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Creating a Requisition

Concept

This guide will demonstrate how to enter a Purchase Requisition. It will also demonstrate how to
view the status and approvals of your requisition.

Procedure

Log into the Financials database using your Case ID and password.

WA Case WESTERN RESERVE
Ul\ I\-‘L‘[L\l‘(TR g

Workiist

Search:
® == eProcurement

> My Favorites .
- Employes Sel-Senvice Setup eProcurement; manage or approve eProcurement raquisitions or POS.

Add to Favorites

> Vendors Procurement Matrix =3 Create Requisition Manage Reqguisitions
(- Purchasing Procurement Matrix Guide. =1 Create a new requisition by browsing or Review requisttions, edit or view status,

= eProcurement searching company or external catalogs. cancel, receive, and retur to vendor.
> Buyer Center
— Procurement Matrix

— Create Requisition ﬁ Buyer Center Receive ltems
- Wanage Requisitions Creale/editapprove purchase order; source Create, edit, and process receipts and return

~ ReCelVd Create a new requisition by browsing or searching Jon0¢ "2aUest DR
— Wy Profl company or external catalogs.

ii:?gsﬁzpayable (5 Return to Vendors

[ Commitment Control

[» General Ledger

> Case Departmental
Deposits

[» Case Pelty Cash
Management

[» SCM Integrations

[ Set Up Financials/Supply
Chain

[- Worklist

[ Tree Manager

> Reporting Tools

Ez| My Profile
=] Modify personl information and praferences.

> PeopleTools

— My Personalizations
— My System Profile
— My Dictionary

https://fintrn.case.edu/psp/fintm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ ENTRY.GBL?Fold « Trusted sites | Protected Mode: On H100% -

Step Action

1. From the left-hand Menu, Click the eProcurement link, then Create Requisition,
or click the Create Requisition link in the center Menu.
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WA CaseWieSTERN RESERVE
U:\ IVERSIT Y{ ki

= eProcurement -
I» Buyer Center
— Procurement Matrix
‘—

Create Requisition
ge Requisitions E

CASE WESTERN RESERVE

Add to Favorites

Help

- Receive ltems 2. Add Items and Services

L4 EL: 1. Define Requisition E!%—’

\& 3. Review and Submit

— Wy Profile
[- Services Procurement
[ Accounts Payable
[ Commitment Control
[ General Ledger

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

Business Unit: Case Western Reserve Univ

Nicole N Dyme

Requisition Name:

Continue

Requisition Summary

There are no lines on this request.

Flease add new line in order to
save this requisition

Total Lines: 0
Total Amount (USD): 0

*Currency:

Priority: Medium -

] »

/" Trusted sites | Protected Mode: On

®100% ~

Step Action

2. The Create Requisition screen appears.

3. The Requisition Summary box appears on the left-hand side under the Menu.

Requisition as you create your Requisition.

This is where you will see the line items, Total Lines, and Total Amount of your

4. Note the 3 steps to complete and submit a requisition are identified at the top of the

screen.

1. Define Requisition

2. Add Items and Services
3. Review and Submit

5. The Business Unit defaults to CASEL. The Requestor field defaults to your Case

Network ID. Your name will show next to this field.

6. Enter a name for your requisition in the Requisition Name field. For example,

enter "Requisition 3".

default the the Requisition number.

The Requisition Name field is optional, if you do not enter a name the name will

Entering a name for your requisition will make it easier to search for requisitions.
If you do not make an entry, the Requisition number will be used.

7. Click the Continue button.
Continue

Page 2
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[~ eProcurement

- Help
[> Buyer Center i
— Procurement Matrix
|| — Create Requisition Create Requisition
- Manage Requisitions = =
- Receive ltems - “j‘ 1. Define Requisition El;; 2. Add Items and Services \g 3. Review and Submit ‘
— Wy Profile
[ Services Procurement Add lines to the requisition, specifying the i to procure each item or service
[ Accounts Payable Search: | Q_ Search
[qSmmiment ool Favorites Tam lates SmanCART _ ecial Request
(- General Ledger b Pl D .
Select a Request Type
Requisition Summary Special ltem Request an item thatis not listed in the Catalog
There are no lines on this request Fixed Cost Senice Request a one-time senvice for a flat fee.
Please add new line in order to Variable Cost Service Request a senvice for which the fee is based on the time worked
save this requisition X
Time and Materials Request a senvice for which the fee is based on the time worked and materials used
Total Lines: 0
Total Amount (USD). 0

Review and Submit

&

[3 € mtemet EH 10w v

Step Action

8. The Add Items and Services screen will appear. Note the tabs on the page. Click
the Special Request tab.

Templates allows you to retrieve any templates you have saved.
SmartCart will allow you to access the catalogs available (coming May 10).
Special Request is where you will enter your requisition for goods not in catalogs.
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= eProcurement
I Buyer Center
— Procuremnent Matrix

nage Requisitions
- Receive tems
— My Profile
[> Services Procurement
[ Accounts Payable
[ Commitment Contral
[ General Ledger

CASEWESTERN RESERVE
UNTVERSITY . e

~

Requisition Summary

There are no lines on this request

Please add new line in order to
save this requisition

Total Lines: 0
Total Amount (USD): o

Create Requisition

CASE WESTERN RESERVE
JUNIVERSIT)Y rer 1826

Worklist Add to Favorites

|E‘ 1. Define R:

& 2. Add ltems and Services ji 3. Review and Submit |

Add lines to the requisition, specifying the information necessary to procure each item or service.

search: |

Favoriles Templates Sm artCART Spemal Request
Select a Request Type

Special ltem

Fixed Cost Service
Variable Cost Senvice
Time and Materials

Q Search

Request an item that is not listed in the Catalog
Reguest a one-time service for a flat fee.
Request a service for which the fee is based on the time worked

Reguest a service for which the fee is based on the time worked and materials used.

Review and Submit

=

| ¥

(@ € mtemet E100% -

Step

Action

The Select a Request Type screen appears.

Click the Special Item link.

Page 4
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WA CaseWESTERN RESERVE
Merw &

< eProcurement ~ Help
[» Buyer Center l |
— Procurement Matrix
| EEESETE | Create Requisition
— Manage Requisitions =
- Receive ltems || |D
— My Profile N " . N r
[ Services Procurement Add lines to the requisition, specifying the information necessary to procure each item or service.

(- Accounts Payable search: | @, Search

[ Commitment Contral

[> General Ledger ~ Favorites | Templates [ SmarCART | Special Request
Special ltem

IVERSI

Worklist

Add to Favorites Sign out

1. Define Requisition E’; 2. Add ltems and Services \g 3. Review and Submit ‘

Requisition Summary

Thers are o lines on this request. “ftem Description:  Widgest, purple|

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

save this requisition ~Quantity: “Unit of Measure: Q

Total Lines: 0 “Category: Q Due Date:

Total Amount (USD). 0 Vendor ID: Q Suagest New Vendor

Vendor Item ID:
Mfg ID: Q
NIfg Item 1D:

‘Additional Information Request New ltem
[] Request New ltem

[[] send to Vendor [[] Show at Receipt [C] Show at Voucher
Addltem | Cancel | AddorStariNewType |
< | &

[3 € mtemet E100% -

Step

Action

10.

The Special Item screen appears where you will enter details about the item you
wish to purchase.

Enter what you are purchasing in the Item Description field. For
example "widgets, purple”.

The description must include the catalog number, description, size and color (if
applicable).

11.

Enter the price per unit of measure for the item into the Price field. For example,
enter "5.00".

12.

Enter the total number of items you are purchasing into the Quantity field. For
example, enter "5".

13.

Enter the Unit of Measure for the item. To see all the Unit(s) of Measure click
the Look up icon button and choose the correct unit.

[
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CASE WESTERN RESERVE
UNIVERSITY W _Home | Workist | Addio Favories Sign out
Menu O
[~ eProcurement - Help =
I Buyer Center T
— Look Up Unit of Measure
anage Requisiions =
eceive ltems | Unit of Measure: begins with ~
— My Profile
[- Services Procurement
[> Accounts Payable Look Up ‘ Clear | Cancel ‘ Basic Logkup
[- Commitment Contral
[ General Ledger Search R "
1-41 of 41
JUnit of Measure Description Short Description ___|
There are no lines on this reguest. BOR Box Box
Please add new ine in order to BTL Botfle Bottle |
save this requisition c Hundreds Hundreds
CAN Can Can
Total Lines: ] CRT Crate Crate
Total Amount (USD). 0 cs Case Case
CUF CubicFeet Cubic Feet
DAY Days Days
Doz Dozen Dozen
DRM Drum Drum
EA Each Each
2y Feet Feet
G Gram Gram
GAL Gallon Gallon
GRS Gross Gross
HR Hour Hour M
N Inches Inches
KG Kilograms Kilograms
KL Kilometers Kilometers
L Liters Liters
LBsS Pounds Pounds
Lot Batchlot Batchlot
M Thousand Thousand
MCI Millicures ~ Millicures
ML Millileters ~ [illileter
MM Millimeters Millimeter
MON Month Month -
«/ Trusted sites | Protected Mede: On H100% -

Step

Action

14.

The Look Up Unit of Measure page appears.

upfund a purchase order.

Note the LOT Unit of Measure, this will be used to for blanket requisitions or to

15.

E4

Most of the time items will use the Each Unit of Measure Click the EA link.

Page 6
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I Buyer Center

— Procurement hlatrix
— Create Requisition
- Manage Requisitions
- Receive tems

— My Profile

(> Services Procurement
[ Accounts Payable

[ Commitment Contral

[ General Ledger

= eFrocurement ~

Create Requisition

1. Define Requisition

—

2. Add Items and Services

E)

3. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or service.

search: |

Requisition Summary

There are no lnes on this request

“*Item Description:

@, Search

‘wmgest purple

I Favorites | Templates | SmariCART | Special Request
Special ltem

Please add new line in order to “Price: .00 *Currency: UsD

save fhis requision *Quantity: g =Unit of Measure: EA Q

Total Lines: 0 “Category: Q Due Date:

Total Amount (USD). 0 Vendor ID: Q Suagest New Vendor
Vendor Item ID:
Mfg ID: Q
Mfg item ID:

Additional Information

[] Request New ltem

€

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

Additem | Cancel | Add or StartNewType |

[3 € mtemet

H00% <

Step Action

16.

Click the Category Lookup icon to choose the correct category for your purchase.

UNIVERSIT

. CASEWESTERN RESERVE
L b RS

= eProcurement - Help

I» Buyer Center

Create Requisition
eceive lems Look Up Category
My Profile Mote: You may either Search or Browse to look up the appropriate category for your special request.
[> Services Procurement .
[> Accounts Payable HES
[ Commitment Control -
[» General Ledger hd
*Select a catalog: ALL_CATALOG_ITEMS -
Requisition Summary | All Purchasing Catalog ltems
There are no lines on this request
Please add new line in order to
‘'save this requisition.
Total Lines: o
Total Amount (USD). 0
Return
+ Trusted sites | Protected Mode: On H100% -

Published on: 8/11/2010

Page 7




CASE WESTERN RESERVE

Creating a Requisition

Step Action

17. The Look Up Category page appears.

Click the Expand section button next to the name Search Categories.

CASEWESTERN RESERVE
RSMUNTVERSITY i Home | Workist | Addto Favortes | _Sign out

[~ eProcurement - Help

I Buyer Center

— Procurement hatrix Create Requisition

— Create Requisition T

— Wanage Requisiions £

- Receive tems L4 Look Up Category

— by Profile Mote: You may either Search or Browse to look up the appropriate category for your special request.
[- Services Procurement
[> Accounts Payable =
- Commitment Contral
(> General Ledger . Search By Description Find

Customize |Find | 8 First [1] 1 014 ("] Last
Reguisition Summary Account Description Find in
There are no lines on this reguest, —— Tree
1
Please add new line in order to Q
save this requisiton I
Total Lines: 0 =
Total Amount (USD)" v *Selectacatalog: ALL_CATALOG_ITEMS -
| All Purchasing Catalog ltems
Return
«/ Trusted sites | Protected Mede: On H100% -

Step Action

18. To search by Category name, click the Category list item in the Search by
dropdown box.

|Category |

19. To see all categories, click the Find button. Enter a keyword in the box to narrow
the search.

Find
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. CASEWESTERN RESERVE
UNITVERSLITY © | Home | Workist | Addta Favories Sign out
< eProcurement - Help =~
I Buyer Center T
__ Create Requisition
j Look Up Category
— by Profile Mote: You may either Search or Browse to look up the appropriate category for your special request. T
[- Services Procurement
[> Accounts Payable =
[> Commitment Contral z
[> General Ledger - | SearchBy  Category h
S S A Category Description Account Description
There are no lines on this request
o - . ert 1 ANIMAL FACILITIEE  Animal Facilities 532700 Animal Facilities
lease add new line in order to
. ; ANIMAL RES AF Animal
save this requisition CENTER Animals, Lab, Farm, and Other 531140 Purchases
Total Lines: 0 3 W At SUpplies Clay.Paint Brushe 531200 W
Total Amount (USDY. ] . FQLEX e
inor Expendable
4 SUPPLIES Athletic.Recr 531260 Equipment
AUDIO VIDEO - Minor Expendable
5 SERVIC Video Productions Services 531260 Equipment
AUDIO VISUAL Minor Expendable
pAUOIOVISUAL )\ ig visual Parts & Supplies 531260  LinarExpendable
SUPPL Eaguipment
7 AUXILARY SUBSIDY Auxilary Subsidy 531400 Food Supplies
AUXILARY " Unknown Expense
Auxilary Transfer
TRANSFER Auxilary Transfer 539980 Class Default
LnknownExpense
9 BENEFIT SERVICE Benefil Senices 53gegy LOknownBxpence
Class Default
CATERING OFF : "
Latening O Site Food Supplies
10 CAMPU Catering Off Site 531400 Food Supplies
CATERING ON .
CamPLS Latering On Site 231400 Food Supplies
1" CAMPUS Catering On Site 531400 Food Supplies
12 CHEM RESEARCH Shemicals Research& s31pgp  LabInst&Res
= Scientific Supplies
13 COFFEE SERVICE Coffee Senice 531400 Food Supplies
COMP EQUIP =
ss000 Computer Hardware = 55000 Emor 4C
14 5000 Computer Hardware = $5000 583980 EmorAIC
15 COMP EQUIP = Comnuter Hardy BE000 509000 Errar AN -
Dene «/ Trusted sites | Protected Mede: On #H100% -

Step Action

20. A list of all the University categories appears.

Notice the Account number is now associated with the category.

Click the name of the Category link.
For example, click ARTSCRAFTSUPPLIE

3 ARTSCRAFT
SUPPLIE
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CASE WESTERN RESERVE

B GV —
g Ut 3 e Add to Favortes | _Sign out
Menw 0|
- eProcurement ~ Help
I Buyer Center
— Procurement Matrix
IEEETDTE T | Create Requisition
T panage fensnicns | ||f‘ 1, Define Requisition [Er 2 Addtemsand Services  E 3. Review and Submit ‘
s ;%memam Add lines to the requisition, specifying the information necessary to procure each item or senvice.
DAc:uun_lE Payable Search: | @, Search
" GoneraLodger _|v e ———— e e R
Special ltem
There are no lines on this request “ftem Description:  Widgest, purple
Please add new Ine in order to “Price: 5.00000 *Currency:
save this requisition =Quantity: [ soo00 -UnitofMeasure:  [EA @&
Total Lines: 0 *Category: ARTS&CRAFT SUFCY, Due Date:
Total Amount (USD). o Vendor In: [ a Suaaest New Vendor
Vendor Item ID:
Mfg ID: Q
Mfg Item 1D:
‘Additional Information Request New ltem
[] Request New ltem
€
[[] send to Vendor [[] Show at Receipt [C] Show at Voucher
Addltem | Cancel | AddorStariNewType |
< | &
[§ € mtemet E100% -
Step Action
21. The Special Item page returns.
Enter the date you need the item in the Due Date field or use the calendar icon to
choose the date.
To select a due date using the calendar icon, click the Calendar button. A calendar
will pop open, choose a date from the Calendar popup by clicking on the number.
The Due Date field will automatically place the date clicked into the field.
@ Note: Buyers do not see due dates until they open your requisition Note:
Buyers do not see due dates until they open your requisition on their
Worklist. If the item is needed sooner than a week, please note in the
comments and contact Purchasing.
Step Action
22, To search for a vendor, next to the Vendor ID: field is the Vendor Lookup icon.

Click the Vendor Lookup icon.

=

Page 10
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WP CASEWESTERN RESERVE
[ SR s

UNIVERS Homa Workiist Add to Favorites Sign out
I~ eProcurement - Help

I> Buyer Center
— Procurement hatrix
— Create Requisition

— Vendor Search

j VendoriD: | Find

— Wanage Requisiions
- Receive tems

— My Profile "
[> Services Procurement Name: ‘ ﬂl
[ Accounts Payable Short Vendor
(> Commitment Control Name: Suggest Vendor
[- General Ledger T City: ‘
—________ Country D state: e
postatcote: [

There are no ines on this request

Please add new line in order to €  Enter search criteria to find a vendor.

save this requisiion Return to Special Request

Total Lines: 0
Total Amount (USD). 0
Dene / Trusted sites | Protected Mode: On ®100% ~

Step Action

23. The Vendor Search page appears.

Enter a partial search in the Name field. The less you enter the better your search
results. For example, enter "abc".

24, Click the Find button.
Find

Published on: 8/11/2010 Page 11
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CASEWESTERN RESERVE
UNITVERSITY © | Home | Workist | Addta Favorites Sign out
< eProcurement - Help

I» Buyer Center
CUl

— Vendor Search
e
— Wiy Profile Name: [abe Reset

[- Services Procurement
[> Accounts Payable Short Vendor
[- Commitment Contral Name: SuggestVendor
[» General Ledger T City: ‘
Country: Q State: T
postaiCodes [ ]

There are no ines on this request

Please add new ine in order to
save this requisition

Total Lines: N 1 0000000101  ABC Clio Inc Remitting PO Box 1911 Santa Barbara CA
Total Amount (USD). [} 2 0000000102  ABC Fire Inc Remitting 10250 Royalton Rd Morth Rovalton  OH 23
3 0000000104  Abcam Inc Remitting 1 Kendall Square Bldg Cambridge WA 2]
4 0000000105  Abcam Limited Remitting PO Box 32631 Hartford CcT =
5 0000000106 InB:CO Fire Protection , ering PO Box 74902 Cleveland oH )
6 0000000108 ;‘;BCCD Fire Protecion  pe mitting 4545 W 160th St Cleveland oH )
7 0000004969 Labchem Inc Remitting 200 William Pitt Way Pittsburgh PA Fé.
Babcock & =h
8 0000034679 \Wasserman Co, LPA 55 Public Square Ste 700 Cleveland OH E‘g
9 0000043521 Austin Babcock 2808 Mayfield Rd. #305 ClevelandHts  OH Fé.
10 0000059612 ﬁCR EmEE SE Im Schlehert 10 Karlsruhe B
Return to Special Request
Dene «// Trusted sites | Protected Mode: On ®100% ~

Step Action

25. A list of Vendors appears containing your search criteria.
To select a vendor, click the Vendor ID number link for that vendor.

26. To see information about a vendor, click the Vendor Detail button.

Page 12 Published on: 8/11/2010
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CASEWESTERN RESERVE
ONTVERLSUTY e
< eProcurement - Help
I> Buyer Center
— Procurement Matrix N
D Vendor Lookup Details
- Receive ltems Setld:  CASE1 Vendor ID: 0000004969 c4 Search Return to Special Request
— My Profile
[- Services Procurement eRlanRet
[+ Accounts Payable . .
> Commitment Gontrol Shorthiame: LABCHEN-001 Status: Approved
I General Ledger ~  HName1: Labchem Inc Class: Supplier
Hame 2: HR Class:
v Address: 00001 Remitting B persistence: Regular
There are no lines on this request
Dfit Loc: REMIT Remitting
Please add new Iine in order to
save this requisition Corporate Vendor.  CASE1 0000004969 Labchem Inc
Remit Vendor: CASE1 0000004969 Labchem Inc
Total Lines: ] - y " ) .
Total Amount (USDY" N ‘Open For Ordering ‘Withholding Applicable VAT Applicable
«/ Trusted sites | Protected Mede: On #100% -

Step

Action

27.

The Vendor Lookup Details page appears.

NIVERSI

Monu o
[~ eProcurement

I Buyer Center

— Procurement hatrix
reate Requisition
— Wanage Requisiions
- Receive ltems

— Wy Profile

[- Services Procurement
[ Accounts Payable

[ Cormitment Contral

[- General Ledger

~

[E3

Requisition Summary
There are no lines on this request.

Please add new ine in order to
save this requisition

Total Lines: ]
Total Amount (USD). 0

EASE WE@rERN{ESERVE

fua K36

Create Requisition
@ ;

Add lines to the requisition, specifying the information necessary o procure each item or senvice.
Search:

1. Define Requisition 2. Add Items and Services

ER 3 Review and Submit ‘

@, Search
Favorites | Templates | SmartCART | Special Request
Special ltem

“ltem Description: ‘wmgest purple

*Price: 5.00000 *Currency: usD

“Quantity: [ so000 “Unitof Measure:  [EA Q4
*Category: ARTSECRAFT SUFCY, Due Date: 02/26/2010
Vendor ID: 0000004389 Q| abchem Inc Suggest New Vendor
vendormemi: | |

Mfg ID: Q

Mfg ltem ID: ’7

Additional Information

[] Request New Item

[[] send to Vendor [] show at Receipt [[] Show at Voucher
Addttem | Cancel | Addor StartNewType |

[§ € mtemet

H00% -

Published

on: 8/11/2010
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v CASE WESTERN RESERVE

Step Action
28. To add comments about your entire requisition, enter them into the Additional
Information box. To enter important comments for the buyer or approver, we will
do that later on the payment and shipping area.
29. To spell check your entry, click the Spell Check icon if desired.
[
WA Cse WESTERN RESERVE
MUNIVERSITY 2 _Worklist Add to Favorites _Sign out
e Coner [ Mew window | Hele | £
— Procurement Matrix i SpeIICheck
—W ; Field Label: Additional Information
T Spell Check Text: |Fpter here.
[~ Accounts Payable
> Commitment Control
[» General Ledger hd
There are no lines on this request
Please add new line in order to
save this requisition.
Change To: comments
Total Lines: 0
Total Amount (USD). ] Alternatives: combats  ~
combust
comet's |5/
Ignore | | Change ‘ ‘M
oK Cancel
Done «/ Trusted sites | Protected Mode: On F100% -
Step Action
30. If Spell Check finds a misspelled word it will show options similar to spell check in
a word processor.Click the word you want to change to from the list.
Click the Change button.
Change
31. Click the Change button.
Change
32. Click the OK button.
0K
Page 14
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anage Requisiions
- Receive ltems
— Wy Profile
[- Services Procurement
[ Accounts Payable
[ Cormitment Contral
[- General Ledger

W8 CAsE WESTERN RESERVE

Menu O
< eProcurement

I Buyer Center

— Procurement hatrix

— Create Requisition

~

Create Requisition

Creating a Requisition

Waorklist Add to Favorites Sign out

|Gk 1.Define Requisition

E’E

2. Add Items and Services

£

3. Review and Submit ‘

Add lines to the requisition, specifying the information necessary o procure each item or senvice.

Search: |

There are no ines on this request

Requisition Summary

v Favorites | Templates | SmartCART | Special Request
=l Special ltem

@, Search

“ltem Description: ‘wmgest purple

Please add new line in order lo “Price: 500000 “Currency:
save this requisition “Quantity: 5.0000 “Unit of Measure:  EA Q
Total Lines: o Category: ARTSECRAFT SUFC, Due Date: 02/28/2010
Total Amount (USD). 0 Vendor ID: 0000004989 @ Labchem Inc Suggest New Vendor
‘Vendor Item ID:
Mg ID: Q
Mfg ltem ID:
‘Additional Information Request New ltem
Enter comments here [JRequest New Item
[[] send to Vendor [] show at Receipt [[] Show at Voucher
Addtem | Cancel | Addor StartNewType |
< | (¥
[§ € mtemet E100% -

33.

Add ltem

You are returned to the Special Item screen.

To add the item to your Requisition, click the Add Item button.

34.

To finish your requisition, click the 3. Review and Submit link.

|3. Review and Submit

Published on: 8/11/2010
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WA CASEWESTERN RESERVE
WS UN i i

CASE WESTERN RESERVE

Home | Workist Add to Favorites _Sign out
[T -1
I~ eProcurement - Help |~
I Buyer Center
— Procurement Matrix
Create Requisition
Themerems ||| [Bk_ 1 Define Requisition B  2AddlemsandSevices =&  3.Review and Submit
s ;E':I\Azg'gfuwmmam 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 el
Requester: Micole N Dyme *Currency:
Requiston lame: _ prioriy:
Description Qty UOm Requisition Lines
widgest, purple 5 EA Line Description Vendor Hame Quantity UOM [ Total
Total Lines: 1 #1001 widaest purple Labcherm Inc 50000 Each 5.00000 25.0
Total Amourt (USDY =0 [ Select Al Deselect All Total Amount —
L #addto Favnmesl@AddtuTemp\ale(s)‘ 1l Delete
Justification'Comments
| |
[ send to Vendor [] Show at Receipt [] Show at Voucher
i Check Budget
Save & submit ‘ Save & preview approvals‘ x Cancel requisition ‘ Find more items N |
< | > -
(@ € mtemet E100% -
Step Action
35. The requisition Lines page appears.
A list of all the items you have purchased will appear here.
In addition, the Requisition Summary box to the left will be populated with your
items.
To attach information to your Requisition, scroll to the right and click on the
comment bubble. The Add Attachment screen will open as in the previous version.
36. To enter shipping and payment information Click the Expand Section button to the
left of each item.
5
37. The Ship To field will populate with your ID and will be associated with the
location on your security form.
If you want the items to be shipped to another person (who is in the Financials
system) or another location, click the magnifying glass to see codes for those
locations/persons.
NOTE: To change your location, submit a security form with the new location.
MiuTo: [CEDARAP QL |
38. Click the Review Shipping Address link to view the actual address associated

with the Ship to code that has been entered. No changes can be made to the
address, this is a view only screen.

@wieg Shigging.&ddresﬂ
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Step Action

39. Enter Payment information in the same area as shipping.
To change the Accounting Distribution, click the Distribute by dropdown and
choose Qty or Amt.

Qty

W78 CAsE WESTERN RESERVE

NIVERSI Homa Worklist Add to Favorites Sign out
| eProcurement - Help «

I> Buyer Center
rocurement hatrix

anage Requisiions

TJ Create Requisition

— Recelve lems [&P 1. Define Requisition [Et  2Addliemsand Sevices BB 3.Review and Submit
— My Profile ) )
[ Senvices Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[ Accounts Payable
(> Commitment Control Business Unit: Case Western Reserve Univ
[» General Ledger < — -
: RNA Nicole N Dyme *Currency: SD
[T —— | jisiti :  |Requisition 3 iority: Medium - E
Requisition Summary Requisition Name: ‘ d Priority:
Description Qaty UOM Requisition Lines
widgets, purple 5 EA Line Description Vendor ame Quantity UOM Price Total
Total Lines: 1 <[] 4 widgets. purple Labchem Inc 50000 Each 5.00000 25.0(
Total Amount (USD)- 2500 Consolidate with other Reqs Override Suggested Vendor
022612010 [5.0000
Shipping Line: 1 Due Date: 021262010 Gl ‘Quantity: 5.0000 EE
Status: Active *Ship To: CEDARAP @, [=] Review Shipping Address

Attention: |N\cn|e N Dyme

“Distribute by: Qv ]

Accounting LinesBUN Customize | Find | First 4] 1 or 1 [} Last
[ chartiicias1 LS8
Line |Quantity |Percent Amount |Speed Type [Account  |Event Fund  |Dept Project
1 5.0000 |100.0000 25.00 Q531200 O Q [=]
[0] SelectAlli DeselectAll Total Amount: 25.00 USD
L #add to Favorites | (2l Add to Template(s)| T Delete
- B
< e ] [}
Dene «/ Trusted sites | Protected Mode: On H100% -

Step Action

40. Click the Amt list item.
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8 CAsE WESTERN RESERVE

UNIVERSI

RESE

CASE WESTERN “RVE
UNIVERSITY rer 1826

Accounting Lines

Customize | Find | View A1 B

Home | Workist | Addto Favories Sign out

< eProcurement - Help =«

I> Buyer Center B

— Procurement hatrix

— Create Requisition Create Requisition

— Manage Reguisitions £ = =

— Recelve ltems 5k 1 Define Requisition [Et  2Addliemsand Sevices BB 3.Review and Submit

— My Profile ) )
[ Services Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[ Accounts Payable
(> Commitment Control Business Unit: Case Western Reserve Univ
(- General Ledger - o

Nicole N Dyme *Currency:

[T —— | jisiti :  |Requisition 3 iority: Medium - E
Requisition Summary Requisition Name: ‘ o Priorty:

Description Qaty UOM Requisition Lines
widgets, purple 5 EA Line Description Vendor Hame Quantity UOM Price Total
Total Lines: 1 <[] 1 widgets, purple Labchem Inc 5.0000 Each 5.00000 25.0(
Total Amount (USD)" .00 Consolidate with other Reqs Override Suggested Vendor

022612010 [5.0000
Shipping Line: 1 Due Date: 0212612010 [5 ‘Quantity: 5.0000 . El
Status: Active -shipTo:  |CEDARAP Q[ ReviewShipping Address
Attention: |N\cn|e N Dyme Il
“Distributeby: Ol ~

First (4] 1 o1 [ Last

5.0000 |100.0000 2500 | Q531200 O Q [=]
[0] Selectlli DeselectAll Total Amount: 25.00 USD
L #add to Favorites | (2l Add to Template(s)| T Delete
i
< e ] [}
Dene «/ Trusted sites | Protected Mede: On H100% -

Step Action

41.
enter "OPR261221",

Enter the Speed Type into the Speed Type field. For example,

42.
chose when creating your Requisition.

The Account field will default to the account associated with the Category you

43.

To add this to your Templates list, click the checkbox next to the item.

44, Click the Add to Template(s) button.

(02| Add to Template(s)
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WA C sk WESTERN RESERVE
u NIVERSIT TR it

| eProcurement - Iew Window | Help | Customize Page | 5
> Buyer Center
— Procurement Matrix

— Create Requisition

Homa Waorklist Add to Favorites Sign out

‘ Add Selected Items to Template(s)
- Receive tems L4

— My Profile

[- Services Procurement
[ Accounts Payable

Find|View Al First 1] 12 or2 [F] Last
Template Name Description
[> Commitment Gontral [T quarterly order widgets
[» General Ledger < [F] widgets

orders for monthly widgets

Requisition Summary
Description Qty UoOm
widgets, purple 5 EA Template Name:

Description:
Total Lines: 1

Total Amount (USD). 25.00

OK Cancel

Dene o/ Trusted sites | Protected Mede: On ®100% ~

Step Action

45, The Add Selected Items to Template(s) page appears.

Enter the desired information into the Template Name field. For example,
enter "my order".

46. Enter a description of your template in the Description field. For example,
enter "training dept".

47. After you have created templates you can search for the template by clicking on the
Template tab when you start your requisition.

When you are finished, click the OK button.

oK
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8 CAsE WESTERN RESERVE

CASE WESTERN RESERVE
L LV "

ERSITY B2

Accounting Lines
[ chartfieidst

Line [Quantity  [Percent Amount|Speed Type [Account  |Event Fund  [Dept Project

ANV Home | Workist | Addto Favortes | _Signout
[~ eProcurement - B -
> Buyer Center Business Unit: CASE Case Western Reserve Univ
— Requester: TR Nicole N Dyme *Currency:
anage Reguisifions £| Requisition Name: Requisition 3 Priority: Medium -
- Receive tems
— Wy Profile
[> Services Procurement Vendor Hame Quantity UOM
[ Accounts Payable
> Commitment Control = 41 widgets. purple Labchem Inc 50000 Each 5.00000 25.0(
I* General Ledger ” Consolidate with other Reqs Override Suggested Vendor
_—
Requisition Summary Shipping Line: 1 DueDate: 02262010 [ Quantity: (3.0000 BE
Description Qty UoM Status: Active =shipTo:  |CEDARAP Q. [=7 Modify Shipping Address
‘widgets, purple 5 EA
ion: Nicole N Dyme E
Total Lines: 1 Attention: | y 3
Total Amount (USD). 2500
=Distribute by: At -

First (4] 1 o1 [ Last

Customize | Find |

L {#add to Favorites | (2l Add to Template(s)|

1 5.0000 |100.0000 25.00 |OPR261CL 531200 & QL 97600 261221 10 =]
Select All/ Deselect All Total Amount: 25.00 USD

1l Delete

[C] Send to Vendor  ["] Show at Receipt [_| Show at Voucher

i Check Budget

Bl Save & submit | = Save & preview approvalsl x Cancel requisition

Eind more items

] 3

Done

+/ Trusted sites | Protected Mode: On H100% -

Step Action

48.

Enter any comments about your purchase into the Justification/Comments field.
Your approver and the buyer will see this information.

49,

To add attachments, click the Comments icon to the far right of the item.
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. C WESTERN RESERVE
UNIVERSITY gormu Workist | _Add to Favortes | _Sign out
[+ eProcurement A Help
I Buyer Center
= Procurerent Matrix .
= Create Requisition Create Requisition
= Manage Requisitions .
= Receive ltlems _| Line Comments
= Wy Profile
[> Senvices Procurement . =
- Accounts Payable Line Description Quantity  Unit Price
[ Commitment Control
© General Ledger 1 widgets, purple 5.0000 Each 5.00000 USD
== Enter comments here. ==
Requisition Summary
Description Qty uom
widgets, purple 5 EA
Total Lines: 1 [IsendtoVendor [l ShowatReceipt  [] Show at Voucher
Total Amount (USD). 2500
Add Attachment
OK Cancel
Done & Internet h v 0% -

Step Action

50. The Line Comments page will appear. To attach a .pdf file, click the Add
Attachment button.

Add Attachment

51. Click the Browse... button.

Browse...
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Creating a Requisition

= —
Choose File to Upload ‘ZHZ‘

Add to Favortes | _Sign out
Look in: [ 5 Training seipts =l &®m-
Y () 4P class outiine
Ab 1] Cashiernotes_dept deposit New Window | Help | &,

My Recent |81 Cashiemotes_petty cash
Dosuments | 6) spro, class outine
1] epra elass outline v3.0

| Epracurement video @
Desklop {81 gl class autline

1] Google Law script

1] HCM Emloyes Self Service Seript
B]HR Orientation seript

]P0 Inquiry Suite script

] seript Requisition Inguiry Suite

=
Z
=
DL.
g
£ &
5
i
2

My Computer

£

My Metwark il name: fi
Places

Open
Cancel

Lef L

Fils of type: [ Fies (=)

Done € Internet h v 0% -

Step Action

52. The file to upload screen will open.
Click the file name to attach from the list.

FEI_]F'.F' class autline |

53. Click the Open button.
Open
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NIVEI

CASE WESTERN RESERVE

SUNTVERSITY  ror e

[Menw 0
= eProcurement ~
[» Buyer Center New Window | Help | ha
= Procurerent Matrix
= Create Requisition
= Manage Requisitions
= Receive ltems || ‘Z:\Traimng\Jenmfer\Trammg scripts\AP class out\ine.doc;ﬂ Browse.. |

= Wy Profile
Upload C |
[> Senvices Procurement ﬂﬂ

> Accounts Payable
[ Commitment Control
[» General Ledger “

Add to Favorites Sign out

Requisition Summary
Description Qty UOM
widgets, purple 5 EA

Total Lines: 1
Total Amount (USD). 2500

€ Internet h v 0% -

Step Action

54. Your file path will populate in the field. Click the Upload button to attach the file.
Upload

55. The file is attached. Click the View button to view the file attached.

View

56. Click the OK button.
oK
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CASE WESTERN RESERVE
| ) ot 1826

NIVERSITY

18

CASEWESTERN RESERVE
RRMUNIVERSITY | Home | Workist | Addito Favortes | _Signout
[~ eProcurement - e -
I Buyer Center Business Unit: CASE Case Western Reserve Univ
— Procurement Matrix - . . .
— Create Requisition — Requester: Micole N Dyme ‘Currency:
— Manage Requisitions £| Requisition Name: ‘Requls\lmn 3 Priority: Medium -
- Receive ltems -
— Wy Profile Requisition Lines
[> Services Procurement Line Description Vendor Hame Quantity UOM Price Total
[ Accounts Payable
> Commitment Gontrol = 1 widgels, purple Labchem Inc 50000 Each 5.00000 2500
- General Ledger - Consolidate with other Reqs Override Suggested Vendor
P R [02iz6/2010 iy (50000 =
Requisition Summary Shipping Line: 1 Due Date:  |02/26/2010 [ Quantity: |3.0000
Description Qty UoM Status: Active =shipTo:  |CEDARAP @ [=7 Modify Shipping Address
widgets, purple 5 EA
ion: Nicole N Dyme E
Total Lines: 1 Attention: | 1 £
Total Amount (USD). 2500
=Distribute by: At -
Accounting Lines Customize | Find | View Al] B First (1] 1 of 1 [ Last
5.0000 [100.0000 25.00 | OPR261CL 531200 & Q o7600 261221 =
Select All/ Deselect All Total Amount: 25.00 USD
L add to Favorites | [7E] Add to Temp\ale(s)l 1l Delete i
Putin information about sole/single source along with submitting form. - l_'fj
Add justification of purchase over $1500 b
[C] Send to Vendor  [":Show ai Receipi [_] Show at Voucher
i Check Budget
Bl Save & submit | = Save & preview approvalsl x Cancel requisition | Find more items
< e ] [}
Done «/ Trusted sites | Protected Mode: On H100% -

Step Action

57. The system will automatically budget check. Click the Check Budget button if

ou want to check sooner.
i, Check Budget

58. Read the information, it will save your Requisition for you in Open status, you will

still need to submit. Click the OK button.
OK

59. Once Budget Checking has been completed the Edit Requisition page will appear.

Budget Checking Status link to see more.

Budget Checking Status: will appear with the status. If there is a problem, click the

60. To save the Requisition and preview your approvals before submitting, click the

Save & preview approvals button.

61. When ready to submit the completed requisition, click the Save & submit button.

[E] Save & submit
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CASE WESTERN RESERVE
UNIVERSIT?Y a6

-R

WA Case WESTERN RESERVE
1 by N et
Meru &

[~ eProcurement - Saved
I Buyer Center
- Procurement Matrix
— Create Requisition
— Manage Requisiions

— Wy Profile
[ Senvices Procurement
> Accounts Payable Requested For: Nicole N Dyme Humber of Lines: 1
- Commitment Contral .
[ General Ledger -~ Requisition Name: Requisition 3 Total Amount: 25.00 USD
=
Requisition ID: 1000099082 Justification:
Put in information about sole/single source along with
Requisition Summary Business Unit: CASE1 submitting form. Add justification of purchase over $1500
Description Qty UOM .
widgets, purple 5 EA Priority: Medium
Budget Status: Valid
Total Lines: 1
Total Amount (USD). 25.00 Stage: 1

Creating a Requisition

IVERSIT Homa Workiist Add to Favorites Sign out

E‘ Confirmation

ive ltems

~ Requisition 3:Pending
Amount and Category Approval

Pending Not Routed
GKen Fusion W\Hiams Judi

<55000 Approver = Cw_PO_GENERAL_EQUIP_SUPPLES

T

View printable version Manage R Create New R

Done

/ Trusted sites | Protected Mode: On % 100% ~

Step

Action

62.

A Confirmation page appears. Editing the Requisition is still possible, make sure
to Save and Submit again. Approvals are now pending as indicated in the Stage 1
boxes.

A printable page is available for your records.
Click the View printable version link.

63.

The Manage Requisitions link will navigate to the search and information about the
requisitions you have created.

64.

Start a new requisition from here by clicking the Create New Requisition link.

65.

You have created a requisition. To find out more about your requisition. Revew
the Manage Requisitions document.
End of Procedure.
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