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Reference Sheet
Adding Asset Information to Requisition

Concept
This topic demonstrates how to add asset information to a requisition.
Procedure

To add information about a major equipment asset, proceed to create a requisition for a Special
Item or SmartCART purchase.
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= ePracurement ~ Hel
[> Buyer Center |
= Procurement Matrix

~ Create Requisition Create Requisition
= Manage Requisiions =] =
- Receive llems ‘ Tk 1.Define Requisition [Et  2.Addiemsand Services B 3. Review and Submit |
= Wy Profile -
[ Senices Pracurement Add lines to the requisition, specifying the information necessary to procure each item or service.
[ Accounts Payable search: | Q_ Search
[ Commitment Control
[ General Ledger L Favorites | Templates | SmariCART | Special Request
Special Item

Requisition Summary

There are no ines on this request. “ltem Description: |

Please add new line in order to *Price: *Currency:

save tis requisiion “Quantity: “Unit of Measure: Q

Total Lines: 0 “Category: Q Due Date: ]
Vendor ID: & Suagest New Vendor

Click for Vendor Farm

Additional Information Request New Hem
[ [] Request New Item

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

Total Amount (USD).

Addltem | Cancel | Add or StartNewType |

e

|~
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Step

Action

1.

item.

regardless of the individual cost.

When creating a special item requisition choose a category for major equipment
greater than $5,000. SmartCART will automatically assign the category to your

If the item is more than $5,000 but is ordered in individual pieces and the item will
be assembled when it arrives, choose the >$5,000 category for all of the pieces
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[~ eProcurement
I» Buyer Center
= Procurement Marix

Create Requisition

= Manage Requisitions

Home Worklist Add to Favorites Sign out

= Receive ltems ||j" 1. Define Requisition
= Wy Profile N

Eh; 2. Add ltems and Services

E& 3 Review and Submit ‘

[ Services Procurement Add lines to the requisition, specifying the information necessary to procure each item or semvice

[» Accounts Pavable search: |
[ Commitment Contral

2, Search

Special ltem
\ request. *Item Description: [Computer equipment Sun Server
Please add new line in order to “Price: 950000000 “Currency:
save this requistion *Quantity: I ) “Unitormeasure:  EA @
Total Lines: s “Category: COMP EQUIP » 55, Due Date: 121142010
Total Amount (USD)" v Vendor ID: 0000008462 Q. gun Microsys sduc Srv Suggest New Vendor
Click for Vendor Form
Additional Information Request New Item
o [] Request Hew Item
[[] send to Vendor [[] show at Receipt [[] Show at Voucher
Addltem | Cancel |  AddorStartNewType |
< | ¥
[® ] € mmremet Sy v B v
Step Action
2. Add all additional information about the item in the Additional Information area.
Make sure to include information about the number of pieces if the item has
multiple pieces that will be assembled after being shipped. Note also if the item
is being shared financially, using split funding (multiple distributions).
Use the Show at Receipt checkbox to show these comments during receiving.
Additional Information
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= ePracurement Help

[> Buyer Center |

= Procurement Warix

= Create Requisition Create Requisition

= Manage Requisitions = =

- Anprove Requisitions | [Z 1. Define Requisition Ek 2 Additemsand Services  ZRE,  3.Review and Submit |

= Receive ltems 0 3 3 -

= Wy Profile Add lines to the requisition, specifying the information necessary to procure each item or service
[ Senices Procurement Search: | Q Search
[> Accounts Payable - — -
[> Asset Management L@ Favorites | Templates | SmartCART | Special Request

Special ltem
Requisition Summary
There are no lines on this request *item Description: [Computer equipment Sun Server
Please add new lin in order to “Price: 9500.00000 *Currency:
save his requistion *Quantity: 1.0000 *Unit of Measure: ~ EA Q
Total Lines: 0 “Category: CONP EQUIP > 85Q Due Date: 121412010 [5
Total Amount (USD)- 0 Vendor ID: 0000008462 | sun Microsys educ Siv Sugnnsibew Ventor
Click for Vendor Form
Additional Information Request New Item
1 piece of 3 @ [] Request New Item
[ send to Vendor [¥] show at Receipt [ Show at Voucher
Additem | Cancel | AddorStatNewType |
] |
€ mmremet dy v B v

Step Action

3. Click 3. Review and Submit link after the SmartCART order has been placed and
the requisition appears in PeopleSoft Financials.

When creating a Special Request requisition, this step is after clicking the Add
Iltem button.

|3. Review and 5uhmi1|
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= eProcurement ~ Help |~
[> Buyer Center | il
= Procurement Matrix

Add to Favorites gn out

- Create Requisition Edit Requisition

= Manage Req ns = m

- Recaive lems |E‘ 1. Define Requisition 2.Add ltems and Services [, 3. Review and Submit

= Wy Profile N |
[ Senices Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[ Accounts Payable
[ Commitment Contral Business Unit: Case Western Reserve Univ
[» General Ledger

| Dyme, Micole M, *Currency:

Requisition Summary Requisition Name: Priority:

Description Qty UOM
Computer 1 EA
equipment Sun
e $100 1 computer equipment Sun Server Sun Microsys educ Srv 1.0000 Each 5,500.00000 5,500.C
Total Lines: 1 [] Select All / Deselect All Total Amount:  5,500.00
Total Amount (USD). 550000 L _#add to Faverites| (3] Add to Template(s) [ Delete

MNotes aboutthe asset go here. )

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

=] Budget Checking Status:Valid

[E Save & submit | o Save & preview approvalsl ¥ Cancel Changes Find more items N

< | >
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Step Action

4, The Edit Requisition page appears, click the Expand button.
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= ePracurement ~ Hel
[> Buyer Center |
= Procurement Matrix

= Create Reguisition Create Requisition
= WManage Requisiions —
- ADDrove Requisitions ‘[‘ 1. Define Requisition 2.Add ltems and Services (3% 3. Review and Submit
- Receive tems |
= My Profile Review the details of your requisition, make any necessary changes, and submit it for approval
[+ Services Procurement
[ Accounts Payable Business Unit: Case Western Reserve Univ
[ Asset Management -
— ah4 Hirsch, Victoria *Currency:
Requisition Summary Requisition Name: Priority:
Description Qty uom
Sun Server 2 EA
Total Lines: 1 <[] 1 SunSerer Sun Microsystems Inc. 2.0000 Each 5,500.00000 11,000.0
Total Amount (USD). _ 11.000.00 Consolidate with other Reqs [ override Suggested Vendor
Shipping Line: 1 Due Date: [l Quantity: |2-0000 Sl
Status: Active +ShipTo:  |TRMNAODT Q=7 Review Shipping Address

Attention: |1 400/Micale N Dyme

First (=1 1 of 1 L2 Last

[ Chartfieids1 T\ Ehartfielisa T Assetinformation

Line |Percent Amount | Speed Type Account Ever Fund Dept Project Class
50.0000 | 5,500.00 |OPR261221 (O 536200 Q 97600 261221 10 =]

[ Select Al Deselect All

Total Amount: ~ 11,000.00

L ##dd to Favorites| (3] Add to Template(s)| [ Delete
i
e
& | H
€ Ireemet L S L
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Step Action

5. The Ship To: field will have your ID by default. If necessary, change the ID or
choose a ship to location. This location will be the default location for the asset
that is being purchased.

*Ship To:

6. If necessary, update the Attention field.
Afttention:

7. Enter the Speed Type. The Account will default based on the item category.

The Account field is not able to be edited, it is greyed out.
Type

H

8. Click the Asset Information tab of the item being purchased to view the asset
profile of the item.

|

9. Proceed to process the requisition as usual by clicking the Check Budget button
and Save & Submit buttons.
i, Check Budget

Save & submit | T

10. This completes the instructions for adding asset information to a requisition in
eProcurement.
End of Procedure.
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