendor that you can access through the GeorgiaFIRST Marketplace.

Under the SHARE SetID, the new Vendor ID for Staples is now CAT0000000201. Even though this Vendor
ID is created and maintained under the SHARE SetID, it has been copied down to your institution’s SetID
so that you can access it for all your purchasing documents.

If a GeorgiaFIRST Marketplace Requisition is created, the Vendor ID completes into the requisition
automatically from the shopping cart. If a Special Request Requisition is created for an item from
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Staples, then the Requester should use the new “CAT0000000201” Vendor ID, even though it is not a
Marketplace Requisition. The old vendor ID should no longer be used.

Any current requisitions or purchase orders that are open with the old Vendor ID will still be able to be

processed. The system will prevent you from creating any new documents with the old Vendor ID
though.
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Chapter 3: eProcurement Approvals

A critical component to the whole eProcurement process is the ability to submit requisitions for
approval electronically. Because approvals are handled online within the PeopleSoft Financials system,
each institution can customize the approval process to their own specifications.

How Do Approvals Work?

As mentioned earlier, a Requester builds a requisition in ePro. Each item on a requisition is actually
placed on its own requisition line. Theoretically, each line in a requisition can be charged to a different
set of Chartfields. Therefore, there may be different approval paths for each line on a requisition.

Once the Requester submits the requisition for approval, each line has its own approval path. This
approval path is determined by a number of factors. At a minimum, each requisition line will go to the
Department Manager and Project Manager (if a Project is to be charged). These are the managers that
are tied into the Department and Project Chartfields on that requisition line.

Depending on how your institution has set up approvals for eProcurement, the requisition line may go
to many additional approvers as well. This includes approvers for assets, IT items, and items above a
certain amount. Below is a summary of all of the approval stages and paths available for eProcurement.
To determine what stages and paths your institution is using, check with your Purchasing Department or
Local Security Administrator.

Approval Stages

Overall, there are five approval stages that can be used for eProcurement requisitions. They include:

e Stage 1: Department and Project Approval

e Stage 2: Agency Fund Approval

e Stage 3: Amount Approval (for requisitions built from the GeorgiaFIRST Marketplace)
e Stage 4: Item-Type Based Approvals

e Stage 5: Buyer Approval (for requisitions not built from the GeorgiaFIRST Marketplace)

Here is a summary of each stage:
Stage 1: Department and Project Approval

This is a mandatory approval stage for all requisition lines. Each requisition line must be charged to a
Department. In addition, requisition lines can be charged to a Project. The requisition line is routed to
the Department Manager (as entered in PeopleSoft) for approval. If the Project Chartfield is used on the
requisition line, the system also routes it to the Project Manager.
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Stage 2: Agency Fund Approval

This approval stage is an optional one for institutions. It is set up so that any requisition line charged to
an Agency Fund Code must go to an individual specified for Agency Fund Approvals. Agency funds are
used to account for resources held by an institution as custodian or fiscal agent for individual students,
faculty, staff members, or other organizations. Agency Fund Codes include 60000, 61000, and 62000.

If your institution chooses to employ this approval stage, there may be multiple Agency Fund Approvers.
Each Agency Fund Approver will have the role BOR_AGENCY_FUND_APPR. The institution will determine
whether all amount approvers must approve the requisition or if only one from the group of multiple
approvers has to approve it. If an agency fund code is not used on a requisition line, the system bypasses
this approval stage.

Stage 3: Amount Approval

The Amount Approval stage is also an optional one. This stage is for all requisitions that were built from
the GeorgiaFIRST Marketplace and has a monetary amount of $10,000 or more. Again, your institution
may set up multiple approvers to serve as the Amount Approver. Each Amount Approver will have the
role BOR_CAT_AMOUNT_APPR. The institution will determine whether all amount approvers must
approve the requisition or if only one from the group of multiple approvers has to approve it. The
institution also does not have to use the $10,000 threshold and can edit this if needed.

If the requisition was not generated from the GeorgiaFIRST Marketplace, it will bypass this approval
stage (this can be changed by the institution). If the requisition is below the set threshold and was
generated from the GeorgiaF/RST Marketplace, it will also bypass this approval stage.

Stage 4: Item-Type Based Approvals

In Approval Stage 4, approvals are based upon the type of item being requested. Within this stage, there
are seven potential approval paths. Each path is optional for the institutions.

e Stage 4, Path 1: Asset Approval
If the item on a Requisition line is an asset and charged to an Asset Account, it will be routed to
the person set up as the Asset Approver. The accounts included in this path are 743200, 744200,
and 800000 through 899999.

An Asset Approver must have the role “BOR_ASSET_APPR.” If your institution chooses to use the
Asset Approver path, there can be multiple asset approvers. The institution will determine
whether all asset approvers must approve the requisition or if only one from the group of
multiple approvers has to approve it. In addition, institutions may identify additional account
codes for asset approval, and they may add monetary amount criteria (i.e., item charged to
Account 743200 and is greater than $5,000.).
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e Stage 4, Path 2: Audio Visual Approver
This is an optional approval path and is for any item on a requisition line that contains an NIGP
code related to Audio Visual items or services. NIGP stands for National Institute of
Governmental Purchasings Commaodity Services Code. The NIGP Code is a coding classification
used primarily to classify products and services procured by state and local governments.

In PeopleSoft, the Category ID is tied into the NIGP Code. In the GeorgiaFIRST Marketplace, the
NIGP code is already tied into item. For requisition line items not generated from the
Marketplace, the Requester enters the proper Category ID. For those line items that have an
NIGP Code related to Audio Visual items and services, the system will route the requisition line
to the Audio Visual Approver.

An Audio Visual Approver must have the role “BOR_AUDIO_VIS_APPR”. If your institution
chooses to use the Audio Visual (AV) Approver path, there can be multiple AV approvers. The
institution will determine whether all AV approvers must approve the requisition or if only one
from the group of multiple approvers has to approve it. In addition, institutions may identify
additional NIGP codes for audio visual approval, and they may add monetary amount criteria
(i.e., item has an NIGP code of 06400 and is greater than $1,000.).

e Stage 4, Path 3: Chemical Approver
This path is also an optional one, and is for any requisition line with an NIGP code associated
with chemicals. If the NIGP code for the requisition line is associated with a chemical purchase,
the line will route to the Chemical Approver.

A Chemical Approver must have the role “BOR_CHEMICAL_APPR”. If your institution chooses to
use the Chemical Approver path, there can be multiple Chemical Approvers. The institution will
determine whether all chemical approvers must approve the requisition, or of only one from the
group of approvers must approve it. In addition, institutions may identify additional NIGP codes
for chemical approval, and they may add monetary amount criteria.
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e Stage 4, Path 4: Facilities Planning and Design Approver
This optional path is for any requisition line with an NIGP code associated with the facilities
planning and design.

A Facilities Planning and Design Approver must have the role “BOR_FACILITIES_APPR”. If your
institution chooses to use the Facilities Planning and Design Approver path, there can be
multiple approvers in this path. The institution will determine whether all Facilities Planning and
Design approvers must approve the requisition, or if only one from the group of approvers must
approve it. In addition, institutions may identify additional NIGP codes for facilities planning and
design approval, and they may add monetary amount criteria.

e Stage 4, Path 5: IT Approver
This approval path is for any IT hardware or software approvals, and is also optional. For any
requisition line that is for an computer hardware or software purchase or service (based on
NIGP Code), the system routes the line to the IT Approver.

An IT Approver must have the role “BOR_IT_APPR”. If your institution chooses to use the IT
Approver path, there can be multiple approvers in this path. The institution will determine
whether all IT Approvers must approve the requisition, or if only one from the group of
approvers must approve it. In addition, institutions may identify additional NIGP codes for IT
approval, and they may add monetary amount criteria.

e Stage 4, Path 6: University Relations Approver
The sixth approval path in stage 4 is also optional and is for the University Relations Approver.
For any requisition line that relates to media contact, logo use or copyright items (based on
NIGP code), the system routes it to the University Relations Approver.

The University Relations Approver must have the role “BOR_UNIVREL_APPR”. If your institution
chooses to use the University Relations Approver path, there can be multiple approvers in this
path. The institution will determine whether all University Relations Approvers must approve
the requisition, or if only one from the group of approvers must approve it. In addition,
institutions may identify additional NIGP codes for University Relations approval, and they may
add monetary amount criteria.

e Stage 4, Path 7: Default NIGP Code — 00000
The seventh approval path in stage 4 will route to a Buyer Approver in the event that a
GeorgiaFIRST Marketplace Requisition line does not have an NIGP code. If the line item does not
have an NIGP code, it will default to the “00000” NIGP code. This requisition line will
automatically route to a Buyer Approver for correction.
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Stage 5: Buyer Approval

In Approval Stage 5, the system will route all special request requisitions (those requisitions not built
from the GeorgiaFIRST Marketplace) to the person designated to give buyer approval. This stage is
primarily used for Special Request Requisitions since they are not built from contract-approved catalogs.
The Buyer Approver can then ensure the line item meets all procurement policies.

Institutions may choose to have multiple Buyer Approvers. In addition, the Institution can choose
whether all Buyer Approvers must approve the requisition or if only one needs to act on it. Finally, the
institution may choose to inactivate this stage or include it for all requisitions.

Approver’s Worklist

As a Buyer, you may have the responsibility of approving ePro requisitions. When it is routed to you, it
will appear in your Worklist. You can approve the requisition through your Worklist.. The system will
also notify you with an email indicating that you have a requisition awaiting your action.

The Worklist is a queue which holds items waiting for approval. Once an approver works a transaction, it
is removed from their Worklist. Once a requisition has been placed in your Worklist, you have a limited
time in which to act upon it. After three days of inactivity on a requisition, the system will send you a
reminder notification that the requisition must be worked. After four days without approving or denying
a requisition, that transaction will escalate to another level and be removed from your Worklist. The
ePro Administrator will then need to reassign that transaction to another approver. Each institution can
customize the notification and escalation time frames.

As you are reviewing a requisition, you have the ability to either approve or deny it. As the Buyer, you
should be the last step in the approval path. After approving the requisition, the requisition status
should change to “Approved”, and be available for budget checking. If you deny the requisition, the
system will notify the Requester of this. The system will require you to input a comment before denying
it so that the Requester will know why it was denied. Do not include any slashes (/) in your comments. If
the requisition just needs to be adjusted, you can indicate this in the comments and then deny it. The
Requester can make the necessary adjustments and resubmit it for approval.
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Chapter 4: Approving and Denying Requisitions

In this chapter, we will walk you through the details of how to approve or deny a requisition line
assigned to you. Remember, Special Request Requisitions include a Buyer in the approval chain to
ensure that the requisition meets all necessary procurement policies and guidelines.

Retrieving Your Worklist

When a requisition line has been routed to you for approval, it will appear in your Worklist. You will also
be notified via email that a requisition is awaiting your action. You can access your Worklist from the
home page in PeopleSoft Financials Core system. Keep in mind, that to approve requisitions, you must
be in the Core system and not the Self Service system (used for Expenses).

ORACLE’
PEOPLESOFT ENTERPRISE

el Sebect a Languse:

Des

After entering your PeopleSoft User ID and Password, you can sign into the system. Remember, your
User ID and Password are case sensitive. Also, if you attempt to sign-in five times with the incorrect
login information, the system will lock you out. To unlock your account, notify your Local Security
Administrator.

Peesonalioe Gonient | L

Menu EIEE

& My Favoites
¢ Suppir Conbicts

Sy =
— U Seaiem Pl

You can access the Worklist through either the link in the upper right corner of the page or in the Main
Menu.
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Reviewing Your Worklist

wom | e || asswruvormes | o

MewWingow [ Personasize Page T nip

From Date From  Vines mem Vierked By Actrine Breonny

[m— dand 12730 3 [Appival grcwal Wiosidh
Famell Rogitan 4 aneeony R0 Approwal Woeklow

Your Worklist is separated into different columns. First, the person who submitted the requisition is
listed in the “From” Column. The “Date From” column indicates when the requisition was submitted.
The “Work Item” column indicates what action is required. The “Priority” column is not used. And the
“Link” column displays the link to the Requisition needing approval. Note that the “Reassign” button has
been inactivated on this page.

On your Worklist, you can sort the page by clicking on a column heading. For example, if you wanted to
sort your Worklist by the Requester, you would click the “From” column heading.

Reqguisition,
BUSINESS UMIT: 71000
REC [D:0000415226. 2282200

In each Requisition link, there are certain pieces of information used to identify it. First, the link begins
with the term “Requisition” and is followed by your institution’s Business Unit. The Requisition ID is
listed next. In the example above, the Requisition ID is 0000415226. To go to the Requisition Approval
page, simply click on that Requisition link.
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ORACLE
Favorites  Main Menu > Workist > Worklist
Requisition Approval
ReqName:  HL Laserjet MFP-GPCIOIT Apprvd
Total: 876.95USD pecil Request Requisiton
Requester: Ferrell.Rosiland Business Unit: 71000
Enteredon:  12/20/2013 Requisition ID: 0000415226
Status: Pending Priority: High

Requester's Justification:
Please view attachments for each item; additional information is available

Requester's
Comments

Price |Curr

o© 1 W HEWLETTP-001 1.0000 EA 69.75 USD

HP 3-vear Next
o 2 555‘3;;“5' ';:‘“ HEWLETTP-001 1.0000 EA 207.20 USD (2
Business-day ...

Select All/ Deselect All
L Eiew Line Details | [ Approve | @ Deny |

~ ReviewlEdit Approvers
Department and Proj. Approval

< Line 1:Pending [lstart New Patn
Laserlet Pro 400 color MFP M475dn -

Department and Proj. Approver

Pending
Hickm: own Mary
(] Reg-Dept I cLover | TH

< Line 2:Pending [Stat New Path
HP 3-year Next Business-day Exchange Color LJ Hardware Support ——

Department and Proj. Approver
Pendi

NIGP Item Category Approval

< Line 1:Awaiting Further Approvals [FlStart New Path
LaserJet Pro 400 color MFP M475dn T

IT Approval
Not Routed

4@ Multiple Approvers
T Approval =

~ Line 2: Awaiting Further Approvals [Flstart New Path
HP 3-year Next Business-day Exchange Color LJ Hardware Support —

FH

IT Approval
HNot Routed

Wultiple Approvers
= -

Logistical Services Approval

= HL Laserjet MFP-GPC/OIT Apprvd: Awaiting Further Approvals  [#star New Path
Purchasing Manager Approval
Not Routed

Multiple Approvers
B @Buyeu\upmvm +H

Enter Approver Comments

Return to Worklist

Here’s a brief description of what is on the Requisition Approval page:

o If the Requester gave the requisition a specific name, it will be listed. If not, the Requisition ID
will be listed next to Req Name.
e The Requisition total amount is listed.
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The Requester is listed. If you select the Requester’s Name link, the system will display the
Requester’s Name, Employee ID and Department.
The date the Requisition was entered in the system is listed.
The Requisition Status is listed.

0 Pending: The requisition is pending approval
If the Requester entered any comments about the whole requisition, they will be listed next to
Requester’s Justification.
The Business Unit, Requisition ID, and Priority are also listed.
For some approvers, the “Edit Requisition” button will be available above the Line Information
section so that they can modify the requisition. After an approver modifies and saves the
requisition, Workflow approvals may need to be restarted depending on their role action

security.

Requisition Approval

Req Name: HL Laserjet MFP-GPC/OIT Apprvd
Total: 876.95 UsD

Requester:  Ferrell Rosiland
Entered on:  12/20/2013 Requisition D:

Status: Pending Priority:
Requester's Justification:

Business Unit:

ease yiew attachment= for each item; additional information is available.

#  EditRequisition

¥ Line Information

Line |ltem Description |Vendor Hame

Lasertet Pro 400

@ 1 e HEWLETTP-001 1.0000 EA
HP 3-year Next

@ g HP 3-vearhext oy erpp g4 1.0000 EA

Business-day ...
Select All/ Deselect All
L Riew Line Details |

& Approve | @ Deny |

.- _- LL—_—_E—--_-___, _
Faw:uvr'rtes MainvMenu b WoLinst s Worklist

Requisition Alert

-Special Request Requisition

0000415226

Price (Curr

669.75 USD

207.20 USD

* ReviewlEdit Approvers

Requester's
Comments

In the Line Information section, the system will display all requisition lines that you are required to act

upon. The ‘clock’ icon indicates that the line is pending your approval.
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Line |ltem Description Vendor Hame

~ Line Information

LaserJet Pro 400
e color MEP ...
HP 3-year Next
@ 2 B ST E . HEWLETTP-001
Select All/ Deselect All
Z¥iew Line Details & approve | @ Deny |

Requester's
Comments

Price |Curr

1.0000 EA 669.75 USD

1.0000 EA 207.20 USD

If you select the Item Description’s hyperlink in a line, the Item Description page is displayed.

Favorites
- :

Item Description

LaserJet Pro 400 color MFP M475dn

No image for this

. It: D
item em

Category:
Vendor:
Vendor Item 1D:
Manufacturer:

Mfg Itm ID:

Eeturn to Previous Page

Main Menu > Worklst > Worklist
b -

Requisition Price: 669.75000

Long Description:

Printers, Laser
HEWLETT-PACKARD
INIA

/A

/A

Please see the attached details from the site
provided by GPCIOIT for HP Laserjet Printers

The Item Description page will list the item price, Category, and vendor if listed. Select the “Return to
Previous Page” link to return to the Requisition Approval page.

To see the line details, select the requisition line through its checkbox and then select the View Line
Details button. You can select multiple lines at one time to view those line details simultaneously.
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Requisition: HL Laserjet MFP-GPC/OIT Apprvd
Requester: Ferrell,Rosiland Business Unit: 71000 Requisition 1D: 0000415226  Date: 12/20/2013

Comments: Please view attachments for each item; additional information is available.

Line Description Qty Price Curr UOM Total
1 LaserJet Pro 400 color MFP 1 669.750 USD EA 669.75
M475dn...
Line Comments
<< Please see the attached details from the site provided by GPC/OIT for HP Laserjet Printers ==
Sched Line | Ship To Attention Due Date Qty | Total
1 SAZ2100 M. H-Brown or 1/6/2014 1 669.75
Ros Ferrell
Line | Location | Req Qty |Amaunt Pct| GL Unit | Account | Fund ‘ Dept | Program
1 SAZ100 1 659.75 (100 71000 714100 | 10600 | 5103100 15100
Class | Bud Ref
11000 | 2014

A new window will open and the shipping and distribution information will be displayed. You will be
able to see the Chartfields that are charged for that requisition line. When you are done reviewing the

line details, you can close the pop up window.

The “Requester’s Comments” call-out icon appears for those lines that have line comments or
attachments. To review these comments, you can select the call-out icon.

* Line Information

Line (Hlem Description |Vendor Name Price (Curr SET TR
= = — — |7 |Comments
Laszerlet Pro 400
] 1 color MFE M. HEWLETTP-001 1.0000 EA 669.75 USL
or ayedr Nexl
@  pHBsuearlent o errp ooy 1.0000 EA 207.20 USE

Business-day ..
[[] Select All { Deselect All

L%iew Line Details | & Approve | @ Deny |
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Here, you can review the line comments and attachments. To return to the line information, select the
“Return to Previous Page” link.

ORACLE’

Favorites Main Menu > Worklist > Worklist

Requisition Comments

ation

ine |lem Description Vendor Hame

Gy UOM |Price
o 1 LaserJet Pro 400 color MFP M... HEWLETTP-001

1.0000 EA $669.75 USD

0 o 2 HP 3-year Mext Business-day ... HEWLETTP-001 1.0000 EA $207.20 USD

== Please see the attached documentation on the HP 3-year Mext-business-day Exchange Color Laserjet M475
Hardware Suppart ==

Attachments

Attached File

Send to Vendor

view | =

1 Maintenance_HP_Laser_C475-Mary_Hickman-Brown pdf

Return to Previous Page

To see the approval path for a requisition, select the “expand” icon next to Review/Edit Approvers.

~ Review/Edit Approvers

Line Dept and Project Approval

= Line 1:Pending [#]Start New Path
Augusta Chamber Map Project
Department Approval

Pending

Kathy D Schofe
G) Reg-Dept Mgr-Line Level _E

Enter Approver Comments

&

The Review/Edit Approvers section expands and lists all approvers that have acted or need to act on a
requisition. In addition, there will be an approval path for each requisition line, since each line can have
a different set of approvers depending on their Chartfields and item type.

Under the approval path, you can enter any comments that you wish to attach to the requisition. Do not
include any slashes (/) in your comments.
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When you are ready to act on the requisition, you can select your requisition lines and then click the
Approve or Deny button.

Once approved, the Requisition Approval page should update indicating that you have completed your
approval action.

Requisition Approval

v Augusta Chamber Map Project has been approved.

Line Dept and Project Approval

= Line 1:Approved
Augusta Chamber Map Project

Department Approval

Approved
Kathy D Schofe
Reg-Dept Mgr-Line Level
112202010 - 12:52 FM

Return to Worklist

A requisition line will go to “approved” once all approvers have acted on it. Until then, the Requisition
Status is still Pending.

To return to your Worklist to work another requisition, select the Return to Worklist link.
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How To: Access your Worklist

1. Loginto PeopleSoft Financials Core System with your User ID and Password.
2. Click the Worklist hyperlink in the upper right corner of the home page.
3. Click a Requisition link under the “link” column to display a requisition.

How To: Approve a Requisition

1. Select the requisition from your Worklist.
Review each line item’s descriptions by clicking on the Item Description hyperlinks.
Review each line item’s details by selecting them with a checkmark and clicking the View Line
Details button.

4. Review the approval path if desired. You can insert additional approvers if needed (see lesson
#).

5. Enter any comments you wish to add to the requisition. Do not include any slashes (/) in the
comments field.
Select the lines you want to approve with a checkmark and then click the Approve button.

7. After receiving the approval confirmation, click the Return to Worklist link.

How To: Deny a Requisition

1. Select the requisition from your Worklist.
Review each line item’s descriptions by clicking on the Item Description hyperlinks.

3. Review each line item’s details by selecting them with a checkmark and clicking the View Line
Details button.

4. Review the approval path if desired.

5. Enter comments explaining why you are denying the requisition. Do not include any slashes (/)
in your comments.

6. Select the lines you want to deny with a checkmark and then click the Deny button.

7. After receiving the denial confirmation, click the Return to Worklist link.
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eProcurement gives you the ability to insert additional approvers if you feel it is necessary. After
reviewing a requisition’s approval path, you can insert additional approvers if you have the

BOR_AD_HOC_APPROVE security role.

While you are reviewing the approval path for a requisition, you can insert the ad hoc approver

wherever you see a green plus sign (+).

Requisition Approval

Requester's Justification:
Mo justification entered by requester.

Atlanta Billboards 9-
@ e
| 15M12-1...

Select All/ Deselect All

Req Name: Atlanta Billboards 9-15/12-14
Total: 3,900.00USD

Requester: Kim L Ratliff

Entered on: 11192010

Status: FPending

¥ Line Information
ltem Description

LAMARCOM-001

L%Viewune Details | % Approve | @ Deny |

Business Unit: 27000
Requisition ID: 0000403966
Priority: Medium

Line Dept and Project Approval

~ Review!Edit Approvers

= Line 1:Pending
Atlanta Billboards §-15M12-14

[#]Start New Path

Department Approval

Pending

Reg-Dept Mgr-Line Level

@ Kathy D Schofe @

Enter Approver Comments

After clicking the green plus sign where you want to insert the additional approver, the system will
display a pop-up box where you can select the ad hoc approver.
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Insert additional approver or reviewer

Choose an approver or reviewer to insert

UseriD: | Q
Insertas: @ ppprover

) Reviewer
Insert Cancel

If you select the User ID look up icon, you will be able to search for the approver by User ID or by name.
After selecting the additional approver, you can specify whether you want that approver to be inserted
as an Approver or a Reviewer.

e Approver: If you select another person to be an approver, that person will be required to
approve the requisition before it can move onto the next step.

e Reviewer: If you select another person to be a reviewer, that person will see the requisition in
their Worklist, but they will not need to approve the requisition line.

If you have inserted an approver and then decide to remove them, you must do this before you approve
the requisition.

Line Dept and Project Approval

< Line 1:Pending

[+]start Mew Path
Atlanta Billboards 8-15M12-14

Department Approval

Pending
@ Kathy D Schofe —E—"

Reqg-Dept Mgr-Line Level

Not Routed a

=) Mary Filpus-LuycFE
Inzerted Approver

Apply Approval Changes |

To remove a user you added as an Ad Hoc approver, select the red minus sign (-) in that person’s
approval box.

When you insert another person in the approval path for a requisition, that user will need to proper
‘approver’ security setup in the system to work the requisition. If you unsure if the user has the correct
security setup, contact that user and your Local Security Administrator.
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How To: Insert Ad Hoc Approver

Select the requisition from your Worklist.

Review each line item’s descriptions by clicking on the Item Description hyperlinks.

Review each line item’s details by selecting them with a checkmark and clicking the View Line
Details button.

4. Review the approval path.

5. Click the green plus sign (+) where you want to insert the ad hoc approver.

6. Click the User ID look up icon in the pop-up window.

7. Search for the name or User ID of the approver you want to add. Click on that person’s name.

8. Select either Approver or Reviewer.

9. Click the Insert button.

10. Click the Apply Approval Changes button.

11. Enter any comments you wish to add to the requisition. Do not include any slashes (/) in the

comments field.

12. Select the lines you want to approve with a checkmark and then click the Approve button.

13. After receiving the approval confirmation, click the Return to Worklist link.
eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
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Requisition Push Back

All approvers can approve or deny a requisition that is submitted to them. Some approvers also have the
ability to push a requisition back to the previous approver. This may be necessary if an approver has
additional questions about a requisition. Initial approvers for a requisition will be unable to push back a
requisition since there are no previous approvers in the approval path. Project approvers and inserted
ad hoc approvers can use the push back function.

When you push back a requisition, it places that requisition back into a Pending status for that approval

step. If you receive a requisition that was pushed back, you will be required to approve it again or deny
it.

Requisition Approval

Req Name: 11-42 (PC)

Total: 1,005.00 USD

Requester: Virginia L L oveless Business Unit: 27000
Entered on: 111172010 Requisition ID: 0000403871
Status: Pending Priority: Medium

Requester's Justification:
Mo justification entered by requester.

¥ Line Information

Line Item Description

Computer Deskiop
@ 4 Computer Deskion  pey | copp-o1

- Dell Opti 1.0000 EA 1,005.00 UsSD

Select All/ Deselect All

L [E View Line Details & Approve | @ Deny | g Pushback |

Line Dept and Project Approval

= Line 1:Pending

[#]start New Path
Computer Desktop - Dell Optiplex 780 3.0GHz Small Form Factor wi/17™ monitor Qluote #548886060

Department Approval
Approved Pending
; ; r—
./CamHIaElReml » @Cathenne..Elarner 'E

Reg-Dept Mgr-Line Level Inserted Approver
11172010 - 12:30 PM

Enter Approver Comments

Return to Worklist

In the example above, you can see the Pushback button. As the approver Catherine Barner, you could
push the requisition back to the first approver. When you push back a requisition, you will be required
to enter comments explaining why you are pushing the requisition back. Do not include any slashes (/)
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in your comments. After pushing it back, you will receive confirmation the requisition has been pushed

back to the previous approver.

|Requisiticn Approval

E=

[11-42 (PC) has been pushed back to the previous approver. ]

Line Dept and Project Approval

Review/Edit Approvers

=~ Line 1:Pending

View
&
Computer Desktop - Dell Optiplex 720 3.0GHz Small Form Facter w17 monitor Quote #548886060

Comments

Department Approval

Pending

@ Camilla B Reid
Reg-Dept Mgr-Line Level

Pushed Back

Catherine A Barner
Inzerted Approver
1172272010 - 2210 PM

=~ Approval Comment History

Catherine A Barner at 11/22/2010 - 2110 PM
Flease double-check the price on this item.

Return to Worklist

As the approver who receives a pushed back requisition, you will easily be able to see that it was pushed
back and you can review the comments to determine why it was pushed back.
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Requisition Approval

Req Name: 11-42 (FC)

details.

Requisition Alert
‘This requisition was pushed back to you.
Total: 1,005.00 USD Review previous approver comments for

Requester: Yirginia L Loveless
Entered on: 11112010

Status: Pending
Requester's Justification:

Mo justification entered by requester.

Priority:

ltem Description

Business Unit: 27000
Requisition 1D: 0000403871

*: Line Information

Medium

Lomputer DeskIop
® 4 LOMPUSr DESKIOD ) | copp-0o4 1.0000 EA 1,005.00 USD
-Dell Opti...
Select All / Deselect All
L [, View Line Details | [+ Approve | @ Deny |
* Review/Edit Approvers
Line Dept and Project Approval
= Line 1:Pending View Comments
Computer Desktop - Dell Optiplex 780 3.0GHz Small Form Factor wi17" moniter Quote #548886050 [F]Start Mew Path
Department Approval
Pending Pushed Back
Camilla B Reid Catherine A Barner
Reg-Dept Mgr-Line Level _E_' Inzerted Approver
14/2242010 - 2:10 PM
=" Approval Comment History
Catherine A Barner at 11/22/2010 - 2210 PM
Please double-check the price on this item.
Enter Approver Comments

You can then perform the necessary actions and either approve or deny the requisition. If you approve

it, it will proceed on the approval path.
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Requisition Approval

v 1142 (PC) has been routed for furt

Line Dept and Project Approval

Review/Edit Approvers

her approval.

= Line 1:Pending
Computer Desktop - Dell Optiplex 780 3.0GHz Small

Viﬂ

Form Factor wi/17" monitor Quote #548886060 ~ Somments

Department Approval

Approved

« Camilla B Reid
Reg-Dept Mgr-Line Level
11/222010 - 217 PM

Pending
ing A
> @Cathenne..aarner

Inserted

Approver

~ Approval Comment History

Please double-check the price on this item.

Catherine A Barner at 11/22/2010 - 2:10 PM

Return to Worklist

How To: Push Back a Requisition to the Previous A

pprover

Select the requisition from your Worklist.

2. Review each line item’s descriptions by clic
3. Review each line item’s details by selecting
Details button.
4. Review the approval path if desired.
5.
not include any slashes (/) in your commen
6.
7. After receiving the Push Back confirmation,

eProcurement and GeorgiaFIRST Marketplace
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Chapter 5: Using the Manage Requisitions Page

In the ePro Module, one of the most productive pages is the Manage Requisitions page. In this chapter,
we will detail what the page looks like and explain the different tasks you can perform through the page.

Managing Requisitions

Once a Requester has saved a requisition, it is easy to track what stage it is in by using the Manage
Requisitions page. From this page, you can see the requisition status, review requisition details, and edit

requisitions if needed.

To use the Manage Requisitions page, you will first have to search for the requisitions. You can search
through the following parameters (leave a field blank to return all values):

Requisition ID

Requisition Name

Entered By

ORACLE’

Manage Requisitions
~* Search Requisitions

Business Unit: WQ
Requisition ID: I—Q
Date From: WE}
Requester: I—Q

: Search Clear

Date From/Date To (when was the requisition created)
Requester (this is the Requester entered on the Requisition)

Request Status (this is the status of the requisition)

Budget Status (this is the budget checking status)

Favorites | Main Menu > eProcurement > Manage Requisitions
- : - -

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

PO ID (if the requisition has been sourced to a PO, this is the corresponding PO ID)

Requisition Name: |

Request Status: All but Complete =

Date To: 01/06/2014 Eij
Entered By: a

! The Requester specified has no Requisitions.
Create Mew Reguisition  Inguire Change Reguest |nguire Receipts  Reguisition Report

Budget Status: -
Origin Special Request -

PO ID: Q

eProcurement and GeorgiaFIRST Marketplace
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There are many statuses that a Requisition goes through during its lifecycle.

Requisition Explanation

Status

Open The requisition has been entered and saved in the system, but it
has not yet been submitted for approval.

Pending The Requisition has been submitted and is awaiting approval.

Approved The requisition has been fully approved and can become a PO.

Denied The requisition was denied in the approval process.

Canceled The requisition was entered and saved, but was canceled. A
canceled requisition can be reopened within a certain number of
days.

PO(s) Created The requisition has been placed on a Purchase Order.

PO(s) Dispatched | The requisition has been placed on a Purchase Order, and the PO
has been dispatched to the vendor.

Received The requisition has been placed on a PO. The PO has been
dispatched to the vendor, and the goods have been partially or
fully received.

Complete After the requisition is dispatched on a PO, the goods are received,
and the vendor is paid. A background process identifies the
requisition status as Complete. Canceled requisitions are also
identified as Complete.

After a requisition has been approved, it must then go through the Budget Checking process. The Budget
Statuses include Not Checked, Error, and Valid.

Budget Status Explanation
Not Chk’d The requisition has not had budget checking run on it yet.
Error The requisition has gone through budget checking and failed; the

budget checking error must be corrected before the requisition
can be sourced into a purchase order.

Valid The requisition has passed budget checking and is available to be
sourced into a purchase order.
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The more search criteria that you enter, the more narrow your search results will be. In your list of

search results, you will see the following for each Requisition:

e Requisition ID
e Requisition Name
e Business Unit

e Date

e Status
e Budget
e Total

Action Drop Down box and Go button

Favorites © Main Menu > eProcurement > Manage Requisitions
- H - v

Manage Requisitions

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

Business Unit: 76000 Q

Requisition 1D: Q

Requisition Name: |

Request Status:

Date From: [51) Date To: 01/06/2014 [ Origin -
Requester: Q Entered By: Q. poD: Q

All but Complete - Budget Status: Mot Chk'd -

: Search Clear

@ 0000400712 Q000400712

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.

76000  12/20/2013 Pending Mot 21.65U5D “Selectaction... ~ | Go|
Chkd -
P 0000400711  Toner 76000 12/19/2013 Pending  Not 222.95UsD =SelectAdion.. v | Go|

Create Mew Requisition  Inguire Change Reguest Inguire Receipts

Chicd

Requisition Report

You can sort by a search result, such as Budget, by clicking on the column heading hyperlink. In the
results, you can quickly see the status the requisition is in, as well as its budget checking status. To see
the lifespan of the requisition, as well as its line item, you can expand the requisition.
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. Search |

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

Clear |

=~ 0000400686

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

Paper TaE000 12/04/2013 Received Walid
Requester:  rebeccam Entered By: rebeccam Priority: Medium
Request Lifespan:
. —
Requisition Approvals Inventory SIEIER Ehsnoe Receiving Returns Invoice Payment
Orders Request

Line Information

Line Description Status Price Curr Qty UOM Vendor
1 Staples Copy Paper LETTER-S.. Received 29530 USD 10.0000 CRT Staples

3

205.30UsD <SelectAcion... = | Go|

Once you have expanded a Requisition, you can see its lifecycle represented by the lifespan icons. If an
icon is in color, that stage has been completed. In this example, you can see that the requisition was
sourced into a Purchase Order and dispatched, and the requested items have been received. The items

still need to be paid for.

From this page, there are many items that you can review. If you select the Requisition ID or the
Requisition icon in the lifecycle, you will get a summary of the requisition details.

Favorites : Main Menu > eProcurement > Manage Requisitions
- i - -

Requisition Details

Requisition Name

Unit
TE000

Requisition 1D

0000400636

Source Status

Qty
10.0000

Item Description

1 Staples Copy Paper, LETTER-S...Sourcing
Complete

12/04/2013 Received

ORACLE

295.30

Total

Carton 29530 USD 29530

P(O's have been created for this Requisition. To view the PO details for a specific Requisition line
click the triangle on the PO Details bar Ifthere is no PO Details bar then that Requisition line does
not have a PO created for it yet.

(i ]

Return to Manage Reguisitions [Requisition Schedule and Distribution]

If the requisition has already been sourced to a PO, you will see a “PO Information” bar. To get the PO
Information for a sourced requisition line, you can click on this bar and see the PO number, receipt

status, and PO line information.
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If you want to see a requisition schedule and distribution information, you can select the Requisition
Schedule and Distribution link from the Requisition Details page.

ORACLE"

Favorites : Main Menu > eProcurement > Manage Requisitions
- H - -

Requisition Schedule and Distribution

Business Unit: 76000 Requisition ID: 0000400686  Total Amount: 295300 uso
Requester: rebeccam Req Name: Paper Status: Received Date: 12/04/2013

view Al First K 4 or4 I Last

Line: 1 Staples Copy Paper LETTER Size ) )
92/104 US/Eura Brighiness, 20, QUantity: 10.0000 UOM: CRT  Price: 20.53000  USD
81/2"x 11", 5,000 Sheets/Ct

View All First 4] 1 of1 2] Last

Sched: 1 Ship To: SHIPPING Due: Attention: Rebecca Macomber
Quantity: 10.0000 Price: 29.53000 Amount: 295.30 usD

Distribution
Details More Details More Details 2 Asset Information

Percent |GL Unit Entry Event |Account j Bud Ref (Budget Date

1 Processed MAIN 10.0000 295.30 100.0000 76000 714100 16000 1435100 11100 11000 2014 12/04/2013

The Line section contains all of the line items on a requisition. The Schedule section displays shipping
information for the item, such as where the item is being shipped, when it is due, the quantity, the price,
and the total amount of the line.

The Distribution section details the Chartfields and additional information. The Dist # displays the
number the system assigned to the distribution. The system uses this numbering to distinguish between
multiple distributions for a single requisition line. The distribution statuses include the following:

e Open: The distribution line is open
e Complete: the distribution line is closed

e Processed: the distribution line has been processed and is unavailable for sourcing
e (Canceled: the distribution has been canceled

To get the detailed information for a requisition line, you can select the line hyperlink in the Description
column under the lifespan or from the Requisition Schedule and Distribution page.

Item Description

Part # 78920A001 Canon GL2 Camcorder - 410 Kpix - optical zoom: 20 x - Mini DV - black, silver
Requisition Price: 2121.95000
Item ID:
No image for this category: Video Camera-Recorders, Access
item Vendor: Southern Computer
Vendor ltem 1D:  M/A
Manufacturer: /A

Mfg Itm ID: MIA
Return to Previous Page
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. Search | Clear |
Requisiti
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.
¥ 0000400686 Paper 76000 120042013 Received  Valid 295.30UsD “SelectAdtion... ~ | Goj
Requester: rebeccam Entered By: rebeccam Priority: Medium
Request Lifespan:
= 7 o
o
Reguisition Approvals Inventos Buchess Change Receivin Returns Inwoice Payment
Requisition Approvals y Orders Reguest Leceving Y
Line Information
Line Description Status Price Curr Qty UOM Vendor
1 Staples Copy Paper LETTER-S.. Received 20530 USD 10.0000 CRT Staples

If you select the Approvals icon in the lifespan, you will see the approval status and path of the

requisition lines.

Approval Status

Abbreviated Terms & Conditions:
State of Georgia Terms and Conditions a

The State of Georgia Contract Terms and

Line Dept and Project Approval

Req Hame: HF Deskjet printer
Total: 139.00 USD

Requester: Laura bl Michaols Business Unit: 27000
Entered on: 10/08/2010 Requisition ID: 0000403605
Status: Approved Priority: Medium
Requester's Justification:

SWC 90814

Administrative Services which is incorporated herein by reference are made part of this Purchase Crder;, STATE OF
GEORGIATERMS & CONDITIONS PRECEDES ANY VENDOR'S TERMS & CONDITIONS FOR SALE OR SERVICE.

hitp:/hwww.doas.georgia.goviStateLocallSPO/Docs_SPD_Generaliterms-conditions.pdf. You may request a copy by
calling the Purchasing Office at 706-737-1766.

¥ Line Information

* Review/Edit Approvers

nd Georgia Vendor Manual as published by the Department of

Conditions are applicable to this order. They can be viewed at:

= Line 1:Approved
HP De=kjet 6500 color al-in-one printer

Department Approval

Approved
Carolyn Cannon
Req-Dept Mgr-Line Level
10152010 - 11:03 AM

Approved
) Catherine A Barner
V Ingerted Approver
104152010 - 12:13 P

Finally, you can select the Purchase Orders, Receipts, Invoices, and Payments icons after they are
enabled to get the information from those specific documents.
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The choices in the Action drop down box for each requisition will be specific to the stage that requisition
is in. The choices most often used are “Edit Requisition” and “Cancel Requisition”. We will talk more
about these choices later in this chapter.

How To: Manage Requisitions

In PeopleSoft Financials Core system, select eProcurement in the menu.

Select Manage Requisitions.

Enter search criteria for your requisitions.

Click the Search button.

To see a requisition’s lifespan, click its expand button.

To see details about a completed stage in the lifespan, click on the lifespan icon.

To see the approval path for a requisition, click on the Approvals lifespan icon.

To see requisition line information, click on the line description.

To see requisition schedule and distribution information, click on the Requisition lifespan icon

W NV R WNE

and then select the Requisition and Schedule Information link.

Available Actions to Take on the Manage Requisitions Page

Depending on the status of the requisition, there are various actions that you can take through the
Manage Requisitions Page. This includes:

e Budget Checking a Requisition
e Edit a Requisition

e View Approvals

e Cancel a Requisition

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014

43



% eProcurement & °.

_GeorgarRSTMarketpiacete Managing Requisitions

Editing a Requisition

There will be times when you need to edit a requisition. This includes those requisitions that you have
created and saved, but not yet submitted, as well as requisitions that have been denied and may need
to be corrected. And, there may be a few occasions when you need to edit a requisition that has already
been submitted for approval.

In order to edit a requisition, you can go through the Manage Requisitions page and search for the
requisition in need of editing. When it is displayed in your search results, there will be the option of
“Edit Requisition” in its action drop down list. If the requisition is no longer available for editing, that
option will not appear in the drop down list. For example, once a PO is created from a requisition, that
requisition can no longer be edited.

ORACLE’

Favorites : Main Menu > eProcurement > Manage Requisitions
- i - -

Manage Requisitions

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

Business Unit: |76000 Q Requisition Name: |
Requisition 1D: Q Request Status:  Approved A Budget Status:  Valid -

Date From: [+ Date To: 01/06/2014 B Origin -
Requester: Q Entered By: Q  PoID: Q

: Search Clear

L ————
Toview 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

P 0000400700 0000400700 76000  1211/2013 Approved  Valid 85 16UsD <Select Action... ~ | Go|
I D000400699  pOOD4DOEID 76000  12/11/2013 Approved  Valid 147 55UsD <Select Action... + | Go|
> 0000400697 0000400697 76000  12011/2013 Approved  Valid 52.20Usp <Select Action... ~ | Go,
P 0000400896 000D40069E 76000 127112012 Approved  Valid 48.57UsD <Select Action... » [ Go,
I 0000400634 0000400694 76000  1210/2013 Approved  Valid 77.82u8D <Select Action... ~ | Gol
P 0000400691 calendars 76000  12/06/2013 Approved  Valid 92 56UsD “SelectAdion... v | Go|
P 0000400690 (000400690 76000 12/05/2013 Approved  Valid 1895.00UsD <SelectAction... ~ | Go)
P 0000400688 Hum/Acad ComplLab Dec051376000  12/05/2013  Approved  Valid 215 535D <SelectAdtion. + | Go|
I 0000400687 0000400687 76000 12/05/2013 Approved  Valid g5.41UsD <Select Action.[ ] Go

P 0000400685 0000400685 76000 12/04/2013 Approved Valid 59.06USD| Edit Requisition

Requisition Cycle
- 0000400684  pOOO400654 76000 12/04/2013 Approved  Valid 55.50USD| View Approvals

Ix NNNNANNEDTD T - =Y amenammman  a PRI

Once you select the choice of “Edit Requisition”, the system will take you to the Edit Requisition page.
This page is the same type of page used when creating a requisition. From the Review and Submit page,
to edit a line, click on the line description. This will bring up the page where you can edit the price,
category, unit of measure, etc.
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Menu =

= eProcurement - o
> Buyer Center Create Requisition
— Create Requisiion = =
— Manage Reguisiions — |D 1. Define Reguisition Eh; 2. Add Items and Services \g 3. Review and Submit
— Approve Requisitions E o . : " P ;
_ Add lines to the requisition, specifying the information necessary to procure each item or service.
Receive ltems L4
— Procurement Card Center search: | C search
—Reports
_ Administer Procuramant Catalog || Favorites || Templates GaFirst Marketplace | [ Special Request
-ty Profile
— Detail JobcodeiRole Definiti
— Reaquester Integration
Defaults *Iltem Description: |N9WBDEDEFAUVEHISEF"ENT
Ei?ﬂiﬂg - *Price: 499.63000 *Currency: usD
< i ] *Quantity: 1.0000 “UnitofMeasure:  [EA | Q
*Category: 91571 Q Due Date: [
Requisition Summary Vendor ID: 0000026746 Q Suaggest New Vendor
[There are no lines on this request
Please add new line in order to save Vendor Item ID:
[this requisition.
Mfg ID: Q
Total Lines: 0 Mfg item ID:
[T send to Vendor [ show at Receipt [C] Show at Voucher
Add ltem Cancel Add or Start New Type

To edit a requisition line’s distribution and schedule information, click on the expand link for that line.
The shipping information can be updated, and the Chartfields can be updated if necessary. After making
all of your edits, you can select the Save & Preview Approvals button. If you have made changes to a
requisition that is already in the approval process, when you submit the edited requisition, it will
reinitiate the approval process, unless you have special role action roles that prevent Workflow from

being restarted after you submit a requisition that is currently undergoing approvals. Therefore, it may
be helpful to add a comment explaining why an approver may be seeing the same requisition again.
After previewing approvals, you can then submit the requisition.

How To: Edit a Requisition

1.

w

Now s

In PeopleSoft Financials Core system, select eProcurement in the menu.

Select Manage Requisitions.

In the search field, enter the Requisition ID that needs to be edited (you may need to clear
some of the search fields).

Click the Search button.

In the Requisition ID’s action drop-down list, select Edit Requisition.

Click the Go button.

To update the requisition line information, select the link under Description. Make the
necessary changes and the return to 3. Review and Submit.

To update an individual requisition line Chartfield information, click its expand button. Make the
necessary changes.

To update multiple requisition lines at one time, select the lines to be edited and the select the
Modify Line/Shipping/Accounting button. Make the necessary edits.

10. Select the Save & Preview Approvals button.
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11. If reinitiating the approval process, consider adding a comment to inform your approvers of this.
Do not include any slashes (/) in your comments.

12. Insert any ad hoc approvers if necessary.

13. Click the Submit button.

Delete a Requisition Line

You can delete a requisition line if needed, as long as the requisition line has not been budget checked.
To delete a requisition line, you will again go through the Manage Requisitions page and select “Edit
Requisition.” From the “3. Review and Submit” page, you can select the line to be deleted by placing a
checkmark in its select box. You can select multiple lines at one time if needed. To delete the selected
lines, simply click the Delete button. The system will ask you to confirm the deletion before proceeding.
Since you have modified the overall requisition, you will need to Save and Submit the requisition again.

ORACLE’

Menu =
[~ eProcurement - o
I Buyer Center Create Requisition
— Create Requisition = = A N §
— Manage Requisitions — ||:| 1. Define Requisition El‘# 2. Add Items and Services \b 3. Review and Submit |
— Approve Requisitions E A _ o o
TS U Review the details of your requisition, make any necessary changes, and submit it for approval.
— Procurement Card Center
— Reports. Business Unit: 7RO00 Gordon State College
— Administer Procurement
* : g
_ My Profile q |OIITSL01\N Q) 8.5loan Currency: usD
— Detail Jobcode/Role Definiti Requisition Name: | Priority: Medium
— Requester Integration
Defaults Requisition Lines
[> Sourcing
I rante h
1 'II C 13 D 1 Newspaper Advertisement Wilder,Tiffani N 1.0000 Each 400 630 40063 %Q
Requisition Summary f@)? uagazne Ad wilderTiffani N 1.0000/J0B 214.230 21423 B O
Description |Gty |UOM
MNewspaper 1 EA
IAdvertizement [C] select All/ Deselect All Total Amount: 713.86 USD
IMagazine Ad 1 JOB L.Pndd to favorites El, Wodify Line / Shipping / Accounting | m Delelel
Total Lines: 3 Justification/Comments
Total Amount (USD). 713.86
otal Amount (] 1) r‘ﬁ]

[Tl sena to vendor [Z| Show at Receipt [Z] Show at Voucher

[[] save as Template

B save & submit | % Save & preview approvalsl 3¢ cancel requisition Find more items

How To: Delete a Requisition Line

From the PeopleSoft Financials Core system, select eProcurement in the menu.

Select Manage Requisitions.

Enter the Requisition ID in the Search Criteria (you may need to clear some of the search fields).
Click the Search button.

In the Requisition ID’s action drop-down list, select Edit Requisition.

Click the Go button.

Select the line(s) you want to delete.

Nou s wNe

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014

46



% eProcurement & *;

_GeorgarRSTMarketpiacete Managing Requisitions

8. Click the Delete button.
9. To confirm the deletion, click the OK button.
10. Click the Save and Submit button.
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Canceling a Requisition

Managing Requisitions

On occasion, you may find the need to cancel a requisition. If you need to cancel a requisition, you can
do so as long as the requisition has not been sourced into a Purchase Order. Once it has been sourced
into a purchase order, the requisition can no longer be canceled and you will have to work with the
purchase order. To cancel a requisition, you will go through the Manage Requisitions page.

Favorites
-

Manage Requisitions

- Search Requisitions

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

Business Unit; |71000 Q Requisition Name: |

Requisition ID: Q Request Status: ~ All butComplete - Budget Status: -
Date From: ,7@ Date To: W@ Origin W
Requester: Q Entered By: Q. PoID: Q

ORACLE’

 Main Menu > eProcurement > Manage Requisitions
H - -

: Search Clear

I 0000415245

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.

hand soap 2 71000  01/03/2014 Pending Mot 3,112.60USD:
Chk'd
b 0000415244  Hand Soap 71000 01032014 Pending Mot 6,350 00USD)| Cancel Requisition
Chicd ' Check Budget
Edit Requisition
D 0000415243 Cleaning Chemicals 71000  01/03/2014 Pending Mot 1,603.02UsD| Requisition Cycle
Chk'd View Approvals

eCinlnod Nobioe Fa Py

How To: Cancel a Requisition

From the PeopleSoft Financials Core system, select eProcurement in the menu.

eProcurement and GeorgiaFIRST Marketplace
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Select Manage Requisitions.

Enter the Requisition ID in the Search Criteria (you may need to clear some of the search fields).
Click the Search button.

In the Requisition ID’s action drop-down list, select Cancel Requisition.

Click the Go button.

On the Requisition Details page, select the Cancel Requisition button.

On the Manage Requisitions page, the requisition status should change to Canceled.
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Chapter 6: Budget Checking Requisitions

Budget Checking is the process to determine if there are enough funds in a budget to cover the
purchase. In this chapter we are going to discuss how budget checking works, how to perform budget
checking, and how to review budget checking errors.

What is Budget Checking?

Budget Checking is the comparison of a pending transaction amount against the budget it is set to be
charged to. This ensures that a budget has been adequately set up and that there are sufficient funds to
post the pending transaction, before the transaction is actually posted. The Commitment Control (KK)
module of PeopleSoft is used to budget check transactions against Appropriation, Organization, Revenue
Estimate, Grant, and Project budgets.

Based on a number of factors, Commitment Control is able to distinguish if a particular Chartfield
combination has sufficient funding available in order to validate the transaction amount or whether an
exception should be issued. Budget exceptions are the result of transactions that have failed the budget
checking process for one of the following reasons:

e Exceeds Control Budget

e No Budget Exists

e Budget is Closed

e Budget Date Out of Bounds

Other errors exist, but these are the most common.

Budget exceptions can fall into two categories: warnings and errors. Warnings are exceptions that do
not conform to the rules of the control budget, but have been passed along and update the
Commitment Control ledgers nonetheless. Errors are exceptions that have failed budget checking
because they do not conform to the rules established for that control budget. Transactions with errors
are not allowed by the system to update the Commitment Control budget ledgers.

When Requisitions are budget checked and receive a “Valid” budget checking status, the system creates
a pre-encumbrance. A pre-encumbrance is a Commitment Control ledger type for an amount that you
expect to expend, but which you have no legal obligation to expend.

After a Requisition is sourced into a Purchase Order, that Purchase Order is also budget checked. If the

Purchase Order passes budget checking, the system relieves the pre-encumbrance from the Requisition
and creates an encumbrance for the Purchase Order. An encumbrance is a Commitment Control ledger
type for an amount that you are legally obligated to spend.
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After the goods on the Purchase Order and received and the vendor sends the invoice, the Voucher is
created. When the Voucher is budget checked, the system relieves the encumbrance from the Purchase
Order and creates the expenditure for the Voucher.

Budget Checking Requisitions

After a Requisition is fully through the approval process, it is available for Budget Checking. You can
budget check requisitions in batch or manually. In addition, the system has automatic budget checking
batch processes run periodically throughout the day. So, if anything is ready to be budget checked, the
system automatically runs the process on it.

This scheduled budget checking job is a part of the overall “SCIQUEST” scheduled batch job. This
SCIQUEST batch job includes budget checking requisitions, sourcing Marketplace Requisitions into
Purchase Orders, budget checking purchase orders, running document tolerance on purchase orders,
and dispatching purchase orders.

The automatic batch budget checking process runs at the following times:

e 10:00a.m.
e 12:00 p.m.
e 2:00 p.m.
e 4:.00 p.m.
e 6:00 p.m.

Manual Budget Checking

You can manually budget check a fully approved requisition on the Manage Requisitions page. There are
a couple of things to keep in mind when manually budget checking a requisition. When you initiate
budget checking for this page, you should not leave the page while it is processing. In addition, manual
budget checking tends to take longer than batch budget checking, and it can put extra demands on all
processing in the system.
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Managing Requisitions

Favorites : Main Menu » eProcurement » Manage Requisitions
- i - -

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.
Business Unit: (71000 Q

- Search Requisitions

ORACLE’

Requisition Name: |

Requisition ID: Q
Date From: El Date To:
Requester: Q Entered By:

Request Status: All but Complete

-

Budget Status: hd

01/06/2014 E  Origin
Q. poID:

Special Request -

[

: Search Clear

0000415245 hand soap 2

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.

71000  01/03/2014 Pending Mot 3,112.60UsDLISelect Action i
Chk'd =Select Action..=

P 0000415244 Hand Soap 71000 011032014 Pending  Not 6,360.00USD e e
Chicd Check Budget

Edit Requisition

b 0000415243  Cleaning Chemicals 71000 01/03/2014 Pending Mot 1,603.02U5D| Requisition Cycle
Chi'd View Approvals

However, at times, you may find it necessary to perform manual budget checking. If so, you should
select the “Check Budget” option in the drop down list for that requisition. Note that only approved
requisitions will actually budget check. If a requisition is not yet fully approved, the system will not
budget check it. All requisition lines need to be approved for budget checking. The system then
processes this action. If the budget check is successful, the budget status will be “Valid.” Depending on
your initial search criteria, you may need to change your criteria to see the requisition again on this

page.
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Managing Requisitions

Manage Requisitions

~ Search Requisitions

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

~ 0000415233  Unified AV Tech Fee Awa...

Business Unit: (71000 Q Requisition Name: |

Requisition ID: Q Request Status: Approved - Budget Status:  Valid -
Date From: [ Date To: 01/06/2014 E  Origin Special Request
Requester: Q Entered By: Q. pPoID: Q
: Search Clear

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.

71000 0100212014 Approved

Requester: Sharon Elaine Riley Entered By: Sharon Elaine Riley Priority: High
Request Lifespan:
= S
= @ P%‘lase Change o ﬂ
Requisiticn Approvals Inventory Orders Request Receiving Returns Invoice Payment
Line Description Status Price Curr Oty UOM  Vendor
1 ltem# TPH DTK2400 Wacom Cint... Approved | 2865.170/USD 2.0000 EA  UNIFIED AV SYSTEMS, INC
2 ltem# JWC HM100U169WCTX 16x9... Approved 340.850 UsD 2.0000 EA  UNIFIED AV SYSTEMS, INC
3 ltem# CARSOMN SMN-50RE MICROFL... Approved 9.030/USD 10.0000 EA UNIFIED AY SYSTEMS, INC
4 ltem# TPH 25994007 Canon 72m... Approved 41120 UsD 4.0000 EA  |UNIFIED A/ SYSTEMS, INC

6 666.82UsD <SelectAction.. = | Gol

How To: Manually Budget Check a Requisition

Select Manage Requisitions.

Click the Go button.

Nou ks wNR

eProcurement and GeorgiaFIRST Marketplace

© 2011 Board of Regents of the University System of Georgia. All Rights Reserved.

52

In PeopleSoft Financials, select eProcurement in the menu.

Locate the requisition you want to manually budget check through the search section.
In the requisition’s action drop down list, select Check Budget.

Remain on this page while the system is processing your request.
Review the budget checking status by bringing up that requisition in the search results again.
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Batch Budget Checking

In addition to manually budget checking a requisition on the Manage Requisitions page, you can also
initiate budget checking batch, outside of the normally set automatic batch processing. When budget
checking requisitions in batch, you can process all requisitions that are waiting to be budget checked, or
just select ones according to their Requisition ID, Date, Requester, Origin or Status.

To run budget checking in batch on requisitions, you will have to go to the Purchasing menu in

PeopleSoft.

Fa\rc;r'rtes Mainvl'«'lenu > Purchvasing > Requlvs'rtions > Budget Check
Run Control ID:  support Report Manager Process Monitor Run
=
© Once Request Number: 1
@ Always *Description: |batch budget check
© Don't Run
*Business Unit:  Value ~  Unit 71000 Q
Req ID: All -
Req Date: All -
Actg Date: All -
Requester ID: All -
Origin: All -
REQ Status: All -
E Save :.Q Return to Search }El Previous in List :¢|§| Next in List El Notify

When running batch budget checking on your requisitions, you can run it on all requisitions, a range of
requisitions, or just one requisition. In addition, you can select requisitions by date, requester, origin,
and status. After inputting your process parameters, you can run the process and monitor the status of
the process through the Process Monitor.
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After the process successfully completes and the results are posted, you can view the results through
the View Log/Trace link or through the Message Log link. By looking at the Message Log, you can see
that the number of documents processed, and how many have a budget error or budget warning.

ORACLE’

Favorites : Main Menu > Purchasing > Requisiions > Budget Check
- H - - -

Message Log
L ———

Instance: 5752872 Type: Application Engine
Name: F5_BP Description: Comm. Cntrl. Budget Processor
Personalize | Find | view A1 ] 3 First & 110 0f 10 I Last
Severity Log Time Message Text Explain
10 8.43:50AM Commitment Control Budget Processing has begun. Explain

Begin request number 1 for User ID "OITLIZ" and Run

10 8:43:51AM Control ID “support.  Explain
10 g-44-09AM Slezcrqcueess;r:”f;r'DIITLIZ‘I'support' completed =
10 844 09AM il’:q%easr;?nitse:tiustics. Documents Processed: 11, Errors: =
10 g-44-09AM giﬂitrr]orlequu_essutpnpuorrr;_t?erE for User ID "OITLIZ" and Run =
10 544 09AM :Sn?lgectlg?ents were selected to process for request =
10 g-44-09AM SRféqcueessstfﬁ”f;r'DIITLIZ‘I'support' completed =
10 544 09AM g.le{q“?aerit"?gsst:aéistics. Documents Processed: 0, Errors: =
10 8:44:09AM Commitment Control Budget Processing Complete. Explain

441240 ?eupcoc:ifos;ully posted generated files to the report Explain

Return

How To: Run Batch Budget Checking on Requisitions

In PeopleSoft Financials, select Purchasing in the menu.
Select Requisitions.

Select Budget Check.

Enter or select a Run Control ID (add a new one if necessary)
Select a Process Frequency of Always.

Enter a Description.

Ensure your business unit is listed in the Process Options.

O NV A WN R

Using the additional process option drop down lists, select which requisitions you want the
budget checking process to run on.
9. Click the Run button.
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10. On the Process Scheduler Request page, click the OK button.

11. To view the process results, note your process instance number and then select the Process
Monitor link.

12. Locate your process instance in the Process List. Periodically click the Refresh button until your
Run Status shows “Success” and your Distribution Status shows “Posted.”

13. Click the Details link.

14. Click the Message Log link.

15. Review the results of the batch process. It will indicate how many requisitions were processed,
as well as how many had a budget checking error or budget checking warning.

16. Click the Return button.

17. Click the OK button.
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Reviewing Budget Check Exceptions

If your budget check process (either manual or batch) results in a budget checking exception, you can
review what those exceptions are through the Commitment Control module. Remember, a budget check
exception will either be a warning or an error. Warnings are still processed. Errors cannot be processed
until they are resolved. The system will also send periodic notifications to requesters that their
requisitions have failed budget checking.

When searching for budget check exceptions, you can search by the Commitment Control Transaction ID
or Date, the Requisition ID, the Process Instance or Process Status. For example, if the routine budget
check process was run at 4:00 p.m., you can find that process instance number and enter it on the
search page to review any budget check exceptions during that batch process.

ORACLE’

Favorites | Main Menu > Commitment Control > Review Budget Check Exceptions » Purchasing and Cost Management > Requisition

Requisition

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

Find an Existing Value

[~ Search Criteria [

Commitment Control Tran ID: begins with -
Commitment Control Tran Date: = R El

Business Unit: - 98000 Q

Requisition 1D: begins with - Q

Process Instance: = -

Process Status: = - -
Search || Clear |BasicSearch [g) Save Search Criteria

If there are multiple results, they will be listed on the page. If a transaction has a process status of
“Warning”, it has been posted to Commitment Control and the transaction requires no further action. If
a transaction has a process status of “In Process,” the transaction is stuck and will be ignored by the
budget checking status. Users must use the online reset process to change the process status back to
“none.” If a transaction has a process status of “Error,” the transaction has failed budget checking and
must be corrected before it will post to Commitment Control ledgers and the general ledger.
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Favg’rtes Mainvl'«'lenu » Comm'rtmevnt Control > Review Budget Eheck Exceptions > Purchasing and Cvost Management > Requis

Requisition

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

Find an Existing Value

~ Search Criteria

Commitment Control Tran I begins with v|

Commitment Control Tran Date: = - | El
Business Unit: = - Fuooo  a
Requisition ID: begins with - |DDUU403 Q
Process Instance: = - |

Process Status: = - -

Search Clear :ElasicSearch g Save Search Criteria

Search Results

View All First [A] ™9°f3 [§] Last
Commitment Control Tran ID Commitment Control Tran Date Business Unit Requisition ID Process Instance Process Status
0005306561 0501712011 71000 0000403022 2793227 Error
0005303538 051612011 71000 0000403053 2793227 Error
0005320174 05/24/2011 71000 0000403264 | 2793227 Error
0005320143 05/24/2011 71000 0000403270 2793227 Error
00053349802 05/31/2011 71000 0000403425 | 2793227 Error
0005335297 05/31/2011 71000 0000403509 | 2797966 Error
0005387722 06/20/2011 71000 0000403669 2784714 Error
0005436831 07/07/2011 71000 0000403807 2864733 Error
0005436932 0710712011 71000 0000403861 2861221 Error

On the Review Exceptions page, the exception type is listed for that requisition. In addition, the actual
exception is listed in the Budget Override tab. The possible exceptions are:

e Exceeds Control Budget

e No Budget Exists

e Exceeds Non-Cntrl Budget
e Budget is Closed

e Budget Date Out of Bounds
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ORACLE’

Favorites | Main Menu > Commitment Control > Review Budget Check Exceptions > Purchasing and Cost Managerner

EELNEN =TGN ENE © Line Exceptions |

Business Unit: 71000 Requisition ID: 00004030225

*Exception Type: Error - [ | override Transaction o o ﬂﬁ m@l
Maximum Rows: 100 ["I more Budgets Exist Advanced Budget Criteria
| Search |

Budgets with Exceptions personalize | Find | View A1 | 31| 2 First £ qor1 I Last
LR VE GG Budget Chartfields || (=5

M LEan Exception More Detail ] Transfer
Unit Group — Bu t =
1 @ 71000 APPROP  Exceeds BudgetTolerance More Detail [l GoTo.. H

On the Budget Chartfields tab, you can review the Chartfields that are in error. To see the Budget
Override tab combined with the Budget Chartfields tab, select the “Show all Columns” button.

FAVUTICES = TIdNT T TETTU CUTTITIC TTET T CUTTOruT REVIEW DUUUET UITELR EXLEDTIUITS FUTLUITSSTT gTTa USSP TdTTdueETTT
- H - - - -

RELIEN LGNSR © Line Exceptions |

Business Unit. 71000 Requisition ID: 0000403022 F

*Exception Type: Error A ["] override Transaction i I ) ﬁa
Maximum Rows: | 100 (| More Budgets Exist Advanced Budget Criteria
. search

Budgets with Exceptions Personalize | Find | View 41| B0 B8 First £ g 084 [ Last

" Budget Override | 0L PGS
Business Ledaer  ,  ount  Fund  Dept Program Class  Bud Ref g:rmt

Unit Group
1 @l 71000 APPROP 200000 10500 6909305 16400 11000 20M 20M

Back on the Budget Override tab, there is an “Override Transaction” checkbox. If you have the proper
security authority and the circumstances are appropriate, you may be able to override the budget error.
If you don’t have the authority to override the error, or if the error cannot be overridden, this checkbox

will be grayed out.
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RACLE

Requisition Exceptions

" Line Exceplions |

Favorites - Main Menu > Commitment Control » Review Budget Check Exceptions » Purchasing and Cost Manags

Managing Requisitions

| Search |

Budgets with Exceptions
[ Budget Override WENT S

Business Unit: 71000 Requisition ID: 0000403022 5§
*Exception Type: Errar hd [ | override Transaction o o '!_d.
Maximum Rows: 100 ["I More Budgets Exist Advanced Budaget Criteria

Personalize | Find | View A1 ] 88 First & 4 of 4 I Last

N
Business Ledger . . Override
Unit Grou Exception More Detail Budaet Transfer
ge——
1 @& 71000 APPROP Excesds Budget Tolerance More Detail il GoTo .| &=

Also on the Budget Override tab, you can transfer to the Budget Exceptions or Budget Inquiry page by

selecting the “View Related Links” icon.

The Budget Exceptions page allows you to see the detailed Chartfields that are in error.

ORACLE"

Favorites
E S

ChartField ChartField Value
Account 800000

Fund Code 10500
Depariment 6909305
Program Code: 16400

Class Field: 11000

Project:

Budget Reference: 2011

Main Menu > Commitment Control > Review Budget Check Exceptions > Purchasing and Cost Management > Requisition
- - - -

Commitment Control Budget Exceptions

Georgia Perimeter College

Budget Type: APPROP Appropriation
Business Unit: 71000
Budget Period: 20m

Personalize | Find | [ £ First n 17 of 7 O Last
Description
Equip Purch/Capital Qutlay
Tuition
OIT Administration
Administrative Computing
Gen Opns - General

201M

Error hd Maximum Rows:

Budget Detail

*Exception Type:
Advanced Transaction Criteria

Transactions with Budget
Exceptions
" Transaction Data

| Budget Override

Personalize | Find

["Imore Transactions Exist
@  Search

1001

@ # Fist B qor1 I Last

Date Exception

Transaction
Type
Exceeds Budget

@ 05M712011 REQ_PREENC Tolerance

Amount ID Name ID Value

10,038.89 USD  Requisition 1D: 0000403022
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The Budget Inquiry page displays the Budgeted, Expensed, Encumbered, Pre-Encumbered, and available
budget for the Chartfield combination used on the requisition. This page will not display if the budget
exception is that “No Budget Exists.”

ORACLE"

Favorites © Main Menu 3 Commitment Control > Rewiew Budget Check Exceptions > Purchasing and Cost Management : Regquisition
- - - - -

Commitment Control Budget Details

[usinessuns LooserGuowp ccoun fung ewt Promam cass Outier pucetreroa

71000 APPROP 800000 10500 6909305 16400 11000 20M 20m

Display Chart @

Ledger Amounts
Budget: 0.00USD € <Ml Atributes Max Rows: 100
Expense: 000USD @ <8 parent/Children
Encumbrance: 000USD @ <N sosqcisteq Budgets
Pre-Encumbrance: 0.00USD & <
Associate Revenue: 0.00 USD
Without Tolerance: 0005 uUsD Percent: (0%) &
With Tolerance: 0.00&F UsD Percent: %) &

Budget Exceptions

Exception Errors: 1 Exception Warnings: 0 Budget Exceptions

How To: Review Budget Checking Exceptions for Requisitions

1. In PeopleSoft Financials, select Commitment Control in the menu.

2. Select Review Budget Check Exceptions.

3. Select Purchasing and Cost Management.

4. Select Requisition.

5. Onthe Find an Existing Value page, enter the Requisition ID, Process Instance number, or

process status.

6. Select the Search button.

7. Locate the exception you wish to review and select a link in that line.

8. Review the Budget Override tab to determine the actual exception.

9. Review the Budget Chartfields tab to determine the Chartfields causing the exception.
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Budget Checking Errors

As we mentioned earlier, budget checking errors will prevent a requisition from moving forward to be
sourced into a purchase order. Budget Checking errors must be cleared up first. The responsibility of
clearing up budget checking errors differs at each institution. This section will briefly explain how budget
checking errors may be cleared up for requisitions.

Exceeds Control Budget/Exceeds Budget Tolerance: This error means that there is not sufficient funding
to allow a transaction to post to Commitment Control. In most instances, this means that the APPROP or
one of the Project ledgers is under-funded. The most common corrective action are to:

e Perform a budget transfer and increase the funding

e Spread the charges over multiple budget years by changing the budget date
e OQverride the budget (depending on security)

e Change the Chartfields to charge another cost center

After completing the corrective action, the requisition must be re-budget checked.

No Budget Exists: This error occurs when the Chartfield/Budget Year combination does not exist in
Commitment Control. The most common corrective actions are to:

e Create a budget adjustment to include the new budget Chartfield combination
e Change the Chartfields to charge another cost center

The No Budget Exists error must be corrected and cannot be overridden. After completing the corrective
action, the requisition must be re-budget checked.

Budget is Closed: This error occurs when a Chartfield value or string is set to close via budget attributes
or the ledger control Chartfield definition. Most likely, the error will occur on a project/grant definition
when spending occurs outside of the sponsor’s start and end dates. To correct this error, perform one of
the following:

e Change the ending date of the project (in adherence with the sponsor’s agreement) and run the
Project Sync process

e Change the budget date on the requisition (dependent on security)

e Charge another Chartfield string

The Budget is Closed error must be corrected and cannot be overridden. After completing the corrective
action, the requisition must be re-budget checked.

Budget Date Out of Bounds: This error occurs when a budget is still open, but the budget date is outside
the ending date of the budget attributes or the ledger control Chartfield definition. Most likely, this
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error will occur on a project/grant definition, when spending occurs outside of the sponsor’s start and
end dates. To correct the issue, perform one of the following:

e Change the ending date of the project (in adherence with the sponsor’s agreement) and run the
Project Sync process

e Change the budget date on the requisition (dependent on security)

e Charge another Chartfield string

The Budget Date Out of Bounds error must be corrected and cannot be overridden. After completing the
corrective action, the requisition must be re-budget checked.

After taking corrective action for a budget checking error, that requisition must be re-budget checked. If
the budget checking error was overridden, it must also be re-budget checked. You can perform the
budget checking on that requisition through the different means mentioned earlier in this lesson, or you
can perform it directly on the Requisition Exceptions page.

ORACLE’

Favc‘»'r'rtes Mainvrv'lenu > Cnmmitmeint Control » Review Budget Eheclc Exceptions » Purchasing and Cvr:rst Manage

Requisition Exceptions Line Exceptions

Business Unit: 71000 Requisition ID: 0000403022 &

*Exception Type: Error A Override Transaction i I ﬁ
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria
- Search |
Budgets with Exceptions Personalize | Find | View Al | B0 ] % First Kl 4074 I {ast
Budget Chartfields

Business Ledger . " Override
Unit Grou Exception More Detail Budaet Transfer
1 @& 71000 | APPROP Exceeds Budget Tolerance Mare Detail GoTo . &

Select the Budget Check icon to re-initiate budget checking on just this transaction. If the budget
checking exception remains, you can use the same process to review the exception.
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Chapter 7: Sourcing Requisitions into Purchase Orders

Once a requisition has been fully approved and has a Valid budget checking status, the next step is to
source it into a Purchase Order. There are many ways a requisition can be sourced into a purchase
order. First, we will discuss how GeorgiaFIRST Marketplace requisitions are typically sourced into
Purchase Orders. Then, we will discuss how you can source Special Request Requisitions into Purchase
Orders.

Sourcing of GeorgiaFIRST Marketplace Requisitions

GeorgiaFIRST Marketplace requisitions are designed to require minimal buyer intervention. Because the
items are selected through the marketplace catalogs, the Vendor Information is already completed on
the requisition. In addition, because the catalog items are all contractually approved, adherence to
purchasing polices is built into the process.

Ideally, after a GeorgiaFIRST Marketplace Requisition is fully approved and has received a Valid budget
check, it is then available for the auto-sourcing process. This automatic process runs at different times
throughout the day to source these requisitions into purchase orders. The auto-source job is a part of

the overall “SCIQUEST” batch job.

The SCIQUEST batch job runs at 10:00 a.m., 12:00 p.m., 2:00 p.m., 4:00 p.m., and 6:00 p.m. In addition
to auto-sourcing Marketplace Requisitions, the SCIQUEST batch job includes batch budget checking of
requisitions, batch budget checking of purchase orders, batch document tolerance checking of purchase
orders, and dispatching purchase orders.

Once a Marketplace Requisition has been fully approved, it can proceed through all steps of the
SCIQUEST scheduled batch job during the same batch run, unless it encounters an error during one of
the jobs (i.e., fails budget checking). If there is an error, once it has been corrected, it is then available to
be picked up by the next available SCIQUEST batch jobs. During the dispatch job, Marketplace
Requisition/Purchase Orders are automatically sent back to SciQuest, who then transfers it
automatically to the vendor.

Sourcing of Special Request Requisitions

In PeopleSoft Financials, there are a couple of ways to source a requisition into a purchase order. You
can expedite requisitions, allowing you to process multiple requisitions at one time. Or you can copy a
requisition into a purchase order. Using the Expedite Requisitions process is the preferred method,
however, we will discuss both.
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Expediting Requisitions

By using the Expedite Requisitions page, you can manually review and process requisition lines. Your
first step will be to search for the requisition lines. You can specify one requisition or display all
approved and budget checked requisitions. In addition, you can also include requisition lines that have
not been assigned a vendor yet. If you want to display all requisition lines ready to be sourced from a
specific Requester, you can do that as well.

ORACLE"

Favorites Main Menu > eProcurement > Buyer Center > Expedite Requisitions

Expedite Requisitions

Search Requisition Schedule Lines

To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, edit the
criteria below and click the Search button.

*Business Unit: [71000 Q Category: Q
Requisition ID: Q Vendor Name: Q
Requester: liq Include Lines With No Vendor
Buyer: ’70\ Origin -

Search | Clear |

Requisition Schedule Lines

Include | Reguisition 1D Item Description Location Price Curr.
[ 0000415233 1 1ltem#TPHDTK24 [ |[UNIFIEDAVS-001 C [MAN @ | 20000 EA 286517000 USD &7
] 0000415233 2 1 ltem#JVC HM100 [T [UNIFIEDAVS-001 | [MAN @ [ 20000 EA 34085000 USD
[ 0000415233 3 1 ltem# CARSON SN [ [UNIFIEDAVS-001 @ [maN Q| 10.0000 EA 9.03000 USD
] 0000415233 4 1ltem#TPH 25094 [ [UNIFIEDAVS-001 | [MAN @ [ 40000 EA 4112000 USD
] 0000415231 1 1 Decatur chemsit ~ [[]  [NEXAIR-001 < [wan @ [ 10000 EA 5491000 USD
] 0000415227 1 1 AR-CAP26021-A- [ [ADCAPNET-001 |C [MAN @ [2000000 EA 48180000 USD 47
] 0000415227 2 1 LPI12-LF-100 [ [ADCAPNET-001 G [MAIN @ [ 20000 EA  3957.80000 USD
[ 0000415227 3 1 CON-SAU-PI2LF1 [T  [ADCAPNET-001 |Q [MAN @ [ 20000 EA 134925000 USD
] 0000415227 4 1 LMSE-7.0-K9 [ [sDCAPNET-001 G [MAIN @ [ 10000 EA  2197.80000 USD
[ 0000415227 & 1 COM-SAU-LMSETK [T [ADCAPNET-001 @ [MAN @ [ 10000 EA 337275000 USD
[[]  Include Al/Exclude All [ SelectAlllDeselect All
L[ @ ApplyVendorto Selected Lines

Build Purchase Order

To send all included requisition schedule lines to the staging tables where they will be converted into purchase orders, select a default
buyer and click the Submit button. The default buyer is used on the purchase arder only if another buyer is not found on the staging
tables or default hierarchy, or if the transactions are consolidate by buyer.

*Default Buyer ID: |MKTBUYER71 Q Build POs as Approved

Process Monitor

There are certain conditions that a requisition line must meet before it will show up on this page, ready
to be sourced. This includes being fully approved and having a Valid budget checking status. If a
requisition line is not ready to be sourced, according to the system, it will not display on this page.
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If you select the Requisition ID link, the system will open a new window and provide the details
regarding the requisition, including a link to the requisition schedule and distribution. If you select the
Item Description link, you will see the basic description for the line item.

In the Vendor Name field, you can change a vendor listed, or add a vendor if it is missing. Keep in mind
that you should not change any vendors on the Expedite Requisitions page for GeorgiaFIRST
Marketplace requisitions. If the Vendor Name field is blank for a requisition line, you will not be able to
expedite it. Also, if you have multiple lines that you want to include the same vendor for, enter/select
that vendor’s name in the last vendor name field on the page. Then, you can select the requisition lines
you want to apply the vendor to. Next, select the “Apply Vendor to Selected Lines” button.

The Location field is default vendor location.

In the PO Qty field, you should see the quantity requested for that line item on the requisition. You can
choose to source a partial quantity if needed. To do this, change the quantity listed. Use the Default
Buyer ID field to enter the name of the buyer to use on the resulting purchase orders.

To have Purchase Orders created with an “Approved” status, select the “Build POs as Approved”
checkbox. If selected, the expedite process examines auto approval criteria set at the business unit level.
If the auto approval criteria are met, the status is set to “Approved.” If the auto approval criteria are not
met, the status is set to “Pending Approval.” If you do not select this checkbox, the Purchase Order is
created with a status of “Open.”

When you are ready to expedite the requisitions, select the requisitions that you want to source into
Purchase Orders by checking their “Include” checkbox. You can select the “Preview” button to display a
preview of the purchase order before it is actually staged. Before previewing the purchase order, you
must select it. Also, once you select a requisition line, you are then unable to change the vendor name,
location, and PO quantity.

When you are ready to build your purchase orders, select the “Submit” button. The Submit feature
stages the items and launches the PO Calculations process (PO_POCALC) and Create Purchase Order
process (PO_CREATE). The Purchase Orders are generated in the background. You can monitor the
process of PO generation by going to the Process Monitor. Once the process has successfully completed
and posted, you can review the results through the Sourcing Workbench.

How To: Expedite Requisitions

1. In PeopleSoft Financials, select eProcurement in the menu.

2. Select Buyer Center.

3. Select Expedite Requisitions.

4. Enter search criteria for the requisitions you want to source.
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If you also want to see all requisitions (that meet your search criteria) that do not have a vendor
assigned yet, check the “Include Lines With No Vendor” checkbox.

6. Click the Search button.
7. To review information about the requisition, select the Requisition ID link or the Item
Description link.
8. To change or add a vendor for a requisition line, continue. Otherwise, go to step 9.
a. On the Requisition Line that needs a vendor, select the Vendor Name look up icon.
b. Search for the vendor by either using its Vendor ID or Short Vendor Name.
c. Select the Vendor you want applied to that requisition line.
9. To change or add a vendor for multiple requisition lines, continue. Otherwise, go to step 10.
a. Select the requisition lines you want to apply the same vendor to by clicking in their
Select checkboxes, next to the Vendor Name field.
b. Click the Look Up icon for the last Vendor Name field, under the “Select All/Deselect
All” link.
c. Search for the vendor by either using its Vendor ID or Short Vendor Name.
d. Select the Vendor you want applied to the selected requisition lines.
e. Click the Apply Vendor to Selected Lines button.
10. Update any PO quantities if you do not want to source the requested quantity.
11. Select the lines you want to source to purchase orders by clicking in their “Include” checkboxes.
12. If needed, update the User ID in the Default Buyer ID field.
13. Select the Build POs as Approved checkbox.
14. Click the Preview button to see how the PO will be built. When finished, click the Return to
Expedite Requisitions link.
15. Click the Submit button to initiate the process.
16. Select the Process Monitor link to review the status of the PV_PO_CREATE process.
17. Periodically click the Refresh button until the Run Status is Success and the Distribution Status is
Posted.
18. Click the Details link.
19. Click the Message Log link.
20. On the message log, you should see how many source documents were processed, and how
many were completed without error.
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Review Expedite Results through the Sourcing Workbench

After running the Expedite Requisitions process, you can review the results through the Sourcing
Workbench. When using the Sourcing Workbench, you can review the results by a variety of criteria,
including Buyer, Requisition ID, Stage Status, or Process Instance. If you search by Process Instance, you
should use the Process Instance from the Expedite Requisitions process previously run.

ORACLE’

Favorites : Main Menu > Purchasing > Purchase Orders > Stage/Source Requests > Sourcing Workbench
- i - - - -

Sourcing Workbench

Sourcing
Process Instance: Q PO Stage Type: -

Business Unit: Q PO Stage ID:
Requisition ID: Q Stage Status: -
Buyer: | Q Item 1D: Q

System Source: hd Line Number: Schedule Number:

Search

Bl save | [ Notify | |7 Refresh |

In the results, there will be two tabs. There is a Selected Items tab, with the Process instance, Stage
Status, Vendor ID, Requisition ID, and Purchase Order ID.

ORACLE"

Favorttes : Main Menu > Purchasing » Purchase Orders > Stage/Source Requests > Sourcing Workbench

Sourcing Workbench

Sourcing

Process Instance: Q PO Stage Type: -

Business Unit: [27000 @ PO Stage ID: 1

Requisition ID: [oo00412102 @ Stage Status: .

Buyer: T tem 1D T

System Source: - Line Number: [ schedule humber: [ |
Search

Personalize | Find | View 41| 1] 88 First L 4.90F9 1 Last

Selected ltems [T L)

Instance Stg Status | Unit  Buyer VendorlD  Loc ::]‘Jne,c,imio,. %:m Purchase
Lynn

5146148 | Completed 27000 0000401465 MAIN ltem DSSRV Network Video Recorder, 0000412102 0000411744

Carmack
Lynn
Carmack
Lynn
Carmack
Lynn
Carmack
Lynn
Carmack

5146148 | Completed 27000 0000401465 MAIN ltem 16-Channel Encoder Module hode 0000412102 0000411744

5146148 | Completed 27000 0000401465 MAIN ltem 4-Port Host Card for ENC5416 M 0000412102 0000411744

5146148 | Completed 27000 0000401465 MAIN ltem LS| 3Ware 9750-8i Controller C 0000412102 0000411744

5146148 | Completed 27000 0000401465 MAIN ltem Programming and 0000412102 0000411744

Lynn

=
5146148 | Completed 27000 Carmack

0000401465 MAIN ltem | Sarix IP Indoor Box Camera, 72 0000412102 0000411744

Lynn

=
5146148 | Completed 27000 s

0000401465 MAIN ltem Universal Camera Mount Model#C | 0000412102 0000411744

Lynn

=
5145148 |y Completed 27000 |0

0000401465 MAIN ltem |P Camera License | (8) Licens 0000412102 0000411744

Lynn

=
5146148 | Completed 27000 s

0000401465 MAIN ltem  Sarix IP Indoor Micro Dome, 72 0000412102 0000411744

& save | [=] Netity | | Refresh
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The second tab is the Stage Info tab. This tab contains the staging information for the requisition and
purchase order.

ORACLE’

Favovr'rtes Main'r\-'lenu > Purcrlasing b Purchass. Orders > Stzge,"SourEe Requests » Sourcing Workbench

Sourcing Workbench

Sourcing

~ Search Criteria

Process Instance: Q PO Stage Type: -
Business Unit: 27000 | PO Stage ID;

Requisition ID: 0000412102 | Stage Status: -

Buyer: | Q Item 1D: | Q
System Source: - Line Humber: Schedule Number:
| search |

N

Personalize | Find | View A1l | First Kl 1.9 0r9 I¥ | ast

" Selected temz

Instance Stg Status Src Method PO Stg Type PO Stg ID Line Sched Num Sys Source

5146148 2 Completed Basic Other 0000116721 1 1 eProcure

5146148 E completed Basic Other oooo1eT21 2 1 eProcure

5146148 FI% Completed Basic Other 0000116721 3 1 eProcure

5146148 2 Completed Basic Other 0000116721 4 1 eProcure

5146148 E completed Basic Other oooo11eT21 9 1 eProcure

5146148 FI% Completed Basic Other 0000116721 i} 1 eProcure

5146148 2 Completed Basic Other 0000116721 7 1 eProcure

5146148 E completed Basic Other 0000116721 (8 1 eProcure

5146148 Fé, Completed Basic Other 0000116721 B 1 eProcure

BN cave | [F Motiee | [, Detreon |
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On the Selected Items tab, you will see an icon for Sourcing Details. The Sourcing Details page will
provide the Purchase Order ID, the Requisition ID, where the item is being shipped to, the quantity, and
the price.

ORACLE"

Fa\rovr'rtes MainvMenu > Purchvasing > Purchasve Orders > SmgefSourse Requests > Sourcing Workbench

Sourcing Workbench

Sourcing Details

Return to Sourcing Page

Process Instance: 5146148 Itemn 1D ltem
Business Unit: 27000 D3SRV Metwork Video Recorder,
Line: 1 PO Stg Type: Other
Schedule: 1 PO Stage ID: 000016721
Expand All Collapse All
~ Staging Information
=Stage Status: Complsted |~ | PO Process: onin Srce
Staged Vendor: 0000401465 ICEAUTOMAT-001 System Source: eProcure
Vendor Loc: MAIN Sourcing Method: Basic
[] Let PoCalc Override Vendor? Eligible Vendors Ericing Information
PO ID: 0000411744 Schedule Details

~ Source Transaction Information

Req ID: 0000412102 Source Document [ Inventory Source Flag
Req Line: 1 Qty Demand:
Req Sched: 1 Physical Nature: Goods

Consolidate with other Reqs
~ Reguested Price

Ship To: RECEIVING ["] Amount Only
[“Izero Price Ind

Due Date: [| calculate Price?

Quantity: 1.0000 EA Price Tol Over: 9999999999999

Std Quantity: 1.0000 EA Under: 9999999999999

Price: 9494 07000 USD %Price Tol Over: 0.00

Base Price: 949407000 USD % Under: 0.00

B save | =] Notity | [ Refresh | | Related Links |

To see the resulting purchase order, you can select the link from the Purchase Order ID column on the
Selected Items tab. The system will open a new window for the Purchase Order page.
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ORACLE"

Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 27000 PO Status: Dispatched A X
PO ID: 0000411744 Budget Status: Walid j“@; _I-—Tj
Change Order: 1
Copy From: - Hold From Further Processing

*PO Date: [06M62013 | VendorSearch Doc Tol Status: Valid
*endor Vendor Details Backorder Status: None Create BackOrder

*Vendor ID: ICE Automation Group Receipt Status: Mot Recvd

*Buyer: Lynn Carmack *Dispatch Method:  Print ~ | Dispateh |
PO Reference: [online Src From Req 0000412102 [ Amount Summary |
Header Details PO Activities Add ShipTo Comments Merchandise: 6720190
PO Defaults Document Status FreightTax/Misc.: gog | Caleulate |
Edit Comments Requisitions Total Amount: 7291.90 USD
Purchasing Kit Catalog Line: I—O\ To: I—O\ | Reﬁ'ieve]

Personalize | Find | View All | B1| irst £ 4-10 of 14 I L ast

" Ship To/Due Date || Statuses | ftemInformation | Aftributes | RFQ | Contract | Receiving | ¥

Line Description PO Gty *UOM Category Price Amount Status

DSSRV Network Video

Recorder, 18TB, RAID-5, 128

=, |P Channels, 64 Analog . =

=11 v e

1| B | Grannols ModeHDSSRV: [ 1.0000 EA (24067 |Q [9,494.07000 9,494.07 Active Elas
RD-018-US
Quote#0529131102
16-Channel Encoder Module

2| [ Mode#ENC5416 [ 4.0000/ EA  [g4084 |Q [1,212.75000 4,875.00 Active [ [=]
Quote#0529131103
4-Port Host Card for

3| g [ENCS416 | 10000 EA 84084 | [109.69000 109.69 Active = E= E

‘S Mode#ENC5400-4PORT - - ) =)

Quote#0529131103
LSl 3Ware 9750-8i Controller

4| [ Card Mode#DSSRV-RAID [ 1.0000 EA |[34084 |Q [840.94000 84094 Active [ [=]
Quote#0529131103
Sarix IP Indoor Micro Dome,

5| | 720F, 30IPS, Pok [ 180000/EA [a4084 |q [230.75000 4,153.50 Active = EE
Model#L10-DP
Quote#0529131102
Sarix IP Indoor Box Camera,

6 By 20 S POF [ coo00/Ea [34084 | [21450000 1,287.00 Active = EE
Quote#0529131103
Universal Camera Mount

7 BB Mndal#r4n) i sonnnlea  [eanga o [ar 29000 277 02 Active Gy [ Fm ] =]

Once the Purchase Order has been created, continue with the processing of that purchase order. If you
selected the checkbox “Build POs as Approved”, then your next step should be budget checking the
Purchase Order and then dispatching it.

How To: Use the Sourcing Workbench to Review Expedite Requisitions Results

1. In PeopleSoft Financials Core system, select Purchasing in the menu.
2. Select Purchase Orders.
3. Select Stage/Source Requests.
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4. Select Sourcing Workbench.
5. Enter the Process Instance from the Expedite Requisitions process.
6. Enter/Select your Business unit.
7. Click the Search button.
8. To review a resulting purchase order, select its link.

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014

71



#% eProcurement & %

GeorgiaFIRST Marketplace &'« Sourcing Requisitions into Purchase Orders

Creating a Purchase Order by Copying a Requisition

You can manually create a purchase order by copying in a requisition. This should only be done if the
requisition is a Special Request Requisition. You should not copy a GeorgiaFIRST Marketplace
Requisition into a Purchase Order.

When creating a new Purchase Order from a Requisition through the Add/Update POs menu selection,
you must first select a Vendor ID before doing anything else. Once you have selected the Vendor ID, you
can then choose to copy from a requisition.

ORACLE"

Favorites | Main Menu > Purchasing > Purchase Orders » Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 71000 PO Status: Initial
POID: MEXT Budget Status: Mot Chk'd
Copy From: : [ Hold From Further Processing
~ Header
Contract
*PO Date: Purchase Order Vendor Search Doc Tol Status: walid
*\iendor Requisition I Vendor Details
*Vendor ID: Q Receipt Status: Mot Recvd
*Buyer: Q, *Dispatch Method: - Dispatch
PO Reference: | Amount Summary
HeaderDetsils PO Activities A0d ShipTo Comments Merchandise: 000 .
PO Defaults FreightTax/Misc.: ppog | Galeulate
Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog
Lines Personalize | Find | View All| st K g or4 D Last
Ship To/Due Date Statuses ttem Information Aftributes RFQ Contract Receiving
Line Description PO Gty uom Category  Price Amount Status
1B \ a Qo acve O[T B ]
View Printable Version “Go to: Wore lz‘
| save | [=] Notify | [ Refresh SyAdd | Update/Display

After choosing to copy from a requisition, the system will display the “Copy Purchase Order from
Requisition” page, where you can select for the actual requisition to copy. First, you need to enter your
requisition selection criteria. If you know the actual Requisition ID, enter that. If not, you can search
using other criteria available.

Make sure that you adjust the Max Rows field if you know that your requisition has many lines. This
field defaults to 20 rows. You can update it if needed though.

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014

72



% eP t& . . .
o e s Sourcing Requisitions into Purchase Orders

ORACLE’

Fa\rq'rtes Main'Menu b3 Purcrl:-lsing b3 Purchasg Orders » Add/Update POs

Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page
~ Requisition Selection Criteria

Business Unit: 71000 Origin: a

Buyer: Q Max Rows: 20

Vendor ID: a Include Reqs With No Vendor

Category: a Include Inventory items

Requisition ID: Q

Contract ID: | Q Exclude Auto Source ltem
[ search |
(W] [ [ [w]

n

Select Requisition Lines Personalize | Find | View Al E0 | 88 First K1 4 of 1 D Last
" Sourcing Y8 Requisitions |

Select PO Qty PO UOM Hem Description Req ID Line# Procurement Card ?&ﬂ

= Descr ReqID

SelectAll [ Clear All

| CopyToPO |

| save | [ RetumtoSearch | 1[5 Previousin List | 4E NextinList | [Z] Notify | b Refresh | |Ebadd | |/ Updatemispisy |

After entering your search criteria and selecting the Search button, you should see the resulting

requisition lines.

ORACLE’

Favovr'rtes Main_Menu ¥ Purch_:-lsing ¥ Purchasg Orders » Add/Update POs

Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page
~ Requisition Selection Criteria

Business Unit | 71000 Origin: Q

Buyer: Q Max Rows: 20

Vendor ID: 2 Include Regs With No Vendor

Category: Q Include Inventory ltems

Requisition ID: (0000415226 |Q

ContractD: | Q Exclude Auto Source ftem

| Search \
1to20f2

Select Requisition Lines personalize | Find | View A1 | @] 3 First T 12012 I Last

A —— y = ~
Sourcing Requisitions

Procurement Schedule

Select PO Qiy PO UOM ltem Description Reqg ID Line # Card Spli
1.0000 EA A Laserlet Pro 400 color MFP M47 0000415226 1
10000 EA El HP 3-year Mext Business-day Ex 0000415226 2

SelectAll [0 Clear All

| CopyToFO |

|E) save | [ Motity | | Refresh |ExAdd | | Update/Display |
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Sourcing Requisitions into Purchase Orders

On both the Sourcing tab and the Requisitions tab, you can see links for the item description and for the
requisition details (Req ID). To select a Requisition line item to copy over to the purchase order, select it
with a checkmark in its Select box. Then, you can use the Copy to PO button.

ORACLE"

Maintain Purchase Qrder
Copy Purchase Order from

Return to Main Page

Business Unit:

Buyer: ’7(1
Vendor ID: ’7@{
Category: lios
Requisition ID: |0000415226 | Q

Requisition

Contract ID: |

Search

Select Requisition Lines

m Requisitions

Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs
- H - - >

~ Requisition Selection Criteria

Origin: Q
Max Rows: 20

Include Regs With No Vendor
Include Inventory ltems

Exclude Auto Source item

1to20f2

Personalize | Find | View A1 B3] 38 First 1 42072 1 Last

SelectAll [ Clear Al

Copy To PO

[E) save | [=] Notify Ly Refresh

S = Procurement Schedule
Select PO Qty PO UOM ltem Description RegID Line # Car Split
1.0000 EA A LaserJet Pro 400 color MEP M47 0000415226 1
1.0000 EA A HP 3-year Next Business-day Ex 0000415226 2

[E Add Update/Display

Once the requisition lines have been copied over to the Purchase Order, you can process it as you would
any other purchase order. It is a good idea to indicate in the PO Reference field that the PO was copied

from a specific Requisition.

ORACLE"

Maintain Purchase Order
Purchase Order

Unit: 71000
POID: NEXT
Copy From: -

“Buyer: BCHAPMAN_71 /@ Chapma

Favorites : Main Menu > Purchasing > Purchase Orders > Add/Update POs

*PO Date: W Vendor Search
*Vendor ,Wq Vendor Details
*Vendor ID: [ooooooooDs @ ATLANTAXRAY CORP

n,Brian K

POReference: [Copied from Req ID 0000415226

Header Details PO Adtivities Add ShipTo Comments
PO Defaults

Edit Comments

Add Items From

Purchasing Kit Catalog

Ship To/Due Date | Statuses | ftem information |~ Aftributes |~ RFQ

PO Status: Pend Appr
Budget Status: Mot Chk'd
Hold From Further Processing

Doc Tol Status: Valid

Receipt Status: Naot Recvd

“Dispatch Method:  Print - Dispatch
Merchandise: 876.95 .
FreightTax/Misc.: 0.00 Caiouialey
Total Amount: 876.95 USD

Personalize | Find | View 21| (1] 28
Contract Receiving =

Line Description PO Gty

1/ [ | LaserJet Pro 400 color MFP: \

2 | HP 2-year Next . [

View Printable Version

[B) save | |1 Motify | [ Refresh

*YOM  Category  Price Amount Status

1.0000/ [EA |Q |[20477 |Q||669.75000 66975 Acive (2 [ =

1.0000/ [EA @ |[20477 @, [207.20000 207.20 Acive & [ =
*Go to: More Iz‘

[ExAdd | | Update/Display |
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How To: Create a PO by Copying a Requisition

NouhkwNR

8.
9.

In PeopleSoft Financials core system, select Purchasing in the menu.

Select Purchase Orders.

Select Add/Update POs.

Click OK to add a new purchase order (NEXT should be in the PO ID field).

In the PO Header, enter/select the Vendor ID for the Purchase Order.

In the Copy From drop down list, select Requisition.

In the Requisition Selection Criteria group box, enter the search criteria to locate the requisition
you want to copy (i.e., Requisition ID).

Click the Search button.

Select the requisition lines you want to copy to the PO by checking its Select box.

10. Click the Copy to PO button.
11. Continue to process the Purchase Order as you would any other purchase order.

Processing of Purchase Orders Sourced from Special Request Requisition

After a Special Request Requisition has been sourced to a Purchase Order (through the Expedite process

or Copy to PO process), it is then available for further processing. The scheduled batch SCIQUEST job will

pick up these purchase orders for budget checking, document tolerance checking, and dispatching. The
dispatching portion of the SCIQUEST batch job only flips the flag for PO dispatch. If you normally send a
PO to a vendor via fax, you will still need to fax the PO. You will still physically issue the purchase order

to the appropriate vendor.
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Chapter 8: Additional Requisition Maintenance

When working with requisitions, there are some additional tasks that you will need to complete on a
periodic basis. This includes purging the staging tables, reviewing requisition status, and closing
requisitions.

Purging Staging Tables

There are numerous staging tables used for sourcing requisitions into Purchase Orders. These tables
include:

e PO_ITM_STG
This core staging table provides line and schedule level information from the requisition
destined for the purchase order.

e PO_DISTRIB_STG
This table provides distribution information. One row is placed here for each distribution
destined for the purchase order. For requisitions, the information in this table comes directly
from the requisition.

e PO_HDR_STG
This table is used for manually consolidated requisitions to specify information destined for the
Purchase Order Header table.

The Purge Stage Tables process purges entries on the PeopleSoft Purchasing staging tables. Only rows in
Completed (C), Error (E), or Ready to Purge (X) status are eligible for purging. It is recommended that
your institution run this process at least weekly. At very busy institutions, you should consider running
the Purge Staging Tables process daily. If you do not run the Purge Stage Tables process regularly, the
staging tables retain old data, which negatively affects performance of processes that act on the tables.

Before purging error rows, the Purge Stage Tables process removes the “In Process” status on the
requisition line and sets the source status on the requisition line to “Available” (A). Requisitions in error
status are identified as “In Process,” while they are in the staging tables. In Process requisitions cannot
be updated. Running the Purge Stage Tables process on error rows frees up requisitions for error
correction.

If you run purge on a requisition in “Error” status on the Sourcing Workbench — Sourcing Details page, it
frees the requisition and set the stage status on the stage tables to “X”, so it can be purged in this
process. If you recycle an error, it has no effect on the requisition, but it sets the stage status on the
stage tables to R, so the row can be picked up and processed again.

You can view the contents of the staging tables by going to the Sourcing Workbench. Again, the purge
process removes rows that are a completed, error, or ready to purge status.
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=

Favorites © Main Menu > Purchasing > Purchase Orders = Stage/Source Requests > Sourcing Workbench
- - - > -

Sourcing Workbench

Sourcing

Process Instance: [} PO Stage Type: -

Business Unit: 27000 4 PO Stage ID:

Requisition ID: Q Stage Status: Completed ~

Buyer: Q ltem ID: Q

System Source: - Line Number: Schedule Number:
Bearch

Personalize | Find | View 100 | B3] % First £ 120 or 3943 O Last

Selected tems Stage Info

Instance Stqg Status Unit Buyer Vendor ID Loc ::;J Description ?w W

5200988 Completed 27000  Lynn Carmack 0000402820 MAIN ltem MRR1307R, ReRoof Towers, Washi 0000412124 0000411851
5198237 Completed 27000 RebeccaE Colflesh 0000007030 MAIN|ltem |Michael Grant- Invoice # 9755, 0000411900 0000411850
5197959 Completed 27000 RebeccaE Colflesh 0000013377 MAIN|ltem |Meals 0000412028 0000411849
5197959 Completed 27000 Rebecca E Colflesh 0000013377 MAIN|ltem |Mileage 0000412028 0000411849
5197877 Completed 27000 RebeccaE Colflesh 0000007030 MAIN|ltem |Michael Barbour- Invoice# 9705 0000411900 0000411848
5197845 Completed 27000 RebeccaE Colflesh 0000007030 MAIN ltem | hotel for Tech Theatre search 0000411783 0000411847
5197832 Completed 27000 RebeccaE Colflesh 0000011483 MAIN|ltem |Estimated encumberance for Jun 0000411694 0000411846
5197780 Completed 27000 RebeccaE Colflesh 0000014128 MAIN|ltem |Meals 0000411302 0000411845
5197757 Completed 27000 RebeccaE Colflesh 0000402381 MAIN ltem | car rental o MC conference 0000411954 0000411844
5197698 Completed 27000 RebeccaE Colflesh 0000402288 MAIN|ltem |Cantrell - GACS 13' Conference 0000411536 0000411843
5197670 Completed 27000 Rebecca E Colflesh 0000402381 MAIN|ltem |Rental Car 0000412031 0000411842
5192950 Completed 27000 Lynn Carmack 0000009956 MAIN|ltem |Consultant, Nancy Glasser will 0000411977 | 0000411841
5192592 Completed 27000 RebeccaE Colflesh 0000401782 MAIM ltem Meals - dinner 0000411927 0000411840
5192592 Completed 27000 RebeccaE Colflesh 0000401782 MAIN|ltem |Meals - lunch 0000411927 0000411840
5192592 Completed 27000 RebeccaE Colflesh 0000401782 MAIN |ltem |Lodaing 0000411927 0000411840
5192592 Completed 27000 Rebecca E Colflesh 0000401782 MAIN|ltem |Airfare 0000411927 0000411840
5192592 Completed 27000 RebeccaE Colflesh 0000401782 MAIN ltem |Meals - breakfast 0000411927 0000411840
5191098 Completed 27000 RebeccaE Colflesh 0000003103 MAIM Item Meal for INCLEA meeting 6/27 - 0000411564 0000411839
5191098 Completed 27000 RebeccaE Colflesh 0000003103 MAIN|ltem |Parking for IACLEA meeting 6/2 0000411564 0000411839
5191078 Completed 27000 RebeccaE Colflesh 0000401032 MAIN|ltem |Conference Reqistration 0000411493 0000411838

[E) save | [S] Notify | |l Refresh

Once the purchase order has been created from the requisition, the Stage Status becomes “Complete”
and it can be removed from the staging tables to make them work more efficiently.
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ORACLE

Favorites . Main Menu > Purchasing > Purchase Orders > Stage/Source Requests > Purge Stage Tables

Purge Stage Table

Run ControlID:  purge Eeport Manager F'rocessMonitor: Run

Process Request Parameters

[ Purge Staged Rows in Error
Purge Completed Stage Rows

System Source: I—Q PO Process that built row: I—Q
Process Instance:
Business Unit: WO\
PO Stage Record Type: I_Q PO Stage ID: Q
*QOption: IN_Q Operand: Nbr Days: Date:
B Save | =] Notity ErAdd

Additional Requisition Maintenance

When running the Purge Tables process, you can choose to prevent the processing from running on
rows with an error status. Also, you should input your Business Unit. You can leave the date selection
field set to “N”, which means No Selection by Date.

After running the process, you should return to the Sourcing Workbench and see the results of the
purge process. If you choose to purge all rows in a “Completed” stage status, then there should be no
remaining results with that status until another requisition is successfully sourced into a purchase order.

How To: Purge Staging Tables

W oo N R WN R

In PeopleSoft Financials Core system, select Purchasing in the menu.
Select Purchase Orders.

Select Stage/Source Requests.

Select Sourcing Workbench.

Search by Stage Status the rows you want to purge (i.e., Completed).
Review the rows that will be purged.

In the menu, select Purge Stage Tables.

Select or add a new run control ID.

In the Process Request Parameters, choose which rows to purge.

10. Select/Enter your business unit.
11. Select the Run button.
12. On the Process Scheduler Request page, click the OK button.
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13. Select the Process Monitor link.

14. Periodically click the Refresh button until the PO_POSTGPRG process has a Run Status of
Success and a Distribution Status of Posted.

15. Select the Sourcing Workbench link in the menu.

16. Search by Stage Status the rows you just purged.

17. There should be no results if the rows were purged, and you left the date selection field set to

IIN.H
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Closing Requisitions

The Close Requisitions process is used to close requisitions that are fully canceled or fully sourced, and
no longer need to be modified. When this process is run, the Requisition status changes to “Completed”,
or C. The benefit of this status change is that completed requisitions no longer appear in your list of
available requisitions when you access requisition pages in update or display mode. These completed
requisitions are also removed from the view in many other situations in which the available options
have been set to exclude completed or canceled requisitions. Removing these requisitions from these
prompts improves system performance and decreases the time required to find requisitions that you
must modify.

Also, the Close Requisitions process also sets the budget header and line statuses, the KK_CLOSE_FLAG
option, and PROCESS_MANUAL_CLOSE option accordingly so that the Commitment Control Budget
Processor process (FS_BP) can liquidate pre-encumbrance budget amounts for outstanding requisitions.

Although the Close Requisitions process is optional and you can run it at any time, you should run the
process at the end of each month to help improve the efficiency of your requisitioning process. If you
remember the Procure-to-Pay process flow, requisitions are closed after the accompanying purchase
order is closed and the requisition is reconciled.

There are certain criteria a requisition must meet in order to be closed:

e PO Status: The Close Requisitions process verifies that the Purchase Orders to which the
Requisition lines are sourced have a “Completed” Status.

e Distribution Line Status: The Close Requisitions process verifies that the requisition distribution
line status is set to X (Canceled) or P (Processed). A requisition has a status of P after it is
sourced to a purchase order.

The Close Requisitions process closes a requisition if any one of the following is true:

e The Requisition Status is “Canceled” (PS_REQ_HDR.REQ_STATUS = X).
e The Requisition has been sourced to a Purchase Order
(PS_REQ_LN_DISTRIB.DISTRIB_LN_STATUS = P) and the Purchase Order status is completed.

You can view requisition header information (PS_REQ_HDR) and requisition distribution information
(PS_REQ_LN_DISTRIB) by accessing the requisition online or by querying these tables.

A requisition’s distribution lines, schedules, lines, and header can be closed in intervals by the Close
Requisitions process. Distribution lines come first, followed by the schedules, lines, and header.
Therefore, it is possible to have a distribution line close before the rest of the requisition. For example,
imagine that a requisition contains 20 lines, each with two schedules. When the necessary distributions
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close, the schedule qualifies for closure. Once the two schedules close for a ling, the line closes. When
the 20 lines close, the requisition closes.

When you run the Close Requisitions process, it changes the status of all requisitions that meet closure
criteria as shown in these tables:

Requisition Distribution Line Updated Status

DISTRIB_LN_STATUS C (completed) unless the distribution line was
canceled, in which case the status remains X
(canceled)

PROCESS_MANUAL_CLOSE Y (Yes)

PC_DISTRIB_STATUS N (None)

BUDGET_LINE_STATUS N (not checked)

KK_CLOSE_FLAG Y (yes)

KK_TRAN_OVER_FLAG N (no)

| Requisition Schedule Line Updated Status |

CURR_STATUS C (closed) unless the schedule was canceled, in
which case the status remains X

Requisition Line Updated Status
CURR_STATUS C (closed) unless the line was canceled, in which
case the status remains X

Requisition Header Updated Status

REQ_STATUS C (completed)
ACTIVITY_DATE Run Date
BUDGET_HDR_STATUS N (not checked)
IN_PROCESS_FLG N (no)

You can close requisitions through the Close Requisitions process (either manually or scheduled through
the Process Scheduler), or you can close requisitions by using the Requisition Reconciliation Workbench
(next section).
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AL

Favorites : Main Menu > Purchasing > Requisitions > Reconcie Requisitions > Close Requisitions
- i - - - -

Close Requisitions

Run Control ID:  great

Report Manager Process Monitor Run

Process Request Parameters

Requisition Run Option: 1BusUnit -
*Business Unit: 76000 |Q

Requisition 1D: I:I

ChartField Criteria Personaize | Find | View Al B] 5 First Kl 4 oF4 I Last
GL Unit Account Fund Dept Program Class Project Bud Ref Budget Date

1]l Q| Q| Q| Q| Q| Q| Q Q B FHE

Accounting Date for Action:  [12/06/2013 [5 Use Current Date as Acct. Date

&) Save | | £ Returnto Search | [ Notify |

[ExAdd | |/ Update/Display |

Additional Requisition Maintenance

When running the Close Requisitions process, you can run it for your entire business unit or on a
particular Requisition. When running it on your business unit, it will reconcile all qualified requisitions.
You can also use the Chartfield criteria group box to select requisitions for processing based on

Chartfield values.

ORACLE’

Favorites Main Menu > Purchasing > Requisitions > Reconcile Requisitions » Close Requisitions

Process Scheduler Request

UserlD: OITLIZ Run Control ID: great

Close Requisition Repart
Close Requisitions

Close Requisitions

0K Cancel

PORQO0S

PO_REQRCON

PO_REQRQ

Server Name: - Run Date: |01/07/2014 [#]
Recurrence: - Run Time: W | Resetto Current Date/Time
Time Zone: lio\
Select Description Process Hame Process Type *Type *Format Distribution

SQR Report Web ~ PDF ~ Distribution
Application Engine  Web * TXT + Distribution
PSJob (Mone) « (MNone) - Distribution

Once you click the Run button and proceed to the Process Scheduler Request page, you need to select
the PS Job for PO_REQRQ - Close Requisitions. After starting the process, go to the Process Monitor to
view the statuses for the PO_REQRQ PS Job. Once the process successfully completes, select the

PO_REQRAQ link.
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ORACLE"

Favorites Main Menu > Purchasing » Reguisitions » Reconcie Requisitions » Close Requisitions

User ID|OITLIZ &} Type « Last - | 10 Minutes - Refresh
Server hd Name | Q Instance | to |
Run Status - Distribution Status - Save On Refresh

irst K 4 of 4 I [ ast

Process List Personalize | Find | View A1 B | 3  Firs
Distribution

Process . .
Select Instance Seq. Process Type Name User Bun Date/Time Run Status Status Details
[] |5752873 PSJob PO REQRQ ONTLIZ |01/07/2014 933:29AMEST  Processing | |N/A Details

On the Process Detail page, select the link for PORQO009.

QlACLE

Favorites | Main Menu » Purchasing > Requisitions > Reconcile Requisitions » Close Requisitions

Process Detail

Process Name:  PO_REQRQ ~ Refresh

Main Job Instance: 5752873

Left | Right

B 5750872-P0O RECRQ Success
2 5752874-PO REQRCON Success
= [5?528?5 - PORQIO0Y Success]l

And then, select the link for View Log/Trace. On the View Log/Trace page, select the porq009 PDF link.
The result is the Requisition Reconciliation Report. This report lists what requisition lines were

successfully closed.

Report ID:

0000400111
0000400111
0000400111
0000400111
0000400111
0000400111
0000400111
0000400111
0000400111

PORQOOS

Pusiness Unit:71000

END-BUSINESE UNIT

PeopleSoft

REQUISITION RECONCILIATION REPORT

Page No. 1
Fun Date 11/30/2010
Fun Time 14:06:27

Req Date  Req Status  Budget Status Line Line Status Sched Sched Status Diat Dist Status Budget Ln Status
02/04/2010 Approved valid 1 Clozed 1 Closad 1 Complete valia
02/04/2010 Approved valid 2 Clozed 1 Closad 1 Complete valia
02/04/2010 Approved valid 3 Clozed 1 Closad 1 Complete valia
02/04/2010 Approved valid 4 Clozed 1 Closad 1 Complete valia
02/04/2010 Approved valid H Clozed 1 Closad 1 Complete valia
02/04/2010 Approved valid 3 Clozed 1 Closad 1 Complete valia
02/04/2010 Approved valid 7 Clozed 1 Clos=d 1 Complete valia
02/04/2010 Approved valid 8 Clozed 1 Closad 1 Complete valia
02/04/2010 Approved valid 3 Approved 1 Appraved 1 Processad valia
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In the above example, you can see that for Requisition 0000400111, lines 1 through 8 have been closed.

Line 9 is not closed, most likely due to the fact the corresponding PO has not closed. Since all of the lines

have not been closed, the entire requisition has not been closed. Once the entire requisition has closed,

it can then be budget-checked to liquidate any remaining pre-encumbrances.

How To: Close Requisitions

ok wnNPRE

™~

10.
11.
12.
13.

14.
15.
16.
17.
18.

In the PeopleSoft Financials Core system, select Purchasing in the menu.

Select Requisitions.

Select Reconcile Requisitions.

Select Close Requisitions.

Select or Enter a Run Control ID.

In the Process Request Parameters, choose to run the process on 1 Business Unit or 1
Document.

Enter/Select your business unit.

If running the process on one requisition, enter the Requisition ID.

Select the Run button.

Select the Close Requisitions — PO_REQRQ — PS Job in the process list.

Click OK.

Select the Process Monitor link.

Locate the PO_REQRQ process. Periodically click the Refresh button until the Run Status is
Success and the Distribution Status is Posted.

Click the PO_REQRQ link.

Click the PORQO09 Success link.

Click the View Log/Trace link.

Click the porq009_XXXX.PDF link.

Review the resulting Requisition Reconciliation Report.
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Requisition Reconciliation Workbench

The Requisition Reconciliation Workbench is a tool that you can use to retrieve, review, and modify
multiple requisitions. Institutions should view the Workbench on a daily basis to ensure there are no
errors or Requisitions in Error status.

When using the Reconciliation Workbench, you first have to search for the requisitions. You can do this
through multiple criteria on the filter options page.

ORrRACLE"

Favorites : Main Menu > Purchasing > Regquisitions > Reconcie Reguisiions > Reconciliation Workbench
- i - - - -

Reconciliation WorkBench

Filter Options
Business Unit: 71000 WorkBench ID: CLOSE_FPR
Description: CLOSE PR

Enter search criteria and click on Search. Leave blank for all values

Search Criteria

Requisition: "7Q To: liq
Req Date: ’7@1 Until: ’7@
ActvityDate: | ) To [ 8
Due Date: ’7@1 To: ’7@

Vendor ID: Q
Item ID: Q

Requester: | Q
[} Open Approved Lines Approved [¥ cancelled [ penied
[} Pending Appr
Source

[“] open Pre-encumbrances

Personaiize | Find | View A1 | B1] #
GL Unit Account Fund Dept Program Class Project Bud Ref Budget Date Location Code

| Q| Q| Q| Ql Q| Q| Q a ) QHE

| Seare | petym to Requisition Workbench

=] Nntifi

When searching for requisitions, it is advised that you enter some selection criteria to reduce the
number of records retrieved. Whatever you enter in you search criteria, you can save and reuse. If
needed, you can search for all requisitions from a particular requester. You can search by requisition
status and whether it has been sourced. You can also use the Open Pre-Encumbrances checkbox as a
search parameter. This check box enables you to search for requisitions that are tied to purchase orders
with an open balance. Finally, you can enter multiple Chartfield combinations as search criteria. Once
you enter all of your search criteria, click the Search button to review the Requisition Reconciliation
Workbench page.
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FavU'rites : Main'Menu > Purch'asing > Requivs'rtwuns > Reconcile Bequisrtiuns > Recondiliation Workbench

Reconciliation Workbench

Business Unit: 71000 WorkBench ID: CLOSE_PR
*Description: [cLosE_PR

Select Reqs for Further Processing

Requisition 1D Doc Status  Status Hold Budget Status Req Date Last Activity Hame Order Lines

[F] 0000415006 spproved N Valid 11/25/2013 11/25/2013 EEQW"“d-Ra”di B
[ 0000415005 Approved N Valid 1112512013 11252013 gioa\.ﬁ:mmesna =l
[E] |0000415004 Approved N Valid 1112502013 1112512013 gi"a""n:m‘mesna =
[ 0000415003 spproved N \alid 1112512013 112512013 gl‘]a“;:m‘mes“a =
[ |ooo0415002 B approved N Vvalid 1112512013 117252013 gf’a""n:m‘m“ha =
[ |0000415001 spproved N valid 1112512013 1112512013 gi"awn:m‘m%ha =
®iselectAll [ Clear Al

Actinn: ADDrove Unapprove Cancel Close

On the Reconciliation Workbench page, you should enter a description. This enables you to save your
search parameters. If you select a Requisition ID link, the system will open a new window to take you to
the corresponding requisition inquiry page. You can use the Document Status icon to access the
requisition document status inquiry page. You can select the Lines icon to access the Reconciliation
Workbench — Requisition Lines page.

The actions that you can take on the Requisition Reconciliation Workbench including approving open
requisitions to become “Pending Approval” requisitions (in order to start the Workflow process),
canceling requisitions, or closing requisitions. To process a requisition using one of these actions, you
first select it and then click the appropriate button. (GeorgiaFIRST Institutions do not use the
“Unapprove” function.)

You can return to the search criteria by selecting the “Set filter options” link.
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Using the Workbench

to Approve Requisitions

Additional Requisition Maintenance

The approve action for requisitions does not mean that the requisition will bypass Workflow approvals.

This approve action takes an open requisition and makes it “Pending” so that it can begin the workflow

approval process. To perform this action, you can search for all open requisitions.

ORACLE’

Business Unit:

Reconciliation Workbench

43000 WorkBench ID: REQ_RECON

Requisition ID
[ | 0000421926
[ 0000422958
[ |0000424570
[ |0000424074

[ 0000424743

0000423949
0000424191
[V 0000423950

Action:  Approve |

*Description: [sPPROVE

Select Reqs for Further Processing

List of Requisitions

Doc Status  Status Hold Budget Status Req Date

B Open N Not Chicd 091812013
B Open N Mot Chk'd 10/21/2013
B Open N Not Chik'd 12/05/2013
B Open N Not Chicd 112172013
B Open N Not Chk'd 121112013
B Open N Not Chicd 1111512013
B Open N Not Chk'd 1112512013
B Open N Not Chk'd 11152013

[#iselect Al [ Clear All

: Unapprwe: Cancel Close

Favorites | Main Menu » Purchasing > Requistions > Recondie Requistions > Reconciiation Workbench
- : - - - -

Personalize | Find | View 21| B | Download First ! 18 018 L) Last

Change
Order

Last Activity Hame

09/18/2013 RustLaurette L
1211902013 DrewryJessicaE
12/05/2013 Parris Melissa S
1102172013 Abbott Judith K
1211112013 Zelt Christine
Lynn

1115/2013 BeckerJuliaE
11i25/2013 Micholson,Susan
11152013 Holland, Leslie K

,_
ul] i 5
a
w

wl

NN

Once you have selected the requisition or requisitions that you want to approve, you can select the

“Approve” button. Then the system will list which of those requisitions are qualified to be approved.

ORACLE"

Reconciliation WorkBench

Processing Results
Business Unit: 43000 WorkBench ID: REQ_RECON
Description: APPROVE

Select Regs for Further Processing

Hot Qualified View nnl First K 4 ora I (ast

Favorites | Main Menu > Purchasing » Requisitions » Reconcile Requisitions » Reconciliation Workbench

View All| First £l 1-30f3 ] Last

Requisition 1D Log Reguisition ID Line Sched Distrib Line
B Jug] 0000423949
0000423950
0000424191

SelectAll [ Clear All

Proceed:  yes Delete Return to Requisition Workbench

eProcurement and GeorgiaFIRST Marketplace
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To remove a requisition from the list to approve, select its Delete button. To proceed with the approval,

select the Yes button. To cancel the approval action on all selected requisitions, select the Delete

button. Once the system processes the requisition approval, that requisition’s status should change

from Open to Pending. It will now begin the Workflow approval process.

How To: Approve an Open Requisition through the Requisition Reconciliation Workbench

1. In PeopleSoft Financials core system, select Purchasing in the menu.

2. Select Requisitions.

3. Select Reconcile Requisitions.

4. Select Reconciliation Workbench.

5. Go to the Add a New Value tab.

6. Enter a Workbench ID (i.e. Approve).

7. Enter your search criteria (i.e., Status = Open)

8. Select the Search button.

9. Enter a Description (i.e., Approve Open Reqs)

10. Select the requisitions you want to move from Open to Pending with a checkmark.

11. Click the Approve button.

12. If any requisitions are not qualified to be approved, review the log for that requisition to

determine the issue.

13. To approve all requisitions that are qualified, click the Yes button.

14. Confirm the approval action.

15. Verify the requisition status for the selected requisitions are now “Pending.”

16. Click the Save button.
eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
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Using the Workbench to Cancel Requisitions

You can also use the Requisition Reconciliation Workbench to cancel requisitions. A requisition can be
canceled as long as no part of the requisition has been sourced into a Purchase Order. Once it has been
sourced, you will not be able to cancel the requisition and you will have to work with its corresponding
Purchase Order.

ORACLE’

Favorites | Main Menu > Purchasing > Requistions > Reconcile Requistions > Reconcilation Workbench
- - - - -

Reconciliation Workbench

Business Unit: 43000 WorkBench ID: REQ_RECON

*Description: [cancel

Select Reqs for Further Processing

Personalize | Find | View 41| )| Download First ! 18 0f8 0 Last

Requisition ID Doc Status | Status old Budget Status Req Date Last Activity Hame %ﬂ Lines

[F] |0000421926 Open N Mot Chikd 09/18/2013 09/18/2013 Rust Laurette L =
[[] |0000422358 Open N Mot Chicd 10/21/2013 12/19/2013 Drewry, Jessica E =
0000424570 B Open N Mot Chikd 12/05/2013 12/05/2013 Parris Melissa S =
0000424074 Open N Not Chkd 112112013 112112013 Abbott Judith K Bl
Fl|oooos24743 (B Open N NotChkd 1211112013 1211112013 f;r‘ff”'s"”e =
[F] |0000423949 Open N Mot Chid 111512013 111512013 Becker,Julia E =
[[] | 0000424191 Open N Mot Chicd 112512013 112512013 Micholsan,Susan =
[£1 |0000423950 B Open N Mot Chid 1111512013 1111512013 Holland,Leslie K =
[¥iselectall [ Clear All

Action:  Approve Unapprove Cancel Close

After selecting the requisitions you wish to cancel, select the Cancel button. The Processing Results page
will list which requisitions are qualified to be canceled. If a requisition is not qualified, you can check its
log to determine why it is not qualified.

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014

89



ORACLE

Favorites | Main Menu > Purchasing > Requisitions > Reconcie Requisitions > Reconciliation Warkbench
- i - - - -

Reconciliation WorkBench

Processing Results
Business Unit: 43000 WorkBench ID: REQ_RECON
Description: CANCEL

Select Reqs for Further Processing

Accounting Date for Action: [01/07/2014 [H

Mot Qualified view A1l B First K19 or 1 DN L3t Qualified view Al First K 12012 I L5t

Requisition ID Log Requisition ID Line Sched Distrib Line
] x| 0000424074 =
0000424570 El

SelectAll [ Clear Al

p - . isition Wi
Proceed._ Yes || Delete -Returnto Requisition Warkbench

To cancel the qualified requisitions, you can proceed by clicking the Yes button and confirming your
decision. The status for these requisitions will change to Canceled.

How To: Cancel Requisitions through the Requisition Reconciliation Workbench

In PeopleSoft Financials core system, select Purchasing in the menu.
Select Requisitions.

Select Reconcile Requisitions.

Select Reconciliation Workbench.

Go to the Add a New Value tab.

Enter a Workbench ID (i.e. Cancel).

Enter your search criteria.

Select the Search button.

Enter a Description (i.e., Cancel Reqgs)

Lo NV R WDNRE

[
o

. Select the requisitions you want to cancel with a checkmark.
. Click the Cancel button.
. If any requisitions are not qualified to be canceled, review the log for that requisition to

[N
N

determine the issue.
13. To cancel all requisitions that are qualified, click the Yes button.
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14. Confirm the cancellation.
15. Verify the requisition status for the selected requisitions are now “Canceled.”
16. Click the Save button.

Using the Workbench to Close Requisitions

Finally, you can use the Requisition Reconciliation Workbench to close requisitions. While you can use
either the Close Requisitions process or the Workbench to close requisitions, it is suggested that you at
least use the Workbench to see which requisitions are qualified for closure. For a requisition to be
closed, it must have been sourced to a PO that is now complete or it must be canceled. By closing
qualified requisitions, the system performance improves. In addition, closing qualified requisitions
enables Commitment Control to liquidate any pre-encumbered budget amounts for outstanding
Requisitions.

After searching for the requisitions, select them as you previously have and then click the Close button.
The resulting Non-qualified and qualified requisitions will appear.

ORACLE"

Favorites : Main Menu > Purchasing > Requisitions > Reconcle Requisitions » Reconciiztion Workbench

Reconciliation WorkBench
Processing Results
Business Unit: 43000 WorkBench ID: REC_RECON
Description: CLOSE

Select Reqs for Further Processing

Accounting Date for Action: 010712014 [

e - Qualified O ERE 4 [
Reguisition 1D Log D Requisition 1D Line Sched Distrib Line
[ 0000400319 ug] 0000400272

0000400273
0000400216
0000400319 1 1 1

SelectAll [ Clear All

Proceed:  yes Delete

Many times, a requisition cannot be closed is because the corresponding purchase order has not been
closed yet. In addition, if a requisition is on hold, it cannot be closed. Other times, it cannot be closed
due to an unchecked or error budget line status. Requisitions with an unchecked budget status or a
budget error should not be overridden and forced to close. You will need to address the budget issues
before proceeding.

eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/10/2014

91



% eProcurement & °.

_CeorgariRsT warkewisce b Additional Requisition Maintenance.

ORAM

Favorites | Main Menu » Purchasing > Requisitions » Recondle Requistions > Reconciliation Warkbench
- g - w - -

Reconciliation WorkBench

Requisition Logs

Business Unit: 43000 WorkBench ID: REQ_RECON
Description:
Requisition ID; 00004003149
Personalize | Find | View 411 B0 B Firat B qof1 0 Last
Line Sched Dist Message Text Notes
1 1 Cannot close line with unchecked or

error budget line status.

After closing the qualified requisitions, the requisition status will change to “Complete,” and the Budget

Status will change to “Not Checked.” Then, these requisitions will need to be re-budget checked to

return the pre-encumbrance to the budget. The next budget checking batch job should pick these

requisitions up for processing.

How To: Close Requisitions through the Requisition Reconciliation Workbench

1. In PeopleSoft Financials core system, select Purchasing in the menu.
2. Select Requisitions.
3. Select Reconcile Requisitions.
4. Select Reconciliation Workbench.
5. Go to the Add a New Value tab.
6. Enter a Workbench ID (i.e. Close).
7. Enter your search criteria.
8. Select the Search button.
9. Enter a Description (i.e., Close Reqs)
10. Select the requisitions you want to close with a checkmark.
11. Click the Close button.
12. If any requisitions are not qualified to be closed, review the log for that requisition to determine
the issue.
13. To close all requisitions that are qualified, click the Yes button.
14. Confirm the close action.
15. Verify the requisition status for the selected requisitions are now “Complete” and the Budget
Status is “Not Checked.”
eProcurement and GeorgiaFIRST Marketplace Buyers User Guide —v1.2
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16. Click the Save button.
17. Ensure these completed requisitions are budget checked.
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Chapter 9: Receiving Items

For many items that are purchased, a receipt will be required before payment is issued by your Accounts
Payable department. The receiving requirement is set on the actual requisition that is approved and
turned into a purchase order. By creating a receipt in the system, your Accounts Payable Department
can be sure that they are issuing payment for goods that have been received.

Some requesters will have the responsibility of performing Desktop Receiving, which is creating a receipt
in the system. This receipt is tied into the Requisition, Purchase Order, and Invoice so that payment can
be issued. Without the receipt, the payment cannot be issued.

Not all requesters will have this responsibility. Some shoppers may be responsible for their own desktop
receiving. Check with your institution for your applicable business processes. If you do have the Desktop
Receiving responsibility, continue with this chapter to learn how to create receipts in the PeopleSoft
system.

Desktop Receiving

Desktop Receiving is a function within the eProcurement module. It is a simplified version of what your
Central Receiving department does on campus. Your Central Receiving Department will still be
responsible for creating receipts in the PeopleSoft system for assets and other items that need to be
inventoried. However, this eProcurement Desktop Receiving function will enable you to receive many of
the goods you order through the GeorgiaFIRST Marketplace. You will need to proper security setup to
perform desktop receiving.

Desktop receiving is done through the PeopleSoft Core system, in the eProcurement module. On the
Receive Items page, all of your requisitions that have not been fully received will be listed. Through the
Receive Items page, you will be able to indicate whether you have received the full quantity requested,
or just a partial quantity.

ORACLE"

Favorites : Main Menu > eProcurement » Receive Items
- - -

Receive Items

You have 1 line open for receiving

Desktop Receiving should not be used for Receipt
and go to the Receive Form of Assets. Request the appropriate staff on your
campus to create a PO Receipt instead

Receive Selected

Fing | view 41| C0) B rirst 4 0f1 I La

D Purchase Order Detais
—

. L Tot Req Accepted .
RegBU Requisition Item Description JAmt |to Date M RecvBy ShipTo Wendor
m 51000 |Y7S- Encumbrance for UPS for shipping (4359 |p FEE Amount NOTAPPL UNITEDPA-001

Warehouse  |from 07/01/2012 to 06/30/2012

Clear All
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On the Receive Form, you will indicate the Receipt Date and how many you received.

QUIwACLE

Favorites © Main Menu > eProcurement > Receive Items
v i - -

Receive Items

New Receipt
*Business Unit: 51000 &
Receipt Status: Open

*Received Date: [01/07/2014  [51

Line [tem Id |Hem Description Currency m
1 ocumpranee LUES. ygp 18114.00000 1.0000 [ 1.0000 B
Save Receipt |

Add Mew Receipt  Inquire Return to Viendors  Inauire Receipts

Once you save your receipt, the system will generate a Receipt Number. This Receipt Number will be
tied into the Requisition number, Purchase Order number, and Voucher number.

ORACLE

Favortes © Main Menu > eProcurement : Receive Items
- ; - -

RECEipt Saved SUCCESSfU"y
You have saved receipt # 0000408590 containing the following items:

Line Hem Description .ﬁ'«‘.mnunt lec v Reject Oty  Accept Oty

Encumbrance for UPS for shipping

from 07/01/2012 to 06/30/2012 B 1.0000

‘Return to Manage Requisitions: Return to Receiving

How To: Create a Desktop Receipt

1. Loginto the PeopleSoft Core system.

2. Select eProcurement in the menu.

3. Select Receive Items in the menu.

4. Location the Requisition Line Item you need to receive.

5. Select the requisition by placing a checkmark in its Select box (or to receive all line items,

choose the Check All button).

6. Select the Receive Selected button.

7. If needed, change the Received Date. By default, the current date will be listed.

8. Inthe Received Qty field, enter the quantity received.

9. To review details about the actual purchase order, select the Details... icon.
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10. To attach comments to the Receipt, select the Comments icon.
a. Here you can indicate the condition and input a comment if needed.
b. Do notinclude any slashes in your comments.

11. Click the Save Receipt button.

12. Your Receipt Number will be listed on the “Receipt Saved Successfully” page.

If you have a Requisition line item that you previously received a partial quantity for, you will still be able
to go back to this same page and receive additional quantities.

An alternate way to receive items is through the Manage Requisitions page. As a Buyer, you can receive
items on behalf of a requester through this page. You would use the Action drop down box and select
the option of “Receive Order”. In order to use this function, the status must indicate “PO(s) Dispatched”.

Favorites © Main Menu » eProcurement > Manage Requisitions
- i - -

Manage Requisitions

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

Business Unit: |51000 Q Requisition Name: |
Requisition 1D: Q Request Status: Allbut Complete  ~ Budget Status: -
Date From: 12/31/2013 [ Date To: 01/07/2014 Bl origin Special Request  »

Requester: Q Entered By: Q, PO ID: Q
: Search Clear

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.

b 0000405454  Cglored Paper 51000 01/06/2014 Pending Mot 79.19usp “SelectAction... ~ | Go)
Chikd -

P 0000405453 Shanika Hezekiah Laseri.. 51000 01062014 Pending Mot G16.55UsD “SelectAdtion... » | Ga)
Chicd

b 0000405452 (000405452 51000 01/06/2014 Approved  Valid 125.00usD =SelectAction... » | Go|

b 0000405451 (0000405451 51000 01/06/2014 Pending  Not 21.83UsD =SelectAction.. » | Go|
Chikd

b 0000405450 Inkand DryErase Markers 51000  01/06/2014 PO(s) Valid 20.08UsD <Select Action. [ v] Go

Dispatched =Select Action...=

Receive Order

P 0000405449 2014_01_06 51000  01/06/2014 Pending Nat 379.52USD| Requisition Cycle
Chi’d View Approvals .
b 0000405448  Blackboard locks 1-6-14 51000 01/06/2014 Approved Mot 4224 00usD =SelectAdtion... | Go|

bl

Receiving Through the Purchasing Menu

Receipts for requested items can be created through Desktop Receiving or through the Receiving menu
option in the Purchasing Menu. When receiving in this manner, you create receipts through the
corresponding purchase orders. Therefore, you don’t need to be the requester who created the
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requisition to create the receipt. However, receipts should only be created for items that you have
received.

When adding a receipt, first, you need to select the purchase order. You can do this using a variety of
criteria.

ORACLE’

Favovr'rtes Main'Menu 3 Purch'asing > Rec'eipts » Add/Update Receipts
Select Purchase Order
PO Unit: WO\ Days +- Today: l_
1D | Start Date: 01/0712014 [5
Line/Sched Hum: 1] End Date: 01/07/2014 [[5]
Release: l— Short Vendor Name: @ Vendor Lookup
Item 1D: | Q. Vendor Item ID: Q
Ship To: CENTWH Q Manufacturer ID: | a
Ship Via: Q Manufacturer's ltem 1D: | Q
Retrieve Open PO Schedules
=]
Z) No Order Qty @ Ordered Qty ) PO Remaining Qty
OK || _cancel || Refresh |

You can search by the purchase order ID (ID field), as well as the line and schedule number. You can also
search for POs according to their Ship To location. You can search with a date range or by vendor. If you
select the Retrieve Open PO Schedules checkbox, you will only retrieve purchase order schedules that
haven’t been fully received. If you do not select this checkbox, purchase orders that have been fully
received appear in the search, as well as purchase order schedules that haven’t been fully received.

The Receipt Quantity options specify quantities to transfer to the receipt. Accessibility to these fields is
set up in the User Preferences. There are three options to choose from to determine the receipt
quantity to appear.

o No Order Quantity: Select this option to signify that the receiver must enter the actual quantity
received. This selection requires a live count of the items prior to receipt in the system. If
selected, the copy function does not transfer order quantities to the receipt. You will need to
manually enter all receipt quantities.

e Ordered Quantity: Select this option to automatically make the received quantity the purchase
order quantity. This selection changes the purchase order quantity regardless of any prior
receipt quantity.

e PO Remaining Quantity: Select this option to have the receipt display the numeric difference
between the quantity ordered and the current quantity received. Selecting this option replaces
the received quantity with the quantity that has not yet been received.
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Once you have entered all of the search criteria, you must hit the Search button (not the OK button).

The Purchase Order lines that still need to be received will be listed in the results.

ORACLE"

Favorites : Main Menu » Purchasing » Receipts » Add/Update Receipts
- : - - -

Select Purchase Order

Search Criteria

PO Unit: [s7000 |Q Days +/- Today: ]
1D: \ Start Date: 01/09/2013 5
Line/Sched Num: RN End Date: 0107/20714 |[5)
Release: ’7 Short Vendor Name: ’70. Mendor Lookup
Item 10z I @, Vendorltem ID: T
Ship To: a Manufacturer ID: [ Q
Ship Via: Q Manufacturer's item ID: | Q]
Retrieve Open PO Schedules
ﬂl © No Order Qty @ Ordered Qty ©) PO Remaining Qty
Retrieved Rows Personalize | Find | View 100 | & st 7 15 of 1007 O Last
" Shipping Related | More Details
Sel POUnit POID Line Sched Release Due Date PO Gty &:ﬁ Item Description
51000 0000403246 |3 1 061472013 1.0000 Gooloogongia 30cm
51000 0000403246 4 1 06/14/2013 1.0000 Eusthenopteron 30cm
51000 0000403246 6 1 06/14/2013 1.0000 Drepanaspis 40cm
51000 0000403246 |7 1 061472013 1.0000 Dipterus 14 Inches
51000 0000405520 2 1 10/15/2013 1.0000 Cheirocanthus fish model 107
SelectAll [0 ClearAl

In the retrieved rows, you select each PO line that you want to create a receipt for. After selecting the

Purchase Order lines, click the OK button.

Favovrrtes MalnvMenu > Durchvasmg > Recslpts > Add/Update Receipts

Maintain Receipts

Receiving
Business Unit: 51000 Receipt Status: Open x
Receipt ID: MEXT Add Comments Activities

Header Details
Select Purchase Order
Receipt Lines

Personalize | Find

GEEC AR More Details || Links and Status || fem/MfgData | Optionalinput || Source Information
=

Line item Description  Price ReceiptQty oo % Status  Serial SEVIeE SOk Deviee
= Gooloogonagia Device
1 Gl 55409000 [10000 | E2 [EA |@| 1.0000 Open EA |o |Bede
Interface Receipt | Print Delivery Report | | Run PO Receipt Accrual | Interface Asset Information
2 save | [ Notify | | Refresh | |EvAdd | |45 UpdateiDisplay |

On the Receiving page, there are a number of items. Until you save this receipt, the Receipt ID will

indicate “Next.” The following are the receipt header statuses:
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Closed — Receipt is closed

Hold — Hold Receipt

Moved — Moved to destination
Open —0Open

Received — Fully Received
Canceled — Canceled

If you need to cancel this receipt, you can click the Cancel Receipt button in the header to cancel the
entire receipt. Canceling the transaction cannot be reversed. You can also add comments to the receipt
through the Add Comments link. Do not include any slashes (/) in your comments.

If you need to select additional Purchase Order lines, you can do so through the link in the Header for

“Select Purchase Order.”

In the Receipt Lines section are the PO lines that you indicated you want to create a receipt for. For each

receipt line, you will see the following:

Details Icon: Select this icon to access the Receipt Line Details for Line page, where you can view
details about the receipt. This page formats the information you see here and on the
subsequent tabs in a single long-page format.
Description: This is the description from the Purchase Order line (which should be the same as
the Requisition line).
Price: This is the line item’s purchase order price.
Receipt Qty and Recv UOM: This is the receipt quantity and received unit of measure. Here, you
will enter the quantity delivered and the unit of measure in which it was received. When you
enter the receipt quantity for a line, the Accept Qty value is calculated by subtracting the
rejected quantity from the receipt quantity.
Status: This is the status of the receipt line

0 Closed (closed schedule)

O Hold (hold schedule)

0 Open (open schedule)

0 Received (received schedule)

0 Canceled (canceled schedule)

How To: Create a Purchasing Receipt

1. Inthe PeopleSoft Financials Core system, select Purchasing in the menu.

2. Select Receipts.

3. Select Add/Update Receipts.

4. Onthe Add a New Value page, ensure the PO Receipt box is checked and click the Add button.
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5. Inthe Search Criteria, enter the selection criteria for your Purchase Order lines you want to
receive.

Select the checkbox for Retrieve Open PO Schedules.

Click the Search button.

Select the PO lines you want to receive.

. Click the OK button.

10. Update the Receipt Quantity if necessary.

11. Click the Save button.

© ® N o

Receiving an Asset

If the receipt line item is for an asset, there are addition steps you need to take. If an item is marked as
an asset on the requisition and purchase order, the Receipt Line will have an additional “AM Status”
column.

ORACLE

Favorites : Main Menu > Purchasing » Receipts » Add/Update Receipts
- - - -

Maintain Receipts

Receiving
Business Unit: 71000 Receipt Status: Open x
Receipt ID: MEXT Add Comments Activities
Header Details
» Header

Select Purchase Order

Personsiize | Find | View Al # Fist £ 15016 0 Lact
More Details Links and Status tem / Mfg Data Optional Input Source Information

ine lie Description Price Receipt Qty Iﬁ}i'jv AL;&‘ Status Serial .?_:iie % AM Status .?_E:;ie
= White Charger Device
1 = 5014 22572.90000 [1.0000 B |LoT | 1.00000pen [ | LOT @ Pending ;o0° | ¥
= Black Diodge : Device
2 | Ry Craiosioits 2257230000 [1.0000 By [LoT /@ 10000/0pen O [ LOT @ Pending $25° | ¥
= White Charger Device
3 R Flooriiats 113.00000 [1.0000 By [LoT @ 1.0000/0pen [ [ LoT @ T | X
Delivery for 2
4 B Dodge 50.00000 [2.0000 | By [LoT @ 200000pen [E E  |LoT @ Device | »¢
Chargers —
Black Charger- Device
= AppranceGrp  |446.00000 |[1.0000 B [LoT @ 10000 0pen [ [ LOT @ e X
Cons —
[T interface Receipt Print Delivery Report Run PO Receipt Accrual: Interface Asset Information
B save | =] Notity | |4 Refresh | [ErAdd | | Updatemispiay |

The AM Status is the status of the item data in relation to PeopleSoft Asset Management. The values
include:

e Pending: This indicates that the receipt line is asset-related and is pending interface with
PeopleSoft Asset Management.
e Moved: Indicates that the receipt line has been interfaced to PeopleSoft Asset Management.
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When receiving a PO line that is an asset, you first need to select the Serial checkbox. Then, you can
select the Pending link under AM Status. On the Asset Management Information page, you must input
the Serial number for the asset at a minimum.

ORACLE"

Favorites Main Menu > Purchvaswng > Receipts > Add/Update Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: 71000 Status: Open
Receipt ID: MEXT Item: White Charger 2014
Receipt Line: 1 Standard UOM: LOT
NextAssetD|
Distribution Information Find | View All First Kl 10f4 I3 Last
Distribution Line: 1 Capitalize: Capitalize [~ |
Business Unit: CAP Sequence: I:I
Profile ID: Employee ID: I:I
CAP#: ] Distributed Quantity: 1.0000
Cost Type: D Merchandise Amt:  22572.90
Assign Tag |ds h Multiplier: [ [C] overwrite existing numbers
Enter Starting Number: *Start Row: [ 1 - Apply |
Personaiize | Find | View A1 | ] 3 Firet Kl 4 071 I Last
More Details
AM Next
Dist Seq 3:?& Status Quantity Tag Number Serial ID Asset D .I?Jsset Number Profile ID
1 71000 Open |1.0000 | NEXT & | VEHIC04YR b4

Find | View Al First K1 4 of 14 I Last

OK | Cancel | Refresh |

If you already have the asset’s tag number, you can fill that in as well. On the More Details tab, you can
input the asset’s Custodian, Location and Manufacturer information if you want. When you are finished
entering the required information, you can save the receipt. The Receipt is then ready to be interfaced
into the Asset Management module.

How To: Create a Purchasing Receipt for an Asset

1. Inthe PeopleSoft Financials Core system, select Purchasing in the menu.
2. Select Receipts.
3. Select Add/Update Receipts.
4. Onthe Add a New Value page, ensure the PO Receipt box is checked and click the Add button.
5. Inthe Search Criteria, enter the selection criteria for your Purchase Order lines you want to
receive.
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6. Select the checkbox for Retrieve Open PO Schedules.
7. Click the Search button.

8. Select the PO lines you want to receive.

9. Click the OK button.

10. Update the Receipt Quantity if necessary.

11. Select the Serial checkbox.

12. Click on the Pending link under AM Status.

13. Enter the asset’s Serial ID.

14. If desired, enter the asset’s tag number, custodian, location, and manufacturer information.
15. Click OK.

16. Click the Save button.
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Chapter 10: ePro Inquiries, Queries and Reports

There are some PeopleSoft inquiries, queries and reports that you can use to review information
concerning requisitions.

Review Requisition Activity

You can use the Requisition Activity Inquiry to review requisition information in five stages. These
inquiry pages provide information for a requisition and its associated documents. The navigation to the
Requisition Activity Inquiry is Purchasing > Requisitions > Review Requisition Information >
Requisitions.

ORACLE’

Favorites Main Menu > Purchasing » Reguisitions > Review Requisition Information > Requisitions

Requisition Inquiry

Business Unit:  [51000 Q]

Requisition 1D: a, To Req: Q,
Req Status: Q Origin: Q
Requester: | a,

Reguester Hame: | a

Requisition Date: E“J To: Eg

Vendor SetiD: 51000 Vendor Lookup

Vendor ID: a, Vendor Details Vendor Name: a

[tem SetlD: SHARE Item 1D: | Q

Item Description: [ pirect Ship

Department: &}

OK Cancel

You can search for requisitions by requisition status, origin, requester ID or name, requisition date,
vendor ID, and Department.
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Fa\rovr'rtes Mainvl\-'lenu > Purcrlasing > Requ'gitions » Review Requi.s'rgon Information > Requisitions

ePro Inquiries, Queries and Reports

Req Inquiry

Personalize | Find | View all| B8] 3 First £ 4241 or 20 O Last

Status !_

Unit Requisition Status
51000 0000405345 Denied
51000 0000405021 Denied
51000 0000404997 Denied
51000 0000404972 Denied
51000 0000404771 Denied
51000 0000404737 Denied
51000 0000404595 Denied
51000 0000404578 Denied
51000 0000404516 Denied
51000 0000404123 Denied
51000 0000403959 Denied
Search

Requester Date Total Amt

Kirkland Barbara A 12/4/2013 3,000.000 USD
StoreyCatherine F | 10/24/2013 2,070.000 USD
BaileyJudy L 10/2212012 356.970 USD
Nolley Melissa 1012112013 30,360 USD
3‘;’:;-5;”“"‘9 0012512013 1,000.000 USD
Janvis Karen B 00/20/2013 38,990 USD
BryantJoann 00/09/2013 £25.050 USD
Hogan,Ryan 0010512013 4182370 USD
McNalley,Sarah-Jane 08/30/2013 236.060 USD
Proal, Lorie 0712212013 91.520 USD
Salmon,Erin P 061312013 238.000 USD

On the Req Inquiry page, the requisitions that meet your search criteria will be displayed. On the Details

page, you will see the Requisition ID, its Status, the Requester, the Requisition Date, and the total

amount of the requisition. If you click on the Requisition ID link, the system will display that requisition’s

line details.

ORACLE’

Line Details

Business Unit: 51000

ReqID: 0000405348

Favorites Main Menu > Purchasing » Requisitions > Review Requisttion Information > Requisitions

First 1 1 of 1 KX | ast

Personalize | Find | View Al | B

Return

Line [tem ID Description Vendor ID Hame Reg Qty UOM Amount
1 Guest Arlist - Dennis Mackrel 1.0000 Year 3,000.00 USD Q E

From here, you can see the line item descriptions, vendors, requested quantity, and amount. The

description link will bring up the detailed item description. The callout icon displays the line comments.

The Schedule icon displays the Due Date, Ship To location, and a link to the distribution information that

includes the Chartfields and any asset information.

Back on the Requisition Inquiry page, there is also a Status tab.
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ORACLE"

Favorites : Main Menu > Purchasing > Requisitions > Review Requisition Information > Reguisitions
Req Inquiry Personalize | Find | View Al | EJ | ¥ First £ 444 or 20 B | st
Details

_ R Change Direct _ Use Document Approval

Unit Requisition Order On RFQ On PO Shi Received OnMSR On Voucher ProCard| Status History
71000 TEST E
71000 0000414520 Y Y Y E
71000 0000414801 Y ¥ ¥ )
71000 0000414773 Y ¥ ¥ 1
71000 0000414769 Y Y Y B i
71000 0000414768 ¥ Y Y 4 ]
71000 0000414759 ¥ ¥ Y E4 ]
71000 0000414758 Y Y Y = ]
71000 0000414754 Y ¥ Y ] O
71000 0000414753 Y Y Y ) o2
71000 0000414748 Y ¥ Y X
Search

=1 Notify |

Again, you will see the Requisition ID, which when opened, will display the same information as it did
through the Details tab. You will also see columns for “On PO,” “Received,” and “On Voucher.”

For the “On PO” column, this indicates whether the requisition has been sourced to a purchase order.
“Y” means that all requisition lines appear on purchase orders. “P” means that some lines appear on
purchase orders. You can select either link to display the purchase order information.

ORACLE"

Favorites Main Menu > Purchasing > Requisitions > Review Requisition Information » Requisitions

Requisition to Purchase Order List

Unit: 51000 RegID: 0000405450
Purchase Order Details Personalize | Find | View Al ] 28 First Kl 42072 I | ast

Direct Purchase

Shi Order Line Schedule Dist Status Due Date Item ID Description

1 1 1 Processed 0000414391 1 1 1 Dispatched 02/05/2014 Do

2 1 1/Processed 0000414388 2 1 1|Dispatched | 02/05/2014 gg?rigzgs?

Return

Selecting either link under the “On PO” column will display the Requisition to Purchase Order list, which
will display the requisitions lines that have been sourced to a PO. Through this page, you can display the
Purchase Order and see its status.
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Back on the Requisition Inquiry — Status page, the “Received” column indicates whether any of the
requisition lines have been received. Again, “Y” means that all lines appear on receipts, and “P” means
that some lines appear on receipts.

ORACLE’

Fa\rc;r'rtes MainvMenu B Purcrl:-lsing > Requg’rtions > Review Requisrgon Information » Requisitions

Requisition Receipts List

Business Unit: 71000 ReqID: 0000414820

Receiving Details Personaiize | Find | View Al BT % Fist K g or1 O st
Reg Line Recv Gty  Accept Oty Reject Qty 3:::ﬁ w Receipt Line Description PO Business Unit PO Ho. Line
1 4.0000 4.0000 71000 0000409836 1 Package 71000 0000415848 1

Rewm |

The Requisition Receipts list displays the requisition lines that have been received, along with the
Receipt ID. By selecting the Receipt ID link, the system displays the receipt information.

The “On Voucher” column displays similar information. Once the requested goods have been received
and placed on a voucher, an entry will display in this column. “Y” indicates that all requisition lines have
been vouchered, while “P” indicates that only some of the requisition lines have been vouchered.

ORACLE

Favorites Main Menu > Purchasing > Requisiions > Review Requisition Information > Requisitions

Requisition to Voucher list

Business Unit: 71000 Req ID: 0000414754

Voucher Details Personaiize | Find | View All |20 | 3§ First KN 1 or 1 I Last
~ Reqg Reqg Voucher Moucher Line Payment Business N
Req Line Sched Distr D Numnber Information Unit ltem ID Quantity UOM Amount Currency
Payment
1 1 104079231 1 information 71000 2.0000 CRT 59.060 Daollar
Return

Also on the Requisition Inquiry — Status page, there are icons for Document Status and Approval
History. By selecting the Document Status icon, the system displays a new window for the Document
Status Inquiry. We will review this inquiry later in this chapter.
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ORACLE’

Favorites : Main Menu > Purchasing > Requisitions > Review Requisition Information > Requisitions

Req Inquiry Personalize | Find | View Al G| 2 First £ 441 of 20 I | ast

B S Change Direct _ On Use Documend Approval
Unit Requisition Order On RFQ On PO Ship Received On MSR T ProCard Status T
E

71000  TEST
71000 0000415262
71000 0000415261
71000 0000415260
71000 0000415259
71000 0000415258

PPy G@E

I
V0 0 000000

71000 0000415257
71000 0000415256
71000 0000415255 B &

71000 0000415254
71000 0000415253

DD DD E DD
{E [ R @

Search

The Approval History icon displays the final approver of the requisition and when it was approved.

ORACLE’

Favorites | Main Menu > Purchasing > Requisitions >
- H - - -

Approval History

Origin: Catalog
Approved By: jparnaby_APPVR_71
Date of Approval: 01/06/2014
| OK | Cancel |
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Review Requisition Accounting Entries

In addition to reviewing requisition activity, you may also find it necessary to review requisition
accounting entries. This inquiry shows you the transaction type, Purchase Order associated with the
reversal accounting entry lines, and additional accounting details related to the requisition. The
navigation to the Requisition Accounting Entries Inquiry is Purchasing > Requisitions > Review
Requisition Information > Accounting Entries.

ORACLE
Favorites = Main Menu > Purchasing > Reguisitions > Review Requisition Information » Accounting Entries
Selection Criteria
*Business Unit: 51000 |Q
From Req: Q To Req: Q
Requisition Status: Q
Fiscal Year From/To: Q Q Max Rows: 300
*Accounting Line View Option: Standard [~] *Ledger Group: |DETAL Q
ChartFields
Account Fund Dept Program Class Project Bud Ref
l Q| Q| Q| Q| Q| Ql
OK |[ cancel |

For the selection criteria, you can search by Requisition ID, requisition status, Fiscal Year, and
Chartfields.

Favartes  Man Mend » Purchasng » Redquafions » Review Requstion information o Accounting Entnes

Requesition Accounting Entries

Business Unil: 71000
From Reg DOOD40ODOZ  ToReq:  DOODSNODO2
Status:

From Fiscal Yo To:

Accounting Line View Option:  Standard CommitmeniControl Ledger Group:  DETAIL

Bogaisiion D Reguesier LChange Qrier Trans Type mﬁu Line 5chod Disg t‘fg‘l GlUnd Accounmt  Fund Dopt Erogram Chas — Crojoes
0000400003 pyoung 71 REQ_PREENC LU | 1 TI000 T43100 10000 ae20101 17200 11000
0000400002 pyoung_71 REQ_PREENC 0 1 1 1 71000 743100 10000 2929101 17200 11000
0000400002 proung 71 REQ_PREENC 0 1 11 71000 7421100 10000 2525101 17200 11000
0000400002 proung_T1 REC_PREENC 0 2 11 71000 743100 10000 anaint 17200 11000
0000400002 pyoung_T1 RECQ_PREENC 0 2 1 1 TI000 74100 10004 an2a101 17200 11000
f0p0400002 pyoung_T1 REQ_PREENC 0 2 11 TI000  T4100 10008 ana1o 17200 11000
proung_T1 REC_PREENC 0 3 1 1 TI000 | TLITD0 10000 anaiot 17200 11000
pyoung_11 REQ_PREENC o i 1 1 Haon a0 10000 2925101 17200 11000
pyoung_i1 REQ_PREENC ) 3 1 1 000 743100 Rt 25259101 17200 11000
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On the Accounting Entries Details tab, the Requisition ID will take you to the Requisition Activity Inquiry
(as detailed earlier in this chapter). The Details tab also lists the transaction type, i.e., REQ_PREENC for
pre-encumbrance. The Chartfields the pre-encumbrance was charged to are listed.

Personalize | Find | Miew 100 | k=] ==

Analysis Type Bud Ref Monetary Amount
2010 918.55
2010 918.55
2010 -918.55
2010 4301
2010 43011
2010 -430.11
2010 7.518.28
2010 7.518.28
2010 -7.518.28

Base Closed
Curr  Value
usb N
usb Y
usb [N
usb Y
ush [N
usb N
usb [N
usb Y
usb [N

Budget Period
Budget Period Yea

2010
2010
2010
2010
2010
2010
2010
2010
2010

Flsc:il Journal ID

Tran Date

2010 0004036943 07/22/2009
2010|0004036943 07/22/2009
2010|0004036943 07/22/2009
2010|0004036943 07/22/2009
2010|0004036943 07/22/2009
2010|0004036943 07/22/2009
2010|0004036943 07/22/2009
2010|0004036943 07/22/2009
2010|0004036943 07/22/2009

Firzt ™5 1-9 of 136 L4 | ast

Reference
Reversal ID

The second half of the page lists the budget reference, amount, journal ID, and transaction date. If the

transaction is a Reversal (PO Encumbrance to relieve the pre-encumbrance), then the Purchase Order ID

will be listed in the Reference Reversal ID column. Also on this second half of the page is the Closed

Value column. This column indicates whether the transaction has been closed. “Y” means that is has

closed, and “N” means that it is still open. When a transaction is closed, the Budget Processor liquidates

all of its remaining un-liquidated commitment control ledger amounts.

ORACLE’

Favorites :
- :

Requisition Accounting Entries

Main Menu > Purchasing > Requisitions > Review Requisition Information > Accounting Entries

Business Unit: 71000
From Req:
Status:

From Fiscal Year: To:

Accounting Line View Option:  Standard

Accounting Entries

0000400002 To Req:

000040000:

2

CommitmentControl Ledger Group:

Personalize | Find | View 100 |

DETAIL

First L 1.9 07136 O Last

Details
F‘M Requester Change Order Trans Type gi?o—s‘ Line Dist % GL Unit Account
0000400002 pyoung_71 REQ_PREENC o1 i 1 71000 743100
0000400002 | pyoung_71 REQ_PREENC o 1 1 1 71000 (743100
0000400002 | pyoung_71 REQ_PREENC o1 1 1 71000 743100
0000400002 | pyoung_71 REQ_PREENC o 2 1 1 71000 (743100
0000400002 | pyoung_71 REQ_PREENC o 2 1 1 71000 743100
0000400002 | pyoung_71 REQ_PREENC o 2 1 1 71000 (743100
0000400002 pyoung_71 REQ_PREENC 0| 3 1 1 71000 743100
0000400002 | pyoung_71 REQ_PREENC 0 3 1 1 71000 (743100
0000400002 pyoung_71 REQ_PREENC 0| 3 1 1 71000 743100

Accounting Period

The Chartfields tab lists some of the same information, but includes the accounting period as well.
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You can use the Requisition Document Status Inquiry to review all documents associated with a
requisition. This includes Purchase Order, Receipt, and Voucher. The navigation to the Requisition
Document Status Inquiry is Purchasing > Requisitions > Review Requisition Information > Document

Status.

ORACLE’

Requisition Document Status

Find an Existing Value

Favorites . Main Menu > Purchasing > Requisitions > Review Requisition Information > Document

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

Business Unit:

~ Search Criteria

27000 Q

Requisition ID: begins with |UUDU4DU

Requisition Status: =

Requisition Date:
Origin: begins with ~ |

Requester: begins with ~ |

E
[}
Q

Description: begins with ~ |

[ case sensitive

Search Clear  Basic Search B Save 8

earch Criteria

You can search for a requisition by Requisition ID, Status, Date, Origin, Requester or Description.

ORACLE’

Favorites
v oo

Main Menu > Purchasing > Requisitions > Review Requisition Information > Document Status
- - - -

|\ Return to Search | [+ Previous in List | [+E] Next in List

Req DOC Status
Business Unit: 27000 Req ID: 0000400993 Status: Approved
Document Date: 01/13/2010 Document Type: Requisition Budget Status: Valid
Currency: usD Amount: 1,700.00
Requester: Mancy J Karlberg
Personalize | Find | View A1 | B0 | 3 Fist B 43 0f3 O Last
m Related Info
SetlD mﬂ DoC 1D Document Type Status Document Date  Vendor 1D Location
27000 0000000328 |Payment Posted 04/12/2010 0000400205 MAIN
27000 0000400869 |PO Dispatched 01/19/2010 0000400205 MAIN
27000 04006248 Voucher Fosted 01/18/2010 0000400205 MAIN

On the Requisition Document Status page, the system displays the requisition ID, date, status, and
budget status. The Requester and total amount is also listed. In the Associated Document section, every

document that has been created in association with t

he requisition will be listed. In the example above,
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you can see that the Purchase Order was created and is complete, the Receipt was created, the voucher
was created and posted, and the payment has been sent and was posted. You can see the date each

document was created as well.

If you click on a document ID link, the system will open a new window and will take you to that

document’s inquiry page.

CcLe

Favorites :
- H

Reg DOC Status

Main Menu > Purchasing » Requisiions » Review Requisition Information > Document Status
- - - -

Business Unit: 27000 ReqID:

Document Date: 01/13/2010
Amount:

Currency: usD

Requester: Nancy J Karlberg

Document Type: Requisition

0000400853

Status: Approved

Budget Status: Valid

1,700.00

First K1 13073 I Last

Personalize | Find | View 21| @] E

SetlD Business Unit Doc o

27000 0000000328
27000 0000400869
27000 04006248

Document Type Match Workbench

Payment

Accounting Entries
Accounting Entries
FO Accounting Entries
Voucher Match Workbench Accounting Entries

On the Document Status — Related Info tab, you will see the document ID’s again, which takes you to
the inquiry page for that particular document. In addition, there is a link to the Accounting Entries for
that document. This takes you to the accounting entries for that particular document.
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There are numerous queries that you can use to review requisition information as well. To run these

queries, go to the BOR Reporting Instance and enter the query name.

BOR_REQ OPEN_AMOUNT_1 Query

This query displays all requisitions with an open amount by Fund, Class, Program, and Account. The
parameters for this query include Business Unit, Fund, Program, Class, and Account. The results include
the Requisition ID, Line number, schedule number, and distribution line number. The Chartfields are
included. The amount is the amount remaining on the pre-encumbrance. And the source status

indicates whether it requisition is still available to be sourced or not.

EOR_REQ_OPEN_AMOUNT_1 - Req Amt > 0 by FndClsPrghct

Accosnt
View Resulls
Download results in: Excel SpreagShesl CEvTamFue aLEne (8 kb)

[ e Sched Hum Distribution LI Account

Project

T
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BOR REQ OPEN AMOUNT 2 Query

This query is the Open Requisition by Department and Account query. The parameters for this query
include the Business Unit, Account, and Department.

BOR_REGQ_OPEN_AMOUNT_Z - Req Amt » U by Dept Acct

Business Unit: 71000 |Q
Account: 714100
Department:  [1402200 Q

View Results

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (1 kb)

View Al First [ 1-2012 [ Last
ReqID Line Sched Num Distribution Li Account Fund Dept Program Class Project Bud Ref Amount Srce Stat

1 |0000402780 4 1 (714100 10500 1402200 11100 11000 201 260.000 |Available

2 |0000402790 5 1 1(714100 10500 1402200 11100 11000 2011 36.000 |Available

BOR REQ OPEN AMOUNT 3 Query

This query is designed to return all open pre-encumbrance amounts for a specified Project ID.

BOR REQ OPEN AMOUNT 4 Query

This query is designed to return all open pre-encumbrance amounts for a specified requisition ID. The
parameters for this query include the business unit and requisition ID.

[BOR_REQ_OPEN_AMOUNT_4 - Prmpt by Req ID BU, Amt=0

Unit: (71000 |Q
Req ID: 000415227

View Results

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (1 kb)

View All F\rstﬂ 1606 ﬂ Last
Unit Req 1D Line Sched Num Distribution Li Account Fund Dept Program Class Project Bud Ref Sum Amount Srce Stat

1 |71000 0000415227 1 1 1714100 16000 2809104 14400 11980 2014 289080.000 (A

2 |71000 0000415227 2 1 1|751110 16000 2809104 14400 11980 2014 23746.800|A

3 |71000 0000415227 3 1 1|751110 16000 2809104 14400 11980 2014 8095.500|A

4 |71000 0000415227 4 1 1[751110 16000 2809104 14400 11980 2014 6593.400 (A

5 |71000 0000415227 5 1 1|751110 16000 2809104 14400 11980 2014 10118.250 |A

6 |71000 0000415227 6 1 1[751110 16000 2809104 14400 11880 2014 107073.060 [A
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BOR REQ OPEN AMOUNT ALL Query

This query pulls all requisitions that have an open pre-encumbrance in Commitment Control, per the
KK_LIQUIDATION table for a given business unit. The parameter of this query is the Business Unit.

BOR_REG_OPEN_AMOUNT_ALL - All Rega with enc balances
Busimess Unit 24000 0

oW Rosults

Download restlsin: & Covtearus s res (59kb)

e &Y »

Unit | POvendor | Name | RoaDate Hog BONo. | oy Lme | Req Sched Mum | Registribie | sccount | Femd | Dept [ Program | Class | Project Heg KK Amount | Heq States | 0 Stalus

1 |24000 [0000008112  |Best Buy Warehouse 1 1 1714100 10000 |vo260%0 [1600 1000 459.900|C [
2 [24000 |oo00008112 [Best By warshouse 0ooo000ss [oooason0es 2 1[r1a100 (o000 [roasoro [1es00  rio00 139.090|C c
1 |24000 [0000008112  |Best By Warthousi 1 1 1714100 10000 |vo260%0 [1e600 oo 9.000[c c
1 |24000 | [ponaanaoen 1 1|fat00 - [wos00 [ro0s010 |1no0 1000 134 000|C

& [22000 [00000082E8 |Hawlen-Packard 2] 1 1[712100 [10500 [10050%0 [1hed  [n000 2a0.000[C <
& (224000 (0000007512 [Bames Restaurant & Cateang 0000300082 | 0000300060 1 1|ram | 15100 | 11000 522.500[C C
7 I 7 1 HERE 0 [ee0 8

B | R ] 2 1 2[00 007 [2100  [=zv00 c

o | T e 3 1 1[7T1ai0a 22100 C

10 4 1

1 £ 2]

i | 7

[ o 1 ] 2000

1 1 1 2000

[ 'apper & 3an, inc 3 1 2008

1 1 1 2000

1 1 1 2000

1 3 1 7000

[ 3 0 2008

20 Toanon lsononntoes Ip noominnain (nnnnannnTy 1 s Fionon Toosnnon 2000

BOR_REQ OPEN_PREENCS KK Query

This query lists all requisition lines with an open pre-encumbrance balance in Commitment Control,
along with any associated Purchase Order ID. This query is the Commitment Control equivalent of the
BOR_REQ_OPEN_AMOUNT_ALL query that returns the open pre-encumbrance balance within the
Purchasing module.

BOH_REQ OPEN_PREENCS KK - Regs wipes PreEnc & Relatd KK
Pusicans tinkt (31550 1,
Wots Fatuin
Download results in - Eual ScascPael S5 TeiBly 505 i (142 kb)
A e g 110 o 1T ) et
[anr— Do =
unit forigin|  Reqid | Sanih [ina| B . e Hame  |Asssont| Fund | Capt oot | 09 | fudgtn | Acwwity | Eme Ruyer Emterest By | Unar sttty | Approved iy | St | Erteeed ‘;: LT et -
! s i - |l f et | e
1 [wis0afon 3 arssee| 4| 0 ] (REEERTERY T 17805 |t1000 barafencncaral 2670.000) 822900 civeeey P— — Sonommne |4 |oazac0ns 1| sleer
 aisonfon, |soosaserslocssazrres| o 1 sossarsasn | rasina |00 frmisen|17ess | 1a0o0) osa{11asens | 20008.000) w382 000|checney cooutse  fmgemans  miscamer |4 [nossenz|  arvosse i| ofosr
3 (89000 oML 1 1 100530150 40 Too 1000 204 OSI01T] 20008 200 SINT 000 | chiveey bt rigeecharat et £ 1083012 AT D004 X281 1 1|osT
4 [misonfoee  |sonssonezalocessasis| 4 i \ a0t |1a21000 | 1e30e  |isnes LT ERTERTEY a7 san] 43 8ad) chioeey raginsiss musmpiy_s1 [anevaar & aviasars|  ssafsasssnzer| 4 lear
[a1e00 [oh 1 2 1 1 W 2043 [ 1EA01D, 8 ¥R 40 000 | ubterwy freginalen [BAIEFHY_E1 | ADEVANE A 23182013 1|o8T
t|a1000|oh 3 2% SERE) G LR 139 20 £ 133 shbirny eginelee [EAURPHY_B | ADEVANE A S 12013 Liid
] : o 209 |nose ovafoateanna|  sasso]  exevelsmsy aginates  [Bampvy_s1 Jaopvane a Joarwaon 1|ost
0 [mison o . 1 ' anrranl a0 300 chevey bagiraien [Bumpey_f1 [aseuse PR [ RTEETEY est
4 [=1000 jCAT 5 | e 1 1 17 480) 20 S20 [ ACTOUYERS focanin 54 YL ANDE Hs | Bnartin_S1 £ 03212013 290G | 1) 1osr
1% [81000 |CAT " 1 1 2| 1800000 LR 14,200 | WETEUVERS] jgburein 84 [LANCERS merariin_§1 A SR ROSATIEAT | 1B 1osT
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BOR REQ PRE ENC AND REV_1 Query

ePro Inquiries, Queries and Reports

This query lists pre-encumbrances by fund, program, and account. The parameters for this query include

Business Unit, Class, Program, Account, Fund Code, and Budget Period.

HOR_REU_PRE_ENC_AND_REV_T - Preknc Fund CT,Prg Acct

Business Unit:

Clans Fielt:

Program Code: 12

Account

Fund Cada:

Dudget Peried: 7014
View Rusuls

Download results in . Eusl SpresdSnes! GO Tedfils XMLEIR (18 Kb)

Ve Sched Hem Tistribution L1

Fudget Period

1] 1

ki 1

% 1

ki 1

% 1

ki 1

i 1

- :

R i 1

6 |poooaziass g 3 ]

1 [noonazos3a B 1

batoaznna g 3 ki

" [notnaznaat 3 1

"~ [btt0aziaan g 3 ]

5 [ooooaziaca i 1 1[Faion

[ T 7 7 R 9,000
7 [povoaztese 1 1 T[re 506,000
T 1 7 R 05,000
[ 1 1 RS 5000
£ 1 1 R 5990
&l Z| 1 T[re 7900
= B 7 GG To90
= 1 1 IR 40000
2+ [oovoszz 1 1 T[T [ 1008020 120,000
22 [ooooazaeaa 1 1 [T [ 1008010 88960
4 [po00azasas 1 1 1[rsm Tro000 1008010 8050
E 1 1 [T [ 1008010 58500
= 1 T e Thnmnin Py
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BOR REQ PRE ENC AND REV_2 Query

This query displays pre-encumbrances by Department and Account. The parameters for this query
include Business Unit, Account, Department, and Budget period.

HOR_REQ_PRE_ENC_AND_REV_T- Proknc by Dept & Aol

Business Unit:
Arcount:
Department:
Budget Penod: 2
View Resuts

Download resulfs in - Lo Speeagihest C5v Tetiie kUl fie (Bkb)

= Sched Hum Testribution i et Fund Dapl
1[744100 £ Treo0t00
1[71a100 |6z0mt00
1[73a100
1|Tiei00
1[744100
F[Faat00

BOR REQ PRE ENC AND REV_3 Query

This query displays pre-encumbrances by Project

D.

BOR_REQ_PRE_ENC_AND_REV_3 - PreEnc by Project id

Business Unit

Project:
Hudgel Period: (2012
View Resulls

Dowrload results in . Excel3preagstesl CExTedFila XMLFie (1 Kb)

Line Sched Hum Destribution Li

: : i Program 1 Class rl-‘&t'qﬂcl I

:= i;)))ﬂ”;; : : I::::J :

6 [ooooitares 1 [51000 T1_18z 014 [
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BOR REQ PRE ENC AND PO Query

This query displays requisition KK Activity Log data, along with the corresponding purchase order and
amount.

BOR_REQ_PRE_ENC_AND_PD - Req nmbr & data wiPO & amount

Requistion I0; 50

Uusiness Unk 3
View Hesulls
Downdoad resuls in - Excel Seeacsoes! GE(Tedfin EMLFIe {3 kb)
a4 Frat ] 15019 g Last
Unt Line | Accouni | Fund Dept Frogram Projoct | besgel Renod GoloAclleg | Acciglate | fype | Tevmphate [ Jowmaim | 0 Mo [ Lne | Poat Stat
BO20N3E 17rE20 !HII‘D Gas Jﬂlﬂ’!'lﬂ Ic X jo000L03 128 | 1
B20738 =] D 0000803188 | 1|
17620 | 1]
i
e ; =
9 |35000 150000 |B020338 Y7820 S950.000 | DA302010 [REQ_PREENC E] |
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ePro Inquiries, Queries and Reports

GeorgiaFIRST Marketplace &«

Requisition Reports

Just like queries, there are many reports that deal with requisitions that you can generate in the system.

Requisition to PO Cross Reference Report (POY1100)

The Req to PO Cross Reference Report lists the cross reference between requisitions and associated

purchase orders. The parameters for this report are the From/To Dates and the Business Unit. The

navigation to this report is eProcurement > Reports > Requisition to PO Xref.

StopOverall Height 2 In.,
Chverall Length 13-3# In.,
Chverall Wfdth 19384 In.,
Material Rubber, Color Blads

Report I0: PO 100 People Soft Purchasing Page Ho. 1
User io: QITPAGE REQUISITION TO PO XREF REPORT Fun Dats 1102014
FunContol:  test Run Tima 2:47:38 PM
ReqDak s heluded: Thru:
Buslness Unit 389000
R qulsition Furcha se Ordsr
1D Lini sc hiDst Cate tam 1D Dsscription cuantity UWOM  POID Contract 1D Rel Ship Cate Liniseh/Dst Guantity CUR Price
OO0A0KE16 11 1 3z Ammunition, 12 ga 9 pellet LR 400 €S 0000407349 ey ic) 11 1 400 UsD f==2=r)
ooB
[ B W ey P nh ) Ammunition, 40 120gr Thi 200 CS 000407349 ey ic) 31 1 200 ush 21580
Q0007 I B I ) P i) 223 cal 55 grain Fhl 40 EA 00007347 A3 11 1 400 Ush 31525
o000 1248 11 1 Iz Time CardRecords Date and 100 EA oo0CA07EES A0 11 1 1.0 Ush 0.29
Time, Number of Sides 1,
Height3 In., Width 4.13 In.,
For Use With 15F552 and
15F553, Pack age Quantty
100
2 1 1 ez Indoo i Outdo or 200 BA 0000K07E5 4182012 2.1 1 200 ush 21.07
General purpese Extersion
Cord, Round, Inde orfOutd oor
Yes, GaugeConductor 1203,
Max. Amps 15, Voltage
R ating 125, Watks 1875,
Jacket Type PVC, Cord Type
ST, Jacket Color velloan
with Black Stipe, Power
Indicator es, HEWA Plug
Confi
I B W<y = nh ) Pallet Jack Paring Device 200 BA 0000K07E5 4182012 31 1 200 ush =<k
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Requisition Print Report (PORQ010)

ePro Inquiries, Queries and Reports

This report is a hardcopy of a requisition. You can print according to Requisition ID, Date range, and
Requester. When running this, select all requisition statuses to ensure your requisition prints. The
navigation to this report is Purchasing > Requisitions > Reports > Print Requisition.

Ship Te: 504 Colle
Alb

atty' G

Line-Schd  ftem

141

Drive
05

Drescription

Office supplies
far the office
and staff of
Facilties
lanagement

Buver. Corbet Carkene
Wendo: 0000004056 Office Max

== Facilties! Administrat e
Ses dtached ==

Requisition

Business Unit:

Req IO
ooo04014 76
R equester

Hudson, Tifanie
R equester Signature

Mty IO Guartty LOM

1.0000LoT

Line Totat

Total Requisition Amount.

21000 OPEN
Date Page
01509 /2014 1
Currency
sl
Price E xended Amt Due Date
124 53 154 53
l24.52
l24.52
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Requisition Budgetary Activity Report (POS8002)

ePro Inquiries, Queries and Reports

The Requisition Budgetary Activity report provides budgetary amount information for requisitions
according to the parameters you input. The navigation to this report is Purchasing > Purchase Orders >
Reports > Req and PO Budgetary Activity. The parameters for this report include Business Unit and Date
range. You can also specify to return only data with a specific amount remaining open. And you can sort
your results vendor or by purchase order ID. You can also include specific Chartfield ranges as well.

ORACLE"

Favorices Main Menu > Purchasing > Purchase Orders » Reports > Req and PO Budgetary Activicy

Reqg-PO Budgetary Activity

Run Control ID:  report Report Manager Process Monitor Run

Language: English -

*Business Unit: 71000 |Q, +*Budget Date From: [12/03/2013 [ *To:  [0110/2014 |5

Remaining Amount: - [ 0.000 ysp

© Vendor Name © Purchase Order ID

Business UnitGL: (71000 |3

ChartField Sort Options Personalize | Find

Report Request Parameters

*ChartField Short Name From ChartField Value To ChartField Value
ACCOUNT Q| Account all
B save

_E'q-Mcl | _ Update/Display |

After inputting your parameters, you will need to select Requisition Budgetary Activity — POS8002 on the

Process Scheduler Request page.

ORACLE’

Fa\rovr'rtes MainvMenu > Purchjswng b3 Purchasg Orders > Repvorts » Reg and PO Budgetary Activity

Process Scheduler Request

UserID: OITPAGE Run Control ID: report

Resetto Current DateTime

Distribution

Distribution

Distribution

Server Name: - Run Date: |01/10/2014 IE]
Recurrence: - Run Time: |2:54:42PM [
Time Zone: lio‘
Select Description Process Name Process Type *Type *Format
Procurement Budgetary Activity POSB001 SOR Report ‘Web = PDF -
Requisition Budgetary Activity POS2002 SOR Report ‘Web = PDF -
OK Cancel
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Peoplesoft Purchasing Page No. 1
Beport ID: POSE002 REQUISITION BUDCETARY RCTIVITY RERORT Bun Date: 01/10/7014
Bun Time: 14:55:
Business Unit: T1000 Eudget Date From 03-DEC-2013 To 10-JAN-2014
Recount: RLL
RED I EEQ Approval Date LinesEche 4 Henaining Amount Account
0000414997 10-DEC-2013 1/1/1 55, 00
0000415022  16-DEC-2013 1/1/1 0.00
0000415040  04-DEC-2013 1/1/1 0.00
0000415040 04-CEC-2013 2/1/1 0.00
0000415040 O4-pEC-2013 3101 0.d00
0000415040 04=-DEC=2013 4/1/1 0.00
0000415040 04-DEC-2013 5/1/1 0.00
0000415040 D4-DEC-2013 67171 0.00
0000415040 D4-DEC-2013 7/1/1 0.00
0000415040 04-DEC-2013 811 0.00
0000415040  04-DEC-2013 9/1/1 0.00
0000415040 04-CEC-2013 10/1/1 0.00
0000415040 O4-pEC-2013 117171 0.d00
0000415040 04=-DEC=2013 12/1/1 0.00
0000415040 04-DEC-2013 13/1/1 0.00
0000415040 D4-DEC-2013 144171 0.00
0000415040 04-DEC-2013 15/1/1 0.00
0000415040  04-DEC-2013 16/1/1 0.00
0000415041 03-CEC-2013 1/1/1 0.00
0000415041 03-pEC-2013 2/1/1 0.d00
0000415042 03-DEC=2013 1/1/1 0.00
0000415042 03-pEC-2013 2/1/1 0.00
0000415043 10-pEC-2013 1/1/1 0.00
000041505 10-peC-2013 1/1/1 0.00
naa0s 5 10-DEC-2013 1/1/1 o.o0
0000415056  10-DEC-2013 1/1/1 0.00 781110
0000415057 10-CEC-2013 1/1/1 0.00 651110
0000415058 10-pEC-2013 17141 0.d00
000041505% 10-DEC=2013 1/1/1 0.00
0000415062 10-pEC-2013 1/1/1 0.00
0000415066 10-peC-2013 1/1/1 0.00
0000415067  10-DEC-2013 1/1/1 0.00
0000415068 10-DEC-2013 1/1/1 0.00
0000415068 10-CEC-2013 1/1/2 0.00
0000415068 10-pEC-2013 1/1/3 0.d00
000041506% 05-DEC=2013 1/1/1 0.00
0000415070 04=-DEC=2013 1/1/1 0.00
0000415070 04-DEC-2013 2/1/1 0.00
0000415070 D4-DEC-2013 3/1/1 0.00
0000415070  04-DEC-2013 4/1/1 0.00 714100
0000415070  04-DEC-2013 5/1/1 0.00 714100
0000415070 04-CEC-2013 &/1/1 0.00 714100
0000415070 O4-pEC-2013 T 0.00 714100
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