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Manage Requisitions

Concept

The guide will demonstrate how to view the approvals and status of your requisition, and search
for reugisitions and purchas orders.

Procedure

WA Case WESTERN RESERVE
umv E uxl‘rvR g

Worklist Add to Favorites

Personalize Content | Layout Help
Menu =2

Search:

I My Favorites

[ Employee Self-Senvice

[> Vendors

> Purchasing

[ eProcurement

[- Services Procurement

> Accounts Payable

[ Commitment Control

[> General Ledger

- Case Departmental Deposits
> Case Petty Cash Management
[> SCM Integrations

> Set Up FinancialsiSupply Chain
[ Waorklist

> Tree Manager

> Reporting Tools

[> PeopleTools

— Wy Personalizations

— My System Profile

— Wy Dictionary

Dene o/ Trusted sites | Protected Mode: On H100% ~

Step Action

1. Click the eProcurement link.
[ eProcurement
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Search:

(©)

[ My Favorites

[» Employee Self-Service
[» Vendors

[> Purchasing

[ Buyer Center

— Procurement Matrix
— Create Requisition
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Ea-;'g eProcurement

Set up eProcurement, manage or approve ePracurement requisitions or FOs.
Manage Requisitions
Review requisitions, edi or view stalus,

cancel, receive, and return to vendor.

reate Requisition
Create a new requisition by browsing or
searching company or external catalogs.

Receive ltems
Create, edit, and process receipts and return

Eﬁ" Procurement Matrix
Procurement Matrix Guide

K] Buyer Center My Profile
-

> Accounts Payable

[ Commitment Control

[ General Ledger

[» Case Deparimental
Deposits

> Case Petty Cash
Management

[» SCM Integrations

[» Set Up Financials/Supply
Chain

[> Worklist

[> Tree Manager

> Reporting Tools

> PeopleTools

— My Personalizations

— My System Profile

— My Diclionary

~ Manags R CITEETE IR ST Modify personal information and preferences.
— Receive ltems requisition; process change request. to vendor.
— My Profile CiVendors

I Senices Procurement CiReceipts

[CIReturn to Vendors

«/ Trusted sites | Protected Mode: On H100% v

Step

Action

screen.

Click the Manage Requisitions in the eProcurement menu in the center of the

Or you can click Manage Requisitions from the left-hand menu.

Click the Manage Requisitions link.
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Search:

[ My Favorites
[» Employee Self-Service
[» Vendors

Home Worklist

Mew Window | Help | Customize Page | /&, *

Manage Requisitions

Add to Favorites Sign out

Manage Requisitions

[> Purchasing To locate requisitions, edit the criteria below and click the Search button.
I~ eProcurement Business Unit: [CASE1 Q Requisition Name:
[ Buyer Center
— Procurement Matrix Requisition ID: & Request Status: ~ AllbutComplete  ~ ' Budget Status: -
— Create Requisition Date From: 021512010 2] Date To: 02/22/2010
— Manage Requisi 5
— Receive ftem Requester: TRNAOO1 Q Entered By: Q. POID:
— MyProfile | Review requisitions, edit or view status, cancel, receive, b
[ Services Procur] and return to vendor. ]

[ Accounts Payable
[> Commitment Control
[> General Ledger

[» Case Departmental

e

To view the lifespan and line items for a requisition, click the Expand triangle icon:  I»
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

— My System Profile

Deposits E
[ Case Petty Cash ReqID Requisition Name BU Date Status Budget Total
o Q”S;iﬂf;gf;}m ¥ 1000099082 Requisition 3 CASE1  02(19/2010 Pending  Valid 25.00USD <Select Action. v ﬂ
[> Set Up Financials/Supply Requester:  Nicole N Dyme Entered By: Micole N Dyme Priority: Medium
Chain Request Lifespan:
[ Waorklist
[ Tree Manager —
I Reporting Tools = @ @% g
" PeopleTools — Purchase Change
— Ly Personalizations Requisition Approvals Inventory G Request Receiving Returns Invoice Payment

- My Dictionary Line Information
Line Description Status Price Curr Quantity UOM  Vendor
1 widgets, purple Pending Approval 5.00000 USD 5.0000 EA Labchem Inc x
I 1000099081 Requisition 2 CASE1  02/19/2010 Pending valid 25.00UsD <SelectAction. ﬂ
I 1000099080 Requisition 1 CASE1  02/19/2010 Pending valid 2500USD <SelectAction. ﬂ
Create New Inquire Change Request Inquire Receipts Report
< [ ] r
https://fintrn.case.edu/psp/fintrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?Fali o/ Trusted sites | Protected Mode: On H100% ~

Step Action

Requisition(

s).

The Manage Requisitions page appears.
The Search Requisitions is where you can enter criteria to search for your

Point to the Requisition Name field.

Search

Enter the desired search criteria and click the Search button.

The Requisitions area will show those Requisitions that match your search.

To the right of each Requisition is a dropdown with a list of Actions. You may
select an action and click the Go button.
Click the 1000099082 link.

1000099082

Click the Req ID number link of the Requisition you would like to view, for
example, 1000099082.
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CASEWESTERN RESERVE
UNIVERSITY " Home | workist | AddtoFavortes | _Sign out
Searchs Hew Window | Help | Custemize Page | B,
> My Favorites P -
[» Employee Self-Service RECIUISItIOI'I Details
- wsontame  Rewsword  m bwe  sews  Tww
> Purchasing
< eProcurement Requisition 3 1000099082 CASE1 02/19/2010  Pending 25.00
P euramart s Justification | Comments:
Crosie Roauisiion Putin information about sole/single source along with submitting form. Add justification of purchase over $1500
— My Profile 1 widgets, purple Not Sourced N 50000 Each 500000 USD  Pending 25.00
[- Services Procurement - N
[> Accounts Payable Line Comments:
- Commitment Control << Enter comments here. >>
> General Ledger
- Case Departmental _
Deposits Edit Requisition
[» Case Petty Cash
Management
> SCM Integrations
(- Set Up Financials/Supply Return to Manage F R Schedule and Distribution
Chain
[ Worklist
> Tree Manager
- Reporting Tools
> PeopleTools
— My Personalizations
— My System Profile
|— My Diclionary
< . ] »
Done «// Trusted sites | Protected Mode: On 100% -

requisition.
To edit the requisition, click the Edit Requisition button.
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WA Cse WeSTERN RESERVE

VERSITY i Home | workist | AddtoFavortes | _Sign out

Search: New Window | Help | Customize Page | 5}
> My Favorites P -
[» Employee Self-Service RECIUISItIOI'I Details
Vi B S
> Purchasing
[~ eProcurement Requisition 3 1000099082 CASE1 02/19/2010  Pending 25.00

1> Buyer Center Justification | Comments:

- Pro

Putin information about sole/single source along with submitting form. Add justification of purchase over 1500

— My Profile 1 widgets, purple Not Sourced N 50000 Each 500000 USD  Pending 25.00
[> Services Procurement
Line Comments:

(> Accounts Payable
[- Commitment Contral << Enter comments here. »>
> General Ledger

- Case Departmental
Deposits _Ed\l Requisition

[» Case Petty Cash
Management

> SCM Integrations

(- Set Up Financials/Supply Return to Manage F R Schedule and Distribution
Chain

[ Worklist

> Tree Manager

- Reporting Tools

> PeopleTools

— My Personalizations

— My System Profile

|— My Diclionary

Pl L | 4

Done «// Trusted sites | Protected Mode: On #®100% -

Step Action

10. To return to the list of Requisitions, Click the Return to Manage
Requisitions link.
[Return to Manage Requisitions |

11. To see the "Line of Life", click the Expand Section button next the Requisition
you want to see.

[

12. The new version of the "Circle of Life" appears. This will show you where your
Requisition is in the approval, P.O. and payment process. Grey items mean it has
not reached there. Colored items mean it is at this point.

13.

End of Procedure.
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