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Before you begin...

You will use this guide during class to follow the topics as your instructor
presents them. The instructor may also provide you with additional
materials to support the training outlined in this guide.

After class, use this guide as a reference document for completing tasks
within the PeopleSoft system.

Intended Audience

This guide is intended for personnel who are responsible for entering and
processing data in the PeopleSoft system.

We assume that you are familiar with Microsoft Windows. If you are new to
the Windows environment, you should complete a Windows Tutorial prior
to working in the PeopleSoft environment.

How This Guide Is Organized

This guide is organized into modules and lessons to correspond with the
topics your instructor will cover in class. Each module contains practice
exercises that your instructor will walk you through, and individual
exercises for you to complete on your own. There are review questions at
the end of each module to recap the major points of the module.

03/17/05 Proprietary and Confidential to Case vii



Before you begin PeopleSoft 8.4 eProcurement

Symbols and Conventions

The following conventions are used in this guide to help you distinguish
between various types of information:

Element How It Is Used

bold text Command and toolbar buttons that you click.
Text you type.

Menus, text and radio buttons that you select.
Check boxes you turn on or off.

<bold text> | Function keys on your keyboard that you press.

Procedural information.

Warnings and cautions that require careful attention.

Term definition—appears in the page margin.

Noteworthy comments or important additional
information—generally about the item immediately
preceeding the note. Appears in the main body of the
document.

(o [lie|=|

Noteworthy comments or important additional
information—generally additional information about a
series of steps or the topic being discussed. Appears in
the page margin.

#e

viii Proprietary and Confidential to Case 03/17/05



Chapter 1
Introducing PeopleSoft eProcurement

The purpose of this one-half day class is to provide you with the skills you
need to effectively use the PeopleSoft eProcurement (ePro) application.

Chapter Objectives
This chapter explains:
o The agenda and objectives for this course.

o The PeopleSoft eProcurement application.

Chapter Lessons

This chapter contains the following lessons:

LESSON 1: COUISE OVEIVIEW .. .ceueeeeeeee ettt e et e e e e e eenaeens 1-2
Lesson 2: eProCuremMent OVEIVIEW ........oveeeeieeeieieeeeieeeeee et e e e e eeeesennns 1-4
Lesson 3: eProcurement “Circle of Life” ......oooevievi e, 1-7
REVIEW QUESTHIONS .....cceeiiiiie ettt e e e e 1-11
3/17/2005 Proprietary and Confidential to Case 1-1
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Lesson 1:
Course Overview

The eProcurement Training Participants Guide includes four chapters and
two appendices:

e Chapter 1, “Introducing PeopleSoft eProcurement,” explains the
objectives for the course and provides an agenda for the training. This
Chapter also introduces you to the components of PeopleSoft
eProcurement and the eProcurement life cycle.

e Chapter 2, “Creating a Special Request Requisition,” describes how to
enter special requests for goods and services.

e Chapter 3, “Creating a Catalog Request,” learn how to use the catalog
to make purchases.

o Chapter 4, “Approving and Budget Checking Requisitions,” describes
how to set up approvers to approve, budget check and review
requisitions.

e Chapter 5, “Receiving Items,” instructs you on how to use the
receiving functions to receive items in excess of $5,000 within the
eProcurement life cycle.

e Appendix A, “Review Questions and Answers,” provides answers to
review guestions found at the end of each chapter.

e Appendix B, “Requisition Form Cross-Reference,” provides the
requisition form and shows the details on where to enter the
information in PeopleSoft.

Course Objectives
This course on PeopleSoft eProcurement teaches you how to:
¢ Explain the basic elements of the eProcurement life cycle.
e Create requisitions for special request goods and services.
e Approve and budget check requisitions.

¢ Receive line items in excess of $5,000 as they are shipped to you.

1-2 Proprietary and Confidential to Case 3/17/2005
and Cedar Enterprise Solutions, Inc.
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Chapter 1: Introducing PeopleSoft eProcurement

; E : You are

encouraged to ask
your instructor
questions throughout
the entire course.

Chapter Structure

Most Chapters are structured the same way and generally consist of the
following:

Objectives. The objectives are found at the beginning of the Chapter
and define what you will learn in the Chapter.

Lessons. Each Chapter has several lessons that explain the various
concepts. Some lessons contain practices and exercises.

» Practices are step-by-step instructions for completing a
procedure that the instructor and class participants walk-through
together.

» Exercises are scenarios for you to work through on your own
during class time.

Review Questions. You will find review questions at the end of the
Chapter that recap material covered in the Chapter. The answers to
the questions will be discussed among class participants and the
instructor.

3/17/2005

Proprietary and Confidential to Case 1-3
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Lesson 2:
eProcurement Overview

The PeopleSoft eProcurement application provides a complete web-based
solution for the activities associated with requesting and receiving goods
and services from external suppliers and internal service departments.

eProcurement will be the central point for entering all purchasing requests
(requisitions). This module integrates with other PeopleSoft modules to
consolidate information and avoid duplication of effort across the
PeopleSoft Financial Management System. eProcurement integrates first
with the Purchasing application to create and manage purchase orders
(POs). From Purchasing, the information integrates with:

o General Ledger to facilitate management of funding and commitment
control.

e Accounts Payable to ensure payments to suppliers.

—=et+  Internet Browser

& Senaral

Ledger

Is'e,cum viak connectien

Accounts

Payable

Benefits Provided by PeopleSoft
eProcurement

The primary benefits to be provided by PeopleSoft eProcurement include:

¢ One place to enter all requests for purchases of items from outside
suppliers and internal services and goods.

e An easy method to locate common high-usage items and suppliers
who provide these items.

¢ Data to make it easier to negotiate money-saving contracts with
suppliers based on the aggregate spending of the institution.

o Ability to use commitment control to encumber nearly all purchasing
transactions.

1-4 Proprietary and Confidential to Case 3/17/2005
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o Creation of favorites and templates to facilitate entry of repeated
orders.

e Split funding for each line of the requisition.

¢ Addition of comments and different “Ship To” locations to send to the
supplier with the purchase order.

¢ Assignment of additional reviewers and approvers as needed during
the approval cycle.

o Ability to receive from your desktop.

¢ Ability to see the status of a requisition from entry in the system
through payment.

Procurement Matrix
Purchases may be made through several methods. These include:
e Online ordering
e P-Card purchases
¢ Requisitions

In an effort to help you determine how you should purchase your goods
and services, the Material Supplies department has provided a
Procurement Matrix to guide your decision. You can find the matrix on the
web at the following site:

http://www.cwru.edu/finadmin/matsupp/matrix.htm or by using the
following navigation:

Menu Group eProcurement
Menu Procurement Matrix
3/17/2005 Proprietary and Confidential to Case 1-5

and Cedar Enterprise Solutions, Inc.
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PeopleSoft 8.4 eProcurement

This is the procurement matrix page.

CASE WESTERN RESERVE UNIVERSI

Material
Support
Home

Equipment
Accounting
Mail Center
Movers
Procurement
Receiving
Staff
Directary
Surplus
Property

Supplier
Farm

RELATED
SITES

University
Wision

ERP
Enterprise
Resource
Planning

PROCUREMENT MATRIX
updated 07/08/2004

STEP 1 - Is there a Strateqic Business Partner listed

If yes, complete the purchase as outlined.
If no, go to STEP 2,

STEP 2 - Is there a Preferred Yendor listed below for your good or service? (EXCEPTIONS

If yes, complete the purchase s outlined.
If no, go te STEP 3.

Commodities

Catering
Catering
Cell Phones
Cornputer Leasing
Computer Software
Computer Software
Computer Supplies
Camputers fram Dell
Computers from Apple
Computers
Copiers
Couriers
Dry Ice
Express Shipping
Film, Photographic
Film, %-Ray
Gases, Medical Research
Moving, Relocation
Office Supplies
Printing
Radioisgtopes
Restriction Enzymes-On-site Freezer Programs
Scientific Lab Supplies & Equipment
Temporsry Help
Travel

STEP 3 - Is the Payment Request Form appropriate for your need as outline below?
If yes, complete a Payment Request Form and process to Accounts Payable.

If no, go to STEP 4

Payment Regquest

CASEEDU:  HOME
Procurement Matrix
A Guide to Purchasing Goods & Services
below for your good or service? [EXCEPTIONS)
Strategic Business Partner Preferred Yendor <#$1,500.00 >4$1500.00
Bon Appetit Phone Ehone
various vendors Case Peard  Case Peard or
SDHMPCS Online Onling
Case Computer Lessing Requisiton  Requisition
Case Software Center Online Online
Dell Requisition  Redquisition
Apple Requisition  Requisition
Requisition Requisition
Meritech Phone Fhone
warious vendars Case Poard Case Poard or
Gehm Case Poard Case Poard or
FedEx
Dodd Case Poard Case Poard or
MR Case Poard | Case Pcard or
Praxair Requisition Requisition
warious vendors Requisition ion
Corporate Express online Online
Case Printing Services
various vendors Requisiton  Reguisition
varipus vendors Walk-up Walk-up
Fisher Scientific Online Online
Spherion Phone Ehone
Case Travel Services
Payment Payment

STEP 4 - Follow the directions to complete a Peoplesoft eProcurement R

General Guidelines

Not Available Mot Available

Request Form  Request Form

Case Pcard
Reguisition

Case Peard
Reguisition

Contact Information

Material Support | 10900 Euclid Avenue | Cleveland, Ohio 44106 | Phone: 216-368-2560
@ 2004 Case Western Reserve University | Clewsland, Ohio 44108 | 216.368,2000 | leasl notice

1-6
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Lesson 3:
eProcurement “Circle of Life”

The eProcurement Home Page gives you access to various eProcurement
functions. This page is found on the menu using the following navigation
path:

Menu Group eProcurement

Menu eProcurement Home Page

eProcurement Home Page

This is the eProcurement Home Page:

eProcurement Homepage for: Hansen, Dana
Go to Manage . Create Requisition
Requisitions to =y Create a new regquisition by browsing
or searching company and external
access the_ catalogs
“Circle of Life”
ﬁ‘? isiti e by P rofile
3 Review existing requisitions, edit, " Moadify information about yourself
« view their status, cancel, receive, and your personal preferences
and return to vendar
Buyer Station x/’@t& Administration
Create, edit, or approve purchase % Administer eProcurement; security,
orders, source reguisitions and purchasing options, control data,
process change requests and users
Eecaive Frocurement Card
%- Create, edit, and process receipts Reqguest a procurement card, view
ls" and return to vendors transactions, maintain merchant
cross reference
- Manane Approvals
@ Reviewy requisitions where you are
part of the approval process
From the eProcurement Home Page, the Manage Requisitions hyperlink
= takes you to the Manage Requisitions page where you can view specific
The requisitions that you have created for yourself or on behalf of others. You
Manage Requisitions can narrow down your results by entering a date range.

page can also be
accessed directly

from th 13 . . ”
e:Procu?ement menu CI rCIe Of Llfe

group on the left-hand

navigation menu. From the Manage Requisitions page, you can access the Requisition

Cycle, or “Circle of Life” to see the status of your requests for goods and
services.

On the Manage Requisitions page, click (Requisition Cycle icon) for
any requisition in the list to display the “Circle of Life”.

3/17/2005 Proprietary and Confidential to Case 1-7
and Cedar Enterprise Solutions, Inc.
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PeopleSoft 8.4 eProcurement

; E : The ePro

module is used for the
Request, Approval,
Receive, and Returns
steps.

The Purchasing
module is used for the
PO, PO Approval,
Dispatch, and
Change Order steps.

The Accounts
Payable module
handles the Invoice
and Payment steps.

This is the Requisition Cycle page:

Requisition Cycle for: Judith Willilams

Business Unit:
CASE1

=¥
Requisition Mame:
ooooooooos Apprave

Paymert
Date Entered:
050512004

Date Last Changed:
05/05/04 7:27:37PM Inwoice

Returns

Criler

Receive @/ e Appraval

Change Dispatch

Request
Manage Requisitions Manadge Approvals &

The “Circle of Life” tells you at a glance where your requisition is in relation

to this cycle. The corresponding icon is illuminated as the requisition
progresses through the purchasing process.

These are the steps in the “Circle of Life”:

¢ Request — places your requisition for goods or services into the
system.

e Approve — requisition in the Approval Workflow is reviewed and

subjected to budgetary approvals.
¢ Inventory —request is compared to in stock inventory.

e PO —purchase order has been created from the requisition.

o PO Approval —additional review and approval step prior to dispatch.

e Dispatch — actual release of the purchase order to the supplier.

¢ Change Request —submits a change to a requisition already
converted to a purchase order and dispatched.

e Receive — receipt of the ordered goods or services.

e Returns — documents the return of items to the supplier.

e Invoice — input and receipt of a supplier’'s request for payment of

goods and services.

¢ Payment — paying for the item.

1-8

Proprietary and Confidential to Case
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Chapter 1: Introducing PeopleSoft eProcurement

; The term,

“special,” is a
PeopleSoft term for
non-catalog
requisitions. In a later
phase, catalog
requisitions will be
available and
“special” will be used
for non-catalog items.

; E : Approval

information is covered
in further detail in
Chapter 3, “Approving

Requisition Types

Within PeopleSoft eProcurement, there are two types of transactions —
requisitions and purchase orders. A requisition, or “Req”, is used to
request a purchase, no matter what type of good or service needs to be
purchased. A purchase order, or “PQO”, is used to order the goods or

services from the supplier.

At CASE Western Reserve University, you will use the Special Request
type of requisition for goods or services.

External Requisitions

Eventually, in a later phase, these are the external requisitions where the
vendor or supplier for the requested good or service is external to CASE
Western Reserve University:

e Catalog Request

e Special Request

Catalog Request

A catalog request is a requisition for items that are selected through an
electronic catalog. You can search the catalog for commonly used items,
add them to your shopping cart, and then check out. The catalog is always
up-to-date because various external suppliers daily maintain the items in
the catalog at pricing which has been negotiated for the entire university.
The PeopleSoft Catalog Request functionality will be part of Phase Il at
CASE Western Reserve University.

Special Request

A Special Request is used to requisition items not found in the catalog.
When entering this type of requisition, you provide a description only of the
needed good or service. For a Special Request for service, three item
templates are available to help you create the requisition.

Approvals

Once the requisition is saved and submitted, it begins an automated cycle
of workflow approvals. Rules have been set up to incorporate:

o Dollar-level approval

o Commodity type approval
¢ Addition of comments and justifications for approver’s benefit

and Budget Checking
Requisitions”. e Assignment of additional reviewers and approvers as needed during
the approval cycle
3/17/2005 Proprietary and Confidential to Case 1-9
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o Ability of the requestor to see where the requisition is in regards to the
approval cycle

Receiving

Receiving is made easier to monitor. Features of receiving in
eProcurement include:

o Ability to receive from your desktop.

e Provision of 2-way matching method for most items (PO + invoice),
and a 3-way matching method (PO + receipt + invoice) if the line item
is in excess of $5,000.

e Special pages to process items for Return to Vendor (RTV).

1-10 Proprietary and Confidential to Case 3/17/2005
and Cedar Enterprise Solutions, Inc.
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Review Questions

1. The eProcurement module interfaces with what other PeopleSoft module?
2. What modules interface with Purchasing?
3. What is the first point of entry into the eProcurement system?
5. How are requisitions approved?
3/17/2005 Proprietary and Confidential to Case 1-11

and Cedar Enterprise Solutions, Inc.



Creating

Chapter 2
a Special Request Requisition

In this chapter you will learn how to enter special request requisitions for
goods and services.

Chapter Objectives
After completing this Chapter you will be able to:

Create a special request for goods.
Create a special request for services using a fixed cost template.
Create a special request for services using a variable cost template.

Create a special request for services using a time and materials
template.

Create a special request item template.

Chapter Lessons

This Chapter contains the following lessons:

Lesson 1: Overview of Special Requests ...........cccccee e, 2-2
Lesson 2: Special Request for GOOdS .........ccoooveeiiiiiiiie 2-6
Lesson 3: Specifying Shipping Information................ccccevviiiiiie v, 2-8
Lesson 4: Setting Up Cost Distribution ...............cooeeeeeii 2-12
Lesson 5: Creating a Special Request for Goods.............ccoeeeeveeeeeeeenn. 2-15
Lesson 6: Creating a Special Request for Services...........cccceeeeeeeeeen. 2-26
Lesson 7: Managing Requisitions...........ccccceeee e 2-54
Lesson 8: Working with an Item Template...........cccccceeeiiiiiiiiiiiieeeeeee 2-61
ReVIEW QUESHIONS .....occeiiiiie e e e e e e e e eareaaaas 2-65
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Lesson 1:
Overview of Special Requests

A special request is the method of entering a “description only” requisition.
It is used for ordering items not found in the ePro catalogs or direct
connect web sites.

Required Information

When you enter a Special Request for goods or services, you should
include the following required information:

e Item description
o Category

e Quantity

e Unit of Measure
e Price

e Vendor

e Buyer

Category Codes

The Category code selected determines the default Purchasing Buyer.

Vendor Codes

You can use the Vendor Lookup feature to help locate the appropriate
vendor. To assign a vendor, the vendor must be already entered in the
vendor table within PeopleSoft 8.4 FMS. If you do not select a vendor,
your requisition may require additional processing time.

If you cannot locate a vendor in the PeopleSoft vendor table, you may
request that the vendor be added. A Vendor Maintenance Team will be
given the authority to enter vendors into the PeopleSoft system.
Purchasing and Accounting will implement a procedure to periodically
review new vendors that are added to the system.

Buyer

The Buyer follows the purchase order throughout the process and will be
determined by the Category code selected for each line item on the
requisition.

2-2 Proprietary and Confidential to Case 03/17/05
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SpeedTypes
Most of the distribution information will be filled in when you select a
- SpeedType. Select a SpeedType from the list or enter the SpeedType
For value to use. This will be equivalent to the project number.
additional information When you enter the SpeedType, all ChartField information (Department,
on ChartFields refer Fund, Project, Class) will be assigned. You will only need to change the
to the PeopleSoft 8.4 Account and the Event, if applicable. If you are tracking the purchase to a

Financials Overview

; specific event, you can also enter that information.
course materials.

Navigation
To create a Special Request requisition, use the following navigation path:
Menu Group eProcurement
Menu eProcurement Home Page
Menu Item Create Requisition

Requisition Summary Page

When you click Create Requisition, the Requisition Summary page
appears.

This is the Requisition Summary page:

03/17/05 Proprietary and Confidential to Case 2-3
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Requisition for: Training ID

Edit Defaulis

Requisition Title:
Search Favorite ftem h Special
Cataloq ltems Templates i Request

Requisition Summary

Cancel Requisition

e To add an iterm to this Reguisition, click one of the options on the menu abowe,

eProcurement Home Manage Reguisitions

There are four options available to create a new requisition:

Option Description
Search Search a catalog for items you wish to order.
Catalog You will use the catalog to place orders for gas
cylinders.
Favorite Click to select from a list of items used most
W tems often. You can add items to your Favorite Items
list from the catalog.
tem Click to select a template created from a
% Templates requisition you created previously.
2 special Click to order all items not contained in the
i Request catalog.
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Special Request Page

2 Special
Select f M, and the Special Request page appears. You will
select either Good or Service to indicate the type of item that you would
like to order.

This is the Special Request page:

Special Request

Select the type of iterm you waould like to arder below:

T Good

" Service

iancel | 1=K
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Lesson 2:
Special Request for Goods

This lesson explains the pages used to enter a Special Request for
Goods.

Special Request — Goods Page

From the Special Request page, select the Good radio button and click
Next. The Special Request — Goods page appears. Use this page to enter

the item description, category, quantity, unit of measure (UOM), price, due
date, and vendor.

This is the Special Request — Goods page:

Special Request - Goods

Description: Categony

I | ql

Oty Unit of Measure: Price: CUrrency: Due Date:

| [a | lusD x| | El

Vendor ID: Vendor Lookup

Comment Text:

B

.|
Cancel | Add Itern |

These are the fields on the Special Request — Goods page.

Field Description

Description Enter the description of the item being ordered.

® Use the following format:
Catalog#, descr, size

Category Enter a pre-defined categorization of your items.

Use the Category lookup Q1o find the correct entry.
The Buyer will default for you based on the
Category entered.

Qty Enter the quantity of the item being ordered.

2-6 Proprietary and Confidential to Case 03/17/05
and Cedar Enterprise Solutions, Inc.



PeopleSoft 8.4 eProcurement

Chapter 2: Creating a Special Request Requisition

Remember, the
Vendor must be
available in
PeopleSoft in order
for you to be able to
select it using the

Vendor Lookup, and
to complete the

Field

Description

Unit of Measure

Enter the unit of measure used to order this item.

Price Enter the unit price of the item being ordered.

Currency Select the monetary currency used on the order.
Defaults to USD (US Dollars).

Due Date Enter the date you want the goods delivered.

Vendor ID/ Click the hyperlink to access a page that allows you

Vendor Lookup to search for the supplier by name, city, state or zip.

Comment Enter a text comment to be included on the printed

PO and requisition, if needed.

requisition.
After you have entered all required information on the Special Request —
Goods page, click the Add Item button. The Requisition Summary page
will appear with the added item.
Requisition for: Training ID
Edit Defaults
Requisition Title;
Search Favorite ltem Special
Cataloqg w ftems @ Templates ‘ Request
|
Cancel Reguisition
9 To add an item to this Requisition, click one ofthe options on the menu abave.
eProcurerment Home Manage Requisitions
03/17/05 Proprietary and Confidential to Case 2-7
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Lesson 3:
Specifying Shipping Information

Once items have been added to the requisition, the Requisition Summary
page re-appears with additional fields, icons, and hyperlinks.

Requisition Summary Page

This is the Requisition Summary page:

Requisition for: Training ID
Edit Defaults
. Requisition Title:
Shipping —
Information Favorite ltem . & Special
icon ftems @ Templates ﬁ Request
Cusiomize | View Al | B First [ 10t1 [ Last
Price i
1 Gign 2.001 500000 USD Each &8 [ =1
Total Amt:  10,000.00 USD
[ ] Mark As Template
Cancel Reguisition Save For Later | Sawe and Submit |
6 Tao add an iterm ta this Requisition, click ane of the options on the menu abovea,
eProcurement Home  Manade Reguisitions Create Mew Reduisition
These are the icons, buttons and fields on the Requisition Summary page:
Fields Description
Requisition Summary grid
[ Click to link to the Shipping Information page
to view and change shipping information.
You must access the Shipping
Information page in order to access the
Distribution Information page where you
will enter cost distribution information
(SpeedType and Account).
2-8 Proprietary and Confidential to Case 03/17/05
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; E : [tems must

be added to the
requisition before the
Shipping Info icon is
available.

Fields Description

B Click to link to the Line Details page where
the Departmental Buyer is specified and the
vendor location is verified or selected.

Click to link to the Line Comments pages.

You can send comments to the vendor for a
specific item on your requisition using the
Line Comments page.

When you access this page, you can also

attach documents that are pertinent to this
order.

[] mark As Template

Turn on this checkbox to save a copy of this
requisition as a template for future use.

|Cance| Reguisition

Click this button to cancel the requisition.

®This must be done before the purchase
order is created.

Save For Later

Click this button to save the requisition to
complete and submit to workflow later.

®Required fields must be completed
before the system will save the requisition.

| Save and Submit |

Click this button to save the completed
requisition and submit to workflow
processing.

Navigation
The Shipping Information page can be located by following this navigation
path:
Menu Group eProcurement
Menu eProcurement Home Page
Menu Item Create Requisition
Page Requisition Summary

Icon

. Shipping Information

When you click =& (the Shipping Information icon), the Shipping

Information page appears.

03/17/05

Proprietary and Confidential to Case
and Cedar Enterprise Solutions, Inc.

2-9



Chapter 2: Creating a Special Request Requisition PeopleSoft 8.4 eProcurement

Shipping Information Page

The Ship To location is the location where you want the goods shipped.
Another reason for using the ‘On behalf of’ feature to select the
appropriate Requestor is that it changes the default shipping location to
that person’s location.

You can set up multiple Ship To addresses for the items on your
requisition. For example, if you order 10 cases of paper and want 6 cases
shipping to Address A and 4 shipping to Address B, you would need two
shipping lines on this page. To enter additional Ship To locations, you
must add another row, or shipping line, by clicking ! at the end of the
row.

This is the Shipping Information page:

Shlpplng Information ¥ Override Suggested Vendor
[T Consolidate with other Regs

Line Description Quantity  Unit
Cost B #B34838, printer paper, standard  5.0000  Each 2.95000 UsD
Distribution Shipping Information Customize | Eind | B First [ 10t1 [ Last
Info icon *Ship To Location ~ Attention Quantity Due Date ptal

BWE-1 Q| [wenneth Schumacher  [s0000 | [osi7z004 B 4475 S 4] =]

Add a —

9 Ta chanage accounting §F cast distribution infarmation click the lg icon an the line you wish ta
Row update.

icon

These are the fields on the Shipping Information page:

% Fields Description
If you want

CASE Ship to Location | Location within the organization that the items should
to use a non- be shipped to. This defaults to the Requestor’s
location, click I location.

One-Time Add , : . .

;ngethequ]gmer trﬁess) Attention Person to whom to address the shipment. This

non-CASE address. defaults to the Requestor, but can be changed.
Due Date Date the shipment is needed.

This Due Date appears on the purchase order so that
the supplier will know when to ship.

§= Hyperlink to the cost Distribution Information page.

You should always verify the cost distribution for
each line, even if you established requisition
defaults.

il Hyperlink to the page for specifying a one time
shipping location.
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Fields Description
[+] Adds another row to enter multiple shipping locations
or addresses.
j Deletes a row, or a shipping location.
03/17/05 Proprietary and Confidential to Case 2-11
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Lesson 4.
Setting Up Cost Distribution

You can enter and update the cost distribution information for individual
lines on the requisition using the Distribution Information page.

Navigation

You can access the Distribution Information page by following this
navigation path:

Menu Group eProcurement
Menu eProcurement Home Page
Menu Item Create Requisition
Page Requisition Summary
Icons . Shipping Information
Q Distribution Information

Cost Distribution Information

For each line of your requisition, you must enter the specific cost
distribution information, or ChartFields, which are required for posting to
the general ledger. ChartFields include the Account, Event, Fund,
Department Code, Class, and Project. Together they are called a
ChartField string.

To enter these Chartfields, you will enter a SpeedType (which will contain
the Fund, Department Code, Class and Project) and Account. You may
also enter an event, if applicable.

Click &8 (Shipping Info icon) on any line of the Requisition Summary
page and the Shipping Information page appears for that item: From the

5
Shipping Information page, click £l (Cost Distribution Info icon), and the
Distribution Information page appears.

® If you entered multiple shipping locations on the Shipping

Information page, you must click g for each shipping line, or location,
and enter the cost distribution information accordingly. If necessary, for
each shipping line, you can split the funding and enter multiple cost
distribution lines.
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This is the Distribution Information page:

Distribution Information

Line Description Quantity Unit Price
1 #B12345, Printer Paper, hox 5.0000 Each 8.95000 USD
Line Sched Num Ship To Quantity Due Date Total
1 1 Cedar Ave 5.0000 0Bf09/2004 4475 USD
"Distribute by Distributed Quantity:
aty 5.0000
(i
i Details
N . s . . GL Base
Line Status ‘Location Req Oty Percent Speed Type Account Event Fund Project DeptiD Class O
1 Open |JEW Q) 5.0000 100.0000 Q) 538890 Q) =y 4475 +| =
Return to Shipping Information Return to Requisition Sumrmary

These are the fields on the Distribution Information page:

Fields Description

Distribute By Select how to calculate lines with split distributions.
Choices are quantity (Qty), if you want to distribute
the cost by quantity ordered, or Amount (Amt), if

‘% you want to distribute the cost by dollar amount.

Al Details tab

ChartFields are Line Displays the number assigned to this line.

displayed on this

page. Availability for Status Displays the status of the requisition line.

;fgﬁéeugﬁpfequ on *Location Requir_ed_ Field. Disp!ays the Ship_ To 'code from

defaults and the the Shipping Information page. This will default to

Default / Override the Requestor’s location.

optlon.chosen. Req Qty The field is open to update if Distribute by Quantity

You will only need to is selected above. This defaults to the line quantity

tehn;ic"ggoljmﬁ]odnfgr and can be changed. Additional cost distribution

the Event, if lines can be added, if needed. The total Req Qty

applicable. All other for all distribution rows must equal the total

distribution ordered and shipped to this location.

gg;?aggg;grl:g’t Amount _This field is open to up_date if Distribute by Amo_unt

Projeét) will be filled is selected above anq is th_e d_ollar amount that is

in when you selec the funded by the ChartFields indicated on this row.

Speedchart. Additional cost distribution lines can be added. The
total Amount for all distribution rows must equal
the total amount ordered and shipped to this
location.

Percent Displays the percentage of funding that is to be
distributed by this cost distribution line. If one cost
distribution line exists, the Percent will be 100%. If
multiple cost distribution lines exist, then the total
percentage allocated between all distribution lines
must be 100%.
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Fields Description
SpeedType Click &l to find the Speedchart that applies to your
requisition.

All Case requisitions will use SpeedTypes.

GL Unit Verify or enter the General Ledger business unit to
update. The university will use CASEL.

Account Required Field. Enter the appropriate account
which will pay the amount used for this line.

This field defaults to 539990. The pre-defined
combo edits will check the validity of the value
entered here.

Event Enter an event if you wish to track this requisition
to a specific event.
Fund Displays the Fund code that comes from the
: SpeedType that you enter.
Use the Project Displays the Project code that comes from the
crosswalks and/or SpeedType that you enter.
trees to determine the DeptID Displays the department ID that comes from the

correct values. Refer SpeedType that you enter.

to the PeopleSoft 8.4
Financials Overview Class Displays the Class code that comes from the
course materials for SpeedType that you enter.

additional details.

GL Base Amount. Displays the amount to be charged to GL for this
line.
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Lesson 5:
Creating a Special Request for Goods

This lesson explains the procedure used to create a Special Request
requisition for Goods.

Procedure — Creating a Special Request for
Goods

Use the following procedure to create a special request for goods.

'% To create a special request for goods:
1. From the left-hand navigation, select eProcurement.

2. Select eProcurement Home Page.

The eProcurement Home Page appears.

eProcurement Homepage for: Hansen, Dana

ie. Create Reguisition

Create a new regquisition by browsing
or searching compary and external
catalogs

Manaoe Reqguisitions

? Feview existing reguisitions, edit,
view their status, cancel, receive,
and return to vendaor

Buyer Station
Create, edit, or approve purchase

orders, source requisitions and
process change requests

Receive
%. Create, edit, and process receipts

lﬁ" and return to vendors

Review requisitions where you are
part ofthe approval process

? Manade Approvals

bty Profile
modify information aboutyourself
and ywour personal preferences

Admministratian

Administer eProcurement. security,

purchasing options, control data,
and users

Procurerment Catd

Request a procurement card, view
transactions, maintain merchant
cross reference

Click Create Requisition.

The Requisition Summary page appears.

03/17/05
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PeopleSoft 8.4 eProcurement

é E E Entering a

short description as
the Requisition Title
will help you identify
your requisition in a
search list. Use a
good description

to help you narrow
down the search
process. Otherwise
the system just uses
the requisition
number.

Requisition for: Training ID

Edit Defaults

Requisition Title;

Search Favorite ftem Yy Special
Catalog ftems Templates i Request

Requisition Summary

Cancel Requisition

e To add an iterm to this Reqguisition, click one of the options on the menu ahove,

gProcurernent Hotne Manage Requisitions

Enter a Requisition Title.
w2 Special
Click i Request '

The Special Request page appears.

Special Request

Select the type of iterm you would like to arder below:

" Good

" Service

Cancel | M et

Turn on the Good radio button.

2-16
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7. Click Mext |

The Special Request — Goods page appears.

Special Request - Goods
Description: Category:
| | Y
by Unit of Measure: Price: Currency: Due Date:
[ [ @l | jusp =] [ &
Vendor ID: ‘Yendor Logkup
Comment Text:
=
A
Cancel | Add ltem |
8. Enter a description of the item needed.

gThe description format must include: catalog#, descr, size
(if applicable).

9. CIickﬂ for the Category field.
The Lookup Category page appears.

03/17/05 Proprietary and Confidential to Case
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Look Up Category

Search by: | Category bedins with

Look Up | | Cancel | Advanced Lookup

Search Results

Wien Al 1-100 of 169 )] Last
Cateqory Description
ADVERTISIMG tedia,Mewspaper,Radio, T Class

ALL CATALOG ITEMS  All Purchasing Catalog ltems
AblAL FACILITIES Animal Facilities

AMIMAL RES CENTER  Animals, Lab, Farm, and Cther
ARTS Arists Entertainers, Perfarmer
ARTSECRAFT SUPPLIE Art SUpplies Clay,Paint,Brushe
ATHLETIC SUUPPLIES Athletic Recreation&Sporing
AUDIOVIDED SERVIC  Yideo Productions Services
AUDIOVISUAL SUPPL  Audio Wisual Pars & Supplies

AUDIT SERVICES External AuditingfAccounting S
AWARDS Awards Plagues Trophies Appare
BOOkKS Books, Reprints, Periodicals,
BOOKSBINDINGSUPE  Book Binding & Binding Supp
CABLE SERVICES Cable Services TV, Teleconfaren
CATERIMG Catering/Event SuppliesrSary

CHEM ETIOLOGICAL Chemicals, Etialogical
CHEM HAFARDOUS R&ED Chemicals, Hazardous Res & Dey

CHEM RESEARCH Chemicals,Research& Scientific
CHEMHAFAFLAM=20L  20L and =Flammable/Hazardous
CIF AT CIP Adrministrative Costs

CIF CC CIF Construction Costs

CIF DC CIF Design Costs

10. Select the appropriate item Category code.

11. Enter the quantity needed in the Qty field.

12. Enter the Unit of Measure for the item.

13. Enter the Price per unit of measure for the item.

14. Verify that USD is the Currency field.

15. Enter the date you need the item in the Due Date field.
16. Click the Vendor Lookup hyperlink.

The Vendor Search page appears.
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Vendor Search

Mame: | Find
City: Reset

Country: usa Q) State: Suggest Yendar
Postal
Code:

€ Enter search criteria to find a vendar.

When
entering a portion of Return to Special Reguest
the vendor name,
PeopleSoft requires

Enter search criteria to locate the vendor in the vendor table:

you to enter at least e All or a portion of the vendor name
two characters.
The percent (%) o City where the vendor is located
\Gvélsgard may be e State where the vendor is located
e All or a portion of the vendor zip code
: Find
17. Click | |
The results that match the criteria appear in the Search Results
list.
Your Search returned the list of items below:
+ Select Vendor 2 Vendor Details
Customiza | Find E o
Name Location Address City State
Bec Computer Centers Remitting 30133 Euclid Ave Wickliffe 0OH v B
Beck-Lee Remitting P Box 528 Stratford CcT v B
Beckley Cardy Inc Remitting PO Box 64661 StPaul M ¥ E‘g‘
Beckman Brea Remitting PO Box 550 Brea CA s E‘g‘
Beckman Coulter Inc Remitting DeptCh 10164 Palatine L s =]
Beckman Instrurments Inc Remitting PO Box 70445 Chicago L v =
Beckson Ind Products Remitting PO Box 468 Guilford CT v EL:‘.
Beco Manufacturing Co In Remitting 23361 Perala Dr Laguna Hills ChA v =]
Becton Dickinson Remitting File Mo 5446 Los Angeles CA v =]
Becton Dickinson Latware Remitting 1 Becton Dr Franklin Lakes M v EL:‘.
18. Click ¥ (Select Vendor) on the vendor line to use for this
requisition item.
The Special Request — Goods page reappears with the selected
Vendor.
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Special Request - Goods
Description: Category:

L59837, Test Tubes, 1/2-inch L&B SUPPLIES =Y
Oty Unit of Measure: Price: currency: Due Date:
200.00C Erl Q) 1.95000 UsD 06M0/2004 | [

Vendor ID: erdor | pokup
Beckman Instruments Inc

Comment Text:

Add e

19. Enter any Comment text needed to appear on the requisition.
This is information that may be helpful to the Purchasing group
to process the requisition. You may also select this information
to be printed on the purchase order to send to the vendor.

20. Click the Add Item button.

The Requisition Summary page appears.

Requisition for: Training ID

Edit Defaults

Requisition Title:
Search Fawvorite ftem Special
Catalog ftems Templates I Request

S
Requisition Summary

Cancel Reguisition

€ To add an item to this Requisition, click one of the options an the menu ahove,

eProcurement Home Manage Reguisitions

21. Repeat steps 8 through 20 for each item being requested.

Each line of your requisition must be updated with the shipping and cost
distribution information.

% To verify or update the Shipping Information for each line:
22. Click the &# (Shipping Info icon).
The Shipping Information page appears.

Proprietary and Confidential to Case 03/17/05
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23.

24.

25.

26.

27.

28.

29.

30.

Shipping Information Override Suggested Vendor
Consolidate with other Reqs
Line Description Quantity Unit Price Lead Time
1 LS9837, Test Tubes, 1/2-inch 2000000  Each 1.85000 USD
Shipping Information Custarnize | Find | B
*Ship To Location Attention Quantity Due Date Total
Q] Hansen, Dana 2000000 [o6r1oizo0q ] ze0o00 A [+ =]

!

Return to Reguisition Summary

0 To change accounting ! cost distribution information click the Lg icon on the line you wish to
update.

If the Shipping location is a standard CASE location, select the
Ship To location and skip to step 31.

If it is a one-time ship to location (non-CASE location), click the
i (One Time Address icon).

The One Time Shipping Information page appears.

One Time Shipping Information

Line Description Quantity Price

1 #B49358, printer paper, standard  5.0000 Each 895000 UsSD

Line Sched Num Ship To Quantity  Due Date Total
1 1 Barhara Br 50000 08172004 EAd44.75 USD
Country: [usa @l United states prefi. |
Address 1: | Phone: I
Address 2: | =it I
Address 3: I Fax I
city: |
County: I Postal: I
State: I g

Return | Cancel |

Enter the Country where the shipping address is located.

The remaining address lines become available in the format for
that country.

Enter the correct, one-time shipping address.

cliok LBetem |

The Shipping Information page appears.

Enter or Verify the name of the person receiving the item in
the Attention field, if other than the Requestor.

Verify the date that the requested item is needed in the Due
Date field.

If the requested items are going to multiple locations and or
people, click the 3 button and repeat steps 26 through 32.

03/17/05
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%To verify or update the Distribution Information for each line:

31. Click | (Cost Distribution Info icon).

The Distribution Information page appears.

Distribution Information
Line Description Quintil Linil Price

1 FH1234%, Pnter Paper, box S.0000  Each 8.95000 USD

Line Sched Num Ship To Quantity Due Date Total

11 CedarAve  S.0000 080072004 4475 LIED

‘Distribide by Dishibuoted Guanfity:

Gir S 50000
l|’ Detals 'l
Line Stalus ‘Localion  Reqilfy  Poocent Specd Type Accoumt Fuent Fimd  Project Ueptill  Class gtlg:::
1 oOpen W (4 50000 100.0000 Al s9san | 4 ) 4475 F| =]
Retwn o Shipolng Information  Refurn o Requisiton Summary

32. Select the Amt or Qty in the Distribute by field.

33. Click X to select the Speed Type.

The Look Up Speed Type page appears.

34. Type the beginning characters for your SpeedType and click
Look Up .

The available SpeedTypes appear in the Search Results.

Look Up Speed Type

Search by: Speed Type begins with| RES

Look Up | Cancel | Aovanced Lookup

Search Results

Qnly the first 300 results can be displayed. Enter more information ab
Wiew All 1-100 of 200 )] Last

Speed Type Description

FEES420002 Mew Speed Types Added 05510504
FES420003 Mew Speed Types Added 0510504
RES420004 Mew Speed Types Added 051 0704
RES420005 Mew Speed Types Added 051 0504
RES4 20006 Mew Speed Types Added 0541 0504
FEES420007 Mew Speed Types Added 05110504
FEES420008 Mew Speed Types Added 0510504
FES420004 Mew Speed Types Added 0510504
FEES420010 Mew Speed Types Added 05510504
FEES420011 Mew Speed Types Added 0510504

35. Click the link of the SpeedType you will use.
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The Distribution Information page appears with the information
from the selected Speed Type.

36. Enter the Account, if applicable.
37. Enter the Event, if applicable.

38. For split funding on the requested items, click the Ik button,
enter the Quantity or Amount, and repeat steps 36 — 40 for each
additional distribution.

39. Click the Return to Shipping Information hyperlink

The Shipping Information page appears.
40. Click the Return to Requisition Summary hyperlink

The Requisition Summary page appears.

%To verify or update the Line Details for each line:
41. Click E (Line Details icon).

The Line Details page appears.

Line: 1 L59837, Test Tubes, 153-inch
Amount: 390.00 USD
Category: 00015  Lab Supply wiew Hierarchy
Buyer: | Q| Buyer Information
Vendor: 0ooooo1167 ﬂ Beckman Instruments Inc
Vendor Loc: |REMIT Q) remiting
Vndr Catlg:
Vnd tm ID: UPN ID:
Mfy ID: =
Mfg ttm 1D: 4
Contract ID: Q) Line: G
Calculate Price Zero Price Indicator
[] RFQ Required [7 inspection Required
Device Tracking
|
Return to previous main panel  Configuration [nfio

42. Enter or verify the ID for the Buyer.

43. Verify that the Vendor location information is correct.
44, Enter additional information as needed.
45, Click the Return to previous main panel hyperlink.

The Requisition Summary page appears.
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%To add comments or attachments to send with the purchase
order:

46. Click (Comments icon).

The Comments page appears with any comments that you
entered on the Special Request.

47. Turn on the send comment to vendor checkbox if you want the
comments to be printed on the purchase order to be sent to the
vendor.

48. Click 249 Atachment Iif you want to attach a document that

further clarifies this request.

A page appears to select the document you want to send.

Browse...

Lpload | Cancel |

49, Click to locate your document.

The Choose file dialog box appears.

(HIDDEENTIE: _J LE
Lok, in: | @' Desktop j |‘=_“i( Ed-
} IzlJHCM arid |5l shats
\_a;} ,ﬂ refresh butkan |[Z)ePro shats
My Recert ,ﬂ pracess button |C)5naglt &
DimmumEqis IEIJnavigation = ¥ahoo! Messenger
Fr E)Fms Document Prink Infarmation E Adobe Acrobat 6.0 Professional
e & sclution Center
Desktap IEIJTraining capacity tatals @“MSN Explarer
IzlJ(Zopy of peaplesaft training Locations ‘ﬁMy Mekwark Places
WPeopleSoft 8 FSTRN ' My Computer
W10 po LisT CJpy Documents
My Documents ;, Sy
&2l Caloulakar
o EHRMS
:_!)“g @}W?ndows EprPrer {1

Moo Gty &) Windows Media Player
|[Cicatalog req

y Metwork, File: marne: || j Open |

Places
Files of type: | 4l Files ) R Cancel
. . Open
50. Locate the file and click

51.  Click _Yrioad |

The Line Comments page appears with your attachment.
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%To submit the special requisition into workflow for approval:

52. Once all items and details have been recorded for the
Save and Submit

requisition, click

The requisition is saved and submitted to workflow approval. A
message appears at the bottom of the Requisition Summary
page with your Requisition number. You may want to note this
number for future reference.
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Lesson 6:
Creating a Special Request for Services
This lesson explains the pages and procedure used to enter a Special
% Request for Services.
You will
use a Special

Request for Senices  Speclal Request — Service Page

requisition type when

entering a blanket PO Use the Special Request - Service page to indicate that this Special
with a beginning and Request is for a service. From the Special Request page, select the
an ending date. Service radio button and click Next.

This is the Special Request — Service page:

Special Request - Service

Enter the type of service you would like to arder below:

) Fixed Cost
) Variable Cost

) Time and Materials
M et

There are three templates on this page that you can use to request
services. They are:

o Fixed Cost — Template for an item that has a specified cost. No
allowance for quantity is available.

e Variable Cost — Template where unit price and quantity may be
entered.

e Time and Materials — Template where unit price and time period may
be entered.

Depending on the radio button selected, the appropriate template page will
appear. You could use all three templates within the same requisition.

Special Request — Fixed Cost Service Page

On the Special Request — Service page, select the Fixed Cost radio button
when you need to request service at a fixed cost.

This is the Special Request — Fixed Cost Service page:
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Description:

Value of Service:

Wendor Lookup

Edl

CQuote Number:

Comment Text:

Cancel

Special Request - Fixed Cost Service

currency:
LISD

Start Date for Gen Standing PO:

Category:

Due Date:

Quote Date:

]

Add ltem

These are the fields on the Special Request — Fixed Cost Service page:

Fields

Description

Description

Enter a text description of the service performed.

Category

Select from a predefined list of internal Category
code.

Value of Service

Enter the total price of the item being requested.

Currency

Verify the currency for the order. At Case this
will always be US Dollars (USD).

Wendor Lodkup

Click the link to the Vendor search page.

Start Date for Gen
Standing PO

Enter the start date to begin the requested
setrvice.

Due Date

Enter the date the service should complete.

Quote Number

Enter a pre-existing quote number, if applicable.

Quote Date

Enter the date quote was made, if applicable.

Comment Text

Enter any text you want to appear on PO and
Requisition.
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Procedure — Creating a Special Request for
Services Using a Fixed Cost Template

Use the following procedures to create a special request for services using
the fixed cost template.

% To create a special request for services with the fixed cost
template:

1. From the left-hand navigation, select eProcurement.
2. Select eProcurement Home Page.

The eProcurement Home Page appears.
3. Select the Create Requisition hyperlink.

The Requisition Summary page appears.

Requisition for: Training ID

Edit Defaults

Requisition Title:

E

[FEES]  Search Favorite ftem Special
=EE  catalog Items Templates ‘ Request

Requisition Summary

Cancel Reqguisition

0 To add an itemn to this Requisition, click one of the options on the menu above.

eProcurement Home Manane Reguisitions

4, Enter a Requisition Title.

z, @ Special
5. Click i Request

The Special Request page appears.
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Special Request

Select the type of iterm you would like to order belowy;

" Good

" Service

Cancel | M et

6. Select the Service radio button.

7. ciok[ et ]

The Special Request — Services page appears.

Special Request - Service

Enter the type of service you would like to order below:

* Fixed Cost
" variable Cost

" Time and Materials
et

8. Select the Fixed Cost radio button.
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9. Click .

The Special Request — Fixed Cost page appears.

Special Request - Fixed Cost Service
Description: Categony:
| | Y
Yalue of Service: Currency:
[ JusD =]
YWendor Lookup
Start Date for Gen Standing PO:  Due Date:
Edl | (]
Quote Humber: Quote Date:
I [ B
Comment Text:
| B
| -
Cancel | Add ltern |

10. Enter the Description of the item needed.

11. CIickﬂ for the Category field.

The Lookup Category page appears.
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Look Up Category

Search by: | Category bedins with

Look Up | | Cancel | Advanced Lookup

Search Results

Wien Al 1-100 of 169 )] Last
Cateqory Description
ADVERTISIMG tedia,Mewspaper,Radio, T Class

ALL CATALOG ITEMS  All Purchasing Catalog ltems
AblAL FACILITIES Animal Facilities

AMIMAL RES CENTER  Animals, Lab, Farm, and Cther
ARTS Arists Entertainers, Perfarmer
ARTSECRAFT SUPPLIE Art SUpplies Clay,Paint,Brushe
ATHLETIC SUUPPLIES Athletic Recreation&Sporing
AUDIOVIDED SERVIC  Yideo Productions Services
AUDIOVISUAL SUPPL  Audio Wisual Pars & Supplies

AUDIT SERVICES External AuditingfAccounting S
AWARDS Awards Plagues Trophies Appare
BOOkKS Books, Reprints, Periodicals,
BOOKSBINDINGSUPE  Book Binding & Binding Supp
CABLE SERVICES Cable Services TV, Teleconfaren
CATERIMG Catering/Event SuppliesrSary

CHEM ETIOLOGICAL Chemicals, Etialogical
CHEM HAFARDOUS R&ED Chemicals, Hazardous Res & Dey

CHEM RESEARCH Chemicals,Research& Scientific
CHEMHAFAFLAM=20L  20L and =Flammable/Hazardous
CIF AT CIP Adrministrative Costs

CIF CC CIF Construction Costs

CIF DC CIF Design Costs

12. Select the Category.

The Special Request — Fixed Cost page appears with the
selected category.

13. Enter the amount in the Value of Service field.
14. Verify USD is in the Currency field.
15. Click the Vendor Lookup hyperlink.

The Vendor Search page appears.
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Vendor Search

Mame: | Find
oy _ Rosst |
Country: |USA| Q) State: Sudoest Yendor

Fastal
Code:

€ Enter search criteria to find a vendor.

Return to Special Reguest

16. Enter search criteria to locate the vendor in the vendor table:
= All or a portion of the vendor name
= City where the vendor is located
= State where the vendor is located
= All or a portion of the vendor zip code
Find l

17. CIiCk|

A list of vendors that match the criteria appears.

18. Click the v select button on the vendor line to use for this
requisition item.

The Special Request — Fixed Cost Service page reappears with
the selected vendor information.

19. Enter the Start Date or the day the service will begin.

20. Enter the Due Date or the day the service will end.
21. If a quote exists, enter the Quote Number and Quote Date.
22. Enter any needed Comments.

23, cliok [Addfem |

The Requisition Summary page appears with the information.
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03/17/05

24,

Requisition for: Training ID

Edit Defaults
Requisition Title: | |
Search Favorite Item £ Special
Cataloq lems Templates l Request

Requisition Summary

Cancel Requisition

€ Toadd an itern to this Requisition, click one of the options an the menu above.
eProcurement Horme Manage Reguisitions

Repeat steps 8-23 for all special items that you are requesting.

To verify or update the Shipping Information for each line:

25.

26.

Click =8 (Shipping Information icon).

The Shipping Information page appears.

Shipping Information Override Suggested Vendor

Consolidate with other Reqs
Line Description

Quantity Unit
1 Maintenance, DNH1456 1.0000

Lead Time

Each §,500.00000 USD
Shipping Information

Customize |Find | B First [4] 1 cf 1

*Ship To Location Attention

Quantity Due Date Total
Q] |Hansen, Dana 10000 | |oerzorzond B esonoo A1 [+ =]

Eeturn to Reguisition Summary

o Tochange accounting / cost distribution infarmation click the g ican an the ling you wish to
update.

If the Shipping location is a standard Case location, select the
Ship To location and skip to step 29.
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27.

28.

29.
30.

31.

32.

33.

If it is a one-time ship to location (non-CASE location), click the
Nl (One Time Address icon).

The One Time Shipping Information page appears.

One Time Shipping Information

Line Description Quantity

1 Maintenance Service 1.0000 Each 200.00000 USD

Line Sched Num Ship To Quantity Due Date Total

1 1 Barbara Br 1.0000  0&8M1272004 200.00 USD

Country: [bs2 @ United states Prefi |
Address 1: I Phone: I
Address 2; | S8 I
Address 3: I Fax: I
City: |
County: | Postal: I
State: I ﬂ

Return | Cancel |

Enter the Country where the shipping address is located.

The remaining address lines become available in the format for
that country.

Enter the correct, one-time shipping address.
Click Return.

The Shipping Information page appears.

Enter the name of the person receiving the service in the
Attention field if other than the Requestor.

Enter the date that the requested service is needed in the
Due Date field.

If the requested service is occurring at multiple locations and/or
for people, click the * | button and repeat steps 29 through 32.
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%To verify or update the Distribution Information for each line:

34.

35.

36.

37.

38.

40.
41.

42.

43.

Click £=] (Cost Distribution icon).

The Distribution Information page appears.

Distribution Information
Line Description Quantity Linit Price

1 Maintenance, ORI 456 10000  Each 5,500,00000 LUSD
e Sciod HiEm Ship (o Guantiry D Bt Totnd

L i i 1.0000 AR08 6:500.00 UED

= [

[ Detaits

6L Ba
Amoum
1\ open  oow @] 1.0000 100.0000 alsieaan @) @l 6500.00 ==l

Lirve Status  “Location  Feq Gty Percent Spead Type Account Event Fund  Project Deptl}  Class

Hoturn to Bppeng information Hitum t Hequisition Summarg

Select Amt or Qty in the Distribute by field.

Click Q to look up the SpeedType.

The SpeedType Lookup page appears.
Select the SpeedType combination.

The Distribution Information page appears with the selected
SpeedType.

Enter the Amount or Quantity for the distribution line. Enter the
Account, if applicable.

Enter the Event, if applicable.

For split funding on the requested items, click the L+ button,
enter the Quantity or Amount, and repeat steps 39 - 40.

Click the Return to Shipping Information hyperlink

The Shipping Information page appears.
Click the Return to Requisition Summary hyperlink

The Requisition Summary page appears.

%To verify or update the Line Details for each line:

44,

45,
46.
47.

Click ) (Line Details icon).

The Line Details page appears.

Verify that the Buyer field contains the departmental buyer.
Verify that the Vendor Location information is correct.

Click the Return to previous main panel hyperlink.

The Requisition Summary page appears.
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%To add comments or attachments to send with the purchase
order:

48. Click (Comments icon).

The Comments page appears with any comments that you
entered on the Special Request.

49. Turn on the send comment to vendor checkbox if you want the
comments to be printed on the purchase order to be sent to the
vendor.

50. Click 249 Atachment Iif you want to attach a document that

further clarifies this request.

A page appears to select the document you want to send.

Browse...

Lpload | Cancel |

51. Click to locate your document.

The Choose file dialog box appears.

(HIDDEENTIE: _J LE
Lok, in: | @' Desktop j |‘=_“i( Ed-
} IzlJHCM arid |5l shats
\_a;} ,ﬂ refresh butkan |[Z)ePro shats
My Recert ,ﬂ pracess button |C)5naglt &
DimmumEqis IEIJnavigation = ¥ahoo! Messenger
Fr E)Fms Document Prink Infarmation E Adobe Acrobat 6.0 Professional
e & sclution Center
Desktap IEIJTraining capacity tatals @“MSN Explarer
IzlJ(Zopy of peaplesaft training Locations ‘ﬁMy Mekwark Places
WPeopleSoft 8 FSTRN ' My Computer
W10 po LisT CJpy Documents
My Documents ;, Sy
&2l Caloulakar
o EHRMS
:_!)“g @}W?ndows EprPrer {1
Moo Gty &) Windows Media Player
|[Cicatalog req
y Metwork, File: marne: || j Open |
Places
Files of type: | 4l Files ) R Cancel
. . Open
52. Locate the file and click

53.  Click _Yrioad |

The Line Comments page appears with your attachment.
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%To submit the special requisition into workflow for approval:

54. Once all items and details have been recorded for the
Save and Submit

requisition, click

The requisition is saved and submitted to workflow approval. A
message appears at the bottom of the Requisition Summary
page with your Requisition number. You may want to note this
number for future reference.
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Special Request — Variable Cost Page

On the Special Request — Service page, select the Variable Cost radio
button when you need to request service at a variable cost, such as for
equipment repair.

This is the Special Request — Variable Cost page:

PeopleSoft 8.4 eProcurement

Special Request - Variable Cost

Description:

Vendor ID:
Cuote Number:

Scope of Work:

Cancel

# of Units of Work: Unit of Measure:

Wendor Lookup

Categorny:
=\
Rate Per Unit of Work:  Currency:
g LsD
Beginning date of senvice:
B
CGuote Date: Date of completion:
Bl Bl

Add ltem

These are the new fields on the Special Request — Variable cost page:

Field

Description

# of Units of work

Enter the quantity of work to be done.

Unit of Measure

Enter how work is measured, (hours, days,
tons, etc.)

Rate Per Unit of Work

Enter the unit price for the service.

Beginning date of service

Enter the beginning date of work.

Date of Completion

Enter the date work is to be complete.

Scope of Work

Enter a description of the work to be done.
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Procedure — Creating a Special Request for
Services Using a Variable Cost Template

Use the following procedures to create a special request for services using
the variable cost template.

% To create a special request for services with the variable cost
template:

1. From the left-hand navigation, select eProcurement.
2. Select eProcurement Home Page.

The eProcurement Home Page appears.
3. Select the Create Requisition hyperlink.

The Requisition Summary page appears.

Requisition for: Training ID
Edit Cefaults

Requisition Title:

Search Favorite ftem 4
Cataloqg tems Templates i

%
Requisition Summary

Special
Request

Cancel Reguisition

0 To add an item to this Requisition, click one of the options on the menu above.

eProcurerment Home Manage Reguisitions

4, Enter a Requisition Title.

z & Special
5. Click i Request

The Special Request page appears.

03/17/05 Proprietary and Confidential to Case 2-39

and Cedar Enterprise Solutions, Inc.



Chapter 2: Creating a Special Request Requisition PeopleSoft 8.4 eProcurement

Special Request

Selectthe type of iterm you weauld like to arder below:

" Good

" Service

Cancel | Ml et

6. Select the Service radio button.

7. ciocl et ]

The Special Request — Services page appears.

Special Request - Service

Enter the type of service you would like to order below:

* Fixed Cost
" variable Cost

" Time and Materials
et

8. Select the Variable Cost radio button.
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10.
11.

12.

13.
14.
15.
16.
17.

18.

19.

20.

cliok [ _Net_]

The Special Request — Variable Cost page appears.

Special Request - Variable Cost
Description: Category:
QJ
# of Units of Work: Unit of Measure: Rate Per Unit of Work:  Currency:
g UsD
Vendor ID:  ‘“endar Loaku Beginning date of service:
il
Quote Number: CQuote Date: Date of completion:
Bl Bl
Scope of Work:
Cancel Add lterm

Enter a Description of the item needed.
Click &l for the Category field.

The Lookup Category page appears.

Select the Category.

The Special Request — Variable Cost page appears.
Enter the # of Units of Work.

Enter the Unit of Measure for this work.

Enter the price Rate per Unit of Work.

Verify USD is in the Currency field.

Click the Vendor Lookup hyperlink.

The Vendor Search page appears.

Enter search criteria to locate the vendor in the vendor table:
All or a portion of the vendor name

City where the vendor is located

State where the vendor is located

All or a portion of the vendor zip code

Click the Find button.

Matched results display below the vendor search criteria.

Click on the vendor line to use for this requisition item.

The Special Request — Variable Cost page reappears
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21. Enter the Beginning date of service.

22. Enter the Date of completion.

23. If a quote exists, enter the Quote Number and Quote Date.
24, Enter along description of the line item and any

instructions in the Scope of Work field.
25. Click the Add Item button.

The Requisition Summary page appears — with the new line.
26. Repeat steps 8-28 for all special services that you are
requesting.
To verify or update the Shipping Information for each line:

27. Click the &# Shipping Information icon.

The Shipping Information page appears.

28. If the Shipping location is a standard CASE location, select the
Ship To location and skip to step 36.

29. If it is a one-time ship to location (non-CASE location), click the
If (One Time Address icon).
The One Time Shipping Information page appears.
30. Enter the Country where the shipping address is located.

The remaining address lines become available in the format for
that country.

31. Enter the correct, one-time shipping address.
32. Click Return.

The Shipping Information page appears.

33. Enter the name of the person receiving the item in the
Attention field if other than the Requestor.

34. Enter the date that the requested item is needed in the Due
Date field.

35. If the requested items are going to multiple locations and or

people, click the 3 button and repeat steps 31 through 37.

%To verify or update the Distribution Information for each line:
36. Click i (Cost Distribution icon).

The Distribution Information page appears.
37. Select the Amt or Qty in the Distribute by field.

38. Click Q for the SpeedType field.
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39.

40.
41.
42.

43.

44,

45,

The SpeedType Lookup page appears.

Select the SpeedType combination.

The Distribution Information page appears.

Enter the Amount or Quantity for the distribution line.
Enter the Account, if applicable.

Enter the Event, if applicable.

For split funding on the requested items, click the L+ button,
enter the Quantity or Amount, and repeat steps 43 - 45.

Click the Return to Shipping Information hyperlink

The Shipping Information page appears.
Click the Return to Requisition Summary hyperlink

The Requisition Summary page appears.

%To verify or update the Line Details for each line:

46.

47.
48.
49.

Click ) (Line Details icon).

The Line Details page appears.

Verify that the Buyer field contains the correct buyer.
Verify that the Vendor Location information is correct.

Click the Return to previous main panel hyperlink.

The Requisition Summary page appears.

%To add comments or attachments to send with the purchase

50.

51.

52.

order:

Click (Comments icon).

The Comments page appears with any comments that you
entered on the Special Request.

Turn on the send comment to vendor checkbox if you want the
comments to be printed on the purchase order to be sent to the
vendor.

Click Add Attachment e you want to attach a document that

further clarifies this request.

A page appears to select the document you want to send.
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Browse...

pload | Cancel |

53. Click to locate your document.

The Choose file dialog box appears.

Cilyuzz filz _J ﬂ
Look in: | (2} Desktop j & EE-
2 IEJHCM grid |2gl shats
! ,ﬂ refresh button |[Z)ePro shots
My Recent [¥]process button [C)5naglt &
Documents Enavigation 3 tahaal Messenger
@ IEJFMS Document Print Information E Adobe acrobat 6.0 Professional
M Peoplesaft & FSCy & Salution Center
Desktop & Training capacity tokals a_’MSN Explorer
§ IEJ(Zopy of peoplesoft training Locations ‘iMy Metwork Places
’j M Peoplesaft & FSTRI "4 My Computer
W10 Do L1sT DJMy Documents
My Documents ; Svy
e Calculator
. [GHRMS
:‘J‘_g eyl Windaws Explarer (2)
i Gt ﬁ) windows Media Player
|[ZJcatalog req
J
My Metwork File name: || j Open
Places
Files of type: | Al Files [*) -l Cancel
. . Open
54, Locate the file and click

55.  Click | “Pioad |

The Line Comments page appears with your attachment.

%To submit the special requisition into workflow for approval:

56. Once all items and details have been recorded for the
Sawve and Submit I

requisition, click

The requisition is saved and submitted to workflow approval. A
message appears at the bottom of the Requisition Summary
page with your Requisition number. You may want to note this
number for future reference.
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Special Request — Time and Material Pages

On the Special Request — Time and Material page, select the Time and

% Materials radio button when you need to request service that includes

At Case, pricing for units of time and materials. This template consists of two pages,

you will use the one for service information, and another for materials information.

Special Request for

Service, Time and . .

Materials requisition Service Information

type for construction . . . . .

requests. Use the Special Request — Time and Materials (Service Information) page
to enter detail for the service part of the request.

This is the Special Request — Time and Materials (Service Information)

page:
Special Request - Time and Materials (Service
Information)
Description: Category:
=\
# of Units of Work: Unit of Measure: Rate Per Unit of Work: Currency:
g LISD
Beginning date of
Vendor: vendaor Lookup e
Bl
Quote Number: Quote Date: Date of completion:
Eil Bl
Scope of Work:
03/17/05 Proprietary and Confidential to Case 2-45
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Material Information

Use the Special Request — Time and Materials (Material Information) page
to enter detail for the goods or materials part of the request.

This is the Special Request — Time and Materials (Material Information)

Page:
SpECiﬂl REQUESt - Time and Materials {Materials
Information)
Description: Category:
CIP_CC Q)
Requisition Price: Unit of Measure;  CUrrency: Beginning date of service:
al UsSD 0B/032004 ) i
wendor Lookup Date of completion:

Ed)

Detailed Description of Project Materials

Add Itern
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Procedure — Creating a Special Request for
Services Using a Time and Materials

Template

Use the following procedures to create a special request for services using
the time and materials template.

'% To create a special request for services with the time and
materials template:

From the left-hand navigation, select eProcurement.
Select eProcurement Home Page.

The eProcurement Home Page appears.

Select Create Requisition.

Click OK.

The Requisition Summary page appears.

Requisition for: Training ID
Edit Defaults

Requisition Title:
Search Favorite Item Special
Catalog ltems Templates Request

%
Requisition Summary

Cancel Reguisition

€ Toadd an item to this Requisition, click ane of the aptians an the menu abave.

eProcurement Hame Manadge Reguisitions

5. Enter a Requisition Title.

5 & Special
Click i Hequest_

The Special Request page appears.
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10.

Special Request

Selectthe type of iterm you weauld like to arder below:

" Good

" Service

Cancel | Ml et

Select the Service radio button.
Click Next.

The Special Request — Services page appears.

Special Request - Service

* Fixed Cost
" variable Cost

" Time and Materials
et

Enter the type of service you would like to order below:

Select the Time and Materials radio button.
Click Next.

The Special Request — Time and Materials (Service
Information) page appears.
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11.
12.

13.

14.
15.
16.
17.
18.

19.

20.

21.

Special Request - Time and Materials (Service
Information)
Description: Category:
Q)
# of Units of Work: Unit of Measure: Rate Per Unit of Work: Currency:
=Y UsD
Beginning date of
Vendor: Yendor Lookup T
[
Quote Number: Quote Date: Date of completion:
Es] Bl
Scope of Work:

Enter a Description of the service needed.

click X for the Category field.

The Lookup Category page appears.
Select the Category.

The Special Request — Time and Materials (Service
Information) page appears.

Enter # of Units of Work.

Enter Unit of Measure.

Enter the price Rate per unit of work.
Verify USD is in the Currency field.
Click the Vendor Lookup hyperlink.

The Vendor Search page appears.

Enter search criteria to locate the vendor in the vendor table:
All or a portion of the vendor name

City where the vendor is located

State where the vendor is located

All or a portion of the vendor zip code

Click| Find |

A list of results that match the criteria display below the vendor
search criteria.

Click on the vendor line to use for this requisition item.
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The Special Request — Time and Materials (Service
Information) page reappears.

22. Enter the Beginning date of service.
23. If a quote exists, enter the Quote Number and Quote Date, if
applicable.

24. Enter the Date of Completion.

25. Enter a long description of the work to be done and any
instructions in the Scope of Work field.

26. Click the Next button.

The Special Request - Time and Materials (Materials
Information) page appears.

Special Request - Time and Materials (Materials
Information)

Description: Category:
CIP_CC a
Requisition Price: Unit of Measure;  CUrrency. Beginning date of service:
Q) usD 060312004 | il
wendor Lookup Date of Cﬂmplmﬁl

Detailed Description of Project Materials

add Itern

27. Enter the Description of the materials.

28. Click X to search for the Category.

The All Categories — Special Request Categories Lookup page
appears.

29. Select the appropriate item Category.
30. Enter the material Requisition Price.
31. Enter the Unit of Measure.

32. Verify that USD is in the Currency field.
33. Enter the Beginning date of service.
34. Enter the Date of completion.

35. Click the Vendor Lookup hyperlink.

The Vendor Search page appears.
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; E : When you

use the Time and
Materials template,
two line items appear
on the Requisition
Summary page. One
line reflects the Time
or service portion of
the requisition, the
other line reflects the
materials portion of
the requisition.

36.

37.

38.

39.
40.

Enter search criteria to locate the vendor in the vendor table:
o All or a portion of the vendor name

¢ City where the vendor is located

o State where the vendor is located

e All or a portion of the vendor zip code

Click| Find |

A list of results that match the criteria display below the vendor
search criteria.

Click on the vendor line to use for this requisition item.

The Special Request — Time and Materials (Materials
Information) page reappears

Enter the Detailed description of Project Materials.
Click the Add Item button.

The Requisition Summary page appears with the new lines.

To verify or update the Shipping Information for each line:

41.

42.

43.

44,

45,
46.

47.

48.

49.

Click =¥ (Shipping Information icon) for the first line item.

The Shipping Information page appears.

If the Shipping location is a standard Case location, select the
Ship To location and skip to step 47.

If it is a one-time ship to location (non-Case location), click the

If (One Time Address icon).
The One Time Shipping Information page appears.

Enter the Country where the shipping address is located.

The remaining address lines become available in the format for
that country.

Enter the correct, one-time shipping address.
Click Return.

The Shipping Information page appears.

Enter the name of the person receiving the service in the
Attention field if other than the Requestor.

Enter the date that the requested item is needed in the Due
Date field.

If the requested items are going to multiple locations and or
people, click the _* button and repeat steps 44 through 50.
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%To verify or update the Distribution Information for each line:

50.

51.

52.

53.

54.
55.
56.

57.

58.

59.

Click £=] (Cost Distribution icon).

The Distribution Information page appears.
Select the Amt or Qty in the Distribute by field.

click X for the SpeedType field.

The SpeedType Lookup page appears.

Select the SpeedType combination.

The Distribution Information page appears.

Enter the Amount or Quantity for the distribution line.
Enter the Account, if applicable.

Enter the Event, if applicable.

For split funding on the requested items, click the ] button,
enter the Quantity or Amount, and repeat steps 54 - 58.

Click the Return to Shipping Information hyperlink

The Shipping Information page appears.
Click the Return to Requisition Summary hyperlink

The Requisition Summary page appears.

%To verify or update the Line Details for each line:

60.

61.
62.
63.

Click & (Line Details icon).

The Line Details page appears.

Verify that the Buyer field contains the correct buyer.
Verify that the Vendor Location information is correct.

Click the Return to previous main panel hyperlink.

The Requisition Summary page appears.

%To add comments or attachments to send with the purchase

64.

order:

Click (Comments icon).

The Comments page appears with any comments that you
entered on the Special Request.
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65.

66.

67.

68.

69.

Turn on the send comment to vendor checkbox if you want the
comments to be printed on the purchase order to be sent to the

vendor.

Add Attachment

Click if you want to attach a document that
further clarifies this request.

A page appears to select the document you want to send.

Browse. ..

Lpload | Cancel |

Click to locate your document.

The Choose file dialog box appears.

Cilyuzz filz _J ﬂ
Look in: | (2} Desktop j & EE-
: B HmM grid gl shots
\_a:} .ﬂ refresh button |[Z)ePro shots
My Recent [¥]process button [C)5naglt &
Documents Enavigation 3 tahaal Messenger
P IEJFMS Document Print Information E Adobe acrobat 6.0 Professional
L% M Peoplesaft & FSCy & Salution Center
Desktop & Training capacity tokals @_’MSN Explorer
IEJ(Zopy of peoplesoft training Locations ‘iMy Metwork Places
WPeopleSoft 8 FSTRN *j My Computer
W10 Do L1sT DJMy Documents
My Documents ;, Sy
i Calculator
N [GHRMS
:!J“g @:’?W?ndows Expl.orer (23
i Gt ﬁ) windows Media Player
|[ZJcatalog req
My Metwork File name: || j Open |
Places
Filess of tupe: | &0 Filess 7.7 ~| Cancel
. . Open
Locate the file and click

Click |_“Pload |

The Line Comments page appears with your attachment.

%To submit the special requisition into workflow for approval:

70.

Once all items and details have been recorded for the
Sawve and Submit

requisition, click

The requisition is saved and submitted to workflow approval. A
message appears at the bottom of the Requisition Summary
page with your Requisition number. You may want to note this
number for future reference.
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Lesson 7:

Managing Requisitions

; E : When you

know the PO number,
you can enter it in the
PO field in the
Manage Requisitions
Search and Sort
Requisitions group
box.

From the eProcurement Home Page, you can access your requisitions to
modify and perform other maintenance functions.

Navigation
Menu Group eProcurement
Menu eProcurement Home Page
Menu Item Manage Requisitions

Click the Manage Requisitions hyperlink from the eProcurement Home
page to access the Manage Requisitions page.

Manage Requisitions Search and Sort

Use the Search and Sort Requisitions group box at the top of this page to
narrow down your search. If you enter requisitions on behalf of others, you
can specify the name in the Requester field to view and manage
requisitions for that person. You may also want to enter the Requisition
Name (title) to narrow your search even further.

After you enter your search criteria and click , a list that matches the
entered criteria appears.

This is the Manage Requisitions search dialog page.

Manage Requisitions for: Hansen, Dana

Requisition Name Show Status | All Requester |dnhb g
Date From 05042004 | B Through Date |06/02/2004 [ PO Go

Legend
Dcycle # Edit [Swiorkiiow <Fsubmit P Cancel [[yRe-Open BgcChange EwReceive &¥Retun §FsPro

These are the fields, icons and hyperlinks on the Manage Requisitions
Search and Sort Requisitions group box

Fields/lcons/ Description
Hyperlinks

Requisition Name Enter all or a portion of the requisition title that
you entered.
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I‘:: The PO

field in the Search
and Sort Requisitions
group box is the only
place that you can
use the PO number to
find a requisition.

Fields/lcons/
Hyperlinks

Description

Show Status

Select a status from the drop-down list to find
the requisition you want.

Available status values are: All, Approved,
Canceled, Complete, Denied, Open, PO(s)
Created, PO(s) dispatched, Pending,
Received, and Searched

Requestor Enter the Requestor of the requisition you want
to find.
Use Qlto lookup the requestor, if needed.
Date From Enter a beginning date for the date range in

which to search for your requisition.

Through Date

Enter an ending date for the date range in
which to search for your requisition.

PO

Enter the PO number associated to the
requisition, if known.

After you have entered the search criteria in
the Search and Sort Requisitions group box,
click this button to display matches for the
selected criteria
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If a PO has

been created for a
Requisition you can
view the PO
information on the
Requisition Details
page. Click the Req
Name to open the
Requisition Details

page.

The
Legend is explained
between the search
criteria and the
returned matches on
the Manage
Requisitions
Summary page.

Manage Requisitions Summary

Use the Manage Requisitions Summary page to review, edit, or cancel
requisitions. To see the details of a specific Requisition, click on the

Requisition Name link.

This is the Manage Requisitions Summary page:

Manage Requisitions for: Hansen, Dana

Search and Sort Requisitions

Requisition Name Show Status | All Requester ﬂ
Date From 05/04i2004 @ Through Date |06/03/2004 PO

Legend
Doycle @ Edit [wiworkllow <P Submit Y Cancel [yRe-Open >gChange GReceive s¥Retum §FsPra

Customize | Find | View A/l |

Req. Name Bus.Unit  Date Status Total Budget

Seivice Contiatt cucpy  pgi03/2004 Pending ss0000 " O # v b4
“la Chkd

0O0000O001E  CASED 05032004 Approved  70,190.00 gﬁtk“ o] - b4
0000000015 CASED 0BI032004 Approved 35,9800 valid - b4
0000000014 CASED 0Bi032004 Approved 181.20 gﬁtk“ o] - b4
0O0000O001E  CASED 0Bi032004 Fending 1000200 valid D F - b4
Lab Supplies- ) Mot

= CASE1 06/03r2004 Pending 360.00 oy (S 2 s X
0000000011 CASED 0BI032004 Approved 25.00 gﬁtk“ o] - b4
Magazine

Sbomiio CASED 08/02/2004 Approved 28850 Emor O # v X
0000000008 CASE! 08/02/2004 Pending 1684100 valis O F v X

First [0 112 01 12 [F] Last
Requester Entered By
] Hansen,  Hansen,

Dana Dana
Lavinrer, Lawyer,
= John John
Williams,  Williams,
Judith Judith
Williams,  Williams,
= Judith Judith
Williams,  Williams,
Judith Judith
Hansen,  Hansen,
= Dana Dana
Williams,  Williams,
= Judith Judith
Hansen,  Hansen,
Dana Dana
Hansen,  Hansen,
Dana Dana

These are the fields, icons and hyperlinks on the Manage Requisitions

Summary page:

title was entered.

Fields/Ilcons/ Description
Hyperlinks
Req. Name Displays the descriptive title that was entered

for the requisition or the requisition number if no

Business Unit

Displays the Business Unit for which the
requisition was entered. This will be CASEL.

Date

Displays the date the requisition was entered.

Status

Displays the current status of the requisition.

Total
requisition.

Displays the total dollar amount of the

Budget
process.

Displays the status of the Budget Check

) Cycle

stage is complete.

Click the icon to access the “Circle of Life” or
Requisition Cycle page for this requisition.
Icons on the “Circle” will be activated when that

& Edit

Click the icon to open the Requisition Summary
page for editing the requisition. Requisitions
may be edited until they are approved.
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Fields/lcons/ Description
Hyperlinks
w Warkflowy Click the icon to access the Requisition
Approval Status page. This will graphically
show where the requisition is within the
approval workflow structure.
<% Submit Click the icon to submit the requisition into
workflow for approval.
W cancel Click the icon to cancel the requisition
¢[yRe-Open Click the icon to re-open a cancelled requisition
7 Change Click the icon to create a change request.
B Recaive Click the icon to create a receipt on the PO for
the requisition.
¥ Return Click the icon to create a return to vendor
transaction.
i Click the icon to perform Budget Check on an

approved requisition.

eProcurement Home

Click the hyperlink to return to the
eProcurement Home Page.

Create Mew Reguisitian

Click the hyperlink to return to the New
Requisition page.

Inguire Change Reguest

Click the hyperlink to access a lists of change
request that have been made.

Inguire Receipts

Click the hyperlink to access a list of receipts
created against the requisition.

Eeguisition Report

Click the hyperlink to run the PO to Requisition
XREF (cross-reference) report.
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Procedure — Inquiring on a Requisition

Use the following steps to inquire on a requisition.

% To inquire on a requisition:

1. From the eProcurement Home Page, select Manage
Requisitions.

The Manage Requisition page appears.

Manage Requisitions for: Hansen, Dana

Search and Sort Requisitions

Requisition Name Show Status | All Requester dnhf ﬂ
Date From 051042004 | [ Through Date |08/02/2004 |[EJ PO Go

Legend
U cycle # Edit [% Workilow <2 Submit Y Cancel [yRe-Open BgChange &sReceive s¥Return §FsPro \

2. Enter any known identifying information in the Selection
fields.

3. Click Go.

The result portion of the page changes to include any matching
requisitions.

Manage Requisitions for: Hansen, Dana

Search and Sort Requisitions

Requisition Name Show Status | Al Requester =)
Date From 050412004 Through Date |06/03/2004 PO

Legend
D Cycle @ Edit v Workflow <2Submit P Cancel ([yRe-Open BgChange EReceive s¥Retun §FsPro

Custormnize | Find | View All | B First [ 11401 14 (7] Last

Req. Name Bus. Unit Date Status Total Budget Requester Entered By
Lﬁ;‘“tie Contract ouopy 0B/3/2004 Pending 5,500.00 Eﬁfm (O & x (=} g::za“- ;::29“-
0000000016 GASET 060372004 Appraved 70,180.00 gﬁ:{d %] v x =] JLDamE’- ﬁm”-
000DDOOO1E  CASEN 0B/03/2004 Approved 3589800 Valid O v b4 SR, (NIEE,
0000000014 CASET 060372004 Approved 181.20 mm [$) - ® =} \m:;ms “g:&ms‘
0000000013 CASET 0B/3/2004 Pending 1000200 Valid ) & & x ‘j‘ﬂg:fhms \ﬁ‘g:‘aﬁms‘
&—f“p—m CASET 06/03/2004 Pending 39000 gﬁ:{d SR A v »® =} g::;en- ;::;E“-
0000000011 CASE1  DBM3/2004 Approved 2500 O v * [z WillEMR,  WEE,
chid Judith  Judith

Mewsmlle  CasEl  DBMO04 Approved sesEmr O F s b4 e S
0000000008 GASE1 0B/0212004 Pending 16,841.00valy O # v x E:::E“- g::zan,

4, From this page use the following value to review the requisition:

Link Description

Requisition | Review requisition items

name

O Cyele Review the requisition’s position within the

procurement life cycle.
& Edit Edit the requisition.

v Review the requisition’s approval status.
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Link Description
IS Submit the requisition for approval.
) 4 Cancel the requisition.
& Reopen the requisition.
5 Create a change request. Do not use.
= Create a receipt for the requisition.
oy Return an item to the vendor.
5. When you click O on a requisition, the Circle of Life or

Requisition Cycle page appears. The bright icon shows the
completed stages in the circle.

This is a pending requisition:

Requisition Cycle for: Hansen, Dana

Business Unit:
CASE1

Requisition Mame:
Senice Contract- Lab Approve

. Payment

Equin

Date Entered:

OB/0372004

Date Last Changed:
06/03/04 2:37:44PM

Irventory

Invaice

Orler
Returnz

Creler

Receive 6/ ) Approval

Change Dispatch
Request
Manage Reguisitions Manade Approvals
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This is a requisition that has been converted to a PO,
dispatched and the items received. The return to vendor
capability is also available as items have been received:

Requisition Cycle for: Judith Willlams

Business Unit:
CASE1
Requisition Marme:
0000000005 Approve
Payment
Drate Entered:
05/05/2004
Date Last Changed: Inventory
05/05/04 7:27.37PM Invaice

Returnz

Creler

Receive @/ = Approval

Change Dizpatch
Manage Reguisitions Manage Approvals S
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Lesson 8:
Working with an Iltem Template

This lesson explains how to create and use an item template.

Creating a Special Request Item Template

PeopleSoft eProcurement gives you the ability to create item templates for
a group of frequently ordered items on a Special Request requisition.

These are the steps to create an item template:
1. Create a Special Request requisition.

2. Add items to the requisition and include all related data
(quantity, unit price, category, vendor, shipping, cost
distribution, etc.).

3. Turn on the L] Mark As Template check box.
4, Save the requisition.

The template will be saved with all of the exact information that you
established on the original requisition.

Using an Item Template

Once you have created an item template, you can use it in the future to
quickly add the items to your new requisition.

These are the steps in using an item template:

1. On the Requisition Summary page for a Special Request, select
ltem
Templates

2. Select the item template you want to use from the Use

Templates Page.

Verify/adjust any details on the requisition as needed.
Modify the Due Date for the requisition.

Save the requisition.

®Remember, the template you use carries forward the Due Date of
the original requisition. Change the Due Date for the items in the new
requisition or else the system will give you an error message that the Due
Date cannot be prior to the date of the Requisition.
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Use Templates Page

The Use Templates page allows you to select an item template to use for

your requisition. If you click on the template name, every item on the
template will be added to your requisition at the quantity of the original
template. You still have the opportunity to edit the quantity, along with

shipping and cost information as needed. You can also enter a quantity

and then click the Insert Line button.

This is the User Templates page.

Use Templates

You have 1 itern(s) in your cart -‘&_j’
totaling 390.00 (USD) g i ST

Company Templates
Template Name

Personal Templates
Template Name

Lab Supplies - testtubes

First (4] 4 ot 1 [¥] Last

First (4] 4ot 1 [P] Last

+

Manage Personal Templates |

Manage Templates Page

From the User Template page, click the Manage Templates button. The
Manage Templates page lets you delete an item template you no longer

need

This is the Manage Templates page:

Manage Templates For: Hansen, Dana

Personal Templates

tubes

Cancel | Save |

Custornize | Find | view Al | 88

Template Name Date Total Template Status
Lah Supplies - test ;
Lab Supplies-test  pepqmnny Active Delete Template

First (4] 1061 [2] Last

Procedure — Creating an Item Template

Use the following procedures to create a Special Request item template

for a group of items that you order frequently:

% To create a special request item template:

1. From the left-hand navigation, select eProcurement.
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10.

11.

12.

13.

Mark As
Template
check box

14.

Select eProcurement Home Page.

The eProcurement Home Page appears.
Select Create Requisition.

The New Requisition page appears.
Verify or select the Business Unit.

Verify or select the correct Requestor user ID in the Name field.

Click OK.

The Requisition Summary page appears.
Enter a Requisition Title.

Click the Special Reguest hyperlink.

The Special Request page appears.
Select the Good or Service radio button.
Click Next.

The Special Request — Services page appears.

Complete the steps for a Special Request requisition as
explained in Lesson 5 (Good) or Lesson 6 (Service).

When you have finished entering the items on the requisition,

confirm the shipping, cost distribution, and line details.

At the Requisition Summary page, turn on the Mark as
Template check box.

This is the Requisition Summary page:

Requisition for: Kenneth Schumacher

\ Edit Defaults

Requisition Title: |Pruc 1Tm

Ear,  Favorite ftem . 2 Special
' tems Templates ‘ Request

Requisition Summary

First (4 1 of 1 [M] Last

Use
RCard

0
1 #B39398, printer paper, standard IS.DD[ O

Justification I Sumrmary

Price Unit

885 USD Each &b [ =

Total Amt: 4475 00

Description

Cancel Requisitionl Save Far Later | Save and Submit |

0 To add an itemn to this Requisition, click one of the options on the menu above.

eProcurement Home  Manaoe Requisitions Create Mew Reguisition

Click Save and Submit.

Your requisition is saved with its associated items and details so

that you can use it again at a later date.
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Procedure — Using an Item Template

Use the following procedures to use a Special Request item template for a
group of items that you order frequently:

%To create a special request using an existing item template:
From the left-hand navigation, select eProcurement.
2. Select Create Requisition.

The New Requisition page appears.
Verify CASE1 as the Business Unit.

Verify or select the correct Requestor user ID in the Name field.
Click OK.

The Requisition Summary page appears.
6. Enter a Requisition Title.

Item
. Templates
7. Click .

The Use Templates page appears.

Use Templates ‘fou have 1 itemis) in your car -\,hf
totaling 390.00 (USD)

Eeturn to Surmimary

Company Templates Eind |view Al | B First [ 1061 [ Last
Template Name uanti

+
Personal Templates Eind | viewall | B First (4 101 [ Last
Template Name uanti
Lab Supplies - testtunes +

Manage Personal Templates |

8. Click the link for the desired item Template Name, or enter a
Quantity on the row of the item template you wish to use, and
click the " button.

9. Verify your line item values and proceed with the requisition.
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Review Questions

1. What page is used to create a special request for goods?
2. What are the three types of templates you use to create special requests for services?
03/17/05 Proprietary and Confidential to Case 2-65
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Chapter 3
Creating a Catalog Requisition

Case will use a catalog for orders for Gas Cylinders. This chapter explains
how to create a Catalog Request, edit defaults, create and use a Hot-List,
and how to inquire on your requisition.

Chapter Objectives

After completing this chapter you will be able to:
e Search and locate items in the catalog.
e Add items to your requisition shopping cart.
¢ Designate the ship to locations for your requisition.
¢ Designate cost distribution for your selected items.
¢ Review and update line details.
o Complete the requisition.
o Edit defaults for a requisition.

¢ |nquire on the requisition status.

Chapter Lessons

This chapter contains the following lessons:

Lesson 1: Catalog Requisition OVErVIEW ...........cooeeeiiiiiiiiiiiieeeeee, 3-2
Lesson 2: Creating a New ReqUISItION..........cccuvvuieiiieeerieciiicie e, 3-4
Lesson 3: Searching the Catalog..........cccceeviiiiiiiiiiiiieeeeieeeee e 3-9
Lesson 4: Specifying Shipping Information................cccooeeeeii . 3-11
Lesson 5: Setting Up Cost Distribution and Line Details ....................... 3-13
Lesson 6: Changing a Requisition ............cccccooe i, 3-22
ReVIEW QUESTHIONS .....cce e 3-24
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Lesson 1:
Catalog Requisition Overview

On July 1, 2004, you will be able to place orders for Gas Cylinders using

IEE EI; Search
{2=H
- "3'\ Catalog

the catalog. When ordering gas cylinders, use the
select your items accordingly.

link and

In Phase Il of this project additional catalog functionality will become
available i.e., (linking directly to vendors catalogs), etc.

Steps for Entering a Catalog Requisition

Entering a catalog requisition includes the following steps:

Step | Action

1 Create (open) the requisition.

2 Search for items in the catalog.

3 Add items to the Shopping Cart.

4 Check out.

5 Verify or change shipping and ChartField cost distribution on the
item lines.

6 | [ save For Later | orl Save and Subrit |The requisition for approval.

é}{ﬁ‘ Key Requisition Elements
CASE1 will

There are several components that you will use when creating your

default as the requisition. Some of these have default values based on the type of
Business Unit when requisition.

you create a Catalog

Request.

Business Unit

The first piece of information used when creating a requisition is the
Business Unit. PeopleSoft Business Units represent independent
processing entities. Depending on the type of requisition selected, the
business unit value will default for you.

The Business Units at Case is CASE1.
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; E : If you do

not enter a title, the
requisition name
defaults to the
requisition number.

Requestor

You must specify the Requestor in the Name field on the New Requisition
page. This is the person who is actually requesting the goods or services
and may not be the person entering the requisition or the buyer placing the
order. A requisition can be entered on behalf of someone else by entering
their name as the Requestor.

Requisition Title

You will be able to enter a title for your requisition. The requisition title is a
short description that will help you to identify your requisition later.
Requisitions are retrieved in the order of the system-assigned requisition
number, so enter a Requisition Title that will help you narrow down the
search process.

Default Value

The requisition has default values for:

Vendor (Catalog only)

Buyer

Ship to location

Due date

Category (Catalog only)

Unit of measure (Catalog only)

ChartField distribution (Operating Unit and Department by user profile
of the Requestor, Account code by Category of the good or service)

You can accept the defaults or override information based on the specifics
of your requisition. This is useful for large requisitions where you want
specific values for all or most of the lines.
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Lesson 2:
Creating a New Requisition

This lesson explains how to create a new catalog requisition. You will

begin at the eProcurement Home Page and use the Create Requisition
hyperlink.

Navigation

The Create Requisition component can be located by following this
navigation path:

Menu Group eProcurement
Menu eProcurement Home Page
Menu Item Create Requisition

This is the eProcurement home page:

eProcurement Homepage f

i Create Requisition
Create a new requisition by hrowsing
or searching company and exter

ianage Reouisitions @g Ity Profile
3 Review existing requisitions, edit, = Modify information about yourself
L view their status, cancel, receive, and your personal preferences
and return to vendaor
% Buyer Station ﬁ;@% Adrministration
Create, edit, or approve Administer eProcurement:
purchase arders, source security, purchasing
requisitions and process options, control data, and
change requests users

i=| Procurement Card

@= Reguest a procurement card, view
transactions, maintain merchant

cross refarence

Eeceive
%. Create, edit, and process

receipts and return to vendors

= Manage Approvals
j Review requisitions where you are
part of the approval process

Click the Create Reqguisition hyperlink to open the New Requisition page.
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; E : Entering a

Requisition Title
makes it easier to
locate your requisition
in the summary list.

Requisition Summary Page

After you select the Catalog Request purpose, a blank Requisition

Summary page appears. Use this page to add a requisition title, search

the catalog, change line details, and enter cost distribution.

This is the Requisition Summary page:

Requisition Title:

Requisition for: Training ID

Search
Catalog

Favorite ftem o & Special
@ tems Templates i Request

Requisition Summary

9 To add an itern to this Requisition, click one of the options on the menu above.

eProcurement Home

Edit Defaults

Cancel Reguisition

Manage Requisitions

These are the fields, hyperlinks, and icons you will use on the Requisition

Summary page:

Field Description

Requisition | Enter an identifier for this requisition.

Title The System will default the requisition number if
no title provided.

Edit Defaults | Click the hyperlink to access the page where you

may set default values for this requisition.

Search
Catalog

Click the hyperlink to search the catalog for the
items you wish to use for the requisition.

Favorite
liems

Click the hyperlink to access a list of items you have
marked as favorites.

term
Templates

Click the hyperlink to access templates to copy to
your requisition.

. 2 Special
I Reguest

Click the hyperlink to access a page that allows you
to enter the goods or services you want to
requisition.

eProcurement Home

Click the hyperlink to go back to the ePro home
page.

Manage Requisitions

Click the hyperlink to return to the page where all
your requisitions may be monitored / modified.

3/17/2005
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Field

Description

Cancel Requisitionl

Click the button to cancel out of the requisition. The
requisition is deleted and the user is returned to the
ePro home page.

Requisition Summary grid

After Iltems have been selected for the requisition, this area
will display summary information for the items

Description

Displays the description for this item.

Qty

Displays the specified quantity for this item.

Price

Displays the cost of this item.

Unit

Displays the unit of measure for the item.

Shipping Information icon. Click this icon to access
the Shipping Information page.

Line Details icon. Click this icon to access the Line
Details page. This page is where you enter and
verify the Buyer and Vendor information.

Comments icon. Click this icon to access the
Comments page where you add comments for the
line item. The comments can be sent to the vendor
on the purchase order.

=

Click this button to delete a line from the requisition.

Sawe For Later

Click this button to save the requisition. The
requisition remains in “Open” status and can be
edited later. The requisition does not move on to the
approval process. If the requisition has no errors, a
message appears that displays the requisition
number and confirms the requisition has been
saved.

Save and Submit

Click this button to save the requisition and submit it
for approval, sourcing, and dispatching to a PO(s).
The requisition status is Pending and you can still
edit the requisition. If the requisition has no errors, a
message appears that displays the requisition
number and confirms the requisition has been
saved and submitted to workflow for approval.

Create New Requisition

Click this hyperlink to access the New Requisition
page.
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Edit Defaults

To change or verify user, requestor, and business unit default values for

the entire requisition, click Edit Defaults on the Requisition Summary
page.
This is the Requisition Defaults page:

Requisition Defaults

\fendor:

Buyer:
Ship To:
Due Date:
Category:

Distribution Defaults

{ Distributions | [F=0

@ pefautt O Override

Wendor Lookup

Override Suggested Vendor
Consolidate with other Reqs

<Y Ql

One Time Address

QJ

Q]  Unit of Measure: Ql

Line Pct
1 1

GL Unit
CASE1

Cancel |

Find| view Al | B First (4 1ot 1 [ Last
Speed Type  Account Event Fund Project DeptiD Class
Q) Q Ql Ql =]

0 Click on the override radio button to change your user default values

The fields and

links you will use on the Requisition Defaults page are:

Fields

Description

Default

; E : Remember

the values you enter

Select this radio button to use the defaults from your
user, requestor, and business unit definitions, using the
default hierarchy for procurement. When you select this
option, the default values are display-only.

here will be entered
on each line of your
requisition.

Override

Select to override the default values from your user,
requestor, and business unit definitions. The default
values that appear may be edited.

Line Defaults

group box:

Vendor

Enter the ID of the vendor. When you <Tab> out of the
Vendor field, the default location for the selected vendor
appears to the right of the Vendor field.

YWendor Lookup

Click this hyperlink to access the Vendor Lookup page.

The Vendor Lookup page differs from Vendor Search Q|
because search can be made on full name or address
(city, state, zip) instead of only ID or short name.

One Time Address

Click this hyperlink to access the address page for entry
of a shipping address that will be used for just this order.
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Fields Description

Buyer Select the ID (or the name of your departmental buyer)
as the buyer for the requisition. This will allow the buyer
to view all the requisitions you enter and make changes
to the requisitions.

Ship To Displays the Standard shipping location based on the
User ID. To change for this requisition, use Qne Time Address

Due Date Enter the due date of the requisition.

Category Enter a code to categorize the type of product(s) being
purchased.

Unit of Enter the standard unit of measure for the items you are

Measure requesting.

Distribution Defaults

Distributions tab:

Line Displays a line number for this line.

Pct If you want a percentage of each item to be distributed to
the selected ChartFields on this line, enter that
percentage amount here. Total percentage allocated
needs to be 100%

GL Unit Enter or verify CASE1 as the GL Business Unit.

SpeedType | Enter a SpeedType if all lines on this requisition are to
be charged to a specific SpeedType.

Account Enter an Account number if all lines on this requisition
are to be charged to a specific Account number.

Event Enter an Event code if all lines on this requisition are to
be tracked to a specific event.
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Lesson 3:
Searching the Catalog
Search
On the Requisition Summary page, click Latalod to display the
Search Catalog page.
This is the Search Catalog page:
Search Catalog ‘fou have no items in your cart L

Beturn ta Surmmary

Search: Search | Advanced Search

Browse Catalogs

All Purchasing Catalod ltems

These are the fields on the Search Catalog page:

Field Description

Return to Summary Click the hyperlink to return to the Requisition
Summary page.

Enter information in the search field and click this
button to search for items in the catalog.

Browse Catalogs (lists available catalogs)

All Purchasing Click this link to see the available catalog. Continue
Catalog Items to click the links to open the catalog and display
the items.

Click All Purchasing Catalog Items to browse the catalog.

Click Gases and Gass Supplies for Res to open the Gas Cylinder catalog.
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Search Catalog

You have no items in your cart

Search: argon Search | Advanced Search

Browse Catalogs >me All Purchasing Catalog ltems »miGases & Gass Supplies for
Res

b4 Preferred Wendor  offa Add ftem _Pﬁdd to Fawvartes

‘Your Search returned the list of items below:

Sort ltems: Itetn Description D Cormpare Selected

First 150 ot [ Last

temposuts |

Item Description ‘Vendor Name Manufacturer  Price Unit Qty Compare
MM 78.57 USD Each + ¢ O
W 7957 LUSD Each + ¢ 0O
W 77.25 LUSD Each + ¢ 0O
mw 78.57 USD Each + # 0O
W 7957 LUSD Each + ¢ 0O

Select the quantity you are ordering and click the + . This will add the

item to your shopping cart.

— \‘
Search Catahg You have 3 item(s) in your cart -\‘h?

totaling 74.65 (USD) Returmn to Summary

Search: Search | Advanced Search

Erowse Catalogs >me(>ases, &Gas Supplies for Resea

b o Preterrad “endor + Add kem _pﬁdd to Favortes

Your Search returned the list of items below:

Sort tems: fterm Description 4 Compare Selected

First 1.4 ofa Last
Item Description Vendor Name Manufacturer  Price Unit Oty Compare
sk Amonindustial 45 030, p oy as Cylinders 17.31 USD Each 1000 + # [

" ARTIS80, T/336cf
Helium Industrial

sk 45 025, HEKISB0 Praxair Gas Cylinders 2357 USD Each[2000] * 2 O
KITTe0
3 Mifrogen Industrial Fraxair Gas Cylinders 510 USD Each[2.000] + 2 [

© 45 010 MIT/580, TI304cf

When you have finished adding your items, you will click Return to

Summary to return to the Requisition Summary page.
PeopleSoft.

"~ eFrocurement
ePracurement Home

Requisition for: Kenneth Schumacher
Manage Approvals
Manage Reguisitions
Burer Stafion EditDefaulls
Bun Purchase Order |

Processes Requisition Title:) |
Expedite Reguisition
Quick Source Requisition Search Favorite ttem 4%  Sbecial
Dispatch Purchase Orders Catalog W ltems Templates -«# Request
Approve Change
Requests

Manage Purchase Orders
Receive ltems

Requisition Summary

Use

Procurement Card Description oy peo . Price Unit
Maintain lems , =
Frocurement Analvsis 1 Argon Industrial, 45 020, ARTY 1.00] O] 17.31USD Each & BB @ |-
Reports — =
BriEiarst ARlibatin 2 Helium Industrisl, 45 025, HEK 200 O 2357 USD Each G B @ =
Admin e =

ry Ditrogen Industrial 45 0101 B =

- WProfie | 3 Mitrogen Industrial 45 010 NIT 200( O 510USD Each &% B @

[> Senices Procurement J ] Total Amt: 74.65 USD

[> Sourcing

[> Engineering [] mark As Template

[ Wanufacturing Definitions rancel Ranisition | gave Forl ater | Sawe and 2okt |

Turn on the check box next to Use Pcard if using a Procurement card for

this purchase.
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Lesson 4:

Specifying Shipping Information

; E : Refer to

Lesson 2, Creating a
New Requisition, for
additional field
descriptions for the
Requisition Summary

page.

Once items have been selected from the catalog and added to the
requisition, the Requisition Summary page re-appears with additional
fields, icons, and hyperlinks:

PeopleSoft.

L n
= eProcurerment s
eProcurement Home
Page

= Create Reqguisition
Manane Approvals
Manage Reguisitions
Buyer Station Edit Defaults
E:;lz;sr;:ase Mt Requisition Title: | 535 Cylinders|
Expedite Requisition
Quick Source Requisition SEa)  Search Favorite tem L Special
Dispateh Purchase Orders % Catalog W tems @ Templates -ﬁf Request
Approve Chanie
Requests
Manage Purchase Orders Requisition Summary
Eeceive tems
Procurernent Card Description
Maintain ltems
Procurement Analysis
Prouemenipicaton | 2 Helumingusvalss v ek [2000 [
Admin
My Profle
[* Services Procurement
[» Sourcing
[* Engineering ] mark As Template
[» Manufacturing Definitions

| Requisition for: Kenneth Schumacher

Customize [ View Al | B First [0 1zorz [F] Last

Use
oy PCard

1 Argon Industrial, 45 030, ART/ [1oni O

Price Unit
1731 UsSD Each & B @ =]
2357 USD Each &8 B @ (=]

510USD Each =8 B @ (=]

3 Mitrogen Industrial 45 010 KIT |z.000 [

Justification f Summary Total Amt: 74.65 USD

Cancal Rannizitinn | Sawn Forl atar | Hawn and Snkirmit ‘

These are the icons on the Requisition Summary page:

Fields Description

Requisition Summary grid

== Link to page for changing shipping information and
ChartField distribution information.

= Link to the Line Detail page.

Link to the Line Comments pages.

When you click =& (the Shipping icon), the Shipping Information page
appears.

Selecting Ship To Locations

The default Ship To location for all requisitions is the building and room of
the Requestor. Another reason for using the ‘On behalf of’ feature to select
the appropriate Requestor is that it changes the default shipping location
to that person’s location.

You can also set up different Ship To addresses for each line of your
requisition. All <client> buildings and rooms will be listed as potential Ship
To locations.
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é E E If you want

to use a non-standard
location, select
ONETIME as the Ship
To value, then click

[ (One-Time
Address), and then
enter the non-
standard address.

This is the Shipping Information page:

PeopleSoft 8.4 eProcurement

(verride Suggested Vendor
[ consolidate with other Reqs

Shipping Information

Line Description Quantity Unit Price
1 Argon Industrial, 45_020, ART/S80, 1 0000 Each 17.241000 USD
Ti336cT
Shipping Information Customnize | Find | ] First (4] 18 1 [F] Last
'Ship To Location  Attention CQuantity Due Date Total
BWE-1 | @] |Kenneth Schumachel [1.0000 | | |E 1731 &=l [+] =]

Eeturn to Redquisition Surmmary

0 Tao chande accounting 7 cost distribution information cIickthets_;] ican an the line you wish to
update.

These are the fields in the Shipping Information section:

Fields Description

Ship to Location | Enter the location within the organization that
the items should be shipped to. This defaults to
the Requestor’s location.

Attention Enter the person to whom to address the

shipment. This defaults to the Requestor.

Quantity Displays the quantity of items to be shipped.

Due Date Enter the date the shipment is needed.

This Due Date appears on the purchase order
so that the supplier will know when to ship.

Total Displays the total dollar amount to be shipped.

52 Click this icon to go to the line accounting or
cost Distribution Information page.

Setting requisition defaults does not update the
Department ChartField, so use this link to
verify/update the Department value.

| Click this icon to go to the page for specifying a
one time shipping location (other than an
existing <client>location).
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Lesson 5:
Setting Up Cost Distribution and Line Detalils

As reviewed in Lesson 2, Creating a New Requisition, of this chapter,
default values can be viewed and edited for the entire requisition using the
Edit Defaults hyperlink on the Requisition Summary page.

It is also possible to review and update the cost distribution information for
individual lines on the requisition.

Navigation

You can access and update Cost Distribution Information by following this
navigation path:

Menu Group EProcurement
Menu eProcurement Home Page
Menu Item Create Requisition
Page Requisition Summary
Icons - Shipping Information

5_
Q Distribution Information

1l Line Details

Cost Distribution Information

For each line of your requisition, you must enter the specific information
for the distribution of costs because it is required for posting to the general
ledger.

On any line of the Requisition Summary page, click =% and the Shipping
Information page appears for that line: From the Shipping Information

$
page, click ¢ (Distribution Information icon), and the Distribution
Information page appears.
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This is the Distribution Information page:

Distribution Information

Line Description

1 Argon Industrial, 45020, ARTS80, 10000 Each 17.31000 USD
Tr3de6ef
Line Sched Num Ship To Quantity Due Date Total
1 1 Barbara Br 1.0000 17.31 USD
“‘Distribute by Distributed Guantity: Speedchart
Qty ~ 1.0000 | Q|
i
J.f Details ' More Details | More Details 2} More Details 3 |
Line Status ‘Location ReqOty Amount  Percent GL Unit Account Alt Acct 3:::”“'“” DeptlD
1 Open | BwB-1Q) 1.0000 17.31 100.0000 [UNIWT | Q) |3123 Q) allio4z @) [+ [ =]

Eeturn to Shipping Infarmation Return to Reguisition Surmmary

These are the fields on the Distribution Information page:

Fields Description
Distribute Select a value to indicate how the split should be
= By calculated. Choices are quantity (Qty) or Amount (Amt).
Defaults p;géhe Distribution | Displays the quantity of items on this line to be distributed.
various fields may be Qty
pr%tefte? f{ﬁml. SpeedType | Turn on the checkbox to use a pre-assigned distribution
B?st?it)edtign eline combination for the requisition. When the check box is
Information page, all selected, a new field appears that allows you to enter the
fields are updateable. SpeedType value.
Details tab
Status Displays the status of the requisition line.
Location Enter the Ship To code from the Shipping Information
page. This is a Required Field and defaults to the
Requestor’s location.
Req Qty Enter the quantity. This is a Required Field and defaults
to the line total.
Amount / Displays the amount of the line that goes to the
= Req Pct distribution. The amount or percent will be displayed
Al determined by the field used in the Distribute By field
ChartFields are above.
displayed on this ) . o
page. Availability for Percent Using the Quantity distribution method what percentage of
update depends on the line code is to be distributed to this distribution row.
previously set Total percentage allocated needs to be 100%
defaults and the . . .
Default / Override GL Unit Enter the General Ledger business unit to charge.
option chosen. Defaults to CASE1L. This is a Required Field.
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(%F)
k)
%—/ Use the

crosswalks and/or
trees to determine the
correct values. Refer to
the PeopleSoft 8.4
Financials Overview
course materials for
additional details.

Fields Description

Operating Enter the Operating Unit to charge. This defaults to the

Unit Requestor’s operating unit based on the user profile, but
can be changed. This is a Required Field.

Department | Enter the Department to charge. This defaults to the
Requestor’s department based on the user profile, but can
be changed. This is a Required Field.

Fund Enter the Fund to charge. This defaults to the Requestor’'s
fund based on the user profile, but can be changed. This is
a Required Field.

Project Enter the project ID number to charge.

Program Enter the Program to charge. This defaults to the

Code Requestor’s program based on the user profile, but can be
changed. This is a Required Field.

Account Enter the Account to charge. This is a Required Field.

Class Enter the Class to charge.

Fund Enter the Fund Affiliate to charge.

Affiliate

More Details

tab:

Budget Date

Enter the date to use for budget encumbrance. This
defaults to the current date and can be changed.

More Details

2 tab:

Stat

Enter the GL statistics code to charge.

Open Amt Displays the amount of the line open for distribution.
GL Base Displays the amount in the base GL reporting currency
Amount. instead of the purchasing currency if multi-currency
processing is used. At <client> only USD is used
Exch Rt Displays the multi-currency exchange rate between

purchase currency and base currency.

glf you are purchasing a capital or controlled asset, review the
Account ChartField that defaulted from the category. If it is incorrect,
change the Account to appropriately record the expenditure as a capital or
controlled asset.
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Reviewing Line Details Information

=h . oo
On the Requisition Summary page, select the & Line Detail icon to
review and edit vendor information and to select the Departmental Buyer.

Navigation
The Line Details page can be located by following this navigation path:
Menu Group eProcurement
Menu eProcurement Home Page
Menu Item Manage Requisitions
Page Requisition Summary
gSQ-To/age = Line Details

This is the Requisition Summary page:

Requisition for: Kenneth Schumacher

Edit Defaults
Requisition Title: | 3as Cylinders
[BEs] Search Favorite ltem s Special
Line EEY  catalog tems @ Templates ~=ﬁ Request
Details
icon Custarnize | Wiew All |r""l First (4] 13 0r 3 [P] Last
Description Oty gg‘;nl PHce Unit
1 Ardon Industrial, 45 020 ARTS 1.000 [ 17.31 USD Each B % LI
2 Helium Industrial_45 025 HEK 2000 [ 2357 USD Each &8 B =1
3 Nitroden Industrial 45 010 KT 2000 [ 510 USD Each =& [ =

Justification / Summary Total Amt: 74.65 USD

[] mark As Template

Cancel Requisition | Save For Later | Sawve and Submit |

9 To add an item to this Reguisition, click one ofthe options on the menu ahove.

Line Details Page

Use the Line Details page to enter the Departmental Buyer. This is the
person who will be allowed to modify and create change orders to the
purchase order.

® You must enter a Departmental Buyer on the Line Details page.
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This is the Line Details page:

Line: 1 Arqon Industrial, 45 020, ARTS
Amount: 17.31 UsD
Category: 00024 Gases Wiew Hierarchy
Buyer: JBT Q] Buyer Information
Departmental — Vendor: 0000000043 Q) Praxair Gas Cylinders
Buyer should Vendor Loc:  [MAIN QJ Main Ordering
go here. If you Vndr Catlg:
have entered a vnd ttm ID; UPN ID:
default, it will Mfg ID: Q)
be used. Mfg fkm 1D: ﬂ
Contract ID: QJ Line: =Y
Calculate Price Zero Price Indicator
[] RFQ Required [] mspection Required
Device Tracking
|
Feturn to previous main panel  Configuration Info
These are the fields on the Line Details page:
Field Description
Line Displays the requisition line number assigned by
the system.
ltem Displays the Description for the line item. Click to
description access the view-only Requisition Line Long
hyperlink Description page.
Item Details group box
Amount Displays the cost of the selected item based on
quantity requested.
Category Displays the category of the selected item.
Buyer Enter the buyer responsible for the line item.
Defaults to the buyer specified on the Requisition
Edit Defaults page.
View Hierarchy | Click this hyperlink to access the page where
Item category hierarchies are displayed. This
cannot be changed on catalog requests.
Vendor ID Enter the vendor ID for this line item. Displays
the name to the right.
Vendor Loc Enter the vendor’s purchasing/shipping location.
Displays the description to the right.
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Field

Description

Buyer Information

Click this hyperlink to access the page displaying
the buyer’s phone and fax numbers.

Vndr Catlg Enter the name of the vendor catalog from which
you are requesting goods, if applicable.

vnd Itm ID Enter the vendor’s identification number for this
item.

Mfg ID Enter the manufacturer’s classification for the
item.

Mfg Item ID Enter the manufacturer identification number for
this item. This defaults from the item table if the
item has been established and has a
manufacturer’'s ID associated with it.

Contract ID Enter the purchasing Contract ID associated to
the purchase.

Line Enter the line of the purchasing contract to which
this item applies.

GPO ID Displays the group purchase organization ID.

GPO Item ID | Displays the Group Purchase Organization item
identifier.

Calculate Turn on the check box to calculate the price of

Price? the requisition as items are added

Zero Price Turn on the check box to indicate a zero item

Indicator price.

RFQ Turn on the check box if a request for a quote is

Required required for this item.

Inspection Turn on the check box if you require an

Required inspection of the goods at receiving.

Device Turn on the check box to indicate that the line

Tracking contains an item that is subject to device

tracking.

Procedure — Creating a Catalog Requisition

Use the following steps to create a new catalog requisition.

% To create a new catalog requisition:

1. From the left-hand navigation, select eProcurement.

2. Select eProcurement Home Page.
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; E : Requisition

numbers are
automatically created
by the system, but by
entering a short title
you will be able to
narrow your search
when retrieving your
requisition later.

3.

10.

11.

Select Create Requisition.

The Requisition Summary page appears.

Requisition for: Training ID

Edit Defaults

Requisition Title:

Search Eavorite ftem s & Special
Cataloqg ltems Templates i Redquest

Requisition Summary

Cancel Requisition

0 To add an item to this Requisition, click one ofthe aptions on the menu ahove.

eProcurement Home Manage Requisitions

Enter a Requisition Title to identify your requisition.
Click the Edit Defaults hyperlink.
The Requisition Defaults page appears.

Verify your name or the departmental Buyer’s name is in the
Buyer field.

Adjust any other requisition default values as needed (such as
the Due Date or ChartField distribution values).

Click OK.
The Requisition Summary page appears.

Click the Search Catalog hyperlink.

The Search Catalog page appears.

Search Catalog

You have no items in your cart -
Eeturn to Summary

Browse and Search Catalogs

Search: Search | Advanced Search

Browse Catalogs

All Purchasing Catalog terms

Open the link for All Purchasing Catalog Items.

A list of available catalogs appear.
Select the catalog for your request.

The catalog opens and displays the items.
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Search Catalog L ey
You have no items in your cart o
Return to Summary
Erowse and Search Catalogs
Search: | argon Search | Advanced Search
Browse Catalogs > All Purchasing Catalog ltems >meGases & Gass Supplies for
Res

W Pretamed ‘Wendor + #Add ftem #A:Id to Faworites

Your Search returned the list of items bhelow:

Sort ltems: Itern Description M
First 180 of 1m B Last
ftem Description Vendor Name Manufacturer Price Unit Oty Compare
WM 79.57 USD Each + O
W 79.57 USD Each + O
W 77.25 USD Each + ¥ O
mw 79.57 USD Each + 0O
W 79.57 USD Each + # 0O
12. Enter keyword values in the Search for box.
13. Click Go.
The Search result /product match page appears.
14. Enter Quantity for the line item.
.,% | 15.  click[*]
Click #
next to items you 16. When all items have been selected, click Return to Summary.
order frequently. " . .
When you save the The Requisition Summary page appears with all selected items.

requisition, those
items will be added to
the Favorite Items list.

%To verify or update the Shipping Information for each line:
17. Click (Shipping Information icon).
The Shipping Information page appears.

18. If the shipping location is a standard <client> location, enter the
Ship To location and skip to step 27.

19. If it is a one time shipping location (non-<client> location), enter
ONETIME in the Ship to Location field.

20. Click the {ll one time address icon.
The One Time Shipping Information page appears.
Enter the correct, one-time shipping address.

21. Click Return.
The Shipping Information page appears.

22. Enter the name of the person receiving the item in the
Attention field, if other than the Requestor.
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23.

24,

Enter the date that the requested item is needed in the Due
Date field.

If the requested items are going to multiple locations and or
people, click the L+ button and repeat steps 21 through 27.

%To verify or update the Distribution Information for each line:

25.

26.
27.
28.

29.

30.

31.

Click the #=] (Cost Distribution icon).

The Line Item Distribution Information page appears.
Enter the SpeedType.

Enter an Account.

Enter an Event, if applicable.

For split funding on the requested items, click the Ik button
and repeat steps 30-32.

Click Return to Shipping Information.

The Shipping Information page appears.
Click Return to Requisition Summary.

The Requisition summary page appears.

%To verify or update the Line Details for each line:

32.

33.

34.
35.

Click the & (Line Details icon).
The Line Details page appears.

Verify that the Buyer field contains the Departmental Buyer’s
user ID.

Verify that Category information is correct.

Click Return to previous main panel.

The Requisition Summary page appears.

% To submit the requisition via workflow for approval:

36.

Once all of the items are selected for the requisition and the
shipping, distribution, and line details information has been

entered. click Save and Submit

The Requisition Summary page is updated and the requisition is
saved and submitted to workflow for approval.
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Lesson 6:
Changing a Requisition

Once a requisition has been submitted for approval, the user’s part in the
process is normally complete unless the requisition needs to be edited. A
requisition is available for updates and corrections until it is approved. This
lesson discusses the procedures to change or edit a requisition before it is

approved.
Navigation
Manage Requisitions can be located by following this navigation path:
Menu Group eProcurement
Menu Item Manage Requisitions

Manage Requisitions

To change a requisition, click the Edit icon from the Manage Requisitions
page.
This is the Manage Requisitions page:

Manage Requisitions for: Bass. Carol

Search and Sort Requisitions

Requisition Name| Show Status | All “ | Requester [cebh20 g
Date From 042202004 | [l Through Date |05/22/2004 | ] PO Go

Legend

Click the ~—  Ocyele § Edit [wworkow <PSubmit M Cancel [jRe-Open Bpchange B Receive Return & sPro
Edit icon to ( e | Fin B First 4 111
Change a Redq. Name Birs—tuil Date Status Total Requester
L 000ooooo19 CASET 05142004 Received 1,500.00 (9] 4 >3 B &Y Bass, Carol
requisition. —— .
ooooooootg CASET 052152004 Receted g00.00 O o *E e [ Bass, Carol
oooooooot T CASET 0572152004 Approved 8.00 O o X Bass, Carol
oooooooot e CASET 052152004 Open 500.00 O i o X Bass, Carol
oooooooots CASET 052152004 Approved 360.00 O o X Bass, Carol
oooooooot4 CASET 052152004 Open 250000 O i o X Bass, Carol
oooooooot 3 CASET 052152004 Approved 300.00 O o X Bass, Carol
Procedure — Changing a Requisition
'% To change a requisition:
1. From the eProcurement Home Page, select the Manage
Requisitions _hyperlink.
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The Manage Requisition page appears.
anage Requisitions for: ePro Student

Search and Sort Requisitions

Requisition Name Show Status IDenied ¥| Requester IEPRDUS ﬂ
Datfrom  [08312003 () Thioughate [0e3000 oo

Legend
Ocyle § Edit [vWorklow  (PSubmit Y Cancel [3Re-Opan BgChange GkReceive  &¥Retum

Enter the Requestor.
Click Go.

The result portion of the page changes to include any matching
requisitions.

From this page use the following values to review the
requisition:

Link Description
Requisition | Review requisition items
name
L Cycle Review the requisition’s position within the
procurement life cycle.
& Edit Edit the requisition.
v Review the requisition’s approval status.
P Submit the requisition for approval.
) 4 Cancel the requisition.
o Reopen the requisition.
g Create a change request. Do NOT use!!
= Create a receipt for the requisition.
Y Return an item to the vendor.

Locate the requisition to change.

Click the & Edit jcon to go to the requisition summary page or
click the X cancel icon to cancel the requisition.

Make any required changes to make the requisition acceptable.

Save and re-submit the requisition for approval.
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Review Questions

1. Where do you start to create your requisition?
2. What are the steps to create a catalog requisition?
3. What are the business units to use for your requisitions?
4. Is the requestor the same as the buyer?
5. Why do you enter a requisition title?
6. Why do you need to designate ChartFields for each line?
7. What happens when you click on the ‘Save and Submit’ button?
3-24 Proprietary and Confidential to Case 3/17/2005
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Chapter 4
Approval and Budget Checking

This _chgpter explains the processes to approve and budget check
requisitions.
Chapter Objectives
After completing this chapter you will be able to:
e Explain eProcurement workflow.
e Approve requisitions.
e Deny requisitions

e Budget check requisitions.

Chapter Lessons

This chapter contains the following lessons:

Lesson 1: Approval Workflow ... 4-2
Lesson 2: Performing Approvals.........cccccceeii 4-6
Lesson 3: Performing Budget Checking ...........ccccvvviieiiiiiiiiiiiiieeeeeee 4-13
ReVIEW QUESHIONS .....occeiiiiie e e e e e e e e eareaaaas 4-15
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PeopleSoft 8.4 eProcurement

Lesson 1:

Approval Workflow

; E : You may

see the following icon

< onthe Manage
Requisitions page.
You can click on this
icon to manually
submit the requisition
and send to the
Approver's worklist.

The eProcurement application provides a standardized workflow for
routing and processing all types of requisitions for goods and services.
Workflow is setup behind the scenes to automate the processes that

govern:

e Approvals

o Creation of purchase orders

e Budget checking of purchase orders

¢ Finalization of purchasing procedures

All requisitions must be approved before being converted into purchase
orders. A scheduled batch process accepts the requisition and places it
into the approval workflow process. Once you click the ‘Save and Submit’
button on the Requisition Summary page, the requisition will be picked up
the next time the workflow process runs and deposited in the Approver’s

Worklist.
Navigation
Manage Requisitions can be located by following this navigation path:
Menu Group Eprocurement
Menu eProcurement Home Page
Menu Item Manage Requisitions.
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; E : After the

requisition is
submitted to the
workflow process the
requestor’s tasks with
the requisition are
complete.

; E : Once the

Requisition Approval Status Page

Once submitted to the workflow process, you can also use the Manage
Requisitions page to check on the workflow status of your requisition. Click

+ and the Requisition Approval Status page appears.
This is the Requisition Approval Status page:

Requisition Approval Status Requisiion  pyH-Requisitiont
Mame:
A Requester: Training ID
Amount Approval
7]
v
Bpproswer: Training 10
Role: C'_PO_fpprower]
Status: Approved
[ ate: 2004-08-07 18:11
Date 0BI07/2004  Amaunt 24950 USp Business  GASE1
Entered: LInit:
eProcurement Hame Return to Manane Reguisitions
ETnotify

This is the Requisition Approval Status page where additional approvers
have been added:

L isiti Requisition
requisition is in the Requisition Approval Status Na?n i DMH-Requisitiond
workflow process, it is '
subject to the rules in %,
place at the university 1\ Requester: Training 1D
regarding approvals.

Amount Approval
o 7]
o 7
Bpprover: Training 10 Training 10
Fiole: CW_PO_fpprover] C_PO_Approvwer?
Status: Approved Approved
[rata: 2004-06-07 15:30 2004-06-07 1831
Date 0B07/2004  Amount 5 409,00 USD BUsiness  CASET
Entered: LInit:
gProcurement Home Retumn to Manage Requisitions
EdMatity |
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Workflow Rules

Workflow rules have been established and are part of the steps that a
requisition takes on its way to becoming a purchase order. Workflow rules
incorporate CASE Western Reserve University business processes and
established guidelines for purchasing. Workflow is triggered as soon as a
requisition is ‘Saved and Submitted’.

Workflow Roles

To better understand workflow, it is helpful to review the Roles associated
with this process. The requisition is routed to the Level 1 Approver and
additional approvers, depending upon the value or type of goods
purchased. Additional Approvers or Reviewers can be added “on the fly”.

This chart describes the workflow roles:
% Role Description
Category Exceptions: Requestor: Person needing the goods or services. Cannot
o Radioactive approve their own requisition.
o Flammable/Hazardous Approver Level 1 Person charged with reviewing and approving
Chemicals purchases, such as a Supervisor, first level
e Animals Management Center Approver, or Environmental
o Capital Equipment Safety Approver. For Capital Equipment or
o Dental Supplies Radioactive or Hazardous Materials, an Amount

approval is required at this level. Can approve
purchases up to $4,999.99. May add additional
approvers and reviewers to a requisition as
needed.

Approver Level 2 For items in specified categories or over specified
limits. Can approve purchases up to $19,999.99.

May add additional approvers and reviewers to a
requisition as needed.

% Approver Level 3 For items in specified categories or over specified

limits. Can approve purchases up to $99,999.99.
May add additional approvers and reviewers to a

An additional level of requisition as needed.

approval is required . . o . o

o approve the Approver Level 4 For items in specified categories or over specified
ChartFields for limits. Can approve purchases up to

requisitions $999,999,999. May add additional approvers and
containing assets. reviewers to a requisition as needed.

All Approved Requisitions will ultimately be routed to a Purchasing Buyer
based on the line item Category selected.
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A requisition for any single item with a cost of $5,000 or more is
considered a Capital Equipment (an asset) request. Therefore, three
levels of amount approvals are required, as well as ChartField approval,
before being routed by Category to the Purchasing Buyer.

Requisitions for Radioactive or Flammable Chemicals MUST be routed to
Environmental Safety for review and approval, prior to being routed to
Purchasing.

Email Notification

Email notification will be sent to the Approver when a requisition has been
routed to their Worklist and is awaiting approval.

Worklist Notification

Entries will stay in the requester’s Worklist until they marked them worked.
If the entry is in their Worklist more than 5 days an email and a Worklist
notification is sent to the user. The user cannot reassign the Worklist entry
to another user.

Approved Requisition

Most requisitions should be approved in the first level, however, some may
require additional levels of approval. Once all levels of approvals are
received, the requisition can move on to the next stage in the process of
becoming a purchase order.

Denied Requisition

Emails and Worklist entries will be routed to the user that entered the
requisition when a requisition is denied.
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Lesson 2:
Performing Approvals

When the requisition is submitted to the approval process it is immediately
routed to the first stop on the approval process. This is the Level 1
Approver, which is typically a Supervisor. It is that person’s responsibility
to review the requisition and either approve or deny the request.

When the requisition is submitted to workflow the Approver is notified via
e-mail that there is an item in their Worklist that needs to be reviewed.
This Worklist appears on the Manage Approvals page within
eProcurement or in the workflow Worklist.

This is the eProcurement Home page:

Add to Favorites

eProcurement Homepage for: Trairihg ID
e Create Requisition

reate a new requisition by browsing
ar searching company and external
catalogs

Click the Worklist

Ilnk tO view the {3 Manane Requisitions Ity Profil
1 Review existing requisitions, edit, Modify infarmation about yourself

WorkIISt page' & igwinelr status, cancel, receive, and your personal preferences
and return to vendor

Or work each item in Buyer Station -8, Adminisiration

. Create, edit, or approve purchase % Administer eProcurement: security,

the Workhst ShOWn orders, source requisitions and purchasing options, control data,

process change requests and users

at the bottom of the _
home page @' gre:aetlsfaedil‘ and process receipts @

F" and return to vendars

Procurernent Card

Request a procurement card, view
transactions, maintain merchant
tross reference

Supplier Station [ Manare Approvals
Create invoice from purchase orders «j Review requisitions where you are
and view invoices part ofthe approval process

Worklist x| o

Custarnize | | [Find] | [4iew Alll | First| [4 1 ot 1 [ [Last
From Date From Work tem Priority
ClP [ CASE1, 0000000029
Training |0 0B/07i2004 Approval Worklist h -  |Reassian
B =] RegAmtappr, 2
P Retiash Work List Filters: | =l
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Worklist Page

When you click on the Worklist hyperlink in the PeopleSoft tool bar at the
top of the page, the Approver’'s Worklist page appears.

This is the Worklist page:

Waorklist for TRNA101: Training 1D

Dot Vs Work List Filters:

Frem Data From Work Item Werked By Activity Priefity Link
ePro Rig
Trairing I 06072004 Approval Worklist  Requisition Approval * CASE1 0000000026, RegAmiAgpe. 2 | |
o
ePro Req
g 10 DEAOT2004  Agproval Warkist  Requisition Approval ¥ CASE1 000000027 ReqAmiAppe 2 | |
Dyn

These are the fields on the Worklist page:

Elements Description

Detail Yiew Hyperlink to detail view of the same page. Detail view
contains worklist specific information such as worklist
name and activity process and timestamps of last
usage.

gThis information is not normally helpful to the

average user and is used more for debugging purposes.

Worklist Filters | Dropdown list of pre-defined filters to limit the number of

items appearing in your Worklist display.

From Name of the person who sent this item to your Worklist

Date from Date the item was sent.

Work Item Kind of request, such as ePro Req Approval Worklist.

Priority Default is not priority. The settings are Low, medium,
and high

Link Item hyperlink to the approval page.

Reassign Reassign button allows you to route the item to

someone else.
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Requisition Approval Page

To review, approve, or deny the item, click on an item’s hyperlink in the
worklist, and the Requisition Approval page appears:

RG‘C]UiSitiOI'I Appl’OVﬂl Return to Previous Page
.
Rule ID:  Amount Approval Approve | Deny | Hold |
Step: 2 Requisition Status: Pending Approval
Role Name: CW_PC_Approver1 Approver Action:  Pending
Comment:

Approver can

add additional

approvers or Add Approvers | Reviewers Find | View Al First [4] 10r1 [¥] Last

reviewers “on @ Approver () ReviewerUser =] ll;l

the fly.” ID:

* View Approval Comments / History

Unitt CASE1 Req: 0000000027 Requestor Name: TRNAOO1 =
Requisition Date: 06/07/2004 Total Amount: 5,409.00 Dollar View Request Details

Requestor's Justification For Purchase:

Return to Previous Page Edit Requisition

These are the fields on the Requisition Approval page:

Element Description

Rule ID Workflow approval rule being processed.

Step Step within the rule that is currently being
approved.

Approve Button to approve the requisition. When pressed

the workflow rule is executed and the requisition
is moved to the next step in its approval flow.

Deny Button to click if the requisition is not approved.

Hold Button to change the status to Hold within the
routing steps. On the Manage Requisitions
page, no status change occurs.
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; E : Reviewers

added to the
requisition do NOT
become part of the
workflow; they are
only notified of the
requisition FYI.

Element

Description

Role Name

PeopleSoft security name for the approval role
being executed.

Requisition Status

Displays the requisition’s current status.

Approver Action

Current status for this Approver.

Comments

Text box for use by Approver. Typically, used to
pass additional information to the next Approver
or to send information to the Requestor when
the requisition is denied.

Add Approvers / Rev

iewers

Approver / Reviewer

Radio buttons to select what the additional
user’s role will be for the requisition.

User ID

ID of the Approver / Reviewer being added to
the review list. Use the * | button to add
additional approvers or reviewers to the
requisition.

View Approval
Comments / History

This is a drop down link. Click on this to see the
status of the requisition within the approval
cycle. The page shown is the same shown in the
workflow page from Manage requisitions.

Requisition Information

Unit

Business unit of the requisition.

Req.

Requisition number.

Requestor Name

User ID of the Requestor.

1=

Hyperlink to view currency conversion
information.

Requisition Date

Date the requisition was made.

Total amount

Amount of the requisition, and currency code.

Wiew Reauest Details

Hyperlink to requisition details page.

Requestor’'s
Justification for
Purchase

Text box for requisition purpose and justification.

The Approver may use any of the links to review the requisition
information available. When a decision has been made, the Approver
clicks the appropriate action button at the top of the page to either:
Approve or Deny the requisition.
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The following actions occur, depending upon the Action button selected:

Action Action | Description

Approve Approve | The item is routed to the next step in the approval
rules. If the approval flow is complete, the status
changes to Approved.

Deny Deny An e-mail is sent to the Requestor stating the request
was denied. The request is available for edit by the
Requestor.

Hald Hold Status changes to Hold within the routing steps. On
the Manage Requisitions page, no status change
occurs.

S

Once a requisition is approved through all applicable approval steps, the
item will be available for budget checking.
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Procedure — Approving a Requisition

Use these steps to approve or deny a requisition.

% To review and approve/deny a requisition:
1. Login to PeopleSoft using your assigned Approver ID.
The PeopleSoft home page appears.

2. Click the Worklist hyperlink in the upper, right-hand toolbar.
% Your Worklist page appears.
You can

also click the link that 3. Click the link on the work item you want to review.

corresponds to the iiti

requisition number on The Requisition Approval page appears.

the Worklist section of Requisition Approval Retumn ta Previous Page

the Home page to

view the details. RulelD:  Amount Approval Approve | Deny | Hold |
Step: 2 Requisition Status: FPending Approval
Role Name: C\W_PO_Approver] Approver Action:  FPending
Comment: ]

Add Approvers / Reviewers
& Approver © Reviewer User ID: Q) I3 |

}» View Approval Comments | History

Unit:  CASE1 Req: 0000000132 Requestor Name: TRMADOD1 =
Requisition Date:  06/1 82004 Total Amount: 2450000 Dollar Wiew Request Details
Redquestor's Justification For Purchase:
=
=
Eeturn to Previous Page Edit Reguisition
4, Click the View Request Details link to review the requisition
details.
5. Go back to the Requisition Approval page, and approve or
deny the req.
3/17/2005 Proprietary and Confidential to Case 4-11

and Cedar Enterprise Solutions, Inc.



Chapter 4: Approval and Budget Checking PeopleSoft 8.4 eProcurement

Assigning Approver Duties

zﬁ‘;}{ﬁ% Use these steps to assign your approval assignments to another.
Because %

automated workflow To re-assign your workflow approval:

assigns transactions

to the approver's

worklist, you may find 1. Click My System Profile at the bottom of the PeopleSoft main

a need to temporarily menu

assign your approver '

duties if you are out of The General Profile Information page appeatrs.

the office for a
significant period of
time. The following
steps will allow you to Chama s

re'aSS|gn thOSE dUtIES Change or set up forgotten password help

to another individual.

Your current language preference is: English

General Profile Information
Training 1D

Password

My preferred language for reports and email is: English v
Currency Code: usD|[Q)
Default Mobile Page: al

Edit Email Addresses

Alternate User

It you will be temporarily unavailable, you can sslect an sternate user to receive your routings

Ahternate User ID: ﬂ
From Date: (example:1 2/31 72000)
To Date: (example:1 2/31 72000)

Workflow Attributes

Email User Worklist User

Miscellaneous User Links

2. Enter an Alternate User ID in the Alternate User section.

@This is the Case ID for the user to assume your duties.

Enter the first date you will be gone as the From Date.

Enter the date you will return as the To Date.

5. Click Bsave)

The information is saved and will be in effect for the selected
date
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Lesson 3:
Performing Budget Checking

Once the requisition has been approved, Budget Checking is performed to
- pre-encumber funds for the purchase. The Budget Check process can be

The Budget initiated on the Manage Requisitions page after the final approval of the
Check is also requisition. The 1* Approver will initiate the Budget Check process after
available on the all levels of approval are received.

Maintain Requisitions
pages as explained in Navi g ati on

Lesson 2.
Budget Check is performed from the Manage Requisitions page using the
following navigation path:
Menu Group eProcurement
Component eProcurement Home Page
Page Manage Requisitions
Manage Requisitions Page
This is the Manage Requisitions page displaying some approved
requisitions with the Budget Check icon available:
Manage Requisitions for: Training ID
Requisition Name|| Show Status IAII v[ Requester |TRNADU1 QJ
Date From [psmezoos | Gl Through Date [0607/2004 | [E] PO [ Gn |
Legend
Dcyele F Edit [ wWorkilow <PSubmit Y cCancel [[yRe-Open BgChange EwReceive &¥Retun §EsPro
C nize | Find | * First [ 170t 7 [ Last
BUdget Req. Hame Bus. Unit Date Status Total Budget
_CheCk 0000000029 CASET 06072004 Fending 5,200.00 g;;{d (OIS v pT4 =U§‘
Icon DMH- . . >
R CASET 06/07/2004 Received 5,408.00 valid O v S
w CASE!  DBIOT/2004 Approved 540000 Valid LD - X
DMH- :
T CASET 0607/2004 Approved 24950 valid O v X
0000000022 CASET 06042004 Pending 700000 valid O A v X
0000000020 CASET 06042004 Approved 7,000.00 valid O v X
0000000019 CASET 06042004 Pending 700000 valid O A v X
|
Uze this page to review the status of vour Requisitions, Edit‘Cancel Requisitions, make a Change Request,
0 Receive a PO, or Return an ltern to the Wendaor. To see the details of a specific Reguisition just click on the
Reqguisition Mame link. If a PO has been created for a Requisition you can view the PO information on the
details page.
eProcurement Home  Create Mew Reguisition  Inguire Change Reguest Ihouire Receipts  Requisition Report
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; E : If the

Budget Status
changes to Error, you
may need to check
the budget balance
and/or request a
budget transfer. Once
the transfer is made,
repeat the Budget
Check process.

From the Manage Requisition page, click the Budget Check icon & for
an approved requisition. The Budget Status will change from “Not Chk’d”
to either “Valid” or “Error.”

o |f Budget Check is successful, the Budget Check icon disappears, and
the Budget Status changes to ‘Valid'.

¢ |f Budget Check is unsuccessful, “Error” appears in the Budget Status
field.

The transaction must pass budget check before a purchase order will be

created. Once the Budget Check has taken place and been validated, the
requisition can be converted to a purchase order and the purchase order

dispatched to the supplier.

Procedure — Budget Checking a Requisition

Use these steps to Budget Check a requisition.

%To budget check an approved requisition:
From the left-hand navigation, select eProcurement.
Select eProcurement Home Page.
Select Manage Requisitions.
The Manage Requisitions page appears.

4. Enter criteria in the Search and Sort Requisitions group box as
needed.

Click the Go button.

Verify that the requisition status is approved and the Budget
Check icon is displayed.

7. Click =
The Budget Status changes from Not Chk’d to Valid.
8. Repeat steps 3-7 as needed.

4-14
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Review Questions

1. Where can you view the approvals required for a requisition and the status of those
approvals?
2. How do you add additional approvers or reviewers “on the fly” to a requisition?
3. When is a requisition budget checked and how does this happen?
3/17/2005 Proprietary and Confidential to Case 4-15
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Chapter 5
Receiving Items

After the requisition is approved and budget checked, a purchase order is
created and is dispatched to the vendor to order the items. Your next

interaction with the requisition will be to record the receipt of line items in
excess of $5,000.

Chapter Objectives

After completing this Chapter you will be able to:

¢ Receive items against your requisition.

Chapter Lessons

This Chapter contains the following lessons:

Lesson 1: Overview Of RECEIVING........coeveiiiiiieiii e 5-2
Lesson 2: Receiving temMS.......oooooiiiii 5-3
ReVIEW QUESLIONS .....coeiiiiiii et e e e et 5-7
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Lesson 1:
Overview of Receiving

After the requisition is approved and budget checked, other functions take
place. Purchase orders are created, approved, and dispatched to the
suppliers. Change orders may be entered. With each activity, whether
manual or automated, the “Circle of Life” will be updated.

“Circle of Life” and Item Receipt

This is the “Circle of Life” showing an active Receive icon. This indicates
that items have been received for this requisition/PO.

Approyve
Payment
IMvertory
Invoice
Qrder
Returns
IF Order
Feceive +a Approval
——
Change Dizpatch
Reguest

Receiving is almost the last stop on the procurement ‘Circle of Life’. You
have requested the items, all approvals have been obtained, the order has
been placed, and now the items are coming in the door.

The receiving process within eProcurement can perform up to three
functions. You can receive the items, inspect them, and possibly return
damaged or incorrect items to the vendor. This chapter explains how to
receive items in excess of $5,000.

5-2 Proprietary and Confidential to Case 3/17/2005
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Lesson 2:
Receiving Items

You should record line items in excess of $5,000 that you receive using
the eProcurement application. Receipts are important because before an
invoice is paid, the system must match the purchase order and receipt to
ensure that you ordered and received the items that are included in the
payment to the vendor.

Navigation
Manage Requisitions can be located by following this navigation path:
Menu Group eProcurement
Menu eProcurement Home Page
Menu Item Manage Requisitions

Requisitions that have dispatched POs where line items are in excess of
$5,000 are eligible to be received. Requisitions eligible for receiving

display the Receiving icon =¥ on the Manage Requisitions page.

This is the Manage Requisitions page with the Receiving icon:

ReceiVing\\ Re(||%ition Name Show Status | All + | Requester |ata2 Ql
icon : 05312004 |E]  Throughbate |0saoizo004 |E] PO Go
OCycIe iEdit sgChange  EBReceive ¥ Return
vl B First [ 13
Req. Name Bus. Unit  Date Status g
PO(S) '
1000000042 CASET 06/2972004 Dispatched 34400 valid O
1000000041 CASE1 06292004 PO(s) 3,344.00 Yalid O
— Dispatched ! :
1000000040 CASET 06/29/2004 Approved 34300 valid O ' X
POis) ; o X
1000000035 CASET 06/29/2004 Dispatched 33300 valid O 4 F LB A
1000000038 CASE1 062972004 Received 67.00 Yalid O ' q = [
Pois) i S Rl AN
1000000037 CASET 06/29/2004 Dispatched 3,000.00 Valid [ s | LS
PO(S) : TS
1000000035 CASE1 06292004 Dispatchad 3,000.00 Yalid O - = )
1000000032 CASET 06/29/2004 Pending 445 66G.00 Error (&) l '
1000000031 CASET 06/28/2004 Approved 34200 Errar D l « X
1000000025 CASET 06/28i2004 Approved 1000 Errar - i '
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Select Items to Receive Page

The Select Items to Receive page displays all of the lines in the requisition

that are eligible for receiving. Click the Receiving icon =¥, and the Select
Iltems to Receive Page appears.

This is the Select Items to Receive page:

Select ltems to Receive

You have 2 lines open for receiving for requisition 1000000038

Receive Selected .
and goto the Receive Farm.

i mize | Find | vie
i . Total  Accepted Ship Recv
Requisition  ltem Description — Vendor _I
Requisition  ltem Description PO Oty Req toDate To Vendor Reqd
[] 1000000038 4535 1.00001 0 ACG2 DEMTAL SCH-001 N
[] 1000000038 ere 1.00001 0 ACG2 DEMTAL SCH-001 N
Check All Clear All

Inguire Receipts Inguire Return to Yendors Return to Reguisition Manager

Turn on the checkbox next to the item you want to receive. Click
Recelve Selected | 4, go to the Receive page.

Receive Page

This is the Receive page:

Receive

Mew Receipt

Receipt Status: Open

'Received Date: (083002004

Reject Shipment

Customize | Find | %
ltem Description Received uom {E‘%IE
4535 1.0000 B [ea ~| 10000 B
ere 1.0000 B [ea «| 1000 B

Save Receipt

Return to Requisition Manager

Add Mew Receipt  [nguire Return to Yendors  Inguire Receipts

Enter the quantity received.

Proprietary and Confidential to Case
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Procedure — Receiving Items

Use the following procedures to receive items against a PO.

'% To receive items:

1. From the left-hand navigation, select eProcurement.
2. Select eProcurement Home Page.
The ePro home page appears.

3. Select Manage Requisitions.

The Manage Requisitions page appears.

Search and Sort Requisitions
Req%ition Name Show Status | All | Requester |ata2 g
Date From 0513152004 | )] Through Date |06/30/2004 PO Go
Legend
Dcycle F Edit [wworkiow  <FSubmit M cancel  [yRe-Open Change & Receive ¥ Return
[ : | Find ]
Req. Name Bus.Unit Date Status Total Budget
PO(s) ) . N
1000000042 CASE1L 06/29/2004 Dispatched 44.00 valid T - IS
POLS) - g >
1000000041 CASE1 06/29/2004 Dispatched 3,344.00 Walid [ - F B A
1000000040 CASE1 0672972004 Appraved 343.00 valid O - x
PO(s) ' . -
10000000349 CASEL 06/29/2004 Dispatched 3300 valid 0D - F R A
1000000038 CASE1 06/29/2004 Received G7.00valid 0D « F R Y
PO(S) ' 2 >
1000000037 CASE1 06/29/2004 Dispatched 3,000.00 valid [ - F R A
PO(S) ' . N
1000000035 CASE1L 06/29/2004 Dispatched 3,000.00 alid [ - IS
1000000032 CASE1 06/29/2004 Pending 45 66E.00 Error [»] & - x
1000000031 CASE1L 06/28/2004 Approved 34200 Erar - 0D & - x
1000000029 CASE1 06/28/2004 Approved 1000 Errar - 0D L - )(
4, Enter criteria in the Search and Sort Requisitions group box.
5. Click Go.
Requisitions that match the criteria appear.
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PeopleSoft 8.4 eProcurement

6.

7.

8.

10.
11.

Click the Receiving icon & for the requisition being received.

The Select Items to Receive page appears with the items
waiting to be received.

Select ltems to Receive

You have 2 lines open for receiving for requisition 1000000038

Receive Selected .
and goto the Receive Farm.

Accepted Ship

Requisition  ltem Description PO Oty otal Vendor Recy

Req toDate To Reqd
[] 1000000038 4535 1.0000 1 ] ACG2 DENTAL SCH-001 N
[] 1000000038 ere 1.0000 1 ] ACG2 DENTAL SCH-001 N
Clear Al
Incuire Receipts Incuire Return to Yendars Eeturn to Requisition Manager
Turn on the checkbox for the item(s) you wish to receive.
. Receive Selected
Click I .
The Receive page appears
Receive

New Receipt

Receipt Status: Open

'Received Date: [08/30/2004

Eeject Shipment

Customize | Find | iew / First (4] 1.2 or 2 [F] Last
Item Description Received uom %‘E
4535 1.0000 B (ea ~| 1mm B
ere 10000 B (e «| 10000 B

Save Receipt

Inguire Return to Yendors Eeturn to Requisition Manager

Add Mew Receipt

Inguire Receipts

Enter the quantity of items received for each line listed.
Verify the Unit of Measure for each line listed.
Click Save Receipt.

The Receipt Saved successfully page appears.

Receipt Saved Successfully

You have saved receipt # 9000000001 containing the following items:

tion R ity Eeject Gty

Eeturn to Requisition Mananer  Return to Receiving

5-6
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Review Questions

1. How do you access the page used to receive items?
2. What is the dollar limit that requires online receiving?
3/17/2005 Proprietary and Confidential to Case 5-7
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Appendix A
Review Questions and Answers

The following are the review questions and answers for each chapter.
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Chapter 1: Introducing PeopleSoft eProcurement

1. The eProcurement module interfaces with what other PeopleSoft module?
PeopleSoft Purchasing

2. What modules interface with Purchasing?

General Ledger, Accounts Payable, Asset Management, Commitment Control

3. What is the first point of entry into the eProcurement system?

The requisition.

4, How are requisitions approved?
Through workflow which routes the requisition to appropriate approvers.

A-2 Proprietary and Confidential to Case 3/17/2005
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Chapter 2: Creating a Special Request Requisition

1. What page is used to create a special request for goods?

Special Request — Goods.

2. What are the three types of templates you use to create special requests for services?

Fixed cost; variable cost; time and materials.
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Chapter 3: Creating a Catalog Requisition

1. Where do you start to create your requisition?

The eProcurement Home Page

2. What are the steps to create a catalog requisition?

Open the requisition, search for items, add items, verify or change shipping information,
verify or change line detail, save the requisition, review (edit) the requisition, submit for

approval.

3. What are the business units to use for your requisitions?
CASE1

4, Is the requestor the same as the buyer?

Not necessarily. The requestor should be the person making the request.

5. Why do you enter a requisition title?

It allows you to identify your requisition in search lists.

6. Why do you need to designate ChartFields for each line?
So that each line may be correctly charged to the proper department, fund account, and
program.

7. What happens when you click on the ‘Save and Submit’ button?

The requisition is saved and submitted to workflow for approval.
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Chapter 4: Approval and Budget Checking

1. Where can you view the approvals required for a requisition and the status of those
approvals?

Requisition Approval Status page

2. How do you add additional approvers or reviewers “on the fly” to a requisition?

From the Approver’s worklist, access the Requisition Approval page and add the needed
Approver or Reviewer User IDs.

3. When is a requisition budget checked and how does this happen?

When the requisition has an Approved status. Budget checking can be performed
manually or during a regularly scheduled automated batch process.
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Chapter 5: Receiving Items

1. How do you access the page used to receive items?

eProcurement Home Page /Manage Requisitions / Receiving icon

2. What is the dollar limit that requires online receiving?
$5,000 or more
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