Creating a Requisition

1. Link for PeopleSoft core: https://dfs-fscon.gafirst.usg.edu/psp/F89PRD/?cmd=login&languageCd=ENG&

2. Enter your User ID and Password.
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Notice to Users of this Computer System

This is a University System of Georgia computer system. This computer system, inchiding
all related equipment, networks and network devices (inchuding internet access), is provided
only for authorized University System of Georgia use. Unauthorized use may subject vou to
criminal prosecution. All information, inchuding personal information, placed on or sent over this
system may be monitored. Use of this system constitutes consent to these terms of usage.

3. Click the eProcurement link.
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Creating a Requisition

4. Click the Create Requisition button. You may select from the Menu Bar from the left or the first item
listed on the screen.
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5. Your screen should look like this:
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— Manage Requisitions Create Requisition
— Approve Requisitions — A
— Receive ftems “:‘ 1. Define Requisition & 2. Add Items and Services \5 3. Review and Submit |

— Procurement Card Center

- Reports E Specify requisition name, requester, and other information that applies to the entire requisition.

Unit: Q Augusia State University
Requisition Summary . X
There are no lines on this request “Requester: |JC|WETE’5 |O\ Judy Q Waters ‘Currency:

Please add new line in order to Requisition Name: | | Priority:
save s rEausten Line Defauts
Total Lines: 0 Continue

Total Amount (USD). 0

6. Inthe Requisitions Name field: Enter a short description such as "Computer for Room 101".
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I eProcurement -~
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| Help
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— Manage Requisitions Create Requisition
— Approve R 1 = R
— Receive ltems |E‘ 1. Define Requisition & 2. Add Items and Services \b 3. Review and Submit ‘
— Procurement Card Center
- Reports ~| Specify requisition name, requester, and other information that applies to the entire requisition
Business Unit: Augusta State University
Requisil Summary . .
There are no lines on this request Requester: | Judy O Waters ‘Currency:

Please add new line in order to Requisition Hame: | |

save this requisition.

Total Lines: 0 Continue

Total Amount (USD). o
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7. Click the Expand section button (small arrow before Line Defaults).

w e |28 |+ | @ create Requisition | @ PR _main_menu I - B =~ [} Page + ) Taols -
Home Worklist Add to Favorites Sign.
[~ eProcurement -
I> Buyer Center
- Create Requisition Create Requisition
= Manage Reguisitions — = 'l
— Appro istions E‘ 1. Define Requisition E!; 2. Add ltems and Services \:; 3. Review and Submit
Specify requistion name, requester, and other information that applies to the entire requisition
-
2 Business Unit: Augusta State University
Requester: Judy Q'Waters *Currency:
Requisition Summary
There are nolines on thisrequest. RequisitionName: | Com puter for Room 101| Priority: Medium v
=
Flesse add new line in orderto
save thisrequisition Note:The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.
Total Lines o Vendor: 0000000002 =} Vendor Location: | |1an Q
Total Ameunt (USD): Buyer: meubanks Q. Category: 20453 Q Unit of Measure: =

ShipTo: RECEMN(C, [=] Modify Shipping Address
Due Date: El Attention:

[Accounting Defaults
Charffields Y  Details Yy Assetinformation | [F=2)

Location ~ GL Unit Account  Fund Dept Program Class Project BudRef BudgetDate
PROC |Q |27000 |Q (714134 |Q (10500 |Q 1063200 |Q 18300 O (11000 (O Q2010 037182010 |[&) [=]
Continue

Note: Information entered on the Line Defaults page will be the default for all lines added to the
requisition; however, data can be changed on individual lines as needed.

8. Enter the vendor number (Must be 10-digits). If you do not know the vendor number, click the Vendor
Lookup button.
a. Search for Vendor under Short Vendor Name field.
b. Click the Find button.
c. Click the Vendor ID link.
d. When selected it will be passed back to the requisition defaults.

9. Click the Look up Buyer (Alt+5) button.
a. Select the appropriate Buyer from the Search Results table.
Amber Armour — All IT related purchases (excluding copiers)
Lynn Carmack — All general purchases (excluding IT related purchases, copiers, furniture, and travel)
Judy Waters — All furniture orders, lease or purchased copiers, and preventative maintenance
Tamisha Sullivan — All athletic per diem and travel orders
Tamisha Sullivan — All per Diem orders (excluding Athletics Department)
Generic Travel — All travel orders (excluding Athletic Department)
Year End Buyer — Only use this buyer if instructed by VP of Business Services with year-end funds
Click the Look up Category (Alt+5) button.
Enter part of the description in the Description field.
Click the Look Up button.
Select the appropriate Category for the requested item from the Search Results table.

®ao0 o

10. Click the Look up Unit of Measure (Alt+5) button, select the correct one.

11. Do NOT enter a Due Date.
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12. All chartfields can be entered here on the Accounting Defaults Chartfields1 tab. Based on the requester's
setup, some chartfields will automatically default.

a. Required chartfields will be Account, Fund, Dept, Program, Class, Project (or Grant), and Budget
Reference (budget year).

b. If the

requisition consists of multiple lines for different account numbers, it is best to leave the

account number blank and manually enter each account number on each line on Step 3 — Review
& Submit.
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= Manag isitions

Requisition Summary

Thare are no lines on thisraquest

Plesse sdd new lingin order to
save this requisition

Total Lines: 0

Total Amount (USD) a

— Create Requistion E]

Add to Favorites

-~

Create Requisition

| E‘: 1. Define Requisition El; 2. Add ltems and Services \E 3. Review and Submit |

Specify requisition name, requester, and other information that applies to the entire requisition
~

Business Unit: [z7000 | Augustastateuniersity
Requester: [ | sudyawaters ‘Currency:  [Us0 |

Requisition Name:  |Com puter for Room 101] | Priority:
B

Hote:The defaults specified below will be applied to requisition ines when there are no predefined values for these fiekds.

Vendor: 0000000002 Q Vendor Location:  lain a
Buyer:  [meubanks QL Category: 20453 Q UnitofMeasure: ||

ShipTo: RECEMMN(C,  [=]Modify Shipping Address

Chartfields1 Asset Information.

Location GL Unit Account Fund Dept Program Class Project Bud Ref

Budqet Date

[PROC | [27000 | [714134 ] [10500 | [1063200 | [16300 | [11000 |Q | @ 2010 0382010][ [=]

Continue

13. If this is not an equipment purchase over $3,000, please skip to step # 15. If the is an equipment
purchase, please continue to step #14.

14. Click on the Asset Information Tab.

a. Enter the AM Business Unit (27000).
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Requisition Summary

Thare are no lines on thisraquest

Plasse 3dd new line in crdsr to
save thisrequisition

Tetal Lines: Q

Total Amount (USD). 0

[ eProcurement A
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Create Requisition

‘ [Tk 1.DefineRequisition Bk 2ndditemsand services E8  5.Reviewand submit |

Specify requisition name, reguester, and other information that applies to the entire requisition.

>
e Business Unit: [z7000 | Augusta state University

Requester: ‘ ‘ Judy QWaters *Currency: l:l
Requisition Name: ‘ ‘ Priority:

=

Hote:The defaults specified below wil be applied te requisition lines when there are no predefined values forthese fields.
Vendor: | |& Vendorlogaon: | |g
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[ Ghadfielget ' Dets

AssetInformation

=
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b. Click on the Look Up icon to select the appropriate Profile ID.
ﬁil [ Create Requisition l_l
[ Oracle  S—

LELUss
LELDGZD
3

Les: ing 30 Year
Leases 35 Year
Lezsed Buiding 40 Year
Lezses Buiging 43 ear
Leszed Byiging 50 aar
Lezses Buiging 55 Year
Leased Buiding 50 aar
Leased Computers
LEASEDLAND Leased Land
LEASEIMP  Lessshold Improvements
Leased Fao & Oth Improw-10Yr

Requisition Summary & Oth Improv-15 Y1
Description Oty UOM Leased Fac & Oth Improv:
00 1 Ea Leased Fao & Oth lmprow-25 Yy

27000 LEACIMPS  Lessed Fac & Oth Improv-5Yr

Tz 1
Total Amoue (USDY. 300100

B ffice Mach & Eauip 5 Vear

27000 QFFMCH10YR Qffice Mach. & Equip 10 Year
CTHEQOSYR  Other Equipment 5 Yzar
Other Equipment 80 Year
ol R Other Equipment 15 Year

27000 CTHEQIOYR  Cther Equipment 30 Year

TITLERETSF
VEHICOSYR
VEHICIO0YR
WOART f ArvNon-Depresisble
VIOARTD Works of ArvDeprecizble
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c. Select the appropriate Profile Id for the equipment which will be purchase. You must determine
the life of the equipment according to the category. Select the appropriate Asset Profile ID and
Description. If the equipment is between the dollar amount of $3,000 and $5,000 then it would be
considered Small Value Property (SVP).

d. Click the Button Continue
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[~ eProcurement ~
I Buyer Center
Eate Heguetin) = Create Requisition

= Manage Requisitions
— Approve Requisitions

1. Define Requisition 2. Add ltems and Services

3. Review and Submit

| Specify requisition name, requester, and other information that applies to the entire requisition.

|
s Business Unit: l:l Augusta State University

Requisition Summary Requester: | | Judy Q'Waters ¥
Thare are na lineson thisrequest. Requisition Name: | | priority:

Plesse add newline in order to =)
savethisrequisition.

-~

Note:The defaulte specified below will be applied to requisition lines when there are no predefined values forthese fields.

Tatal Lines 0 Vendor: l:IQ Vendor Location: l:lq
Total Amount{USD). 0

Ship To: (|G, [=]Modify Shipping Address

Chartfields1 Detsils Asset Information ==:F
AM Business Unit Profile ID Capitalize CostType Description

27000 O [ & =
I
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15. Click the 2. Add Items and Services link.
16. Click the Special Request link. Then click the Special Item link.

= : »
w & [@Create Requisition ] I &~ B = v hPage - (0 Todks -
Worklist Add to Favorites Sign out
 eProcurement - Help
[> Buyer Center b |
— Create Requisition o
— Manage Requisitions — Create Requisition
— Approve Requisitions = = A
— Receive ltems | D 1. Define Requisition El‘%: 2. Add Items and Services \& 3. Review and Submit |
— Procurement Card Center
- Reports + Addlines to the requisition, specifying the infermation necessary to procure each item or service.
= Search: | ), Search
Requisition Summary C:Iﬂog Fa\m!iu 'Ielllpl:ies Fnrm-; Weh Special Request
There are no lines on this request. Select a Request Type
Please add new line in order to [ Special ltem I Request an item that is not listed in the Catalog.
save this requisition Fixed Cost Service Request a one-time senvice for aflat fee
Total Lines: 0 Variable CostService  Requesta service for which the fee is based on the time worked.
Total Amount (USD) o Time and Request a service for which the fee is based on the time worked and materials used
Review and Submit
— — = s >
e @ |23[+| @create requisiion x I'_',énddﬂundate POS [!Eman addresses at ASU ] I - B - # - [hrage - G Teoks -
Home Worklist Add io Favorites Sign out
[~ eProcurement - ~
I> Buyer Center T I y |
Create Requisition

~ Manage sitions 1 | E‘ 1. Define Requisition @5 2. Add Items and Services \g 3. Review and Submit |

Add lines to the requisition, specifying the information necessary to procure each tem or service.
— Procurement Card Center

e ™I search: C)Search
] |>

==————— """ Catabg  Favorites | Templates | Forms [ Web | Special Request

Special ltem
Requisition Summary
Th Ii thi it
S nelinssoninisrequsd “ltem Description: |7 3 0GHz 4GB Ram 160G8 HD, 17" Moniter, & 3 Year wamaniy Quote #531283208 |
Plesss sdd new line in crderte N . 100500 . .
ssva this r=quisition Price: Currency:
“Quantity: ! “UnitofMeasure: [ | %
Total Lines: 5
- “Category: ‘2“43 O\ Due Date: Eﬂ
Total Ameunt (USD)
Vendor ID: 0000000002 @ pell computer Corporation Suggest New Vendor
Vendor ltem ID:
MigID: Q

Mig tem ID:

Additional Information

[] send to Vendor [[] show at Receipt []show at Voucher

Addbem | Cancel | AddorStarthewTyps |

17. Enter the desired information into the Item Description field. Enter as clear and accurate description as
possible (first 25 letters will be the description on your inventory reports.

18. Enter the cost in the Price field and Enter desired amount in the Quantity field.

19. Enter any comments you wish to be seen on the requisition. Note: You may add multiple comments by
clicking the + sign to the right of the comment box.
a. Click the Send to Vendor checkbox if you want the Comments inserted under Additional
Information to appear on the purchase order
b. Click the Show at Receipt checkbox for the comments under Additional Information to show at
the time the item(s) are received

c. Click the Show at Voucher checkbox if the comments entered under Additional Information need
to be seen at the time of vouchering.
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20. Note that no lines currently exist on the requisition. The line information is not saved until the Add Item
button is selected.

21. Click the Add Item button.
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Viorkist

Add to Favorites Sign out

I Buyer Center

— Create Requisition
= Manage Requistions

Create Requisition

123

1. Define Requisition

‘Add lines to the requisition, specifying the information necessary to procure each item or service.
| Search:

(CySearch
|3
Catalog  Favorites | Templates Forms | Web | Special Request
Special ltem

2. Add Items and Services

— Approve Requisttions
= Beceive tems

%

3. Review and Submit ‘

— Procurement Card Center

Requisition Summary
Therare na linss an thisregusst *ltem Description: | W3.0GHz, 4GB Ram, 160GB HD , 17" Monitor, & 3 Year wamanty Guote #531283209 |
Please add new line in order to v 100500 ErmET USD
=2ave this rquisition g :
*Quantity: 1 UnitofMeasure: |58 Q
Total Li 3 o
T:mm‘r::im(usm' *Category: 20453 = Due Date: &
Vendor ID: 0000000002 | pay Computer Corporation Suggest New Vendor

O
[
—

Vendor item ID:
Mfg ID:

WMfg ltem ID:

| []send to Vendor [ show at Receipt [] showat Voucher

Add tem

Cancel | ‘Add or Start New Type |

22. Once the Add item button is selected, the Requisition Summary section is updated with the number of
lines and amount.
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Workdist Add to Favorites

[ eProcurement ~ Create Requisition
> Buyer Center —
|| - CreateRequiston  [E] |D 1. Define Requisition 2. Add Items and Services

\ﬁ 3. Review and Submit |
= Wanage Requisitions
— Approve Requisitions
= Beceive tems

— Procurement Card Center

dd lines to the requisition, specifying the information necessary to procure each item or service.
searte: | Gseoreh |

- ) Catalog ~ Favorites | Templates Forms | Web | Special Request

L] |3 Special tem

Requisition Summary |
Qty UOM
Desktop Computer 1

“Item Description:
Description

T—1

—
—
fosss &

EA *Price: *Currency:
Dell Opti “Quantity: *Unit of Measure:

Total Lines 1 *Category:

Due Date: @
Total Amount (USD), 100500 VendorID: 0000000002 QU Dell Computer Corporation Suggest New Vendor
Vendor ltem ID:
MiglD: o
Mfgitem ID:

[ sendtoVendor [Ishow at Receipt [] showat Voucher

Addtem | cancel |  AddorStartNewType |

Note: If an additional line should be added, simply complete the information and click the 'Add Item'
button. (Repeat Steps 17 — 22)
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23. Click the Review and Submit link when you have completed adding all desired lines.
ﬁ_ﬂﬁl@@eate Renuisition lil & - B - [Brroge - @rock <
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Add to Favorites

[~ eProcurement ~ iciti "
' Buyer Center “~ Create Requisition g
— Create Requisition =l ‘ E‘ 1. Define Requisition El‘» 2. Add Items and Services \& 3. Review and Submit
- - 3 -
Manage Requisttions
— Approve Reguisitions Review the detailz of your requigition, make any necessary changes, and submit it for approval.
= Beceive tems
-~ ErocurementCardCenter | gyginess Unit: 27000 Augusta State University
£ -
s, Requester: aters Judy QWaters *Currency: UsD
RequisitionName:  [Com puter for Room 101 Priority:
Requisition Summary
Description Qtyuom Requisition Lines
Desktop Computer 1 EA Line Description Vendor llame Quantity uom Price Total
Dell Opti _
Desktop Computer Dell OptiP Dell Computer Corporation 1.0000| Each 1,005.000 100500 R
Total Lines 1
Totsl Amcunt(USD). 100500 [] Select All/Deselect All Total Amount: 1,00500 USD

L ® addto favories IE‘;‘_Mud\fyLmEIShllenglAchuntlng | Tbekte |

| ®
[] sendtoVendor [] ShowatReceipt [] Show atVoucher

g Check Budget

[ save as Template

Elavessubmit | Ssavespreviewapprovals | 3¢ Cancelrequisiion | Find more items.

24. Select the requisition line by clicking the box to the left of the line.
Optional Step: Click the Add to favorites button if you want to place the selected lines in your list of
commonly ordered items. The pop-up window confirms you have successfully added the item or informs
you that the item already exists in your list of favorites. Click the Close button.

25. Click on the Modify Line/Shipping/Accounting box

26. Click "Load Values from Default" (blue link at bottom right)

w [@oaate Requisition ]_ - = - |- Page + () Took -
ORACLE'

Wew O

[~ eProcurement ~
I> Buyer Center H

- mmepms“ = Create Requisition
Manage Regquisitions
— Approve Requisitions - . - - .
- Receive tems Modify Line /Shipping /Accounting

= Procurement Card Center

Add to Favorites

e Note:Theinformation below does not reflect the data in the selected requisition lines. Vhen the Apply'button s clicked, the:
data entered on this page wil replace the data in the correspending fields on the selected ines.

Requisition Summary vendorin: [ | VendorLocation: | |Q
Description atyuom

Desktop Computer 1 EA Buye: [ o Category: ]«
Dell Opti

Total Lines f shipTo: [ |@ [ Modify Shipping Address

Tetsl Ameunt(USD). 100500

|Accounting Information
A

Customize |Find [View Al Bt 1 of1 Laf

Chartfields1 Detsils | Assetinformation | [F=2F
Percent GL Unit Account Fund Dept Program Class Project BudRef BudgetDate

[ wa_’[_a[__a[ [ [ _pEEH
|

Load Values From Defautts
Apply cancel |
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27. Click Apply once you have checked your chartfield account number.
v e [@CreateReqwsmun ]_

ORACLE‘ Home Wioskdist Add to Favorites Sign o
[T —

[~ eProcurement ~
I> Buyer Center b |

= Create Requisition .

= — = CreateRequisition
Manage Requisitions

— Approve Requisitions

e e Modify Line /Shipping /Accounting

= Procurement Card Center

- feh - [k Page () Took -
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e—— Note:The information below does not reflect the data in the selected requisition lines. When the ‘Apply*button is clicked, the
data entered on this page wil replace the data in the corresponding fields on the selected lines.

Requisition Summary VendorID: (0000000002 Q Vendor Location: Q

Description Qty UOM

Deskiop Computer 1 EA Buyer: Q Category: 20453 Q

Dell Opti..

Totsl Lines: 1 ShipTo: RE CEMN(Q, [=] Modify Shipping Address

Total Amount (USD). 100500

|Accounting Information
Chartfields1

Customize |Find [View Al Bkt 10f1 Lol

Details | Assetinformation
Percent GLUnit  Account  Fund

Dept Program Class Project Bud Ref Budget Date

1 [zrosja [rvias ] [roso0 & [wsamo oo @ frovo A [ J zoe el 1 ]
|

Load Values From Defautts

28. Click the OK button to apply all default information to all lines that were selected in Step 24.

— - = »
* & [@Create Requisition l I B ov B e v shPage - 0 Tooks -
Home Worklist Add 1o Favarites Sign out
= Procurement & Help
I> Buyer Center W
= Creale Requisition = Distribution Change Options

— Manage Reguisitions
— Approve Reguisitions

0 For the selected requisition lines, apply distribution changes to
= Receive tems

— Procurement Card Center | © AllDistribution Lines
< |* Apply changes to all existing distribution lines.
—
Matching Distribution Lines
Requisition Summary N B N B N
Description Qty UOM Apply changes to each existing distribution line by matching the distribution line numbers.
Deskiop Computer 1 EA o o
Dell Opti Replace Distribution Lines
Remove the existing distribution lines and replace with the distribution lines changes.
Total Lines 1
Total Ameunt(USD). 100500

0K ] Cancel I

29. Click the OK button to apply all default information to all lines that were selected in Step 24.

30. Click the Expand Section button to view the line and distribution information for the line.

Note: This section is where you can change the account number in the appropriate field if the account

numbers are different on multiple lines and you do not include the default section in Step # 12b.

Requisition Lines

Line  Description Vandor Name Quantity oM Prica Total
1 Computer Decktop-Cuote £ Dell Computer Conporation 10000 Each 1000 100 B30
Consclidate with other Reqs Override Suggested Vendor
Shipping Lines Due Date: [ Quantity: [19000 | I+ 1=
Status: Active =5hip To: RECEMNG 3 = Modify Shipping Address
Attention: |

“Distribute by, 2% %] speeachart 2
Accounting Lines L
T coamensz [ crammenss | Dot [ Ascetwiomaton

“Location uantrty Percant

PROCTY 10000 | 100 0000

Dell Computer Corporation | 10000 Eaeh 1000 100 B340

>0 2 Computer Monitor - Quote

[ Sslect 2ll/ Cesslect All Total Amount: 200 UsSD

L # addtofavorites | I Modify Line /Shipping / Avcounting | Tl Defete |
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31. Click the Save & preview approvals button when you are done updating the requisition and want to
preview the approval routing.
L e [ N e
ORACLE’
vew G|

[ eProcurement «~| Create Requisition ‘
[> Buyer Center = — = 1
| - CreateRequision [} ||:‘ 1. Define Requisition El; 2. Add Items and Services \s 3. Review and Submit

= ldanage Reguisitions.

Add to Favorites

[ rrp—— Review the details of your reguisition, make any necessary changes, and submit f for approval
- Receive tems.
= Procurement Card Center ;| Business Unit: Augusta State University

L] ‘l Requester: Judy QWaters *Currency:

Requisition Name: |Cumuuler for Room 101 Priority:
Requisition Lines

Requisition Summary

Description aty UOM
Desktop Computer 1 EA
Dell Opti b[# 1  Desktop Computer Dell Optie Dell Computer Corporation 1.0000 Each 1005000 100500 FECO
Taotal Lines: 1
Tetsl Amcunt(USD). 100500 Select All/Deselect Al Total Amount: 100500 USD
L 4.” ‘Add to favorites ‘ E‘;Mm\fy Line /Shipping /Accounting ‘ ﬁbebe«e |
| |®
[ sendtoVendor [] ShowatReceipt [ Show atVoucher

5| Check Budget

[ saveas Templa

[Eleave & submit Peaved preview approvals ‘IxCanoE\quuEmDn | Find more tems
S — |

32. The confirmation page allows you to review who is in the approval path for this requisition based on the

chartfields. This field will be updated with the appropriate approver's user id.
iﬁf & [gcreate Requisition I l ﬁ

d Department and Proj. Approval

= Line T:nitiated [F]Start bew Path)
‘Compuisr DESkN - QUMe ¥ 123456 E—
Department and Pro). Approver
hy Profik
= Detsil JobcodeRole
£ ] 1 Hil
= Line Zinitiated
Compat Vo - st # 5345 Do
Description QtyUOM| e
Computer Deskiop 1 EA partmant 2nd Pro). Approvar
-Quote #...
Computer Monitor- 1 EA
Custe ..
Toal Lines- 2
Total Amourt (USD). NIGP Item Category Approval
= Line Tnitiated [E]Start bew Fath)
‘Compuier Deskiop - Cuoke # 123456 =
IT &pproval
Not Routed
Janice A Deloach
@l’ E T Approwall
= Line Zinitiated [ Start New Path|
‘Computer Monor - Guole # 123456
IT &pproval
Not Routed
Janice A Deloach
” B
Submmit | e | e

33. If this item should be approved or reviewed by another party (Kim Gray for Grants, etc.), you may at this
time add an Ad hoc approver or reviewer by clicking on the + sign on each line.
Note: The system will automatically add the IT department as an approver, so please do not add IT again.
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Creating a Requisition

34. Once you click Insert, the reviewer or approver will be added.

T:f ﬁ'ﬁ‘ [@Craata Requisition I l @ 3 Ei';] @ M QPGQB T q

= Line Tinitiated

‘Computer Desitop - Quoke # 123455 BHlstart bz Patt

Dspartment and Fro] Approvsr

= Mot Routed
Lynn Carmack
I

= Detai JoboodeRoke.

< I J[2d = Line zI| € https: //dfs-fscon.gafirst. usg.edu/psc/F89PRD_... \;[ (m] E
Computer M

s

Description Gty LIOM|
Computer Desktop 1 EA
uote #...

Computer Monitor- 1 EA|
Quotz .

oNER Insert additional approver or reviewer
=

HIGP Item Cat
User ID: Kimberly F Gray

= Line 1
compierd| | INsertas: @ Approver

O Reviewer

TorlLnes:
Total Amourt (USD)

o

Cancel

35. Click the Submit button when you are ready to send an approval notification to the approvers.

= Create Requisition - Windows Internet Explorer

5:-} ~ | ] hitps:fjofs-Fscon.gafirs. sq,edujpsp/FE9PRD_LIEMPLOYEE/ERP/c/PY_MAIN_MENU.PY_REQ_ENTRY GELZPORTALPAF ¥ | I | 42|| X | [conule |2~

File Edt View Favorites Tools Help
@ comvert + [ Select

— = . »
* & [Ecreate Requisition l I v ) v bPage - () Taok -
ORACLE'
Add to Favorites
[ eFrocurement ~ Help A
> Buyer Center b | 1
— Create Requistion =
~ Wanage Requisitions.
— Approve Requistions Confirmation
- Receivellems
- Procurement Card Center
< ll Requested For: Judy Q'Waters Number of Lines: 1
Requisition Name:  Computer for Room 101 Total Amount: 100500 USD
Requisition Summary
Description Qty UOM
Desktop Computer 1 EA
Del Opti..
Priority: Medium
Tots| Lines 1 Budget Status: NotChecked
Total Ameunt (USD). 100500
Line Deptand Project Approval
B - Start
= Line 1:Initiated e
Desktop Computer Dell OptiPlex 780 Small Form Factor w2 0GHz, 4GB Ram, 160GB HD. 17"Monitor, &3 Year waranty Quote #621283209 Path
Department Approval
Not Routed B
k Kimberly F Gray 1
e e b
| Submit |I EditRequistion | AppApprovalchanges | CheckBudgst |
-
(Wiew printable version anage Reguisitions Create New Reguisition | s
Dane Al o Trusted stes Hogw -

36. Lastly, please write the requisition number on all supporting documentation and forward to the
Purchasing Office. You may fax this documentation to ext. 1761 or email at jgwaters@aug.edu . Without
supporting documentation, the Purchasing Office will not be able to process the requisition.
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