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INTRODUCTION- CREATE A REQUISITION

Requisitions consist of these basic elements: headers, lines, schedules, and distributions. Each
requisition has one header, which can have multiple lines. Each line can have multiple schedules. Each
schedule can have multiple distributions. When a Requisition is created and budget checked, funds are
obligate in the form of a Pre-Encumbrance, the pre-encumbrance insures funds are available when the
Purchase Order is processed. A Requisition is required when approval by DCS is needed.

CREATE SINGLE LINE REQUISTION

Step 1 — Enter Requisition

Follow the following navigation

Navigation: Purchasing>Requisitions>Add/Update Requisitions>Add a New Value

Requisitions

Find an Existing “alue | Add a New Value '

Business Unit: ISSDDD =Y
Requisition ID: INE}{T

Add

Find an Existing value | Add a MNew alue

Business Unit-Defaults to specific agency for each User.

Requisition Number-Defaults to NEXT. The system will auto number each Requisitions.

NOTE: Do not change the Requisition ID data field. Let the system default NEXT into the data field.
The Requisition number will be assigned upon saving.

Click the 14 BUTTON to take you to the Requisition Form page.

P108 Requisition Creation & Processing Manual Page 6 of 167
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Maintain Regquisitions

Requisition
Business Unit: 53000
Requisition 1D: MEXT

=

*Requester:

*Requisition Date; IDSIQ oizo07 [

*Currency Code: IUSD

Accounting Date: IDBIQDIEDDT Ell

Origin:

Furchasing Kit
ltemn Search

Copy From

(niaonEL Q. COREDS

Eeguester Info
Agency

Dollar

Catalog
Eeguester lterms

e
=

Qpen
Mot Chik'd

Status:
Budget Status:

[ Hold From Further Processing
Eequisition Defaults

Add Comments
Reguisition Activities

Total Amount:

0.00 usD

BB B A4 g A ey iy Ty gy

Ship ToaDue Date Status “endor Information ttem Infarmation Attributes Contract Sourcing Controls /

Line  Hem SSFlay -2 SSIC pescription AgencyReqhbr  Quantity UM  Cateqory /
pe 1

1B Q Q] =12y eooo0 [ <
view Printable Version ‘Goto: | -Mare.. | E

B Save | [=] Motity | % Refresh {,

Orice Amount Status
0 Cpen

S 2l | UpdateDisplay

¢

NOTE: The circled data defaulted into the Requisitions. Requestor and Origin, defaulted from your

User Preferences. If needed, the Origin can be changed by clicking the Lookup Icon Q

right.

located to the

P108 Requisition Creation & Processing Manual
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Click the Lookup Icon Q.

Look Up Origin

SetiD: Uy
Origin: |begin5 with jl
Description: | hegins with j |

Look Up | Clear | Cancel | Basic Lookup

Search Results

112 of 12
Origin Description

AGY AnBRCy

ALT Alternate Voucher Agencies
CAP Construction and Propedies
P Central Purchasing

Ch Conyersion

EDT Transmitting Agencies

ExC Exception (Exempted from CPA)
HED Higher Education Wouchers
LEG Leasing

QL onlLine

PCD Procurerment Card

PR Payroll o AP Interface

To select the origin, click on the link.
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Origin- The origin may need to be changed. The origin is used to describe who will complete the
Requisition and is located at the left side of the header. This defaults from your user preference and is

normally AGY- Agency. Additional origins used; CP= Central Purchasing, CAP = Construction and
Properties, LSG = State Leasing, EXC = Exempt (Statewide)

Maintain Requisitions 3
-

Requisition #
-

Business Unit: 53000 Status: 4 3
RequisitionID:  MNEXT Copy Fram Budget Status: (ot Chikkd @ *

" Hold From Further Processing ’

- §
‘Requester: ICOREDS Q, COREDS Reqguisition Defaults ¥
Add Comments 4

. i | Requester Info S TR o
Requisition Date; [08/2012007 [ Requisition Activities ¥
Origin: I!‘L\GY Q Agency (

* . IUSD Dollar

Currency Code: Total Amount: 0.00 USD I
Accounting Date: IDBI?W?UU? ] 3
Purchasing Kit Catalog Ly
Itern Search Reguester lterns P

Details

Ship To/Due Date Status “endor Information tem Information Attributes Cortract Sourcing Controls ]

Line ite SSFag  LNSSIC pescription AgencyReqNbr  Quantity *UOM  Category 3_
Eh =]

=y Q- [ a] =& | [oooon [ Q] ¢

Wiew Printable Versian *Go to: |...M0re... =l i

<

&l save | [=] Motity | L Refresh | }

|

NOTE: The Requisition status is Open and Budget Checking status is Not Checked.
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Step 2 — Enter Header Default Information

Header Default Definitions

Use the Header Defaults page to enter default data that will apply to the Requisition Form as a whole.
This is used when a fields is used multiple times and contains the same data. You are able to override
the defaults at the line, schedule and distribution levels, however you should not. The default value will
continue to be used for the life of the Requisition and will overwrite existing data. Any changes to the line,
schedule and distribution should be made on the default header page or removed from the Default page.

Access the page by clicking on the BeHUISION DEEUIS

Default — If this option is selected it will treat the values entered on this page as a part of the default
hierarchy. The system will first search for the default hierarchy for existing values. If none are found the
system will use the information entered on this page. If existing values are found, the system will use
those values and will ignore the values entered on this page. Do not select this option.

Override — Select this option to override existing default information for this Requisition with the values
on this page. The system will not search the default hierarchy for the information you have entered. This
is the option that will be used.

Click the Feguisition Defaults hyperlink.

P108 Requisition Creation & Processing Manual Page 10 of 167
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Default Options Page

Maintain Requisitions

Requisition Defaults

Business Unit: 53000 Requisition Date: 0g/2002007
Requisition ID: MERT Status: Qpen
 Default Ifyou selectthis aption, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no ather default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

 override Ifyou select this option, all defaultvalues entered on this page override the default values found in the default

hierarchy.

Buyer: :O\ Unit of Measure: I &'}
Vendor: I Q Location: I Q

Category: | Q Vandor Lookup

Ship To: ISBDDD &} DCS - PURCHASING DIV, STE 116 ‘Distribute hy: I Quantity 'l
Due Date: I El
Ultimate Use Code: I Q, Modify Shipping Address

SpeedChart; I Q

[ 1cf 1 [¥] Last
Di Percent  GL Unit Account Sub- Fund Type Clas§- Dept Bud Ref CFDAZ Budqget Date
= Accour Funding = T
1 | [seoo0 @ | Q| Q| Q| Q| Q| Q | Q |oeszor2007 [H =
[0]34 | Cancel | Refresh |
P108 Requisition Creation & Processing Manual Page 11 of 167
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Select Buyer

Input the Buyer’s name, if the name is not known then click the Lookup Icon Q located to the
right.

Click the Lookup Icon Q .

Look Up Buyer

Euyer:lbegina withj'
Hame:l bedins with j|

Look Lip | Clear | Cancel |Eagi|: Lookup

Search Results

Cinly the first 300 results can be displayved. Enter more information a
Wi All 1-100 of 300 |I| Last

Buyer Hame

AANMDREWS Angela Andrews
AARMETREOMG  Awis Armstrong
ABODIMEDT Alan Bodine
ABREATH-FASOR Andela Breath-Razor
ACOFPEMHAVER  Alice Copenhaver
ADAVIDSOMN Amanda Davidson

ADEAM Andy Dean
ADEMMIS Alicia A Pauley

-

AECGIES  _ AudraBcolgs- . o e

Narrow your results by inputting part of the Buyer’'s Name and clicking the - L0 3L BUTTON.

Look Up Buyer

Buyer: | begins with ¥ | [LMARTIN
Name: | beging with = ||

Look Up | Clear | Cancel |E|asic Lookup

Search Results
1ot

Buyer Hame
LWARTIM Lisa Marin (5204

Select the buyer by clicking on the link.

P108 Requisition Creation & Processing Manual Page 12 of 167
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Select Vendor

Maintain Requisitions

Requisition Defaults

Business Unit: 53000 Requisition Date:  02/20/2007
Requisition ID; MEXT Status: Cpen
"~ Default Ifyou selectthis option, the default values entered on this page are treated as part ofthe defaulting logic and are anly

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

& Override Ifyou select this option, all defaultvalues entered on this page override the default values found in the default
hierarchy.

Buyer: ILMARTIN Q, Lisa Martin (580) Unit of Measure: I o}
Vendor: E SQ Location: EQ

Category: I qQ “endar Lookup

Ship To: ISBDDD QL DCS - PURCHASING DIV STE 116 ‘Distribute by: IQuantiw 'I
Due Date: I [&)
Ultimate Use Code: I Q@ Madify Shipping Address

SpeedChart: I Q

| i First E 1 of 1 II' Last

Sub- Class-

Dist Percent GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA= Budget Date
1 | Jasoon @ | Q| Q| Q| Q| | Q| @, Jogizor2007 [ =
Qk | Cancel | Refresh |

Input the Vendor number and Vendor location, and then click the ﬂl BUTTON. If the
Vendor number and location are not known then look up the vendor by clicking the Lookup

Icon™ to the right of the Vendor field/vendor location field or click on Vendor Lookup to go to
the Vendor Search page. (See APPENDIX for additional instructions on the Vendor Lookup.)

For this example vendor #0000000580 and location #0001 will be used.

P108 Requisition Creation & Processing Manual Page 13 of 167
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Input Distribution Data

Maintain Requisitions

Requisition Defaults

Business Unit: 53000 Requisition Date: 082052007
Requisition ID:  MEWT Status: Open
" Default Ifyou selectthis option, the defaultvalues entered on this page are treated as part of the defaulting logic and are anly

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the walues on this page are not used.

& Override Ifyou selectthis option, all default values entered an this page override the defaultvalues found in the default
hierarchy.

Buyer: ILMARTIN QL LisaMartin (5800 Unit of Measure: | Q
Vendor: IDDDDDDDSBD Q) DEPARTMEMNT OF CENTRAL SERVICESLocation: IDDD1 Q,

Category: | Q Wendor Lookup

Ship To: [se000 Q DCS- PURCHASING DIv, STE 116 'Distribute by: =
Due Date: I El

Uttimate Use Code: | Q Modify Shipping Address

SpeedChart: | Q

| i First II' 1 af 1 |I| Last

. . Sub- Class- .
Dist Percent  GL Unit Account Account Funid Type Fundin Dept Bud Ref CFDAZ Buidaet Date
1 ( |asoon Q| | Q| | Q| Q| Q| Q |0g/2002007 =

Ok | Cancel | Refresh |

Distribute By — You are able to distribute by Amount or Quantity. This will determine how the funding
will be allocated. The selection you make here will also determine whether the PO is considered fully
matched when the vouchers matched reach the quantity or amount on the PO. Quantity will default in to
field, must also change to Amount.

Chart Fields —Currently the state is using Account, Fund, Class, Department and Bud Ref. Optional fields
are Sub-Account, CFDA number, and Operator Id. Input these values and click the 4”9”95“ BUTTON.

(If you do not know what the values are then click the Lookup Icon B to the right.) Clicking the MI
BUTTON will validate the chart fields.

NOTE: The Account Chart Field should start with 5 (e.g., 531110) when creating Requisitions. An
Account starting with 5 denotes an expense account. The account code will also default from the Iltem ID
but the account code enter on the default header will have priority.

P108 Requisition Creation & Processing Manual Page 14 of 167
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Maintain Requisitions

Requisition Defaults

Business Unit: 52000 Requisition Date: 025202007
Requisition ID: MEXT Status: Cpen
" Default Ifyou select this option, the default values entered on this page are treated as part ofthe defaulting logic and are anly

applied if no ather defaultvalues are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.

@ override Ifyou selectthis option, all defaultvalues entered on this page overtide the default values found in the default
hierarchy.

Buyer: ILMARTIN Q,  Lisa Martin (580 Unit of Measure: I Q,
Vendor: [ponooooseo @, DEPARTMEMT OF CEMTRAL SERVICESLocation: [ooo1 @

Category: | Q Yendor Lookup

Ship To: ISBDDD Q, DOS - PURCHASING DIV STE 116 ‘Distribute by: IQuantiw 'l
Due Date: I El
Uttimate Use Code: I QL Madify Shinping Address

SpeedChart: | Q

First [4] 1 of 1 [+ Last
Di Percent GL Unit Account Sub. Fund Type Class- Dept Bud Ref CFDAZ Budget Date
- Accout Funding -
1 | 10000 |ssooo Q@ [smt10 @ | @ f1oo0 @ [19701 Q [2100001 Q fo7 Q| @ |o7ro1s2008] [ B [=]
Ok | Cancel | Refresh |

Notice the screen shot is different then your actual screen. Select only the distribution fields required by
Custom

clicking on the H |ink. See Appendix page 130.

Additional Field Definitions
Ship To — The location the order will be shipped. This defaults from your User Preference.

Due Date — The Due Date is when the goods or services are required to be delivered.
Category Code — A default value can be entered for the entire Requisition. The default value will auto

populate on every line of the Requisition. The Category will also default from the Item ID. Used for
description only items.

NOTE: It may, or may not be beneficial to utilize this default value for multiple line Requisitions. The
system does allow the user to override the category code values as needed on each line.

UOM - The Unit of Measure entered here will auto populate on every line of the Requisition. The UOM
will also default from the Item ID (Example: EA, CASE, TON, BOX, etc.).

P108 Requisition Creation & Processing Manual Page 15 of 167
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One Time Address
modify Shipping Addreas_

PeopleSoft gives you the ability to create a Requisition and have the product
shipped to an address that is currently not in the ship to file. This feature is only to be used if you have to
Modify Shipping Address

ship the product to a special address that will not be used again. Click the
hyperlink.

Maintain Requisitions

Requisition Defaults

Business Unit: 53000 Requisition Date: 0erzei2007
Requisition ID: MEXT Status: Open
" Default Ifyou select this option, the default values entered on this page are treated as part ofthe defaulting logic and are only

applied if no other default values are found for each field. If defaultvalues already exist in the hierarchy, they are used,
and the values on this page are not used.

& Override Ifyou selact this option, all default values entared on this page override the defaultvalues found in the default
hierarchy.

Buyer: [CnarTIN @, Lisa Martin (580) Unit of Measure: [ Q
\endor: [oanoooszo Q. DEPARTMENT OF CENTRAL SERVICESLocation: [oon @

Category: | Q Wendaor Lookup

Ship To: ISBDDD Q OGS - PURCHASING DI, STE 116 *Distribute Inxz IQuantity 'I
Due Date: I El

Uttimate Use Code: | Q @gdiw Shipping Address )

SpeedChart: | Q

Distributions ol (B First [ 1o 1 [ Last

Details
. . Sub- Class-
Dist  Percent GLUnt Account o = = FundType & o= Dent BudRef CFDA# Buduet Date
1 |100.0000 [58000 @ [s21110 Q| Q 1000 @ [19701 @ [2100001 @ fo7 Q| < [orro1szoog| [ [£] [=]
Ok | Cancel | Refreshl
P108 Requisition Creation & Processing Manual Page 16 of 167
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Req One Time Address Default

Business Unit: 58000 Requisition Date: Qefzorz0oy
Requisition ID:  MEXT Status: Open
Prefix: I

Country: |U8ﬂ~ @ United States
Phone: I
: B21 MW 128885
Address 1 | Ext: I
Address 2: | Ea |

Address 3: I

Citv |Edm|:|nd
County:

|
State: |m<1 i

Postal: |T331 ]

] | Cancel | Refreshl

Input the data and click the —2K__| suTTon twice.

P108 Requisition Creation & Processing Manual Page 17 of 167
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Step 3 — Enter Item ID

Select Item ID

Maintain Requisitions

Requisition

Business Unit: 52000 Status: Open 4

Requisition 1D MNEXT Copy From Budget Status: Mot Chk'd ﬁa
™ Hold From Further Processing

=)

*Requester: COREDS @, COREDS Requisition Defaults
Add Cornments

“Requisition Date; [032672007 & Reguesierlio Requisition Activities

Origin: AGY O Agency

*Cy Code: |UED Dollar

ShatoAs Total Amount: 0.00 USD

Accounting Date: [08/26/2007 [

Burchasing Kit Catalog

ltern Search Beguester lterms

[ 4 o 1 [ Last

Status o Wendor Information i ftem Informeation o Aftributes o Contract 7 Sourcing Cortrols

Line tem SS Flag Ifiniss“: Description Agency Req Nbr Quantity *UOM  Category Price Amount Status
B —ar [ ] =LY [ Y Y Open OwEmEE
Wiew Printable Yersion *Go to: | -More.. j

B save | [=] Matity | L Retfresh | E‘+Add| Z UpdsteDisplay

Input the Item ID, if the Item ID is not known then click the Lookup Icon Q located to the right, if it

) Refresh
is known then input the Item ID and click the g BUTTON.

Click the Lookup Icon Q.

P108 Requisition Creation & Processing Manual Page 18 of 167
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Look Up Item

SetlD: Qooon
ttem ID: |begins writh j|
Categons |begins writh j| Q

Description: | heging with j |

Look Up | Clear | Cancel |Eagi|: Lookup

Search Results
Cinly the first 300 results can bhe displaved. Enter more information above and sear:

e All 1-100 of 200 |I| Last
em 1D Category Category ID Description
noos noos 17444 ABRASINVES
noostd noost14  oQoooz ABRASINVES, COATED: CLOTH,

00051404 00051404 00003 ABRASIVES, PLASTONE
00051404 g_lillzlgﬁ'l @_EI_DDIEE'} Seeline Cumrrlegts

-

P108 Requisition Creation & Processing Manual
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Your results can be narrowed by inputting an item number, category, or description and clicking

the 280 | gurroN. In this example a description of “SHIPPING was used and received the
following results:

Look Up Item

SetiD: aoooa
Item ID: |begins withj|
Categony: |begins withj| Q

Descriptiun:lbegins withjlshipping

Look Up | Clear | Cancel | Basic Lookup

Search Results

1-0 ofQ

ttem ID Category Category ID Description

095530 099930 17203 SHIPFIMG & HARDLING CHARG
nzo883 0z0aa3s 03454 SHIPPIMG ARD POSTAL MANAG
nas0s0 0gs0a0 158612 SHIPFIMG ARD STORAGE ACCE
NEE580 0EE520 13860 SHIPPIMG BOXES, CHICK
095520 099920 171497 SHIPPING CHARGES

NEE585 0EE5a5 13861 SHIPPIMG CRATES, POLLTREY

090549161 7009054080 15773 SHIPPIMG MARIFEST
09992001 09992001 17652 Shipping Charges Inside metro
099920045 09992005 176R53 Shipping Charges Qutside metro

Make your selection by clicking on the hyperlink. In this case Item ID 099930 was used.

Message

Priority vendor 0000055794 for item does not match the default vendor 0000000580. Use priority vendor?
(10105,1)

The priority vendor defined for the item does not match the default vendor as specified on the Requisition
Form. Choose Yes to use the priority vendor from the item and override the default vendor. Choose NO to
use the default vendor entered on the Requisition Form.

This message is stating that this Item ID has a priority vendor that is different then the vendor you used in
the Header Default. Do you want to use your vendor or the priority vendor? To use your vendor click
the i BUTTON. To use the Item ID priority vendor click the fes BUTTON (Selecting “YES”
will override your vendor). For this example the vendor selected (0000000580) will be used, so click

the LI BUTTON.
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Define default data

Maintain Requisitions

Requisition 4
k.
Business Unit: 58000 Status: Open g 1
Requisition ID: MEXT Copy From Budget Status: Mot Chik'd ﬂa I
™ Hold From Further Processing I’
57
E
*Requester: ICOREDS G COREDS Eenuisition Defaults -+
Add Cormments -
T . [08iz672007 Reauester inf T
Requisition Date: & Renuisition Activities [}
Origin: IAGY Q Agency f
C Code: |USD Dollar 4
laie A= Total Amount: 1319 USD 4
Accounting Date: IDSIQBIQDDT el j‘
Purchasing kit Catalog r
ltern Search Reguesterltems j

Details Ship ToDue Date Status Yendor Information ttem Information Attributes Contract Sourcing Contrals

P &
Line ltem SS Flag 'T'i?'_“f_ess'c Description AgencyReqNbr  Ouantity *‘UOM  Catedory;
1 B [092930 a | @ {Bhipping and handing) = & | [o-0000 @Q
Fd
Wiew Printable Yersion “Goto: [.Mare... =l {
E]Savel ElNotifyl %, Refresh “2
o . ) ) Refresh
Input the Requisition Quantity and click the e BUTTON.
Microsoft Internet Explorer

'j Yendor item price is nok available - use ikem standard price. Line 1, Ikem 099230 (10200,197)
L
The wendor item price was nok setup, or the corresponding LIOM

doesn't meet the minimurn requirements. The item standard price is
used instead.

Click the | %€ | suTTON.
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Message

Custom price on line 1, schedule 1. Override with system calculated price? (10150,189)

The schedule is having a custom price and the system has calculated a different price than the custom
price. Select 'Yes' to Override with system calculated price.

This message is stating that custom price (price entered by you) does not match the system calculated
o
price (price from the Item ID). Click to use your price, click M to use the Item Id

Mo
price. Click BUTTON, at this time since you have not entered a unit price the system will
use the Item ID price.

Maintain Requisitions

L
»
Requisition f
4
Business Unit: 55000 Status: Open g '
Requisition ID:  NEXT Copy From Budget Status: Motchkd B ¢
[ Hold From Further Processing ’
52
*Requester: ICOREDS Q. COREDS Requisition Defaults 3
Add Camiments
N L I Reguester Info e
Requisition Date: [08/26/2007 [ Requisition Activities "
Origin: IAGY Q Agency :
*Currency Code: |50 Dallar
e Total Amount; 1318 USD :
Accounting Date: IUSI%QUU? El I
Furchasing Kit Catalog L.
ltern Search Reguester tems b

Details Ship ToJDue Date

Status

“endaor Information fterm Information Aftributes Contract Sourcing Contrals

{
{

Line  tem SSFiay  SSSIC poseription AgencyReaNbr  Quantity “UOM  Category |
1 B [ossaso aQ O | Q [shipping and handing = &, | [Tooo0 [sum 0999305
Wiew Printable Yersion *Go to: |...M0re... j

A ot

B save | [=] motify | 4 Refresh |

First E 1of 1 |I| Last

Price Amount Status

I 13.19 Open ¢ B [E & =

= A | UpchstenDisplary
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Detail Sole Source Criteria can be found in the APPENDIX section of the manual.

Maintain Requisitions 3
Requisition <
4
Business Unit: 53000 Status: Open & {
Requisition ID: ~ NEXT Copy Fram Budget Status: Motchkd B8 ;
[ Hold From Further Processing #
52
*Requester: ICOREDS O, COREDS Renuisition Defaults J’
Add Comments
o I Reguester Info o0d L 0Mmments. ;
“Requisition Date: [08/262007 [ Requisition Activities
Origin: [aev @ Agency ¢
5D Dallar {
P . |
A Total Amount: 1319 USD 4
Accounting Date: [08/26/2007 [ p
o I
Furchasing kit Catalog I
-

ltermn Search Reguester ltems

Ship TouDue Date Status “endar Information ttem Information Attributes Contract Sourcing Controls

Line ttem SSFlay  SMeSSIC pescription AgencyReqMbr  Quantity ‘UOM Categufi

1 B [osse3n @) , [shipping and handiing =4 €, [ Y[o.0000  [suM @ nagasn !
Yiew Printable Version *Go to: |...M0re... j {;
B save | [=] Matify | % Refresh I )

L

SS Flag - Sole Source checkbox. For Requisitions that require sole source approval this data field is a
required field. Please select it by clicking the Radio Box I located underneath.

Line SSrc Type — Sole Source Type, orders that are sole sourced need to be flagged for approval. A
Requisition over $25K requires approval from the State Purchasing Director; however this amount could
vary depending on the agencies Delegated Monetary Procurement Authority. The sole source data field
contains eight values. The following values are listed:

e TYP1 - Sole Make/Model/Brand

e TYP2 - Sole Vendor

e TYP3 - Additional/Replacement Parts

e TYP4 — Original Vendor

e TYP5 - Brand Name for Resale

e TYP6 — Compelling Urgency Limit

e TYP7 — Litigation Expert

e TYP8 - Statue Authorization

Q

Input one of these values or click the Lookup Icon on the right.

Agency Req Nbr — Agency Requisition Number is a field used by agencies to cross reference the PS
Requisition number to the agency internal Requisition number.
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Step 4 — Enter Header Comments

Access the Header Comments page by clicking on the Add Comments link.

Header Comments

Business Unit: 53000 Requisition Date: nar2oiz007
Requisition ID:; MEXT Status: Qpen

"‘Sort Methodl: Comrment Tirme Starmp 'Sort Sequence: IAscending vI Sort |

Copy Standard Comments Comment Status:  Active Inactivate |

¢

[

¥ sendto Vendor [ Shown at Receipt [ Shown at Voucher

Attachment Aﬁaﬁhl ViEWl DE|ETE| I~ Email

Frofm -= REGQ 58000-MEXT

Ok | Cancel Refresh |

Input any comments to send with the Requisition in the Comment Field.
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Header Comments

Business Unit: 53000 Requisttion Date: nar2oez00v
Requisition ID: MEXT Status: Qpen

‘Sort Method: | Comment Time Stamp j ‘Sort Sequence: IAacending vI Sort |

Copy Standard Comrments Comment Status:  Active Inactivate | .
Enter Header Comments Here | ;l@

¥ Sendto Vendor ) [ Shown at Receipt ™ Shown at Voucher

Attachment Aﬁach| ViEW| DeletE| I~ Email

From -= REGQ 53000-MEXT

(0] 4 Cancel Refresh |

NOTE: The Send to Vendor check (v') box by default will be checked. If you want this comment to
appear on the receipt or voucher check (v') the appropriate box.

NOTE When there are multiple comments, the system will display only the most recent comment.

display indicates the number of comments available for
viewing. To view the remaining comments, either press the forward arrow symbol [ to go to the next

comment or press View All to see all of the comments in the scroll area. To return to viewing

only one line and its associated schedules, press View 1 .

Field Definitions

Retrieve Active Comments Only — This field is available after the Requisition has been saved.
The radio box is selected by default. If you want to select the inactive comments deselect the

radio box and click the m BUTTON.

Inactive BUTTON-Click this BUTTON to inactivate the currently displayed comment. The
comment is not actually deleted, but is set to an inactive status.
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Sort Method — Select the method that you want to use to sort the comments retrieved:

e Comment Time Stamp — Sorts the comments by the time stamp assigned to them when they
were created.
e Vendor Flag — Sorts the comments flagged to be sent to the vendor.

Sort Seq — Select Ascending or Descending.
Sort BUTTON- Click this BUTTON to sort comments according to the selections that you made in the Sort

Method and Sort Sequence fields.

To add additional comments, click on the LI plus BUTTON in the upper right corner of the
comment page.
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Header Comments

Business Unit: 43000 Requisition Date: 0852002007

Requisition 1D~ NEXT Status: Cpen

"Sort Method: Cormment Time Stamp j 'Sort Sequence: Iﬂacending vI Sort
Copy Standard Cormments Comment Status:  Active Ml
Enter Header Comments Here.| ;l@

¥ sendtovendor [ Shown at Receipt [~ Shown at Voucher

Attachment ViEWl DE|ETE| ™ Email

From -= REQ 523000-MEXT

0] 4 Cancel Refresh

PeopleSoft gives you the ability to attach a file to your Requisition. Currently this feature is not
being utilized.
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Standard Comments

The Department of Central Services requires Requisitions to contain certain comment concerning the
purchase. Instead of having to type this information into each Requisition the Department of Central
Services has come up with a list of Standard Comments when selected will default in. These comments
are called STANDARD COMMENTS and must be added to every Requisition. See the Department of

Central Services'’ rules and regulations.

Add a comment section by clicking the BUTTON on the right hand side, and then click the

Copy Standard Comiments link.

Standard Comments

*Action:

Comment Type: D
|IIIEI2 arzooy

Comment I: DQ\
I Artive i I

‘Effective Date: "Status:
Description: |
Short Desc: I
Comments:
N
=
8]%4 Cancel Refresh

From this page select the “Standard Comment” by inputting the Std Type and Comment ID. If you do not

know this information then click the Lookup lcon™ located to the right.

Click the Lookup Icon 2 for the Std Type.

P108 Requisition Creation & Processing Manual
Revised: October 1, 2007

Page 28 of 167



CORE Oklahoma

Look Up Comment Type

SetiD; oooon
Standard Comment T:-.me:l hedgins with j |
Description: |hegin5 with j|

Look Lip | Clear | Cancel | Basic Lookup

Search Results

17 of 7
Standard Comment Type Description
245 CDOT TERMS ARD CORMDITIONS
0L BOR COLLUSICRM
aTM CTERM
S0l IT Solicitation Terms
8ViC SERVICE
T&C TERMS ARD COMDITIONS
TR TERMS

Select the comment by clicking on the link. In this example Non-Collusion will be used.
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Standard Comments

=pction: |Cnpy Comment j
Comment Type: ICC‘L Q Comment ID: I Q
*Effective Date: |DEI 26/2007 *Status: | Active |
Description: |
Short Desc: I
Comments:

] Cancel | Refrezh |

Click the Lookup Icon 2 for the Comment ID.
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Look Up Comment ID
SetlD: Qoooo
Standard Comment Type: oL
Standard Cormment ID: |hegins wiith j|
Description: |hegins with j|

Look Up | Clear | Cancel | Basic Lookup

Search Results
1 of1

Standard Comment ID Description
i o] s BICH COLLLISIOM

NOTE: The Comment ID is unique to the Std Type.

Select the comment by clicking on it.

Standard Comments

*fction;  Copy Comment =]
Comment Type: ICOL Q Comment ID: INONC Q,
*Effective Date: |DBI 262007 “Status: |Active v|
Description: [MON COLLUSION
Short Desc: INON COLLUE
Comments:

Ok Cancel Refresh

Notice the comments copied into the comments field, saves time.

Click the Ll BUTTON.

P108 Requisition Creation & Processing Manual

Revised: October 1, 2007

Page 31 of 167



CORE Oklahoma

Header Comments

Business Unit: 523000 Redquisition Date: Qarz0iz007
Requisition ID: MEXT Status: Qpen
‘Sort Method: | Comment Time Stamp j ‘Sort Sequence: IAscending vI Sort

Copy Standard Comments Comment Status:  Active
THIS BID IMWALID IF MOT SIGHED AMD MOTARIZED il@
Afficd avit:

State of Coaunty of L of lawful age, being first duly swarn, on

nath sawthat 1 (Sihe is the dolv anthorized anent of Ridder andinr contractoe sobhmittinn the comoetitive LI

¥ sendto Vendor [~ Shown at Receipt [~ Shown at Voucher

Attachment Aﬁaﬁhl ‘v’iE!Wl DE|ETE| I~ Email

(0] 4 Cancel Refresh

Click the E link to review all active comments or click the El BUTTON to transfer between

comments.

Click the Ll BUTTON.
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Maintain Requisitions

-
. -»
Requisition P}
Business Unit: 53000 Status: Open & :
Requisition ID: MEXT Copy From Budget Status: Mot Chi'd @ J
™ Hold From Further Processing f
5
'Re{luegter: ICOREDS Q COREDS Eequisition Defaults -
Edit Comments
Requisition Date: [09120/2007 5 Redsesterinte Requisition Activities f
Origin: I"”‘G\rr Q Agency *
L
‘Currency Code: |USD Dallar )
h Total Amount: 1319 USD
Accounting Date: IDBQDQUUT ) J;
E
Purchasing Kit Catalog p
lterm Search Bequester lterms :
Details 3 Ship TwDue Date Status 5 wendor Information e ttem Information i Aftribates i Contract i Sourcing Controls
ine tem SS Flag Ifi":aﬂ Description Agency Req Nbr Quantity 'UOM  Co
1 B [099930 QO | @, [shipping and handiing = &3 | [tooo0 fsum @ o

View Printable Yersion "Go to: |..More... =]

B save | [=] Motify | 43 Refresh |

2
After the Header Comments have been entered, the Header Comments Link becomes
Edit Comments.
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Step 5 — Verify Line Details
Verify or modify additional details on the line, such as the buyer, vendor, and other line specific

information. Select the line item by clicking the details Icon I%Iocated to the left of the line, clicking the
individual Tab or clicking the Show Al Icon [ .

Detail Tab

Zhip ToiDue Date

Statusz wendor Infarmation ttemn Infarmation Aftributes Contract

. Line SSrc . Y
= — - W Agency Red Nimr -
Line tem S5 Flaqg T—}e Description Agency Req Nbr 4

1 B [nagaan Q- | Q, [shipping and handiing = &3 |

Sty

Wiew Printable Yersion

I...ru1|:|re... '

"Go to:

& save | [=] Motify | Ls Refresh |

Ay ol

Customize |

Sourcing Cortrals [ K
Cuantity  *UOM Cateqory Price Amount Status

13.19 Open

"[rooo0 [sum @ osasso
[

|1 315000

E 2 | Upcate/Display

o |tem ID-Select the ID of the item that you want to order. If the item that you want to order does
not have an item ID, choose to order the item by description only. To do this, enter item
information in the Description field. This is not recommended.

e SSFlag and SS Type — This field is used to report Sole Source information.

e Description-If you are ordering an item by description only, enter item information in this field. If
you specify an item ID, the description appears from the Purchasing Attributes page and can be
changed.

e Agency Reqg Nbr-Input your Agencies Internal Requisition Number.

e Quantity- Enter the item quantity to order. The quantity is recalculated if you change the unit of
measure.
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e UOM-The UOM will default from the Item ID. It can be changed by click the Lookup Icon Q.

e Category- Enter the category for the item on the requisition line. If you specify an item ID, the
category defaults from the Item ID, and cannot be changed.

e Price- The Price will default from the Item and will need to be changed.

e Amount-Quantity X Price.

. q_f:'Line Comment Icon-Click the Line Comments BUTTON to access the Line Comments page.
Use this page to maintain line comments.

e I Line Default Icon-Click the Line Defaults BUTTON to access the Details for Line page. Use
this page to maintain line defaults. Currently not used.

o 2 schedule Icon-Click this BUTTON to access the Maintain Requisitions - Schedule page, where
the view schedule shipment details and distribution information is located.

o *! [=IPlus or Minus Icon-Add or Delete a Line.
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Custornize | Find [ View Al | 88 First (0 1 o 4 [ Last
Details i Ship To/Due Date W Status e “endor Information e term Information 3 Attributes N Cortract e Sourcing Controls [F=2H
ine Ite SSFlag  HNESSIC bogrriion Due Date ShipTo  Price
Type
1 B |vess3o Q- | @, |shipping and handling = |( Y= (52000 )@ |13.1guuu ES =
iew Printable Version *Go to: |...ru10re... j
B save | [=] Watify | i Refresh | E‘+Add| J UpdateDisplay

e Due Date-Date shipment is due or service is due.
e Ship To-Location the product will be shipped to or service performed at.

Status Tab
Customize | Find | view Al | B it 41
Detail= 5 Ship TowDue Date W Status 3 “endor Infarmation 3 tem Informstion i Attributes e Contract E)
. Line SSrc .
ine kem %% Flag Twe Description Status
1 B [osasao Q [ [ Q. [shipping and handling = =
wiew Printable ersion *Goto: More.. |
&l Save | [=] Matity | 1y Refresh | E‘q.Addl UpdateJDiSplayl

e Line Status-Informational only

Vendor Information Tab

Customize | Finc e 21 | First [4] 1 o7 1 [ Last
' Cortract Y Sourcing Cortrols

Detaile | Ship To/Due Date Staus | Vendor Information Y ftem Information §  Attributes

Line SSrc

Linge Item S5 Flag Description Vendor Vendor Name Location
1 B [osgezo Q0 @ [Shipping and handling = {0000000580 )2, DEPARTMENT OF CENTRAL SERVICES (0001 Q Bl =
Wieww Printable Yersion *Go to; | .Maore... j

& Save | [=] Metity | 74 Refresh | E‘+Add| UpdataDisplayl

e Vendor Number- Displays by default the first priority vendor ID for the requisition line, along with
its default vendor location. To override these values, use the Header Default or enter values if the
fields are blank.

e Vendor Location-Defaults from vendor page.
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Status “endor Information Htemn Information Aftributes Cortract Sourcing Controls
- Lme SS8rc REQ Device
Line S5 Hag Tvpe Description UPN ID Required Trackin Vendor item ID
1 B IDQQQBD QO | |Sh|pp|ng and handling _,O O O ' ;
iew Printable Yersion “Goto: | More...

P, TP

B save | Mitify | s Refresh |

Custormize | Find | view 2l | 88 First [ 1 o 1 [ Last

Vendor's Catalog Manufacturer ID Manufacturer's ttem ID
Q I > [ pLYzl=

S Add | Update Display

e UPN ID-Currently not using

e RFQ Required-Optional. If selected a PO cannot be created unless an RFQ has been
processed.

e Device Tracking Currently Not using
Vendor Item ID/Vendor Catalog- The vendor catalog and ID assigned. Values default
from the Purchasing Attributes. Currently not using.

o Manufacturer ID-Currently not using

e Manufacturer’s Item ID-Currently not using.
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Attributes Tab

Detail= Ship ToDue Date Status sendar Information ttem Information Attributes Contract
. Line SSrc Ao
S -+
Line Itel S5 Flag Type Description Buver Hame
1 B [ngaazn a ™ | Q, |shipping and handling == B MARTIN Q. Lisa Mar‘(in(sai
-
Wi Printable Wersion *Go to: |...ru10re... j

& Save | [=] Matify | L Refresh

Customize | First E 1 af 1 |I| Last
Physical Zero Price Inspection
Hature Indicator Required Inspect ID

T - T

Ex Add | UpcatesDisplay

e Buyer- Select a buyer for the requisition line. If you select a new value on the
requisition that is tied to a different default buyer (item, vendor, or category, for example)
the value in this field will be overridden with the new default buyer value.

o Physical Nature-Will default to Goods, agencies can change it as needed.

e Zero Price Indicator- Select this check box to indicate that the line item is zero-priced.
This value is clear and unavailable for entry for ad hoc item orders.

e Inspection Required- Select this field to require Inspection of the product. This will
enable 4 way matching.

e Inspect ID- Input the Inspection ID.
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Custarn view &l | B8 First [ 4 o 4 [ Last
Details 3 Ship To/Due Date 3 Status N Sendor Information 3 ftem Infarmation e Aftributes Contract Sourcing Controls
. Line SSrc A Contract
Line ftem SS Flag . Description Contract ID Line
1 B [oess30 a M | @, [Ehipping and handing =5 [C_ a DQ =
iew Printable Version G ta: |...ru10re... j
Bl save | [=] Matify | hs Refresh | Er sdd | Update.l'DiSpIayl

e Contract ID- Select the Contract ID that you want to associate with the requisition line.

e Contract Line-Select the Contract line that you want to associate with the requisition
line.

For Additional Information review the Contract Release Manual.
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Sourcing Controls

Detailz Ship ToDue Date

Status “endor Information ttem Information Attributes Sourcing Controls

L
-
. Line SSrc i Source N . Override :
Line e S5 Flag Twpe Description Status Source Date  Calculate Price Suddested Vendos
= = g o= #
1 B [ovas30 Q O | @, [shipping and handiing =4 Available  (Qarzerz00) B @) @ F
[
iew Printable Yersion *Goto: |...M0re... j /
L
& save | [=] motity | ) Refresh | g

Custornize | Find | iew Al | B8 First [0 401 D] Last

jupt — aunit
Consolidate with Sourcing Controls m Price Unit Price Unit Price Tolerance -
sourcing Lontrols
_ other Reqgs Tolerance Tolerance Under
Tolerance
- Under
@ lbﬁUnitPrice Tolerance )3_” 1D.EID 100.00 999989959 95998 989999949 99998 =]

Er add | UpdateDisplay

e Source Date- Enter the date when the requisition is available for sourcing. The default value is
the current system date. The requisition is available on the Requisition Selection page and
AutoSelect Req page only after the source date.

e Calculate Price-De-Select this check box to use Requisition price and not Item Id price when
sourcing a Requisition to PO.

e Override Suggested Vendor-Select this check box to enable the sourcing process to override
the suggested vendor. If you select this check box, the system overrides any vendor suggested
on the requisition line with the vendor selected based on the applicable sourcing method. Check
box defaults as selected and should not be changed.

¢ Consolidate with other Reqgs-Select this check box to source the line item to a purchase order
line, along with quantities of the same item from other requisitions. If selected, you must also
select the Override Suggested Vendor check box. Check box defaults as selected and should not
be changed.

e Sourcing Controls- Select the method for sourcing tolerances. Values are:

0 % Unit Price Tolerance

0 Unit Price Tolerance
e Unit Price Tolerances- Enter the upper and lower tolerances. Prices that exceed these
tolerances are rejected. Enter an amount or a percentage, depending on the type of unit price

tolerance that you choose. A tolerance of 0 means that the requisition price must match the
purchase order price. It does not mean that tolerances do not apply.

Click the Line = icon located to the left to review the line details vertically.
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Maintain Requisitions

Details for Line 1

Requisition ID: MNEXT fem: 099930 Shipping and handling charges
Line: 1
Buyer: |LMARTIN Q, Line Status: Open
Buyer Name: Lisa Martin (580) Buver Information
Category Code: Wiew Hisrarchy Amount: 1318 USD
Category: Document Base Amount: 1319 USD
Category Description:
‘Transaction tem Description:

Shipping and handling charges i’@

Preferred Language tem Description:
Shipping and handling charges

Expand All Collapse All
' Vendor Information
¥ tem Information
b Attributes
+ Contract
+ Sourcing Controls

Okl | Cancel | Refreshl

To review the data click the &, this will expand the details. The same data will be available as in
the TAB.

Click the L BUTTON.
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Maintain Requisitions T
-
Requisition &
Business Unit: 53000 Status: Open & *'
Requisition ID:  MEXT Copy From Budget Status: Mot Chik'd @ ;
I Hold From Further Processing b
= 2 4
'Requester: ICOREDS Q COREDA Reauisition Defaults "
Edit Comments
\ o B I Eeguester Info ==l -
Requisition Date: |08/20/2007 [ Requisition Activities 2
Origin: IAGY Q Agency ;
\C Code: [|VED Dallar
sl Total Amount: 1318 USD o
Accounting Date: IUBI?UI?UU? [+ F
|’
Furchasing kit Catalog 1:
ltern Search Reguestaer terms

Details Ship TaDue Date Status “endor Infarmation ttem Infarmation Aftributes Contract Sourcing Contrals
Line Item SS Flag E‘f_ﬁﬁ Description Agency Redq Nbr Cuantity 'UOME
1 B |099930 Q- | @ [shipping and handling = €2, | f1.0000 |SUM‘§
Wiew Printable Version ‘Goto:  |--More... L{r
Bl Save | [=] Matify | s Refresh f
1
Custormize | Find | ! i First [4] 1 of 1 [+ Last
=¥
Category Price Amount Status
099930 |13.1gnnn 13.19 Open @EIZI ES [=]
B Add | ) Update Display
P108 Requisition Creation & Processing Manual Page 42 of 167

Revised: October 1, 2007



CORE Oklahoma

Step 6 — Enter Liner Comments

Click the Line Comments Icon Q
Line Comments
Business Unit: 52000 Requisition Date; narzofzoov
Requisition ID:  NEXT Status: Open Line: 1

'Sort Sequence: IAscending :Iv il

*Sort Method: camment Time Stamp

Copy Standard Comments Copy ltern Specs Comment Status:  Active Inactivate

&

WV sendto Vendor [ Shown at Receipt [ Shown at Voucher

Attachment Aﬁaﬁhl ViEWl DE|ETE| I~ Email

Fror -= REQ 53000-MEXT

Ik | Cancel Refresh |

Enter any comments to send with the Requisition in the Comment Field.
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Line Comments

Business Unit: 53000 Requisition Date:  03/2002007
Requisition ID: MEXT Status: Qpen Line: 1

‘Sort Method: | Comment Time Stamp j ‘Sort Sequence: IAacending vI Sort |

Copy Standard Comments Copy tem Specs Comment Status:  Active MI .
Input Line Comments Here.l ﬂ@

¥ Sendto Vendor ) [ Shown at Receipt [~ Shown at Voucher

Attachment Aﬁach| ViEW| DeletE| I~ Email

Frofm -= REGQ S8000-MEXT

Ok | Cancel Refreszh |

NOTE: The Send to Vendor check (v) box by default will be checked. If you want this comment to
appear on the receipt or voucher check (v') the appropriate box.

NOTE When there are multiple comments, the system will display only the most recent comment.

display indicates the number of comments available for
viewing. To view the remaining comments, either press the forward arrow symbol 1 to go to the next

comment or press View All to see all of the comments in the scroll area. To return to viewing
only one line and its associated schedules, press View 1 .

Field Definitions

Retrieve Active Comments Only — This field is available after the Requisition has been saved.
The radio box is selected by default. If you want to select the inactive comments deselect the

radio box and click the wl BUTTON.

Inactive BUTTON-Click this BUTTON to inactivate the currently displayed comment. The
comment is not actually deleted, but is set to an inactive status.
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Sort Method — Select the method that you want to use to sort the comments retrieved:

e Comment Time Stamp — Sorts the comments by the time stamp assigned to them when they
were created.
e Vendor Flag — Sorts the comments flagged to be sent to the vendor.

Sort Seq — Select Ascending or Descending.
Sort BUTTON- Click this BUTTON to sort comments according to the selections that you made in the Sort

Method and Sort Sequence fields.

To add additional comments, click on the Ll plus BUTTON in the upper right corner of the
comment page.
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Line Comments

Business Unit: 53000 Requisition Date: nar2oez00v
Requisition ID:; MEXT Status: Qpen Line: 1

‘Sort Method: Comment Time Stamp j ‘Sort Sequence: IAacending vI Sort |

Copy Standard Comments Copy ltem Specs Comment Status:  Active Inactivate

Input Line Comments Here | ;l@

[~

¥ sendto Vendor I Shown at Receipt [~ Shown at Voucher

Attachment ViEWl DE|EtE| ™ Email

From -= REG 58000-MEXT

(0] 4 Cancel Refresh

PeopleSoft gives you the ability to attach a file to your Requisition. Currently this feature is not being
utilized.
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Standard Comments

The Department of Central Services requires Requisitions to contain certain comment concerning the
purchase. Instead of having to type this information into each Requisition the Department of Central
Services has come up with a list of Standard Comments when selected will default in. These comments
are called STANDARD COMMENTS and must be added to every Requisition. See the Department of

Central Services' rules and regulations.

Add a comment section by clicking the BUTTON on the right hand side, then click the

Copy Standard Comiments link.

Standard Comments

*Action:

Comment Type: D
|IIIEI2 arzooy

Comment I: DQ\
I Artive i I

‘Effective Date: "Status:
Description: |
Short Desc: I
Comments:
N
=
8]%4 Cancel Refresh

From this page select the “Standard Comment” by inputting the Std Type and Comment ID. If you do not

know this information then click the Lookup lcon™ located to the right.

Click the Lookup Icon 2 for the Std Type.
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Look Up Comment Type

SetiD; oooon
Standard Comment T:-.me:l hedgins with j |
Description: |hegin5 with j|

Look Lip | Clear | Cancel | Basic Lookup

Search Results

17 of 7
Standard Comment Type Description
245 CDOT TERMS ARD CORMDITIONS
0L BOR COLLUSICRM
aTM CTERM
S0l IT Solicitation Terms
8ViC SERVICE
T&C TERMS ARD COMDITIONS
TR TERMS

Select the comment by clicking on it. In this example Non-Collusion will be used.
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Standard Comments

=pction: |Cnpy Comment j
Comment Type: ICC‘L Q Comment ID: I Q
*Effective Date: |DEI 26/2007 *Status: | Active |
Description: |
Short Desc: I
Comments:

] Cancel | Refrezh |

Click the Lookup Icon 2 for the Comment ID.
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Look Up Comment ID

SetlD: aooon
Standard Comment Type: oL
Standard Cormment ID: | hedins with j |

Description: | begins with = ||

Look Up | Clear | Cancel | Basic Lookup

Search Results
1 of1

Standard Comment ID Description
i o] s BICH COLLLISIOM

NOTE: The Comment ID is unique to the Std Type.

Select the comment by clicking on it.

Standard Comments
*fction;  Copy Comment =]
Comment Type: ICOL Q Comment ID: INONC Q
*Effective Date: |DBI 262007 “Status: |Active v|
Description: [MON COLLUSION
Short Desc: INON CoLLUE
Comments:
[6]4 Cancel Refresh

Notice the comments copied in, this saved time.

Click the 9% __| sutToN,
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Line Comments

Business Unit: 52000 Requisition Date:  08/20/2007
Requisition Il MEXT Status: Cpen Line: 1
‘Sort Method: | Comment Time Stamp j ‘Sort Sequence: IAscending vI Sort

Copy Standard Comments Copy ltem Specs Comment Status:  Active Inactivate

THIS BID IMNWALID IF MOT SIGHED AND MOTARIZED i’@
Afficd awit:

State of Coaunty of L of lawful age, being first duly swarn, on

nath savthat 1 (Svhe is the doly anthorized anent nf Ridder andine contractor subimittinn the comoetitive _I

¥ sendto Vendor [~ Shown at Receipt [~ Shown at Voucher

Attachment Aﬁach| Wi | Delate | I~ Email
Ik Cancel Refrezh
Click the E link to review all active comments or click the El BUTTON to transfer between

comments.

Click the Ll BUTTON.
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Maintain Requisitions 1
Requisition :
Business Unit: 52000 Status: Dpen & }
Requisition 1D: MEXT Copy From Budget Status: Mot Chk'd @ j
I Hold From Further Processing 4
& -
'Re“uesﬂter: ICOREDS Q COREDA Requisition Defaulis ;
Edit Comments i
. o I— i Edit Lomments
Requisition Date; [08/20/2007 5 Reduestetin® Requisition Activilies 4
Origin: IAGY Q Agency }
‘Currency Code:  |HS0 Dollar 1
Total Amount: 13158 LISD
Accounting Date: IDSIQUI?DDT = f
Purchasing kit Catalog 4’
Itetn Search Eeguester temns 4
Ship ToDue Date Status “endor Infarmation tem Infarmation Aftributes Sourcing Controls
Line em S5 Hag If'")eeﬂ Description Agency Req Nbr Cuantity *UOM
1 B [ng9930 Q- | Q, [shipping and handiing = &2, | [1.0000  |sUM @
Wiew Printable Version 'Go to: |...ru10re... i
Bl Save | [=] Metify | L Refresh e

Customize | Find | v

Bel

Cateqory Price Amount Status

099930 |13.19IIIIIIEI 13.19 Open III =]

S &l | UpdateDisplay |

After the Line Comments have been entered, the Line Comment Icon = changes to
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Step 7 — Verify Shipping Details and Input Distribution Info.

Schedule

Use the Requisitions Schedule page to specify multiple shipping schedules for each line and to define
multiple distributions for each schedule. The Schedule page by default allocates the total by Quantity, but

it can also allocate by Dollar amount. To access the Schedule page click on the Schedule icon.@ .

Maintain Requisitions

Schedule
Business Unit: 58000 Requisition Date: 08i20/2007
Requisition ID: MEXT Status: Qpen

Eeturn to Main Pace

Find | viewall  First [ 4 or 4 [l Last

1 tem: 093930 Shipping and handling charges  Quantity: 1.0000 Amount: 1319 USD

Customize | Find | view Al | B First (4 4 or 1 [P Last

Details

Sched *Ship To CQuantity Price Amount Due Date Status
1 B Esoog)a. 53 (o000 (13.15000) 13.19@3 & actve =

Add Ship To Comments

B save | [=] Motify | 4y Refresh | B | F| UpdateDisplay

%) Refresh
From the schedule page change the Price and click the #—l BUTTON.
If needed input a Due Date and Ship to Location. Ship To and Due Date will default from the Form page.
If you change the Ship To or Due Date on the schedule tab it will default to the line page.

NOTE: If you change the price from the Item ID price, when you copy the Requisition into the PO the
Item ID price will copy in not the Requisition price.

e Unit Price-If you are using commitment control, the price field is unavailable for modification
when a requisition schedule that is distributed by quantity, has been partially or fully sourced to a
purchase order. This field is also unavailable for modification when creating a change order for a
requisition (that is distributed by quantity) that has been partially or fully sourced to a purchase
order.

e Ship to Address Icon 5. Click the Ship To Address BUTTON to access the Requisition Ship
To Address page. Use this page to view the ship to address or to define a one-time address for
the requisition.

e Schedule Shipment Detail Icon IEEI%-This page provides Tax and Ultimate Use Code data.

e Ship To Comments- Add comments related to the ship to address by clicking the

Add Ship Ta Camments  This comment field is the same as Header and Line Comment with the
exception you must select a Ship to ID.
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Distribution Information

Use the Distribution Information page to update and review the distribution data. These line items are
transferred to the Purchase Orders, but they do not go out to the vendor. They are a breakdown of
accounting distribution and internal delivery locations. This page identifies how the Schedule amounts
will be charged within the organization. There can be multiple Distributions for each Schedule. The
required Chart Field string is entered for each Distribution, allowing an item to be fundefj (expensed) from

multiple sources. To access the Distribution page click on the Distribution Icon 54 .

Maintain Requisitions

Distribution

Requisition ID: NEXT Item: 089930 Shipping and handling charges
Line: 1 Status: Active

Schedule: 1

Ship To: 53000 DoS-oP Quantity: 1.0000 SUM
‘Distribute by: | @uantiy = Open Quantity: 1.0000

Amount: 5.00 UsSD

SpeedChart: | QU Multi-SpeedCharts
Distributions

Chartfields

Commitment
Distrib Status Percent Qllﬂlﬂ'[}l Amournt GL Unit Account & Fund T[])e % Dept Bud Ref CFDA® Bll(|!]el Date Control
I— ——— — — Account Fllll(|ll'l!| - r——
— Close Flag
1 Open |1nu 0000 | 1.0000 500 (58000 Q [s21110 @ | Q frooo @ 19701 & 2100001 Q |n7 Q| Q [o7mis2008 T =
0K | Cancel | Retreshl

NOTE: The Distribution data defaulted from the Header Default. If changes need to be made, do it in
the Default page. This page has also been customized. See Appendix page.

Click the ok | BUTTON.

Maintain Requisitions

Schedule
Business Unit: 48000 Requisition Date: 08r20/2007
Requisition ID: MNEXT Status:

Qpen
Eeturn to fain Page

1 Item: 099920 Shipping and handling charges  Quantity: 1.0000 Amount:

500 USD
Details
Sched ‘'Ship To Cuantity Price Amount Due Date Status
1B ISSDDD Q =5 |1.0000 |5.00000 5.DD| El 2 Active =]

Add Ship To Comments

E[ISavel EINotifyl %) Refresh E'q-AddI | UpdateDisplay
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After a Requisition is completed, it must be saved. Save a Requisition by clicking on the %
BUTTON.

Maintain Requisitions

Requisition

Business Unit: 58000 Status: Open ¥ X

Requisition ID: 200000933 Copy From Budget Status: Mot chkd B

[ Hold From Further Processing

WO W T PP Y T VPR ey W

52

‘Requester: ICOREDS QL COREOS Reguisition Defaults
Edit Comments

Reici . [08iz072007 Reduester Info Edit Comments

Requisition Date: B Reauisition Activities

Origin: I*L\G‘rr Q Agency

‘Currency Code: |YED Dallar Total Amonnt s 00 UsD
otal Amount: .

Accounting Date: IDBQUT?UU? E

Purchasing kit Catalog Line: I_O\TO:I_Q Retrievel

ltern Search Reguester ltems

Details Ship TouDue Date Status “Wendor Information tem Information Attributes Contract Sourcing Controls

i L

Line ftem S8 Hag I‘I_'"iﬁ Description Agency Req Nbr Quantity 'UOM  Category 2
1 B |o9aazn QO | @ [shipping and handling = &2 | [t o000 [sum @ osesa ;,
Wiew Printable Yersion 'Go to: |...ru1|:|re... j ;

Bl save | [=] motity | ty Refresh |

Notice you were transferred to the Requisition Form page and a Requisition Number has been assigned.
The Requisition is in an Open Status.
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Step 9 — Pre-Approve Requisition

Pre-approving is done from the Form Page.

Maintain Requisitions .
Requisition :
L’
Business Unit: 52000 Status: open (] b 4 j‘
Reqquisition 1D; AB00000933 Budget Status: Mot Chik'd @ f
I Hold From Further Processing ™
= *
'‘Requester: ICOREDS Q) COREDS Requisition Defaults 4
Edit Comrments 4
. i . IDSIQDIQDDT Eeguester Info e ——
Requisition Date: & Requisition Activities )
Origin: IAGY Q Agency Docurnent Status F
‘Currency Code: IUSD Dallar 1
y Lo Total Amount: 5.00 USD “
Accounting Date: IDSIQDIQDDT Bl ‘:
L
Purchasing kit Catalog Line: I QTO:I 0, Retrieve | p
lterm Search Eequester lterms
Details Ship ToDue Date Status “endor Information tem Information Attributes Contract L
Line tem SS Flag Line SSre Description Agency Req Nbr 'Duan[
— I Tvie 7
1 & |n99a30 O | C, |shipping and handling = &, | |1.Dui
Wiew Printable Version 'Go to: |...Mnre... I
Bl save | LLReturn to Search | [=] motify | 4y Refresh | 3’
4 - -
CLICK THE PRE-APPROVED ICON located in the upper right hand corner.
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Maintain Requisitions

#
L .
Requisition p
4
Business Unit: 53000 Status: X J
Requisition ID: 5200000933 Budget Status: Mot Chk'd @ »
5
I Hold From Further Processing -
B +
‘Redquester: ICOREDS Q COREDS Eeduisition Defaults ’
Edit Carmments 4
. i . IDSIEDJ’QUD? Beguester Info e -
Requisition Date: & Requisition Activiies .
Origin: IAGY Q Agency Dacurment Status +
[
‘Currency Code: IUSD Dollar ”
Total Amount: 5.00 USD -
Accounting Date: IUBIEUI?UU? ] !
Purchasing kit Catalog Line: I QTO:I @, Retrieve | {
Itern Search Redguester terns {

Details Ship To'Due Date Status wendor Information ttem Infarmation Sitributes Contract Sourcing Cortrols

.

Line ftem SS Fag mﬁ Description Agency Req Nbr Quantity *UOM
1 B |o9gszn a - | Q [shipping and handling = & | |1.0000 |sun-1 Q ug
Wiew Printahle Wersion ‘Go to: |...ru10re... j

e

Bl save | S Return to Search | Petify | 4y Refresh |

NOTE: The approval status is pending. It is now ready to budget checked.
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Step 10 — Requisition Budget Check

Overview

Once a Requisition is in a pending status, it can be Budget Checked. The Requisition can be budget
checked individually, by the user, or in a batch process done by OSF. See the Commitment Control
Procedure Manual for more information.

Budget Checking

Budget checking individually is done from the Form Page.

Maintain Requisitions “
. L 4
Requisition p
. o . *
Business Unit: 58000 Status: Pending b4 ’
Requisition ID: 5200000933 Budget Status: Mot Chk'd @
I Hold From Further Processing J
o
'Re(luegter: ICOREDS Q COREDS Eeguisition Defaulis J
Edit Comments <
- S . IDSIQUIQDD? Requester Info e
Requisition Date: L Requisition Activities {
Origin: IAGY Q Agency Docurnent Status -
£
Tk ancy Code:  |WSD Daollar
Pl s Total Amount: .00 UsD L 4
Accounting Date: IUEQUIQUU? 1 4
4
w
Furchasing kit Catalog Line: I QTO:I Q, Retrievel {
Itern Search Eeguester ltermns

Details Ship To/Due Date Status Wendor Informstion ttem Information Aftributes Contract Sourcing Cortralz

Line ftem SS Flag ;‘igf_ess": Description Agency ReqNbr  Quantity ‘UOM %
1 B [n99s30 QM | Q, [shipping and handiing =4 €8, | |1.0000 ISUM Q n:f:)
1
igw Printable Yersion ‘Go to: |...Mure... j ‘3
B save | S Return to Searchl [=] Motify | ts Refresh | g
L
Click the Budget Check Icon &= Jocated in the upper right hand corner.
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Maintain Requisitions

4
Requisition :
Business Unit: 53000 Status: Pending A X ¥
Requisition ID: 5800000933 Budget Status: Walid @ ¢
™ Hold From Further Processing f
= 3
‘Requester: ICOREDS COREDS Requisition Defaults -
Edit Comments #
. I i IDEIEDIEDD? Beadquestar Info e
i LD B Requisition Acthities 3
Origin: IAGY '} Agency Docurment Status ’
‘Currency Code; |YSD Daollar {
- Total Amount: .00 USD 4
Accounting Date: IDEQUI?UU? El ’
¥
Purchasing Kit Catalog Line: I QTO:I Q) Retrigve | F
Itern Search Reguester lterms ,
Details Ship To/Due Date Status i “endor Information i tem Information i Attribwtes Contract e Sourcing Cortrols

- 1

Line Item SS Hag If'"::ﬂ Description Agency Req Nbr Quantity 'UOM Ci

=h Shipping and handling

1 B ooagean O | Q Sharges & |1.0000  sUM ngj
4
view Printable Version ‘Goto: | -More.. =l ;‘.
B save | LU Return to Search | +[E Previous in List | +[E| Mend in List | Motify | ts Refresh | f

To continue and approve the Requisition the budget checking status must equal valid. If it is in an error,
refer to "status review" the P134 Commitment Control Manual for resolving budget checking errors.
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Step 11 — Requisition Approval

Overview

Before you source or copy a Requisition to a purchase order, the Requisition dollar amount must be
approved. The State of Oklahoma has chosen approval for amounts only to facilitate the Requisition
process. Once the Requisition has successfully passed the budget check and the requestor has pre-

approved the Requisition, the Requisition will be made available for the workflow approval process and
will be sent to the first approver’s work list.

Approving a Requisition

Follow the navigation below to Approve a Requisition

Navigation: Purchasing>Requisitions>Approve Amounts>Find an Existing Value

Amount Approval
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Business I_Init:I: -] 5000 Q
Requisition ID:|begins withleEDDDDDQEE

Search | Clear | Basic Search Save Search Criteria

Input the BU and Requisition ID, click the ﬂl BUTTON. Also find your Requisition from the
Business Unit by clicking on the Lookup Icon J
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Requisition Amount Approval

Unit: 53000 Req: 5800000933 Reduester:  COREDS L
*Approval Action: IApprD'u'E vI Approval Status: Initial Wiew Printable Reqg |
Requisition Date: oar2o02007
Total Amount: 5.000 Dollar
Total Base Amount: 5.000 DCollar

F Line Details

Bl save | ELReturn to Search | [Z] Matify |

After you retrieve your Requisition the Amount Approval page will be displayed.

The requestor who created the Requisition will click the Approve option and click the @
BUTTON.

This will then invoke the workflow process if they do not have approval access.

YWirarning -- This transaction needs WF_R20_Appraver! _{Ok) approval. Enter it into warkflowy (107,43

This transaction must he approved. fyau click 0K, the systerm will route itto someone who can approve it ifyau click Cancel, yau can
change the transaction without forwarding it.

Ok | Cancell

Click theL BUTTON.

This action will put the Requisition into the Approvers Worklist. See Procedures for Workflow.
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Requisition Amount Approval

Unit: 58000 Req: 5800000533 Reduester:  COREDS —
‘Approval Action: IApprD\re vl Approval Status: Wiew Printable Req |
Requisition Date: nefr2oi2007
Total Amount: 5.000 Dollar
Total Base Amount: 5.000 Dollar

¥ Line Details

B save | S Return to Search | [Z] Motify |

The approval status” In Process” and will stay In Process until it has been approved by an
authorized user.

After the Requisition has been approved it is ready to be sourced/copied to a RFQ,
Contract or PO.

Yiew Printable Reqg | BUTTON

To print the Requisition click the
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Retrieve Requisition to Review

Navigation: Purchasing>Requisition>Add Update Requisition>Find an Existing Value

Requisitions
Ilze the following search to ook for an existing Reguisition.

[ Find an Existing Value Y Add a Mew Value

Business Unit: = - |58000 Q
Requisition 1D: |begins Withj |58DDIZIIZII]933|

Requisition Status: |: j | j
Origin: |begins with j| Q
Requester: |begin5 wyith j| o]
Requester Name: | hiegins with j | i

Hold From Further Processing (I

™ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing “alue | Add a Mew Walue

Input the Requisition ID number and click theﬂl BUTTON.
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Maintain Regquisitions

Requisition

Business Unit: 52000
Requisition ID: 800000933

57

*Requester: ICOREDS
*Requisition Date: IDSIQ arzan? EJ

Details Ship ToDue Date

Status

ZOREDA
Reguester Info

Origin: IAGY Q Agency
*Currency Code: |50 Dollar
Accounting Date: IUSIEW?UUT [

Furchasing kit Catalog

Itern Search Reguester tems

Wendor Informstion

Status: A X

Budget Status: walid =]
I Hold From Further Processing
Eequisition Defaults

Edit Caomments

Eeguisition Activities

Document Status

Total Amount: 5.00 USD

Line: [ QTo:[ @ Retrieve |

ttem Informstion Attributes Cortract

Sourcing Controls

g ““"“"—qs **dg ﬂ*ﬁ-.-‘, » Ay el L

Line  Hem SS Flag ﬁﬁ Description AgencyReqNbr  Quantity ‘UOM  Categod
4
1 B 099930 r [ o Gaera andhanding & | [To000 suM  099g3ns
{
View Printable Version *Go tor |...M0re... =] -5
E Save | SLReturnto Search | [S] Matity 4 Refresh f
o
Notice the Requisition is now approved and is available for sourcing or coping to a PO.
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Step 12 — Print Requisition

There are two ways to print the requisition. After the requisition has been saved the requisition is
available to print.

Print from the Requisition

Maintain Requisitions ;
Requisition -
. . -
Business Unit: 58000 Status: Approved A X

Requisition ID: 5300000533 Budget Status: Walid @ i
I Hold From Further Processing J
; Coress ] 1
*Requester: COREDS COREDS Requisition Defaults -,

Edit Cormments

- . . IUEJ’QUJ’EUUT Requester Info _—
e & Requisition Activities :
Origin: IAGY aQ Agency Document Status f
0 Code: [USD Dallar >
Hrrency ode Total Amount: 5.00 USD f
Accounting Date: IUSQW?UU? [ p
Purchasing kit Catalog Line: I QTu:I Q) Retrieve | :J
ltern Search Eeqguester ltems Py

Zhig TowDue Date Status “Wendor Information ttem Informstion Atributes Sourcing Contrals \
Line  ltem SSFay ~ SeSSIC pescription AgencyReqNbr  Quantity ‘UOM J
— - . 4
=h Shipping and handling
1 B 099830 r | Q Charges B 1.0000  SUM S-

(Views Printable Versian ) *Goto:  |.-More..

B save | ELReturn to Searchl [=] netify | iy Refresh |

.

From the Requisition Form page click the View Printable Version link.

Message

Do you wish to save the current document? (10250,274)

Document cannot be printed if it is not saved. If you choose Yes, document will be saved and printed. If
you choose No, document cannot be printed.

Click theﬁ BUTTON.
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File  Edit Wiew Fawvorites Tools  Help 11.’

QBECK - '& - \ﬂ @ .&;j | /;__\] Search “E,';n_'\'s"Faw:urites {3}| [_-:v »

fddress I@ http:,l';'webdev.Dldacusf.state.cuk.us:?23j Ga | Links @5%'31'5 (=5}

Queued

Process Hame: PORGCO10 Reqguisition Print SQR
Process Instance: 4645703 Process Type: SGR Report

@ Opening page http: ffmagmalol oklaosk, I_ I_ I_ I_ I_ |ﬂ Internet v

The Queued status will change to Success then the Requisition will be available to print.

a http:/ f'webdev.oklaosk.state.ok.us: 7231 /psreports fecpy, /2368314 /porq010_4649703.PDF - Microsoft Internet Explorer 1 =] R i
File Edt ‘Wiew Favorites Tools  Help ‘ -’,’
5 A [~ M ; £ TR
Qe - © - 14 (2] | s Soroenm @ (2 L[ ) B
ililizss I@ http://webdev.oklaosf, state,ok.us: 7231 jpsreports/fscpy/2368314/porqD10_46459703.POF j Go | Lnks | &snaglt '
5 [ | T =0 5 [T | = : iy § Download New Reader © |
B=2ANOE-Ei4- - 0L0Hemw -efnm e wt How
LY -L
-
£ ieiti |
E Requisition
=
-1
o
Business Unit 58000 AFFROVED
W Req IO Date Fage —
@ Eed0000933 08/20/2007 1
2 Requester Cumency
= _ ) COEEOS UsD
=4 Ship To: ee detail below Requester Signaturs
b=
“
9
=
5
W Line-Schd _Item-Descr Sole Scurce  Agey Reg # Quantity UoM Price Diue Date|
Hl 1-1 098930 1.0000 SUM £.0000
= Shipping and handling charges
& Input Line Comments Here.
THIS BID INVALID IF NOT SIGNED AND NOTARIZED
Affidavit-
State of County of . of lawful age, being first duly swom, on cath,
say that: 1.{S)he is the duly authorized agent of Bidder andlor contractor submitting the competitive bid
andfor procuring the confract which is attached to the statement for the purpose of certifying the facts
pertaining fo the existence of collusicn among bidders and between bidders and State Officials or
employess, as well as, facts pertaining to the giving or offering of things of value to government
- -t -pegodes! in retum foRspgeialcopsiderstionindatino.nfangenniraet - rauant fodhe bid to which#® .. I PP O T PP e - B ¥

Click, File, Print and OK. Notice there is not a state Seal. This is a working copy and cannot be
sent to the vendor.
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Navigation: Purchasing>Requisitions>Reports>Print Requisition

Requisition Print

j Find an Existing Value {_ Add a New Value

Enter any information wou have and click Search. Leave fields blank for a list of all values.

Run Control ID: | begins with ¥ ||

[ Ccase Sensitive

Search | Clear | Basic Search Save Search Criteria

Either input an existing run control ID or Create a new one.

{ Requisition Print

Run Control ID: PRINT_PO

EeportManager FProcess Monitor

Fun

Language: IEninsh 'I ¥ Specified  Recipient's

Business Unit: IESDDD Q.

Requisition ID: @ [ Approved Selectall |

" canceled
From Date: I EI I Completed
Through Date: | El " open
™ Pending
Requester: |

[on Hold AND Mot on Hold =

& Save | S\ Return to Search | Previous in List | +[5] Mext in List | Mitify: |

S 2ced UpdateDisplay

Input the Requisition ID and Requisition Status, click the M BUTTON.
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Process Scheduler Reguest

User ID: COREDA Run Control ID: PRINT_PO

Server Name: SILINE ¢ Run Date: |na:29120m [#1]
Recurrence: I "I Run Time: |1E|:|:|3:3?Pru1 Resetto Current DaterTime |

Time Zone: I Q

Select Description Process Hame Process Type Type *Format Distribution
rd Requisition Print SQR FORGOT0 S0R Report |Web j ‘ POF tl Distributian
0178 Cancel

Server- PSNT
Format-PDF

Click the ok | BUTTON.

Requisition Print
Run Control ID: PRINT_P O Feport Manager Process Manitor

Language: IEninsh :“' & Specified © Recipient's @cess Instance:dﬁdgi‘ﬂd)

Run

Business Unit: ISBEIDIZI @
o ¥ Approved
Requisition ID: ISBDDDDDQBB Q Selact Al
" Canceled —I

From Date: I x| [ completed
Through Date: I ] I~ Open

[ Pending
Requester: |
[On Hold AND Noton Hold =
& Save | S\ Return to Search | Previous in List | +[5] Mext in List | [=] Matify | S 2ced UpdateDisplay

To print your requisition, click the Process Monitor Link.
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Process List | SemerList |

User ID: Ik:OREDS QL Type: | j Last: W IDays vl Refresh |
Server: I 'I Name: I Q Instan[:e:l to |
Run I vl Distribution I j ¥ Save On Refresh

Status: Status
Process List

Select Instance Seq. Process Type E;i% User Run Date/Time Run Status W Details
r 46459704 SQR Repart FOR@O10 COREOQS 082802007 10:0337PM CDT  Success FPosted @
[ 46449703 3QR Report FORG@O010 COREOQS 0292007 9:50:06PM COT  Success Fosted Details
] AR4967H Application Enging FS_BP COREQS OB29r2007 1:38:05PM CDT  Success Posted Details
[ ] 4649668 Application Endine F5_BP COREDNS 08423952007 114 14PM CDOT - Warning Fosted Details
r 4649623 Application Engine F5_BP COREDS 082972007 10:15:58AM COT - WWarning FPosted Details
o 454_@_{38 . Appﬂ;aﬂongmina. w-FSRP  COREQSORRTOIOO0T 442055 00T  Surcess. .. Pnstrds ',De_tﬁlle

When the Requisition is ready to print the Run Status will be “Success”. If the Run Status is not Success
then click the m BUTTON until the status changes.

Click the Details link.
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Process Detail

Instance: 4649704 Type: S0R Report

Name: PORGOT0 Description: Requisition Print SR

Run Status:  Success Distribution Status: Fosted

Run Control ID: PRINT_FO " Hold Request

Location: Server " Queue Request

S— PSNT " Cancel Request
" Delete Request

Recurrence: " Restart Request

Request Created On: 08/292007 10:05:46PM COT Parameters Transfer

Run Amytime After:  08/292007 10:03:37PM COT Message Log

Began Process At:  08/292007 10:06:37PM COT Batch Timings

Ended Process At:  08/28/2007 10:07.04PM CDT

] 4 Cancel

Click the View Log/Trace Link.
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WView LogiTrace

Report ID: 2368314 Process Instance: 4549704 Messadge Log
Name: FORG@O10 Process Type: S0OR Report
Run Status: Success

Requisition Print SQR

Distribution Hode: FSSTGLU Expiration Date: IEIEIH 2007
File List
Hame File Size {(wtes) Datetime Created
@RQEHD 4549TD4PDD 15,054 022972007 10:07:04.000000PM CDT
FOREQO10 4649704 out GY 08352972007 10:07:04.000000PM CDT
SQFE PORQOIO 4649704 log 1,624 0852972007 10:07:04.000000PM CDT
Distribute To
Distribution ID Type *Distribution ID
Llser COREDS
Return

Click the PDF link.
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Requisition
Business Uit 2800T APFEOVED
Reg ID: Dat= Page
5900000933 08/20/2007 1
Reguester Currency
- / COREQS nsm
Ship To:  See detail below Reguester Signature
Line-Schd _ltem-Descr Scle Source  Agow Reg # Guantity LK Frice Due Datel
-1 OBRO3D 1.0000 SUM 5.0000
Shipping and handling charges
Input Line Comments Here.
THIS BID INVALID IF NOT SIGNED AND MOTARIZED
Affidawit:
State of County of . of lawful age, being first du'y sworn, on oath,

say that 1.(5)he is the duly authorized agent of Bidder and/or contractor submitting the competitve bid
andlor procuring the confract which is attached to the statement for the purpese of certfying the facts

. ’eerta'@uc tngdhe exjstence t.:\fiollyg-jon .Ep.-n'aiddeE a:l::_IBe*.-.yeE.'!lb -:::I‘erj,,:nd.S:ab\.:—‘Cﬂcialsl or o

P S - n

Click, File, Print, and OK
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CREATE MULTIPLE LINE REQUISITION

Complete Step 1 through 4, (Pages 6 - 28)

Step 5 — Create a Multiple Line Requisition

Detail Tab

Details

Wiew Printable Yersion

& save | [=] Matify | s Refresh |

Ship TowDue Date Statusz Yendor Information tterm Infarmation Attribwtes Cortract
. Line SSrc e
Ling em 1] I Agency kedq Nim
Line Item S5 Fla Tvbe Description Agency Req Nbr
1 B [nasszn & [ | Q, [shipping and handling = &5, |

I...ru1|:|re... g

"Go to:

A A b ‘ﬁ\/ - -

First El 1af 1 El Last

"[roo00 [sum @ pagsso
[

|1 3.15000

Sourcing Cortrals [F==k
Cuantity  *UOM Cateqory Price Amount Status

12.19 Open (> @ [E B =
Ertdd |  JF UpdateDisplay

To add an additional line click the [*-/ BUTTON located to the right of the line.

Explorer User Prompk

Script Prompt:

Enter number of rows to add:

X
Cancel |

Click the LI BUTTON.
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You are only able to add up to 100 lines at a time. NOTE: It may be beneficial to add lines in
increments of 20 and save the Requisition.

Status wendor Information tem Information Attributes Cortract b
; Line SSrc o }
Ling em 2> Hadl —!] Lescription Ajency Redq Nbr
ine tem SSHa Tvne Description Agency Req Nbr J
1 B |099930 QM | Q, [shipping and handiing = E&, | b
Q= | Q [l = & |

Wiew Printable Wersion

‘Go to: Mare...

El Save | [=] Motify | 4 Refresh

x"\- ﬁl t.‘

Customize | Eind | Wiew A First E 1-2 of 2 E| Last

Sourcing Cortrols [Z=cF

Cuantity '‘UOM  Category Price Amount Status
-|1.nunn |5um1 099930 |13.1gnnn 13.19 Open (> [ =]
Tooooo [ a [o Open ¢S EE

[

= il UpdlsteDisplay

. o
Input the Item ID and click the M BUTTON.
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Wiew Printable Wersion

Ship ToDue Date Status “Yendor Information tterm Information Aftributes Contract J

Line tem SS Hag E‘f_ﬁﬁ Description Agency Req Nbr !
1 B |099930 Q | Q, [shipping and handing = & | &

2 B |poos1404 4 Q | Q, [see Line Comments = & | 3

"Go to:

I...Mnre... {

Bl save | [=] Natify | s Refresh
]

T

Customize | First E 1-2 of 2 |I| Last
Sourcing Cortrals [Z==¥
Quantity ‘UOM  Category Price Amount Status
‘|1.nnnn |5um1 099930 |13.19E|nn 13.19 Cpen ¢ B3 [ =]
“[onooo [Ea @ ooosts04 o Open ¢ [E R =
Eetdd | UpdsteDisplay
. . t
Input a Quantity and click the M BUTTON.
x

A

The wendor item price was nok setup, or the corresponding LCM
doesn't meet the minimum requirements, The ikem standard price is

used instead,

Yendaor ikem price is nok available - use ikem skandard price. Line 2, Tkem 00051404 A (10200,197)

. 84
ciick the % gurron
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Details Ship ToDue Date Status “endor Information ttem Information Attributes Contract

. Line S5rc e
Line ftem T Agency Req Nbr:
Line Ikem S5 Fla Tvoe Description Agency Re Nhr{
1 B [ossa3n Q M | Q, [shipping and handling = E2, | 3
b
2 B [ooos1404 A a | Q, [seeLine Comments = & | L
F

Wiew Printable Yersion ‘Go to: |...ru1|3re...

Bl save | [=] Motify | ts Refresh |

i

First E 1-2 of 2 |E| Last

Sourcing Contralz [== ¥

Cuantity *UOM Cateqgory Price Amount Status
'|1.nnnu |5um1 . 099930 |13.1EIIZIEIEI 132,19 Open ¢ B3 [ =]
"~ [poooo [ea @ ooos1404  @oooog Open OB E R E

[

Er Add UpdsteDisplay

A zero priced defaulted in because the Item Id and the Priority Vendor in the Item ID did not have a price.

Click the Schedule Icon E

P108 Requisition Creation & Processing Manual Page 76 of 167
Revised: October 1, 2007



CORE Oklahoma

Maintain Requisitions

Schedule
Business Unit: 53000 Requisition Date: 08r30iz007
Requisition ID: MEXT Status: Qpen

Eeturn to Main Pacge

1 ltem: 093830 Shipping and handling charges  Quantity: 1.0000 Amount: 1319USD
Customize | Find | View A
Details
Sched *Ship To Cuantity Price Amount Due Date Status
1 B oo @ = [10o00 |13.19000 1210 Exl G Active =

Add Ship To Comments

B save | [=] Matify | 4 Refresh | [Er add | Update.l’DispIayl

There are two Lines with 1 schedule in each line. Click the kil
the | BUTTON to navigate between the lines.

link to review all the Lines or click

Click the M |ink,
Maintain Requisitions
Schedule
Business Unit: 58000 Requisition Date: 08/3062007
Requisition ID: MNEXT Status: Open

Beturn to Main Page

1 ftem: 099330 Shipping and handling charges  Cuantity: 1.0000 Amount:

Sched *Ship To Cuantity Price Amount Due Date Status
1 B fosooo @ = [roooo |12.19000 1219 ] B active =
2 ftem: 00051404 A& See Line Comments Quantity: 5.0000 Amount: 0.00uUsD

Sched *Ship To Quantity Price Amount Due Date Status
1 B fooo @ = [so000 {0.00000 0.00 | E B2 active =

Add Ship To Comments

B save | [=] Matify | 4 Refresh |

B 2dd | Update Display |

You will need to input a price; to make multiple schedules within a line click the +.| BUTTON located to
the right of the line.

To complete the Requisition follow steps 6-12.
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CREATE A MULTIPLE SCHEDULE REQUISITION
Complete Step 1 through 6, (Pages 6 — 47).

Step 7 — Verify Shipping Details and Input Distribution Info.

Schedule

Use the Requisitions Schedule page to specify multiple shipping schedules for each line and to define
multiple distributions for each schedule. The Schedule page by default allocates the total by Quantity, but

it can also allocate by Dollar amount. To access the Schedule page, Click the Schedule icon.@ .

Maintain Requisitions

Schedule
Business Unit: 58000 Requisition Date: oaraorzo07
Requisition ID: MNEXT Status: Qpen

Return to kMain Page

1 ftem: 033330 Shipping and handling charges  Guantity: 10.0000 Amount: 131.890 UsD

Details

Sched *Ship To Quantity Price Amount Due Date Status
1 B [ssoo0 @ = [10.0000 |13.19000 131.80 Exl 5 active @ =

Add Ship To Comments

B save | [=] Motify | 4 Refresh | E‘+Aud| Update.l'Displayl

. . L1 Refresh
From the schedule page you are able to change the Price, and then click the ﬂ
BUTTON.

Add additional schedule lines
Click the !/ BUTTON located to the right of the schedule.

Explorer User Prompt

Script Prompt;:

E nter number of rows o add:

\_Ilﬁ

Cancel

Input the number of rows to add and click the BUTTON.
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Maintain Requisitions

Schedule
Business Unit: 52000 Requisition Date: o8r30/2007
Requisition ID: MEXT Status: Open

Return to Main Page

1 ftem: 085930 Shipping and handling charges  Quantity: 10.0000 Amount: 131.90USD
Details
Sched *Ship To Cuantity Price Amount Due Date Status
1 B [eeooo @ = [iooooo |13.19000 13190 ] E& Active =l
2 B [se000 Q =1 [o.0000 |0.00000 0.00 | 5 E% Active [=]

Add Ship To Comments

B save | [=] Motify | 4 Refresh |

B Acd | UpdateDisplay |

This gives you the ability to ship products at different times to different locations. On schedule two input a

. . o " . L Refresh
different Ship To and distribution the quantities. Click the ﬂ BUTTON.

Maintain Requisitions

Schedule
Business Unit: 52000 Requisition Date: 0843002007
Requisition ID: MEXT Status: Open

Eeturn to Main Pace

1 ftem: 093530 Shipping and handling charges  Cuantity: 10.0000 Amount: 131.80 USD
Details
Sched Ship To Quantity Price Amount Due Date Status
1 B ISSDDD Q, = |5.0000 {13.18000 65.95| El R Active

T
+

Active

T
&

2 B |58001 Q = IS.DDDD 65.95' El

Add Ship To Comments

B save | [=] Motify | s Refresh | Ertcd | | ] UpdateDisplay

Notice the price defaulted in. There is a distribution link for each schedule.
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Distribution Information

Use the Distribution Information page to update and review the distribution data. These line items are
transferred to the Purchase Orders, but they do not go out to the vendor. They are a breakdown of
accounting distribution and internal delivery locations. This page identifies how the Schedule amounts
will be charged within the organization. There can be multiple Distributions for each Schedule. The
required Chart Field string is entered for each Distribution, allowing an item to be funded (expensed) from
multiple sources.

1
To access the Distribution page click on the Distribution Icon 5 .

Maintain Requisitions

Distribution

Requisition ID: NEXT Item: 099930 Shipping and handling charges

Line: Status: Active

Schedule; ®

Ship To: 58000 DCS- CF Cuantity: 5.0000 SUM

‘Distribute by: Quantity - Open Guantity: 5.0000

Amount: 6585 USD

SpeedChart: G, Multi-SpeedCharts

Chartfields
Sub- ol Commitment
Distrib Status Percemt Quantity Amount GL Unit Accourt Acco Fund Type Dept Bud Ref CFDAZ Budget Date Control
ccourt Eunding
Close Flag
@apen 00,0000 | 5.0000 65.95 58000 QL 521110 Q@ 2 frooo @ [revor @ Joroooes @ o7 G 2, [orsirza07 [ ] [=]
Ok I Cancel | Revreshl

NOTE: The Distribution data defaulted from the Header Default. If changes need to be made, do it in
the Default page. This page has also been customized. See Appendix page.

Click meﬁ BUTTON.

Maintain Requisitions

Schedule
Business Unit: 58000 Requisition Date: 08r30/2007
Requisition ID: MEXT Status: Qpen

Eeturn to kain Page

1 ftem: 099930 Shipping and handling charges  Ouantity: 10.0000 Amount:

Sched ‘Ship To Quantity Price Amount Due Date Status
1 B |saunu Q =1 [5.0000 |13.19000 55.95| [51) 2 Active =]
2 B |ssuu1 Q =1 [5.0000 |13.19000 55.95| El Active =
Add Ship To Comments
B save | [=] Motify | %) Refresh | E'q-Addl | UpdateDisplay
. - . . . . . 1
Review the distribution for schedule line 2 by clicking the 5% BUTTON.
Complete the Requisition process by completing Steps 8-12.
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Complete Step 1 through 6, (Pages 6 - 47)

Step 7 — Verify Shipping Details and Input Distribution Info.

Schedule

Use the Requisitions Schedule page to specify multiple shipping schedules for each line and to define
multiple distributions for each schedule. The Schedule page by default allocates the total by Quantity, but

it can also allocate by Dollar amount. To access the Schedule page, click on the Schedule icon.@ .

Maintain Requisitions

Schedule
Business Unit: 58000 Requisition Date: 08i20/2007
Requisition ID: MEXT Status: Qpen

Eeturn to Main Page

Find | viewal  First (4 4 or 4 [ Last

1 tem: 093930 Shipping and handling charges  Quantity: 1.0000 Amount: 1319 USD
Custormize | Find |
Details E—
Sched *Ship To CQuantity Price Amount Due Date Status
1 B Eooogya. 3 [ioooo {13.10000) 13.19 @Eﬂ & actve =

Add Ship To Comments

& save | [=] matify | L Refresh | ErAdd | ) UpdateDisplay

ts Refresh
From the schedule page change the Price and click the #—l BUTTON.

If needed input a Due Date and Ship to Location. Ship To and Due Date will default from the Form page.
If you change the Ship To or Due Date on the schedule tab it will default to the line page.
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Distribution Information

Use the Distribution Information page to update and review the distribution data. These line items are
transferred to the Purchase Orders, but they do not go out to the vendor. They are a breakdown of
accounting distribution and internal delivery locations. This page identifies how the Schedule amounts
will be charged within the organization. There can be multiple Distributions for each Schedule. The
required Chart Field string is entered for each Distribution, allowing an item to be fundeld (expensed) from

multiple sources. To access the Distribution page click on the Distribution Icon 5.

Maintain Requisitions

Distribution

Requisition ID: NEXT ftem: 099930 Shipning and handling charges
Line: 1 Status: Active

Schedule: 1

Ship To: 55000 DCS- CP Quantity: UL L
‘Distribute by: |Quantty 7] Open Quantity: 1.0000

Amount; 13.19 USD
SpeedChart: O Multi-SpeedCharts

First [0 1 o 1 [¥] Last

Chartfields

Comimitment

Distrib Status Percent OQuantity Amount GL Unit Account Sub- Fund Type Clai Dept Bud Ref CFDAZ Budget Date Control
Accour Funding
Close Flag
1 Open |1EIEI.EIEIEIEI 1.0000 1319 [se000 Q) [s21110 & @ [roo0 & 19701 & [oroo0es O |c|7 [} Q [omotizoor BT EI
ok || cancel | metesn |

NOTE: The Distribution data defaulted from the Header Default. If changes need to be made, do it in
the Default page. This page has also been customized. See Appendix page.

To add additional distribution lines click the [+ BUTTON located to the right of the distribution
line.

Explorer User Prompt El

Seript Prompt:

Enter number of rows o add:
Cancel |

. k.
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Maintain Requisitions

Distribution

Requisition ID: NEXT Item: 088830 Shipping and handling charges
Line: 1 Status: Active

Schedule: 1

Ship To: 53000 DCS-CP Quantity: 1.0000 SUM
“Distribute by: |Quamih' :I' Open Quantity: 1.0000

Amount: 1319 USD
SpeedChart: | Q. Multi-SpeedCharts

Chartfields

Comnitmernt
Distrib Status Percemt Quantity Amount GL Unit Account Sub- Fund Type Clﬂi Dept Bud Ref CFDAZ Budaet Date Control
Account Funding
Close Hag
1 Open  [100.0000 1.0000 13.19 58000 @ [521110 @ Q [1ooo @ [revor @ [oroonss @ fo7 Q| C [oriotrzoo7 [H =

2 Open | 0.0000 n.0o[se000 @ [s21110 @ Q [rooo @ [re701 @ [otoo0e @ o7 Q|

QK | Cancel | Refreshl

@ [oriotrzoo7 [H T =

Input the Percent or Quantity to distribute between the distribution lines and click the ~ Fefresh

BUTTON. Notice the funding default from the header default. If any of the values are going to be

different then change the distribution line but be sure to go back to the Header Default and clear the
value.

Maintain Requisitions

Distribution
Requisition ID: MEXT Tem: 099930 Shipping and handling charges
Line: 1 Status: Active
Schedule: 1
Ship To: 55000 DCS- CP Quantity: (RO
‘Distribute by: IQuanmy =z Open Quantity: 1.0000

Amount: 1319 UsSD

SpeedChart: | Q, MultiF-SpeedCharts

Chartfields

Commitment
- . _ Sub- Class- "
Distrib Status Percent Quantity Amount GL Unit Accoumt oo BundTvpe oo Dept BudRef CFDAZ Budget Date  Control

lose Fla
1 open [50.0000 [ 0.5000 660 56000 @ [sztio @ [ o frooo @ frevor @ [oroooss @ o @ Q [o7mtiz007 [ =
20pen [500000 [ 0.5000 ge0fse0o0 @ [sztio @ [ frooo @ [revon @ [oroooss @ o @ Q [ormtizon7 [ 7 =

QK | Cancel | Reireshl

Click theL BUTTON.
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Maintain Requisitions

Schedule
Business Unit: 52000 Requisition Date: 08/3002007
Requisition ID: MEXT Status: Open

Eeturn to ain Page

1 ftem: 083930 Shipping and handling charges  Quantity: 1.0000 Amount:

Sched *Ship To Quantity Price Amount Due Date Status
1 B [seooo @ = [roooo |13.19000 1219 ] B2 Active

Add Ship To Comments

B save | [=] Motify | 4 Refresh |

B Add | UpclateDisplay

Complete step 8-12 — (Pages 55-65).
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=
e D07 7

CREATE REQUISITION FROM COPY STATEWIDE
CONTRACT

Overview

Prior to creating the Requisition you should already have obtained the data needed by reviewing the
Department of Central Services website:
http://www.ok.gov/DCS/Central_Purchasing/StateWide_Contracts/index.html. This Web Site will give you
the Statewide (SW) Contract number, Item Number, Vendor Number and you are able to print a copy of
the Statewide Contract.

Step 1 — Copy From Statewide Contract

Follow the following navigation

Navigation: Purchasing>Requisitions>Maintain Requisitions

Requisitions

Find an Existing “alue | Add a New Value '

Business Unit: ISSDDD =Y
Requisition 1D: INEKT

Add

Find an Existing Yalue | Add a Mew Value

Business Unit-Defaults to specific agency for each User.

Requisition Number-Defaults to NEXT. The system will auto number each Requisition.

NOTE: Do not change the Requisition ID data field. Let the system default NEXT into the data field.
The Requisition number will be assigned upon saving.

Click the il BUTTON to take you to the Requisition Form page.

P108 Requisition Creation & Processing Manual Page 85 of 167
Revised: October 1, 2007



CORE Oklahoma

Maintain Requisitions #
o ¢
Requisition <
-

Business Unit: 53000 Status: Open 4 3

Requisition ID:  MEXT Copy From Budget Status: MotChkd B +
" Hold From Further Processing ;

v 4

‘Requester: ICOREDE Q. COREDS Reduisition Defaults ¥

Add Comments

\ _— I Reguester Info o e f
Requisition Date: |05/30/2007 & Requisition Activities 4

Origin: NExC ) Agency (
‘Currency Code: IUSD Dollar 2
Total Amount: 0.00 UsD -

Accounting Date: IUBBW?UU? [ 4
) ) B
Purchasging kit Catalog X
Itern Search Requester lterns 1

Ship TouDue Date Status endor Infarmation ttetm Infarmation Attributes Sourcing Contrals

. Line SSic A . . G‘)
Line Item SS Haa Tvpe Description Agency Req Nbr Quantity ‘UOM [E%

e [

16 | Q [ ey HE| 00000 ([T [€

iew Printable Yersion ‘Go to: |...ru10re... j {
Bl save | [=] Motify | ) Refresh | i

4

NOTE: In this case since this is a Statewide the Origin needs to be changed to “EXC”. Click the =l
key located to the right of the Origin to change the origin field.

P108 Requisition Creation & Processing Manual Page 86 of 167
Revised: October 1, 2007



CORE Oklahoma

Step 2 — Header Default

Click the Requisition Default link.

Maintain Requisitions

Requisition Defaults

Business Unit: 58000 Requisition Date:  08/30/2007
Requisition ID: ~ NEXT Status: Open
" Default Ifyou select this option, the defaultvalues entered on this page are treated as part ofthe defaulting logic and are only

applied ifno other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values onthis page are not used.

& Override Ifyou selectthis option, all defaultvalues entered on this page owerride the defaultwalues found in the default
hierarchy.

Buyer: ILMARTIN QL Lisa Martin (520 Unit of Measure: I &}
Vendor: [oooao77aTs Q, CORPORATE EXPRESE ING Location: Q

Category: | Q Wendor Lookup

Ship To: ISBDDD Q DCS - PURCHASING DIV, STE 116 ‘Distribute by: IQuantiw 'I
Due Date: I B
Uttimate Use Code: I Q wMadifv Shipping Address

SpeedChart: | Q

First [ 1of 1 [¥] Last

Sub- Class-

Dist Percemt  GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDAZ Budaet Date
1 | [sa000 Q| Q| Q| Q| Q| Q| Q| Q |oeizniz007 [ =
Ok | Cancel | Refresh |

Vendor Selection

Enter the Vendor Number, Vendor Location, Buyer and any other data to default into the Requisition.
Make sure the vendor number matches the vendor on the Statewide Contract. If the vendor number does
not match, the contact will not be available to copy.

NOTE: Distribution data (except account) will not default in from the Statewide Contract.

Input default values and distribution data. Click the M BUTTON to validate the data.
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Ifyou selectthis option, the default values entered on this page are treated as part of the defaulting logic and are anly
applied if no other default values are found far each field. If default values already exist in the hierarchy, they are used,

Ifvou select this option, all default values entered on this page override the default values found in the default

Unit of Measure: I &}
IIJIJEI'I Q

Wendor Lookup

IQuantiTy |

Location:

‘Distribure hy:

Modify Shi

ing Address

Dept

Bud Ref CFDA= Budget Date

Q Jtoo0 @ [re701 Q |o1oooes @ Jor Q|

Maintain Requisitions
Requisition Defaults
Business Unit: 3000 Reduisition Date: Qarsorznoy
Requisition ID: MEXT Status: Qpen
" Default
and the values on this page are not used.
& override
hierarchy.
Buyer: ILMARTIN QL Lisa Martin (580)
Vendor: [oonoo77574 CQ, CORPORATE EXPRESS ING
Category: | Q
Ship To: [58000 a DS - PURCHASING DIV, STE 116
Due Date; I [&)
Ultimate Use Code: I Q@
SpeedChart: | Q
Details

Dist Percent  GL Unit Account Subs Fund Type Class
= D Account Funding
1 |100.0000 [s8000 Q@ [521110 Q|

Ok | Cancel | Refresh |

Q [ormtszon7 [ =]

Click theLl BUTTON.
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Maintain Requisitions

Requisition

Business Unit: 58000
Requisition 1D: MEXT

S

‘Requisition Date: |UBT3W?UU? el
Origin: IEXC Q

‘Currency Code: W30

Accounting Date: IUSBUQUU? )

FPurchasing kit
Itetn Search

Details Ship ToDue Date

'Re(lues‘[er: ICOREDS Q COREDS

Status:
Copy Fratm Budget Status:

™ Hold From Further Processing

Reduester [rfo &dd Comrments

Beguisition Defaults

Reguisition Activities

Exception (Exempted from CPA)

Coallar
Total Amount:

Catalog
Reguester lterns

Status “endor Information tem Informstion

Qpen g
Motchkd B

0.0 Uso

PR WP TR e T W

Attributes Contract Sourcing Controls

Wiew Printable Wersion

B Save | [=] Metity | L Refresh |

Line SSrc

SS Flag —

Description

A
Agency Redq Nbr Quantity "U0OM g‘

BC—xr [l

==y [oooon [ @ |j

'Go to:

|..Mare.. =] ('

A-'\'f-'\

Input the Item ID Number and REQ Qty, click the Refresh gyTTON,
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Maintain Requisitions

-
Requisition f
Business Unit: 53000 Status: Open W :
Requisition ID: ~ MNEXT Copy From Budget Status: Mot Chik'd @ -
[ Hold From Further Processing J
= 4
‘Requester: ICOREDS 3, COREDS Reguisition Defaults ‘I
Add Comments
. I . Reguester Info s s
Redquisition Date: [08130/2007 Requisition Activities A
Origin: frov Agency ?
IUSD Doll ;
'C Code: ollar
urrency Code Total Amount: 17.76 USD {
Accounting Date: IUSBUIQUU? El 7
Furchasing kit Catalog f
ltem Search Eequester lterms *

Y Ship ToDue Date

Status 5 “endaor Information i ttem Information 5 Aftributes ot Sourcing Cortrols y
ine tem S5 Flag I.I‘.'")iﬁ Description Anency Req Nbr Quantity ‘UOM  Category Price r
1 B Joses2030100 aQ K | @ |can liners, plastic, = Ly [z0o00 | [cs @ vessz030 (88000

Wiew Printable Yersion ‘Go to: |...M0re... j

B save | [=] matify | s Refresh |

A AN

The price defaulted from the ITEM ID Vendor because the correct vendor location was used this price
matches the contract price and will not need to be changed.
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Step 3 — Verify Line Details and Copy the Statewide Contract

Verification of Line Detail must be completed for EACH Line Item on the Statewide Contract.

i 4
Click the ___Sontract | ah.

Maintain Requisitions

Requisition
Business Unit: 58000 Status: Open ™
Requisition ID:  NEXT Copy From Builget Status: Mot Chk'd @
I Hold From Further Processing
o
'Requester: ICOREDS @, COREDS Beguisition Defaults
Add Camments
. . . | Renuester Info 0o - 0mments
Requisition Date: |0820/2007 | Requisition Activities
Origin: |AGY Q Agency
AL L pollar Total Amount: 17.76 USD
Accounting Date: IDBBW?UUT Ei '
Purchasing Kit Catalog
lterm Search Reguester ltems

Details 5 Ship To/Due Date Status 5 “endor [nformation 5 ttem Information i Adtributes
Line SSrc e Contract
ine ftem SS Flag Tvne Description Contract ID Line
1 B [oss52030100 Qr f Q_ [can liners, plastic, = D) QDl =
View Printable Version ‘Goto:  |.-More... =]

Bl save | [=] matify |  Refresh | E‘+Add| UpdateJDisplayl

Input the Contract ID and Line number, click the Lookup Icon Q if the contract number is not

known. By populating the Vendor number and location the results will only contain contracts against the
vendor.

In this example the Lookup Icon Q will be used for the Contract ID.
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Look Up ContractID

Setll: noooo
Contract ID: |begins with j|
Short Vendor Name:| hegins with j | a
Description: |begins wwith jl
Look Up | Clear | Cancel | Basic Lookup

Search Results

17 ot 7
endor SetlDVendor ID  Contract ID Short Vendor Name Contract Status Description Contract Beginning Date
gaoag 0o0o07y9y4BPI2238 CORPORATE-009 Approved {hlank) 1050772002
noooa 000007y ay4 BR2OTTE CORPORATE-009 Approved (hlank) 10f01r2001
noooo Qoooovyay4 BR19216 CORPORATE-008 Approved hlank 100152000
nooog Qoooovyay4BRIVTFY CORPORATE-009  Approved hlank 10/0151 999
gaoag 0000077974 0000000000000000000001210 C0RPORATE-009  Approved From Red D - 5300000384 04/0142007
noooa Q000077974 0000000000000000000000938 CORPORATE-008 Approved (hlank) 11062008
noooo Qoooovyay40000000000000000000000442 CORPORATE-008 Approved From Reg D - S200000550 02/0142005

Click the link to select the contract. In this example #1210 will be used.

Maintain Requisitions

Requisition
Business Unit; 58000 Status: Open 4
Requisition ID: MEXT Copy From Budget Status: Mot Chik'd na
I Hold From Further Processing
o
‘Requester: ICOREDS Q. COREDS Renguisition Defaults
Add Comments
. i N I Requester Info e e
Requisition Date: |13/30/2007 [ Requisition Activities
Origin: IAGY Q Agency
‘Currency Code: |YSD Daliar Total A " 1778 USD
otal Amount: .
Accounting Date: IDBBUQUU? Bl
Purchasing Kit Catalog
lterm Search Eeguester lterms

Status e “endor Information e ttem Information 5 Attributes

Line Item SS Flag CINEISs e Description Contract ID Eoniract
= f— Tupe _ Line

1 B |ve652030100 Q | @ |can liners, plastic, = |onooooo000000000000001210 | Q =
iew Printable Yersion "Go to: [..More.. =]
& Save | [=] Motify | L Refresh | E‘q-Addl F UpdateDisplay
In this example the Lookup Icon Q will be used for the Contract Line.
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Look Up Contract Line

Contract Line Nbr: | = j |

Look Uip | Clear | Cancel | Basic Lookup

Search Results
1 of 1

ltem ID Contract Line Nbr

DEES20301002

Click the link to copy the line into the Requisition.

Maintain Requisitions

Requisition
Business Unit: 52000 Status: Open ™
Requisition ID: MNEXT Copy Fram Budget Status: Mot Chk'd @
[ Hold From Further Processing
o
‘Requester: ICOREDS O, COREDS Eeguisition Defaults
Add Comments
. . ) I Eeqguester Info e e
Requisition Date: |08/30/2007 [ Reguisition Activities
Origin: I-’“‘GY Q Agency
W Code: |VSD Collar
St s Total Amount: 17.76 USD
Accounting Date: IUSBUIQUU? [5
Purchasing kit Catalog
ltern Search Eeguester ltems

Cetailz e Ship TowDue Date Status 7 “endor Information e tem Information
Line SSrc i Contract
Line Hem SS Flag Tvne Description Contract ID Line
1 B [oe652030100 ar- | Q, [can liners, plastic, = |ooooooooooooooooonoont 210 & | R R [=]
Yiew Printable Yersion ‘Goto: |...ru10re... ;l
& save | [=] mctify I 7ty Refresh I E‘q-Addl £ Update Display
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Step 4 — Verify Shipping Details and Input Distribution Information

Schedule

Use the Requisitions Schedule page to specify multiple shipping schedules for each line and to define
multiple distributions for each schedule. The Schedule page by default allocates the total by Quantity, but

it can also allocate by Dollar amount. To access the Schedule page click the " Details tab then
click the schedule icon ES located to the right of the line.

Complete steps 7-12
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COPY AREQUISTION TO AREQUISTION
Step 1 — Enter Requisition

Follow the following navigation

Navigation: Purchasing>Requisitions>Add/Update Requisitions>Add a New Value

Requisitions

Find an Existing “Walue | Add a New VYalue

Business Unit: ISBDDD (=Y
Requisition ID: INE}{T

Add

Find an Existing Yalue | Add a Mew Value

Business Unit-Defaults to specific agency for each User.

Requisition Number-Defaults to NEXT. The system will auto number each Requisitions.

NOTE: Do not change the Requisition ID data field. Let the system default NEXT into the data field.
The Requisition number will be assigned upon saving.

Add

Click the BUTTON to take you to the Requisition Form page.
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Maintain Requisitions

r

Requisition :
. i 4
Business Unit: 58000 Status: Open W *
Requisition ID:  NEXT Buidget Status: NotChkd & ;
™ Hold From Further Processing '

= »
‘Requester: ICOREDﬁ Q COREDA Requisition Defaults ;

Add Comments

Requisition Date: |08/30/2007 ([ Reduesterinio Requisition Activities ,
Origin: I’g‘G\rr | Agency ¢
" Code: IUSD Dollar 1
slbis b Total Amount: 0.00 UsSD -
Accounting Date: IUEBUQUUT £ :
-

o 4
Purchaszing kit Catalon I
Iterm Search Requester lterms .

Ship TouDue Date Status “endor Information tterm Information Attributes Contract Suu[cing;'
Line ftem SS Flaa #ﬁiﬁ Description Adgency Req Nbr Ounmtrq
1B | Q | Q | = & [0.0000%
iew Printable Version "Go to: |...h.flnre... 4;,,_
E save | [=] Matify | s Refresh ‘j
CLIcK THE CoPY FROM LINK.
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Maintain Requisitions

Copy Requisition

Business Unit: W

Requisition ID: ||— L

Req Status: I— ')

Requester: | s |
Requester Name: | L

Requisition Date: I El

Vendor SetlD: II:IIZIIZIIZIIZI Wendor Lookup
Vendor ID: I L Vendor Details
ftem SetlD: IIZIIZIIZI an

lkem Description: I

T

Dept:

Search |

Sel
r

Req lD Status

2k | Cancel Refresh

[ ]a

Crigin:

To:

[ 8

Vendor Name: |

ttem ID: |

[ pirect Ship

First E 1 of 1 El Last

| Wi A

igin Requester

Input the Requisition ID and click the ~ S&arch
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Maintain Requisitions

Copy Requisition

Business Unit: IEBIZIIZIEI
Requisition ID: IEBDDDDDQSS Q
Req Status: I L Origin: I L

Requester: | Q,

Requester Name: | &}

Requisition Date: I— El To: I— 5]

Vendor SetlD: W vendor Lookup

Vendor ID: I— &'} Yendaor Details Vendor Hame: | i,
Item SetiD: IM item ID: | Q
Item Description: I :I I Direct Ship

Dept: | L

Customize | Find | Yiew All | i First E 1 af 1 E| Last

Sel Req lD Status Crigin Requester
v 5800000933 Approved A COREDS
(0] 4 | Cancel Refresh |

The Radio box is selected so click the L BUTTON.
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Maintain Requisitions -
-
Requisition -
4
Business Unit: 53000 Status: Open & }
Requisition ID:  MNEXT Copy From Budget Status: Mot Chik'd na p
I Hold From Further Processing 4
= r
‘Requester: ICOREDS C COREDS Reguisition Defaults -
Edit Comments f
. i B IDEIBDJ’ZDDT Eeguester Info —_— =
Requisition Date: 0 Requisition Activities ]
Origin: I’”‘G\rr Q Agency ,
ey —— Dollar Total Amount: 5.00 USD A
Accounting Date: IUSBUQUU? [ . T
-
Purchaszing it Catalog ,
Itetn Seatch Reguester terns

Details Shipy To/Due Date: Status Yendar Infarmation ttem Infarmation Attributes Contract Sourcing Contrals

Line Item SS Fag Elf_eﬁ Description Agency Req Nbr Cuantity ‘UOM Cate?’
1 B [099930 QO | €, |shipping and handling = &5 | |1.0000 |sunr| Q, 0999%
Wiew Printable Version ‘Go to: |...ru10re... j ;
Bl save | [=] Motity | hs Refresh &
<
Click the Copy From Link
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Maintain Requisitions

Requisition
Business Unit: 58000 Status: Open 4 X
Requisition ID: 5300000935 Copy From Budget Status: Mot Chk'd @
I Hold From Further Processing
v
'‘Requester: ICOREUS C, COREDA Reguisition Defaults
Edit Comments
. i I Requester Info e
Requisition Date; [08/3012007 [ Requisition Activities
Origin: I’”‘G\rr Q Agency
\C Code: IUSD Dollar
urrency Code Total Amount: 5.00 USD

Accounting Date: IDBBUI?DDT El

Furchasing Kit Catalog Line: I QTO;I Q Retrievel
Itern Search Requester terns

Details

Ship To/Due Diate

Status “Yendor Information ftemn Information Lttributes Contract

Sourcing Caortrols

Line SSrc

Quantity ‘UOM

AT, FNEVREEE T WY PR L e Ny

Je)

1.0000 ISUM Y

Line kem SSFHag E— Description Agency Req Nbr
1 B [nese3n a M | @, [shipping and handiing = & |
Wieww Printable Version 'Go to: |...ru1|:|re...

B save | [=] Matify | L Refresh |

Kl
A iy

Review and update the data copied in.

Click the @57 | 510N,
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Maintain Requisitions

Requisition Defaults

Business Unit: 53000 Requisition Date: 08i30iz007
Requisition ID: 5300000935 Status: Open
" Default ITyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no ather default values are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.

& Override Ifyou selectthis option, all default values entered an this page override the default values found in the default
hierarchy.

Buyer: ILMARTIN QL Lisa Martin (580) Unit of Measure: I (&}
Vendor: IDDDDDDDSBD Q. DEPARTMENT OF CENTRAL SERVICESLocation: IDDEH Q,

Category: | Q Yandor Lookup

Ship To: ISBDDD Q DCS - PURCHASING DI, STE 116 ‘Distribute by: IGuantit;r 'l
Due Date: I =]
Uttimate Use Codle: I Q Madify Shioping Address

SpeedChart; I Q

] : Sub- Class- -
Dist Percent GL Unit Account Accour Fund Type Fundin Dept Bud Ref CFDA= Budget Date
1 [100.0000 [s8000 < [521110 2 | Q 1000 @ J1e701 @ Jotoooss R fo7 Q| Q |oss3oizon7 [ E] [

QK | Cancel | Refreshl

If the default values have been used and they need to be changed, then update the
Requisition using the default page.
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Maintain Requisitions

Requisition Defaults

Business Unit: 53000 Requisition Date:  08/3042007
Requisition ID; 3000009345 Status: Cpen
 Default Ifyou selectthis option, the defaultwalues entered on this page are treated as part ofthe defaulting logic and are only

applied if no other default values are found for each field. If defaultwalues already existin the hierarchy, they are used,
and the values on this page are not used.

= Override Ifyou selectthis option, all default values entered on this page averride the default values found in the default
hierarchy.

Buyer: ILMARTIN Q. Lisa Martin (550) Unit of Measure: I Q,
Vendor: |Duuuunusau Q. DEPARTMENT OF CENTRAL SERVICESLocation: |uuu1 Q.

Category: | Q Yendor Lookup

Ship To: [s8000 Q DCS- PURCHASING DIv, STE 116 'Distributeby:  [Quantity ~]
Due Date: I [#]

Uttimate Use Code: | Q Modity Shipping Address

SpeadChart: I Q

First E 1of 4 |I|
Details
Dist Percent GL Unit Account Subs Fund Type Clas= Dept BudRef CFDAZ Budget Date
- - - - Accour Fllll(lillﬂ =
1 [100.0000 fse000 @ f521110 @ Q1000 @ Qzoooo) C foroooss Q@ 07 Q| @ [oes30r2007 [ =

QK | Cancel | Refreshl

After values have been updated click the Ll BUTTON.
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Retrofit Field Changes

Retrofit field changes to "all” existing requisition lines/schedulesidistributions

Business Unit: 52000 Requisition Date: n8r3ns2007
Redquisition 10 800000934 Status: Cpen

For Line and Schedule defaults, Select ‘Appl'to apply changes to all lines and schedules.
Far Distribution defaults, Select ‘Bppl'to apply changes to the Distrib Line.
Example: Ifyou select ‘Apply' for Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition.

Select Wpply to All Distribs'to apply changes to all distribution lines on the requisition.

¥ Mark All LInrmark: All
Custornize | Find | View 20| 88 First [ 12012 [ Last
Apply  Distrib Line  Field Name Field Value Apply to All Distribs
[ 1 GL Unit a8000 [
[ 1 Class-Funding 20000 [
]34 Cancel | Refresh |

This page allows the user to update defaulted values. Click the radio box next to the value to

change, then chick the L BUTTON.
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Maintain Requisitions

L
o »
Requisition -
Business Unit: 58000 Status: Open & b 4 ;
Requisition 1D: AE00000935 Budget Status: Mot Chk'd @
[ Hold From Further Processing
v
‘Requester: ICOREUE Q COREDA Bequisition Defaults *
Edit Comments
. - .IDSIBDIEDD? Eeguester Info EO-Omments ¥
Requisition Date: & Requisition Activities !
Origin: IAGY Q Agency Document Status )
‘Currency Code: IUSD Dollar
. Total Amount: 5.00 USD -
Accounting Date: IUBBMDUT Bl €
-+
-
Purchasing Kit Catalog Line: I QTo:I 1, Retrieve | 1
lter Search Eeguester ltems

Shigp ToiDue Date

Status

“endor Information ttem Information Adtribtes Coritract Sourcing Contrals
Line ftem SS Had Ifm;iﬁ Description Agency Red Nbr Guantity 'UOMR
1 B |099a30 QM | @ [shipping and handling = 5 | [1.0000  [sUM
Yiew Printable Yersion "Go to: |...M0re...

Bl Save | L\ Return ta Search | 4] Previous in List | +[E] Mend in List | Platify Ly Refresh |

“MAA"’ \

Click the Edit Comment link.
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Header Comments

Business Unit: 523000 Requisition Date: naranzony
RequisitionID: 52300000935 Status: Open

[¥ Retrieve Active Comments Only Retrigva |
*Sort Method: Comment Time Stamp j 'Sort Sequence: IAscending vI Sort |

i A First [4] 1o 2 B Last
Copy Standard Comments Comment Status:  Active MI
Enter Header Comments Here. ;l@

¥ Sendto Vendor [ Shown at Receipt [ Shown at Voucher

Attachment P\'ﬂaﬁhl ViEWl DE|EtE| ™ Email

From -= REG 8000-5200000933

0]4 Cancel Refresh

Click the View All link.
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Header Comments

Business Unit; 52000 Requisition Date; oer30s2007
Requisition ID: 53000009325 Status: Open

[¥ Retrieve Active Comments Only Retrieve |

‘Sort Method: | Comment Time Stamp j ‘Sort Sequence: IAscending vI Sort |

First [4] 12 of 2 [ Last
Copy Standard Comments Comment Status:  fctive Inactivate |
Enter Header Comments Here. ﬂ@

¥ sendto Vendor [ Shown at Receipt [~ Shown at Voucher

Attachment Aﬁaﬁhl ViEWl DE|ETE| I~ Email

From -= REQ 53000-5300000933

Copy Standard Cormments Comment Status:  Active Ml
THIS BID IMYALID IF MOT SIGHMED AMD MOTARIZED ﬂ@
Al awit:

State of County of , of lawful age, being first duly swworn, on

nath savthat 1 MShheis the dolv anthnrized anent of Bidder andine contractor sobmittinog the cnmoetitive LI

¥ sendto Vendor [~ Shown at Receipt [ Shown at Voucher

Attachment Aﬁaﬁhl ViEWl DE|ETE| I~ Email

From -= REQ 58000-5800000933

(0] 4 Cancel Refresh

Update comments. The best way to update a comment is to inactivate the comment by clicking

the Inactivate | & rron.
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Header Comments

Business Unit: 53000 Requisttion Date: Qaraoez00v
Redquisition 10 AE00000934 Status: Cpen

[¥ Retrieve Active Comments Only Retrieve |

‘Sort Method: | Comment Time Stamp j ‘Sort Sequence: IAacending vI Sort |

Find | View 1 First E 1-2 of 2 |I| Last
Copy Standard Comments Comment Status:  Inactive

¥ sendto Vendor [ Shown at Receipt [ Shown at Voucher

Attachment Aﬁaﬁhl ViEWl DE|ETE| I~ Email

From -= REG 53000-5300000933

Copy Standard Comments Comment Status:  Active Ml
THIS BID IMNWALID IF MOT SIGHED AND HOTARIZED il@
Affidavit:

State of Coaunty of L of lawful age, heing first duly swarn, an

nath savthat 1 fShhe is the doly anthorized anent nf Ridder andinre contractonre snbmittinn the combetitive LI

¥ Sendto Vendor [ Shown at Receipt [ Shown at Voucher

Attachment Aﬁaﬁhl ViEWl DE|ETE| I~ Email

From -= REG 53000-5300000933

(0] 4 Cancel Refresh

The inactive BUTTON changed to Undo. To add a comment click the [+ BUTTON LOCATED TO THE
RIGHT OF THE COMMENT.

P108 Requisition Creation & Processing Manual Page 107 of 167
Revised: October 1, 2007




CORE Oklahoma

Header Comments

Business Unit: 58000 Requisttion Date: 0253052007
Requisition ID: 5200000935 Status: Cpen

¥ Retrieve Active Comments Only Retrigve |

‘Sort Method: | Comment Time Stamp =] 'Sort Sequence: Iﬂacending vI Sort |
First El 1-3 of 3 El Last

Copy Standard Comments Comment Status:  |nactive Undo |

B

¥ sendto Vendor [ Shown at Receipt [~ Shown at Voucher

Attachment ﬁﬁaﬁhl ViEWl DE|ETE| I~ Email

Frotn-= REG 53000-5300000933

Copy Standard Comiments Comment Status:  Active _Inau:twate |

¢

¥ sendto Vendor [~ Shown at Receipt [ Shown at Voucher

Attachment ﬂ'ﬂaﬁhl ViEWl DE|ETE| ™ Email

From-= REQ 52000-52000009345

Copy Standard Comments Comment Status:  Active _Inactivate |
I"-'-“';E“'D“" AL M T O DT L TP R e e Y — T i
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Input your comment and click the Ll BUTTON. If you were to review your comments
again the inactive comment will not be available.

Maintain Requisitions P
s ele »
Requisition {
Business Unit: 58000 Status: Open g b 4 f
Requisiion ID: 5200000935 Builget Status: Mot Chk'd ﬂa -
™ Hold From Further Processing f
57
‘Requester: ICOREDS Q COREDS Eeguisition Defaulis {
Edit Comments b
- S R IDSBDIQUD? Reguester Info EEEEEE—
il LUl b B Requisition Activifies .
Origin: IAGY &} Agency Document Status ‘
k'
‘Currency Code:  |WSD Dallar
-urrency Code Total Amount: 5.00 UsD J
Accounting Date: IDSBUI?UD? El ;
q
Purchasing Kit Catalog Line: I QT.;.;I Q) Retrieve | r”
Itern Search Reguester ltems k

Ship To/Due Date Status “endor Information ftem Infarmation Aftributes Sourcing Controls: ==
Line tem S8 Flag ﬂ'}e_eﬁ Description Agency Req Nbr Quantity *UOM Q
1 B [099930 QO | @ [shipping and handiing = &, | [ooo0 " [sum ug
Yiew Printable Yersion ‘Go to: |...M0re... j é
B save | S Return to Search | +[E Previous in List | +[5] Mext in List | [=] Motify | %y Refresh | %

Click the @%@ | surTON.

If needed click on the Line Comment Icon and update.

The requisition is ready to be completed. Follow sets 7-12
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MIS REQUISITION OPTIONS

Requisition Activity

IMaintain Requisitions T
Requisition 4"
Business Unit: 53000 Status: Open & X ’
Requisition ID: 52000009345 Budget Status: Mat Chk'd @ :
™ Hold From Further Processing E
n — I
‘Requester: COREDS Q. COREOS Renuisition Defaults *
Edit Cormments 1
. P ReiUesier Info =
Requisition Date: IDBBDIEDDT [  Reduesterlnd Eequisition Activities J
Origin: IAGY Q Agency Document Status f
‘Currency Code: |YSD Dallar -+
b Total Amount: .00 UsD
Accounting Date: IUBBUQUUT Bl {
) ) -
Purchasing Kit Catalog Line: I lO\To:l Q Retrievel r
lterm Search Eeguester ltems p
Details Ship ToDue Date: Status “endor Information ttem Information Aftributes Cortract Sourcing Controls I
Line tem SS Flag Ifin:aSSrc Description Agency Req N Quantity ‘UOM Category }
1 B [09930 anf [ @ [shipping and handiing = E& | [roooo " [eum @ pasazo
Wienw Printable Version ‘Go to: |...h.|10re... j
& Save | S\ Return to Search | Rotify | s Refresh | }
)
Click the Requisition Activity Link.
Activities
Business Unit: 2000 Requisition Date: oaraoranny
Requisition 1D 3000009345 Status: Cpen

Customize | Find | i First [4] 1of 1 [ Last
Done ‘Due Date 'SegNum Comments

1 [pararzoor B [ 1 | = [# =

] 4 | Cancel | Refreshl
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Enter and track activities associated with a particular transaction. Keep the activity comments
organized by logging the due date and by selecting the done check box. This is a good place to
track CRM cases.

P108 Requisition Creation & Processing Manual Page 111 of 167
Revised: October 1, 2007



CORE Oklahoma

REVIEWING REQUISITION ACCOUNTING
ENTRIES

Overview

This screen shows the budget checking entry of the Requisition and any reverses against the Requisition,
(Purchase Order).

Reversal

The amount reducing the pre-encumbrance

Finalizing

This process Marks the document as finalized and will reduce any remaining pre-encumbrance
balance and any changes to the PO will not update the Requisition.

Follow the following navigation

Navigation: Purchasing>Requisitions>Review Requisition Information>Accounting Entries

Selection Criteria

‘Business Unit: ss000
From Red: G Q To Req: I— Q

Requisition Status: Q
Fiscal Year From/To: & & Max Rows: I 300

Accounting Line View Option: |Standard E ‘Ledger Group: @Q

(ChartFields

Account %&;um Fund Type E:::ITH Dept Bud Ref CFDA# Program  Project Oper Unit Affiliate  Fund Affil Alt Acct
1 el el a & alaf al a] Q| al jaf al Q
Ok Cancel

Input the Requisition ID and select a Ledger Group of Allot.

Other ledger available; DEPT and ACCT, CASH. Cash is not used for Encumbrances, DEPT and
ACCT are tracking budget. If you use a TBD account, review the entries by using Ledger Group
DEPT.

Click theL‘ BUTTON.
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Requisition Accounting Entries \I

Business Unit:

58000
From Req:

5800000933  ToReq: 5800000933
Status:

From Fiscal Year: To:

Accounting Line View Option: Standard

CommitmentControl Ledger Group:

ALLOT
Details Y ChartFields

Trans Type

IS El 1of 1 Izl Last

. - ENtry . Class-
Line Sched Dist Event GL Unit

. Monetary Amount EascpyClosed Budget Period fiScal Journal ID - Tran Date HEISrence
Funding curr  Value Year Reversal ID
REGQ_FREENC 1 1 1 58000 19701 o1 o7 5.00 USD M 2007

Dept Bud Ref

2008 0006707873 0872572007

Accounting Lines Search

[=] Motify |

Requisition Accounting Entries \'.

Business Unit: a8000
From Req: 5200000933 ToRedq:

5200000933
Status:

From Fiscal Year: To:

Accounting Line View Option: Standard

CommitmenmntControl Ledger Group:

ALLOT
First E 1of 1 |I| Last

' ChartFields

Trans Type Line Sched Dist Entry Event GL Unit Accounting Period
REGQ_PREEMC 1 1 1

53000

Account period-Based upon the Requisition’s Accounting Date
Budget Period-Based upon Requisition’s Budget Date.
Fiscal Year-Based upon Requisition Accounting Date
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REVIEW REQUISITION INQUIRY PAGE

Follow the following navigation

Navigation: Purchasing>Requisitions>Review Requisition Information>Requisitions

Requisition Inquiry

Business Unit: IEBEIEIDl Q

Requisttion 1D:

Req Status: I &'}

Requester: |

Requester Name: |

Requisition Date: I— [=1]
Vendor SetiD:  [00000 |

Vendor ID: I— Q
ltem SetiD: [ouoon |

Wendor Lookup
Vendor Details

ltem Description: I

Dept: I &)

(] 4 | Cancel |

To Req: I &)
Oorigin: I_ '}

To: I =]

Vendor Name: | Q
Item ID: | Q
[ Direct Ship

Input the Requisition ID. A From Requisition ID and a To Requisition ID is needed. If only one
Requisition is being looked up then the number will be the same. Click the Tab Key to validate the

data.
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Requisition Inquiry
Business Unit: IEBEIEIEI Q

Requisition ID: IEBDDDDDBEE ') To Re: IEBDDDDDBEE Q
Req Status: || Q Origin: I Q

Reguester: |

e

Reguester Hame: |

Requisition Date: I [#1] To: I [#1]

vendor SetlD: Im Wendar Lookup
Yendor 1D: I— aQ, Yendor Details Yendor Name: | QL
ftem SetID: [ooooo | ftem ID: | a
ltem Description: I :I I Direct Ship
Dept: I— &'

O | Cancel |

Click the __9K | suTTON.

Requisitions

Customize | Find | Wiew 11 | i First E 1af 1 |I| Last

Details [F==HK
LInit Requisition Status Reqguester Req Date Total Amit
agooo 22800000825 Complete Estherward 0722006 20,000,000 LsD

Search

[=] Motify |

Click the __2#tUs '\ tap.

Requisitions

Customize | Find | Miew 11 | i First E 1of 1 E| Last

Details  y  Status

_ — Change _ _ _ Use Document Approval
Unit Requisition Order OnRFQ On PO Direct Ship Received OnMSR  On Vioucher ProCard Status History
A8000 AB00000825 hd hd i Y B
Search
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From this screen you are able to see several fields of information.

A Change Order has been created

A RFQ has been created

A Purchase Order has been created

A Voucher has been created.

Review Document Status and Approval History

arwpdE

Review the Change Order, RFQ, Purchase Order or Voucher by clicking the b hyperlink.

Click the £ hyperlink for the Purchase Order

Requisition to Purchase Order List

Unit: 58000 Req ID: 5800000825

Purchase Order Details Customize | Find | Wiew &l | i First [+] 1af 1 [ Last
Details fare

b=
= [

ire Purchase
Ship Order

Line Sched Dist Status Line Schedule Dist Status Due Date ftem 1D Description

Air
1 1 1 Complete 5809004710 1 1 1 Compl 072652006 003103 conditioners:
cammercial

Return |

Click the Show All . Tab to review all the data. Click the PO link to create a new window to
display the Purchase Order Inquiry Screen.
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Purchase Order Inguiry

Purchase Order

Unit:

58000
PO ID: 5809004710
5
PO Date: 07/26/2008
Vendor: STREETS IN-001
vendor ID: 0000215551 Wendor Details
Buyer: Keith Hicks

POReference: Req- 5800000825 07530400058

Header Details All BT

Document Status

Matching

Header Comments...

Change Order

Line tem tem Description Category
1 Fé. a03103 Air conditioners: cammetrcial 003103

S Return to Search | [=] Matify I

PO Status: Compl
Budget Status: Valid
Doc Tol Status: Walid

Backorder Status: MNone
Receipt:

Mot Recyd

™ Hold From Further Processing

Merchandise:
Freight/Tax/Misc.:
Total:

Customize | Find | ¥i
PO Oty UOM  Amount
1.0000 SUM

a000.00
0.00
a000.00 UsSD

First [«] 1 of 1 [+ Last
Status
5000.00 USD Closed

® =

5 Related Links |

This is a new window to close click the X in the upper right hand corner.

Requisition te Purchase QOrder List

Unit: @000
Purchase Order Details

Req ID: 5800000825

First E 1of 1 |I| Last

Line Sched Dist Status ~ 2wect ~ Purchase ... gohodule Dist Status DueDate HMemID  Description
Ship Order
Air
1 1 1 Complete A809004710 1 1 1 Compl Q7I262006 003103 conditioners:
commercial
Return |
Click the Return BUTTON to take you back to the Requisition Inquiry Page.
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First E 1of 1 |I| Last

Customize | Find | View 11 | B

— Change . . . Use Document Approval
Unit Reguisition order OnRFG OnPO Direct Ship Received OnMSR  On Voucher Procard Status History
agooo A800000825 e e i b 4
Search

[=] Motity |

Click the x hyperlink for the Voucher.

Regquisition to Voucher list

Business Unit: AE8000 Req ID: 300000825

First E 1 of 1 E Last

Customize | Find | i

N RBQ Reg Youcher Youcher Line PQ_‘,!!!!BI‘T[ Business -
Reqline cvoy  pDistt 1D Number Information  Unit tem ID Quantity UOM Amount Currency
1 1 1 DD032565 Payment 53000 003103 1.0000 SUM  5000.000 Dallar
Information

Return |

From here use the hyperlink Voucher number to take you to voucher Inquiry or E¥MERLINMArmMaton ..

to review payments.

Click the Payment Information Link. This opens a new window displaying voucher payment.

Business Unit: AE8000 Youcher ID: 00032565 Invoice Number: 22618
Vendor Name: STREETS INC Vendor Location: oot
Gross Invoice Amount: /,000.00 Transaction Currency: usD

First E 4 af 1 |I| Last

Applied . .

Bank Bank Bank Payment Business Applied Payment Payment Payment Youcher Paid Payment
SetlD Code Account Reference ID Unit Voucher ID Date Amount Currency Amount Status
46700 Q5T 08T 08/30/2008 5,000.00 UsD 5,000.00 Paid

This is a new window. To close the window, click on the X in the top right hand corner.

Return

Click the BUTTON.
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Customize | Find | 11| i First E 1of 1 E Last
5 I Change _ _ _ Use Document Approval
Unit Requisition Order OnRFQ OnPO Direct Ship Received OnMSE OnVoucher ProCard Status History
ag0o0 A800000825 e b i b Eq

Motify |

By clicking the Requisition hyperlink you are able to review the detail of the Requisition; Line information,
Schedule information, and Distribution information. There are also other hyperlinks available to review,
take some time to look at them.
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Using the Vendor Lookup

From the Requisition Default click the ¥endorLookup cop

Wendor Search

Name: | ShortName: |
City: | State: | Q

Country: I Q Postal: I
Class: I_ Q Type: I (&}
e ""“"s category | Q

Search |

[ [ [ [
Search Results 3 Custornize | Find | view Al | 38 First [ ¢ or ¢ ] Lot
Sel Vendor ID Location Address Short Vendor Name Hame 1 With_huldln
Applicable
-
Wendor Detail  Address Select All Deselect All
]34 | Cancel | Refresh |

From this page you are able to look up a vendor by several criteria’s.

Name

Short name

City

Class

Category-Locate Registered Vendors
Others

Lookup by Name

Input the vendor’s name, if you do not know how to spell the name then input the first few digits

and click the SEEEN

Rows.)

BUTTON. (If you expect more then 10 results, be sure to change the Max

In this example XEROX will be used.
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Wendor Search

Country: l_ Q
Class: I_ Q

Max Rnws:l 10
Search I

Search Results 3

Name: Ixern}{ ShortName: I
City: | State: | Q

Postal: I
Type: l_ Q

Category I Q

Tto100f38 [0 [ [ 1)

Address -
Sel Vendor ID Location Sequence ShortVendor Name ~ Mame 1 Withholdin
Applicabhle
Humber
- 00000B7126 o | SRR E LT XEROX ENGINEERING SYSTEMS COMPANY,
NG
[ 0000068426 o001 1 ¥EROX CORP-003 HEROX CORPORATION M
[ 0000068426 000z 2 ¥EROX CORP-003 HEROK CORPORATION M
[ 0000068426 0003 3 ¥EROX CORP-003 HEROK CORPORATION M
[ 0000068426 o004 4 *EROX CORF-003 HKEROX CORPORATION M
Wendor Detail  Address Select All Deselact All
Ok | Cancel | Refresh |
Click the L] link to review all the results.
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Wendor Search

Name: I"EVUK ShortName: I
City: | State: | Q

Country I_O‘ Postal: I
Class: I_ Q Type: I_ Q

Masx Rows: | 10 Category | aQ
Search |
1to100f38 [ [ D ]
Search Results & ( 2 | Fin irst (4 110 of 10 [P Last
Address .
Sel Yendor ID Location Sequence Short Yendor Name Hame 1 :\'ithh LI
pplicable
Humber
[ 0000067126 oo 1 ¥EROX ENGRO01 TLEEOX ENEHNEERING EVEUES COMRN, o
[ 0000063426 o001 1 ¥EROX CORP-008 HEROK CORPORATION m
[T 0000063426 oonz 2 ¥EROX CORP-008 HEROX CORFORATION n
[T 0000068426 0on3 3 ¥EROX CORP-008 HEROK CORPORATION n
[~ 0000068426 oon4 4 ¥EROX CORP-008 HEROK CORFORATION M
[ 0000063436 0005 § ®ERQK CORP-008 XEROK CORFORATION B
[T 0000063426 0006 & ¥EROX CORP-008 HEROX CORPORATION m
[T 0000068426 oon7 7 ¥EROX CORP-008 HEROK CORPORATION n
[~ 0000068426 oons 8 ¥EROX CORP-008 HEROK CORFORATION M
[ 0000063436 oong 8 *EROK CORP-008 XEROK CORFORATION B
Yendor Detall  Address SelectAll Ceselect All
Ok | Cancel | Refresh |
To review a particular vendor click the Radio Box " located to the left.
P108 Requisition Creation & Processing Manual Page 122 of 167

Revised: October 1, 2007



CORE Oklahoma

Notice the ¥endorDetail gng 244858 pocomes available.

Vendor Search

Country: |_ Q

Class: |_ QU
Max Ruws:l 10
Search |

Search Results @

Name: I}{erox
City: I

ShortName: I

State: | Q

Postal: I
Type: I_ Q

Category | Q

1to100f38 [W] [@ B M)

Address .
Sel VYendor ID Location Sequence Short Yendor Name Name 1 With_h Wiy
Humber _ Applicable
[ 0000067126 0001 1 ¥EROX ENGI-001 HEROX EMGINEERIMG SYSTEMS COMPANY, %
IMC.
[¥ 0000068426 oo 1 #ERO CORP-008 HEROH CORPORATION I
[T 0000062426 nooz 2 HEROK CORP-002 HEROY CORPORATION 1]
[T 00000BE426 ooo3 3 HEROK CORP-008 HEROX CORPORATICHN ]
[T 00000BB426 ooo4 4 KEROK CORP-008 HEROX CORPORATICHN ]
[T 00000BE426 noos A HEROK CORP-008 HEROX CORPORATICHN ]
[T 000006E426 noog G HEROM CORP-008 HEROK CORPORATICHN il
[T 000006B426 oooy T HEROH CORP-008 HEROK CORPORATICHN il
[T 000006E426 noos 8 HEROK CORP-008 HEROK CORPORATICHN il
[T 0000068426 ooog 9 XEROH CORP-008 HEROY CORPORATION M
endor Detail  Address Select Al Deselect All
Ok Cancel Refresh |
Click the ¥endor Detail |ink.
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Vendor Detail

SetlD: 00000 Yendor ID: Q000068426 Status: Approved
Short Vendor Name: XEROX CORP-003 Class: Supplier
HR Class:
In City Limit:
Persistence: Regular
Ll Open For Ordering: by
Address: 14000
aanoT QUAIL Withholding Applicable:
SPRINGS
PEMY
STE1
Corporate Vendor: 000062426 Mame: wEROX CORPORATION Display VAT Flag: M
Remit vendor: Q000063426 Name: XERCH CORPORATION
Custornize | Eind | Yiew Al | i First E 1-2 of 15 0 ast
Tyne Long Hame
RO4 Completed Registration
RO4 Completed Registration

Ok | Cancel | Refresh

clickthe 9% | BUTTON.
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Vendor Search

Name: IKEVU}{ ShortName: I
City: I State: | Q

Country: I Q Postal: I
Class: I_ Q Type: I_ Q
Max Rnws:l 10 Category | a,

Search I

1Tto10or3e W & B M

Search Results 3

Address .
Sel ‘Wendor ID Location Sequence Short VYendor Name Hame 1 With_h LG
—_— Applicable
Number
[ 0000067126 oand 1 MERQX ENGI-001 KEROX EMGIMNEERING EYETEMS COMPANY, 3
INC.
[ 0000068426 ooo1 1 WEROX CORP-008 KEROX CORPORATION M
[T 0000068426 oooz 2 WEROX CORP-008 KEROX CORPORATION ]
[ 0000068426 ooo3 3 HEROX CORP-008 KEROX CORPORATION M
[T 0000068426 ooo4 4 WEROX CORP-008 KEROX CORPORATION ]
[ 0000068426 oooa 5 HWEROX CORP-008 KEROX CORPORATION M
[T 0000068426 0oos A HEROX CORP-008 KEROX CORPORATION ]
[ 0000068426 ooo7 7 HEROX CORP-008 KEROX CORPORATION M
[ 0000068426 ooos 8 WEROX CORP-008 KEROX CORPORATION ]
[ 0000068426 ooog 9 XEROX CORP-008 KEROX CORPORATION M
WVendor Detail  Address Select All Deselact All
QK | Cancel | Refresh |
Click the AJUrESS |ink,
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Address
SetlD:  Qooo0 Wendor ID: 000006R426
Countny: LS Lnited States
Address 1: 14000 QUAIL SPRINGS PEWY STE 1100
Address 2
Address 3:
City: ORLAHOMA CITY
County: Postal: 73134-2630
State: ]2 Dklahoma
o]is | Cancel | Refrezh
clickthe %€ | BuTTON.
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Mendor Search

Name: I}cero}( ShortName: I

Citw: | State: | Q

Country: l— Q Postal: I—
Class: I_ Q Type: I_ Q

Max Rnws:l 10 Category | aQ

Search |

Ttot0orae [W W B

Search Results 3

Sel Vendor ID Location %QLEEF:E Short Vendor Name Hame 1 :%ﬂ
[~ DOODOGT26 0001 1 EROX ENGI001 HCRO ENGINEERING SYSTEMS COMPANY, =
[¥ 0000063426 o001 1 XEROX CORP-008 KEROK CORPORATION I
[T 0000063426 000z 2 ¥EROX CORP-008 KEROKX CORPORATION ]
[ 0000062426 aono3 3 HXERORX CORP-008 HEROX CORPORATION I
[T 0000068426 0004 4 XEROX CORP-008 KEROKX CORPORATION I
[ 00000BS426 0005 4 XEROX CORP-003 KEROKX CORPORATION I
[ 00000B8426 0006 b XEROX CORP-008 KEROK CORPORATION ]
[ 00000B8426 ooo7 T WEROX CORP-008 KEROK CORPORATION i
[ 00000B8426 ooog 8 XEROX CORP-008 KEROK CORPORATION ]
[ 00000B8426 ooog 9 XEROX CORP-008 KEROK CORPORATION I
wendor Detail  Address SelectAll Deselect All
QK | Cancel | Refresh |

To review another vendor click the Radio Box I and follow the above steps. To accept the vendor,
click the L BUTTON. This will take you back to the Requisition Header page.
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Lookup by Category

VYendor Search

Name: || Shortlame: I
City: | State: | Q

Courrtry: I Q Postal: I
Class: I_Q Type: | Q
Max Rnws:l 10 Categuryl Q

Search |

(W] [ [ [
Search Results 3 Customize | Find | Views Al First 4] 4 o 4 Last
Sel Vendor ID Location Address Short Vendor Hame Hame 1 With_huldin
Applicahble

r

Vendor Detail  Address Select Al Deselect Al

OK | Cancel | Refrezh |

If you know the Category the purchase is for and you want to review all the Registered Vendors then

input the Category Code, Input a Type and click the 23" | BUTTON. If there are no resuits, then

there is no Registered Vendor for this Category.

In this example Category 00051404 is used and rate type of R07 for SFY 07.
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WVendor Search

Narne: I ShortName: I
City: | State: | Q

Country: I_ Q Postal: I

Class: I_ Q Type: Iﬁ Q

Max Rows: I 1n Category IW Q
Search I

Ttodof4 [H] [@ B M

Search Results 3

Custamize | Find | All | i First [ 1-4 of 4 [¥] Last
Sel Yendor ID Location ggd—grlf:n“::e Short Yendor Name Hame 1 %ﬂ
Nurnher R
[V 0000054079 o000z 2 5TAG ENTER-001 STAG ENTERPRISE INC N
[T 0000070815 oao1 1 LAMPTOM WE-001 LAMPTOM WELDING SUPPLY Y
[T 0000070815 0003 3 LAMPTOM WE-001 LAMPTOM WELDING SUPFLY Y
[~ 0000070815 o004 4 LAMPTOM WE-001 LAMPTOM WELDING SUPFLY Y
Wendor Detail  Address Select All Deselect Al
Ok I Cancel | Refresh |

These search criteria gave me all vendors registered for category 00051404 in SFY 07.

To select a vendor click the Radio Box I~ located to the left of the vendor then click the

L BUTTON. This will take you back to the Requisition Header Page.
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CUSTOMIZE DISTRIBUTION PAGE

Retrieve documents distribution page

Maintain Requisitions

Requisition Defaults

Business Unit: 58000 Requisition Date: 0&r31/2007
Requisition ID: MEXT Status: Qpen
= Default Ifyou selectthis option, the default values entered on this page are treated as part ofthe defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values onthis page are notused.

" Override Ifyou selectthis option, all default values entered on this page averride the defaultvalues found in the default
hierarchy.

Buyer: I a, Unit of Measure: I_ a,
Vendor: I Q Location: | &}

Category: | Q Wendor Lookup

Ship To: IDQDDD Q QISF - ADMINISTRATION ‘Distribute by: I Quantity vI
Due Date: I El

Ultimate Use Code: I Q Modify Shipping Address

SpeedChart: I

CL W W Y \—"\_ ,.,~\‘ PP S YR T W ST Ty e

. _ Sub- Class- .
Dist Percent  GL Unit Account Account Funil Type Fundin Dept Buil Ref CFDAZ Program Pr
] oo a [ al _al _a[ _ja[_ ja[ Q] a[ la

B

QK | Cancel | Refreahl

First [1] 1of 1 [¥] Last
bt Oper Unit EﬁnB“s Affiliate  Fund Affil Activity ;‘;% Category  Subcateqory Buduet Date  Location IN Unit
Q| Q| Q| Q| Q| Q| Q| Q| < [oerarszo07 [ Josooo Q| a =
Click the =
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Personalize Column and Sort Order

To order calumns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Column Order Sort Order

Tah Details ffrozen) | (& 5
Dist (frozen)

Percent © e
GL Linit
Account I™ Hidden I Descending
Sub-Account I Frozen
Fund Type

Class-Funding

Dept

Bud Ref

CFDAR

Frogram

Froject

Oper Unit

PC Bus Unit

Affiliate

Fund Affil

Activity

Source Type

Categary

Subcategory

Budget Date

Location

IN Unit

Tab Azzet Information

Business Unit

Profile ID

Capitalize

Cost Type

Description

QK Cancel Preview | Copy Settings Share Settings Delete Settings

The left hand column shows all fields available on the distribution line. To hide the field, click on the field
name.
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Personalize Column and Sort Order

To arder columns or add fields to sort arder, highlight column name, then press the appropriate button.
Frozen columns display under every tah.

Column Order
Tab Details (frozen) [ (=]
Dist (frozen) = D = X
Percent
GL Unit
Account ™ Descending
Sub-Account TFrozen
Fund Type
Clags-Funding
Dept
Bud Ref

CFDAR

Program
Project

Oper Unit

PC Bus Unit
Affiliate

Fund Adffil
Activity
Source Type
Category
Subcategory
Budget Date
Location

IN Unit

Tab Azzet Information
Business Unit
Profile ID
Capitalize
Cost Type
Description

Ok | Cancel | Preview | Copy Settings Share Settings Delete Settings

The Hidden radio box becomes available. Click the Radio Box. Repeat this process for each field you
want to hide. (If you have several fields in a row to hide, click the first field, hold down the shift key, scroll
through the fields and then click the Radio Box.

P108 Requisition Creation & Processing Manual Page 132 of 167
Revised: October 1, 2007



CORE Oklahoma

Personalize Column and Sort Order

To order columns or add fields to sort arder, highlight colurmn name, then press the appropriate button.
Frozen columns display under every tah.

Column Order Sort Order

Tah Details (frozen) [

Dist (frozen) = D
Percent

GL Unit

Account I¥' Hidden
Sub-Account ™ Frozen
Fund Type
Class-Funding

Dept

Bud Ref

CFDAG#

Pragrarm (hidden)
Froject thidden)
Cper Unit (hidder)
PC Bus Unit (hidden)
Affiliate (hidden)
Fund Affil (hidden)
Activity (hidden)
Source Type (hidden)
Categaory (hidden)
Subcategary (hidden)
Budget Dat

tion (hidden)
n)

thiddemn)

Ok Cancel Freview | Copy Settings Share Seftings Delete Settings

=
Elﬂ

™ Descending

Notice the fields hidden have the word hidden after the field name. To unhide a column, select the field

then de-select the radio box.

ciick the — K| BUTTON.
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Maintain Requisitions

Requisition Defaults

Business Unit: 53000 Requisition Date: ogi3152007
Requisition ID:  MNEXT Status: Open
% Default Ifyau selectthis option, the default values enterad on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the walues on this page are not used.

" Override Ifyou selectthis option, all defaultvalues entered on this page overtide the default values found in the default

hierarchy.

Buyer: I QL Unit of Measure: I_ QL
Vendor: I Q Location: [ Q

Category: | Q vendor L ookup

Ship To: IDQDDD Q OSF - ADMIMISTRATION ‘Distribwute hy: I Cluantity "l
Due Date: I E|

Ultimate Use Code: | aQ Modify Shipping Address

SpeedChart: I

Details
_ _ Sub- Class- -
Dist Percent  GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDAZ Budget Date
1 | jozoon @ | | Q| | Q| |  a @ |ogranizoo? [H [=]
ks | Cancel | Refresh |
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SOLE SOURCE AND BRAND AFFIDAVITS

TYPE | Reason for Sole Source/Sole Brand Affidavit must Clearly:

1 Only a specified make, mode, or brand will meet State why the specified makes,
Agency needs even though the makes modes or brands are models or unique services are
available from multiple vendors. A brand name description or absolutely essential to the *State’
other purchase description to specify a particular brand name, requirements.
product, or feature of a product, peculiar to one manufacturer does
not provide for full and open competition regardless of the number
of suppliers solicited. This restricts competition in that only
suppliers able to provide a specified make, model, or brand are
permitted to compete.

2 Market research clearly shows that there is only one responsible State why the specified makes,
supplier and it can be demonstrated that no other suppliers or models, or unique services are
services will satisfy agency requirements. absolutely essential to the State’s

requirements, and what market
research was accomplished to
clearly establish that only one
supplier can provide the supplies
or services.

3 Requirement is for additional units or replacement parts of State why the specified makes
specified makes and modes of technical equipment and only one and models are absolutely
supplier available essential to the State’s

requirements and what market
research was accomplished to
clearly establish that only one
supplier can provide the supplies
or services.

4 Agency needs to purchase suppliers or services from the original Provide data, estimated cost and
supplier in the case of a follow-on contract because award to any how those costs were derived
other supplier would result in substantial duplication of costs to the | extent of delay and impact of
State that would not be recovered through competition, or in delay, and other rationale as to
unacceptable delays in fulfilling agency requirements. the extent and nature of the harm

to the Government.

5 Purchase of a brand name commercial item that will be used for No additional information needed
authorized resale

6 Agency has an unusual and compelling urgency for suppliers or Provide data, estimated cost and

services and the State would be seriously injured unless the agency
is permitted to limit the number of suppliers from which it solicits
bids/proposals.

how those costs were derived and
other rational as to the extent and
nature of the harm to the
Government. Justification may
be prepared and approved within
a reasonable time after contract
award when preparation and
approval prior to award would be
unreasonably delayed the
acquisitions.
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TYPE | Reason for Sole Source/Sole Brand Affidavit must Clearly:

7 Agency needs to acquire services of an expert, such as expert Indicate why the source for
services to support a current or anticipated litigation or dispute, expert services is absolutely
involving the State in any trial, hearing, or proceeding whether or essential to the State’s
not the expert is expected to testify. Examples of such services requirements, thereby precluding
include, but are not limited to assisting the State in the Analysis consideration of other sources.
presentation, or defense of any claim or request for adjustment to
contract terms and conditions, whether asserted b y a supplier or
the State, which is in litigation or dispute, or is anticipated to result
in dispute or litigation.

8 A statute expressly authorizes or requires that the acquisition be Attach a copy of the referenced

made for a specified supplier for Oklahoma Sate Industries, State
Use Committee

statue.
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SOLE SOURCE/SOLE BRAND APPROVAL

AUTHORITY

Acquisition $ Amount $ Within Agency DMPA* $ Exceed Agency DMPA*

Under $2500 No affidavit or approval required | No affidavit or approval required

$2500-$10,000 Agency Chief Administrative State purchasing Director
Officer

$10,000-$25,000 Agency Chief Administrative State Purchasing Director
Officer

Over $25,000 Not applicable. Agency DMPA State Purchasing Director
limited to 25,000

e DMPA: Delegated Monetary Procurement Authority

Depending on an agency’s authority, the Delegated Monetary Procurement Amount may vary.
These tables are meant as an example only.

Footnote: Datais from the Procurement Information Memorandum (number 99-3 revised).
Issued 09/30/04.
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PURCHASE ORDER TYPE AND ORIGIN

The origin is directly associated to the workflow path that a specific Purchase Order requires.

Type of Purchase PO Type Origin Approve Amounts Issued By
Postage<$25,000 InterAgy AGY CPO Agency
Postage>$25,000 InterAgy EXC CPO Agency
Utilities Exempt CP EXC CPO Agency
Release against a Statewide Release EXC CPO Agency
Other Govt Agency InterAgy EXC CPO Agency
Fixed Rate <$25,000 Fixed Rate AGY CPO Agency
Fixed Rate >$25,000 Fixed Rate CP CP CP
Professional Svc Title Prof No bid AGY CPO Agency
18<$25,000
Professional Svc Title 18 Prof No bid CP CP CpP
>$25,000
One Net Release EXC CPO Agency
Authority Orders Auth Ord EXC CPO Agency
Lease Purchase Lease/Purch CP CP CP
Property Lease Prop Lease LSG St Leasing St leasing
Construction and Title 61 AGY CPO Agency
Properties<$500
Construction and Title 61 CAP CAP CAP
Properties>$500
GSA GSA CP CP CP
Sole Source/Brand<$25,000 Open Market AGY CPO Agency
Sole Source/Brand>$25,000 Open Market CP CP CP
State Use <$25,000 Open Market AGY CPO Agency
State Use>$25,000 Open Market CP CP CP
Open Market <$25,000 Open Market AGY CPO Agency
Open market >$25,000 Open Market CP CP CP

Depending on the agency’s authority the Delegated Monetary Procurement Amount may vary.
These tables are meant as an example only.
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REQUISITION TABLES

Item ID

Unit of Measure

Navigation: Items>Define Items and Attributes>Unit of Measure

LInits of Measure
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

;i Find an Existing Value

SetlD: = - fooooo a,
tem ID: |hegins with | {0879 Q
Family: |hegins with ;” Q
em Group: |hegins wiith ;” &}
Description:' hedins with ;l |
[T Ccase Sensitive

Search | Clear | Basic Search Save Search Criteria

Input the Item ID number and click the —2231_| gyTTON.
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Units of Measure

SetlD: oooan ttem ID: 0arg

REMTAL OR LEASE SERVICES OF EQUIPMENT - ENGINEERING, HOSPITA

Standard Unit of Measure: MOR MONTHLY RATE

Convert From ”
“Unit of Measure: W A pERZON DAY [=]
“Conversion Rate: Im
‘Quantity Precision: I Decimal :“'

I Shipping "l
[” Default Stocking UOM [ Default Req UOM

IOrdering "l

IStocking "l E|
¥ Natural Round " Round Up

Lo Weightholume Global Trade ltern Mumber

B save | ELReturnto Search | +[E] Previous in List | +[E] et in List | [=] Motify |

This page will show all the UOM that are available for that Item ID. Click the &
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Units of Measure

SetlD: noooo ftem ID: 08749
REMNTAL OR LEASE SERYICES OF ECUIPMEMT - EMGINEERING, HOSPITA

Standard Unit of Measure: MOR MOMNTHLY RATE

‘Unit of Measure: (oA )2 FERSOMN DAY =
Unit of Measure

Find | Wiew All

“Conversion Rate: I 1.00000000 . —
=]

IOrdering 'I
IShipping 'I =] =
IStucking 'I E|

*Quantity Precision: I Decirmal = I

[” Default StockingUOM [ Default Req UOM

& Natural Round  Round Up

O YWeeighttalume Glabal Trade Itetn Mumber

=
Unit of Measure: OB ponTHLY RA

‘Conversion Rate: 1.00000000

IOrdering vl
*Quantity Precision: IDecimal -]

IShipping vl &= ¥

¥ Default StockingUOM [ Default Req UOM
IStucking 'I E|

% Natural Round  Round Up

O YWeeighthalume Global Trade Itern Mumber
+
“Unit of Measure: SUM R S El
“Conversion Rate: I 1.00000000
IOrdering vl
il - h,,;._;.-:im,..mecim_aj,-_:.l . M g P P L N
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. - ] T T - S—- .
Conversion Rate: | T.u0kabonu .

|Ordering vl FH[E o
*Quantity Precision: IDecimal -]

IShipping 'l [+ [=] -
IStncking vl E|

" Default Stocking UOM [ Default Req UOM

¥ Natural Round " Round Up

Lo YWeightV/olurme Global Trade lterm Mumber

Bl Save | S\ Return to Search Previous in List | | +E] Mext in List | | [=] Motify

If the UOM is not in this list then review the Item ID’s to determine if there is a different one that
should be used, or notify the Department of Central Services a UOM needs to be added.
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Item ID (Purchasing Attributes)

Navigation: Iltems>Define Items and Attributes>Purchasing Attributes

Purchasing Attributes
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value

SetiD: = |= |ooooa e}
ttem ID: | bedins with =] [oa7g|

Description: | begins with | |
Kem Group: | begins with LI |
Family: | begins with = | |
Category: | begins with > | |

I mclude History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Input the Item ID and click the __=23Eh | BUTTON.

{ Purchasing Attributes Y Purchasing Controls |} Item Yendor

SetlD: 0ooon ftem ID: 0979 Standard Unit of Measure: WMOR
Description: REMTAL OR LEASE SERWICES OF EQUIFMEMNT - ENGIMEERING, HOSPITA

PO Available Date:  [i1/01/1851 [ emibesch: {RENTAL OF EQUIFMENT ) [RENTAL OF
Unavailable: | E{J Category: 1EEED.

Standard Price: 659.05000) MOR Model: | Q

Last PO Price: B50.05000 Asset Profile ID: I Q.
‘Currency: IUSD Q Dollar Uttimate Use Code: I [&}

Lead Time Days: I Physical Nature: Goods
Primary Buyer: QEHAYES ) Q. Eileen Haves (580)

‘Long Description:
Rental or lease serwices of equipment - engineering, hospital, labhoratory, ;I

precision instruments, refrigeration, scales, and testing equipment File Name: |
= File Extension: I

*Account Sub-Account
@ [ a

Itern Specifications Packing Details AT Default WAT Service Treatment Setup

& Save | E\Return to Search | Presvious in List | +[5| Mext in List | [Z] Moty | Update.fDispIayl ] Include Histary | [&# Correct History |

Purchasing Aftributes | Purchasing Controls | tem Yendar

NOTE: The circled data will default into the Requisition/PO unless there is a Priority Vendor, then that
data will default in.
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Standard Price

A standard price is required for each item and becomes the default price in transactions where another
price, such as a vendor price or a contract price, is not defined for the item.

Click the Purchasing Control Tab.

| Purchasing Atiributes '} Purchasing Contrels Y ltem Yendor

Setil: aoono RemID: 0979 Standard Unit of Measure: wOR
Description: REMTAL OR LEASE SERVICES OF EQUIPMENT - EMGINEERING, HOSFITA

Expand All Collapse All

[+

[

[

[

[

BLI Attributes

Bl Save S Return to Search | Prewvious in List | +[E] Mext in List | Motify | UpdateDisplay | A2 Include History [EF Correct History
Furchasing Aftributes | Purchasing Controls | kem VYendor

To review a section click the '¥ on the line. Click on the Matching Control Section

| Purchasing Atributes '} Purchasing Controls Y Item Yendor |
SetlD: Qoaoa kem ID: 0979 Standard Unit of Measure: MOR
Description: REMTAL OR LEASE SERVICES OF EQUIPMENT - EMNGINEERING, HOSPITA
Expand All Collapse All
&2
Tolerance Cver Tolerance Under
Unit Price Tolerance: I Q.ooooo I 0.aooao
% Unit Price Tolerance: 0.oo n.aa
Ext Price Tolerance: I Q0.oo00o I Q.ao000
% Ext Price Tolerance: 0.oo n.aa
[3
1
[
[3
BLI Attributes
Bl save S Return to Search Previous in List +[E] Mexdt in List Motify UpdsteDisplay | Include History [EF Correct History
Furchasing Attributes | Furchasing Controls | ke Wendor
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This data will default into the PO Schedule line and can be overwritten. To collapse the section click the
> on the line.

Click on the Receiving Control section.

Purchasing Attributes | Purchasing Controls Y Item Yendar

Setll: nonoo ftemID: 0979 Standard Unit of Measure:  MOR
Description: REMTAL OR LEASE SERVICES OF EQUIPMENT - ENGINEERING, HOSPITA
Expand All Collapse All
12
o
‘Receiving Required O Inspection Required

M Reject Oty Over Tolerance Inspect Sample Percent: 0.00

Gty Revd Tolerance %; I 0.00 S CR L Standard 7
‘Partial Oty: IRecvd __I, Inspect ID: I Q,

Early Ship Rjct Days: I i

BLI Attributes

Bl save | L\ Returnto Search | Previous in List | +[E Mexd in List | [=] tatify | UpdateJDispla\;l A Inciude History | [EF Correct History |

FPurchasing Aftributes | Furchasing Contrals | kem Vendar

Receiving Required will default into the PO Line and will need to be overwritten if receiving is not being
utilized by selecting Do not Receive or Receive Optional.
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Click the Sourcing Control section.

Purchasing Attributes | Purchasing Controls Y ltern Yendaor |

SetlD: oooao fem ID: 0379 Standard Unit of Measure: MOR
Description: REMNTAL OR LEASE SERVICES OF EQUIPMENT - ENGINEERING, HOSPITA
Expand All Collapse All

+ Matching Controls
» Receiving Controls
~ Sourcing Controls
[ Use Category Sourcing Controls *Sourcing Method: IE'_ Q. Pasic

Leaid Time Factor %: I 0.00 Ship to Priority Factor %: I 0.00
Price Factor %: I n.on Vendor Priority Factor %: I n.oa

* Misc. Controls and Options
+ WorkFlow Notification Controls

BU Attributes

Bl Save | ELReturn to Search | +[E] Previous in List | +[E] Mext in List | [=] Matify

UpdateDisplay | J2 Include Histary | [ Correct History

FPurchasing Attributes | Purchasing Controls | ltem Yendor

Click the Misc Controls and Option section.

J/ Purchasing Attributes ) Purchasing Controls ' Iterm Yendor

SetlD: noono Rem ID: 0975 Standard Unit of Measwre: wMOR
Description: REMTAL OF LEASE SERVICES OF EQUIPMENT - ENGINEERIMNG, HOSPITA
Expand All Collapse All

+ Maiching Controls
+ Receiving Conirols

» Sourcing Controls

~ Misc. Conirols and Options

I Auto Select I contract Required
¥ Bccept Any Vendor " RFO Required

¥ Accept Any Ship To [” Stockless ltem

[¥ Available in All Regions I Taxable

Close PO Under Percent Tol: I
Ship Via: I (&}

+ WorkFlow Notification Controls

BLI Aftributes

B zave | ELReturn to Search | +[E Previous in List | +[5] Mext in List | [=] Matify | UpdateIDisplayl A Include History | [E* Correct History

Purchasing Attributes | Purchasing Controls | lter Wendar
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Click the Workflow Notification Controls Section

f Furchasing Attributes Y Purchasing Controls \{ Itemn Wendor \ul

SetlD: nooon ftemID: 0973 Standard Unit of Measure:  MOR
Description: REMNTAL OR LEASE SERVICES OF EQUIPMENT - ENGINEERING, HOSPITA
Expand All Collapse All
2
5
[
¥
S
Tolerance Over Tolerance Under

Unit Price Tolerance: IQQQQQQQQ.DDDD[ IQQQQQQQQ.DDDD[
% Unit Price Tolerance: I 999.00 I 959.00

BLI Attributes

Bl save LU Return to Search | Previous in List | +[E] Mext in List | [=] atify | UpdateDizplay | 42 Include History [ Correct History

Purchasing Atributes | Purchasing Caontrols | e Vendar

Click the (L !tern¥endor i .y
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| Purchasing Attributes " Purchasing Cantrals ™ ftem Vendor

SetiD: aoona ftemID: 0573 Standard Unit of Measure: MR
Description: REMTAL OR LEASE SERYICES OF EQUIPMEMNT - ENGINEERIMNG, HOSPITA

* Vendor Priorities

First E 1af § [ L.
“Vendor SetlD: I]JUUUU Q Wendor Lookup ‘Status: IActi\te vI =
“Vendor ID: [oon0074413 @ HOIDALE co NG ‘Priority: 10

Allocation %: I a

Vendor's Catalog: |

Vendor ftemD: |

ftem Extension: |

Description: | ;l@
* Vendor Attributes i
‘Price Loc: IDDD‘I Q ¥ Accept Any UOM =]
‘Price Date: FO = ¥ Accept Any Ship To

" Check Order Multiples
‘Price Qty: I Line 'I

¥ Price Can Be Changed on Order
Origin Country: I o}

[ use ttem Standard Lead Time i Natural Round
. . Round Up
Region of Origin: I Q Lead Time Days: I :
ltern Vendor Uk Wendar lterm MFG Eeturn to Wendar Fees Itern Vendar Cantracts

Bl save | L\ Return to Search | +E] Previous in List | +[E] Mext in List | [=] Matify | | UpdsteDisplay | F Include Histary [&F Correct Histary

Furchasing Attributes | Purchasing Contrals | ltermn WYendar

To review all vendors associated with this Item ID click the il

Vendor data takes priority over the Item ID data. The vendors Price Location will contain the
vendor’s most recent contract price. Click on the Iltem Vendor UOM link.
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Vendaor's UOM and Pricing Information

Setld: 00000 ftem: 0979 REMTAL OR LEASE SERVICES OF EQ
Vendor: 0000074413 HOIDALE CO NG Location: 0001

Unit OF Measure Find [View Al First [ 1 of 1 [M] Last
‘WO [sUm @ AL incLUSIVE I Defautt =
Min Gty: I 1.0000 Order Quantity Multiple: I Packing Details
Max Oty: IW Effective Dated UOMW

Update PO

‘Rate Type: IStandard "l 'Oty Precision: IWhnIe Mhbr 'I
Std UOM Rate: Get 5td Rate |

UOM Price Attributes First E 1 af 1 |E Last

‘Eff Date: IDBIDSJEDM El ‘Currency: IUSD Q, =
‘Status: IActive 'I Price: I 0.0o0000
‘Min Oty: | 1.0000 Standard Price Update Status: IND Update "l

Oty Rowd Tolerance %: n.oo BU Price Update Status: I Mo Update 'l
o
[” Use Item Standard Tolerances
Tolerance Chver Tolerance Under
Unit Price Tolerance: I 0.0o000 I 0.o0oo0o
% Unit Price Tolerance: onn 0.an
Ext Price Tolerance: I 0.0o000 I 0.o0oo0o
% Ext Price Tolerance: n.on 0.00
0154 | Cancel

This priority vendor’s data takes priority over the Item Id’s data.

Click the __9¥ | BuTTON.

Mo price is defined for Yendor's LIOM. Do you want the Wendaor's UOM to be zero priced? (10000,121)
Click an Yes'ifyou want Yendor's LOM to be saved as zero priced.

Click an '™a' if you want to enter a price.
YES | Mo |

Click the 25| BUTTON.
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The vendor with the highest priority will default into the Requisition/PO Header Line.

From the Requisition Form Page, review the Item ID Priority Vendor

Maintain Requisitions

i
Requisition -
-

Business Unit: 53000 Status: Open 4

Requisition IDx: NEXT Copy From Budget Status: Mot Chik'd na
™ Hold From Further Processing b
= -
‘Requester: ICOREDS 2 COREDS Eenuisition Defaults {
Add Comments 1

. . . |oaiz1iz2o007 Reguestar nfo e

Reduisition Date: & Reguisition Activiies f
Origin: IAGY Q Agency 4
¥
‘Currency Code:  |USD Dallar Total Amount: 000 USD p’
Accounting Date: I':'E”3”20'37r [ . ' %
4
Purchasing it Catalog é

Reqguester ltems

Status 5 “endor Information N ttem Information N Attributes

N Contract N Sourcing Controls == »
N E
Line ftem SS Flag E:f_eﬁ Description AgencyReqNbr  Quantity 'UOM  Catego
1B ar [ a] =1 oo e
View Printable Yersion "Go to: |...M0re... | {
B save | [=] Matify | i Refresh | <
Click the M Search ;..
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Item Search Criteria

ftem ID: ‘naml 5 Q

Description: |

tem Group: | ') Family: I— ')
Mfo ID: | Q
g lkm 1D: | ')
Category: | e}

Search |

Search Results Custornize | Find | view sl | B8 First [0 4 o 4 [F Last
Rem Information [T K
tem 1D em Group Family Cateqory kem Vendor Priority
[tem Yendar Priarity
Feturn

Input the Item ID and click the ﬂl BUTTON.
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Item Search Criteria

ftem ID: [na7g

Q

Description: |

tem Group: I Q

Family:

Mfg ID: |

Nifg it 1D: |

Category: |

Search |

tem Information
ltem ID
[~ 0979

Return |

Description

REMTAL OR LEASE
SERVICES OF EQ

ftem Vendor

ltem Group Family Cateqgory Priori
08749 lterm Yendar Prori

Review more data by clicking the /==Y BUTTON. Click the 1EmYendor Prarity

P108 Requisition Creation & Processing Manual

Revised: October 1, 2007

Page 152 of 167




CORE Oklahoma

'endor Priorities

Vendor Setid Vendor ID

aaoon 0o0a0s497a1 PIOMEER EQUIPMENT RENTAL & SUPPLY
nooon nooonee2ay YORK INTERMATIONAL CORP
nooon 0000074413 HOIDALE CO NG

WARREM CAT DBA DARR EQUIPMENT
aooon 000007e3ga COMPAMY
nooan 0000079155 PETTIT MACHINERY IMC

Return |

d | First [ 1-5 of 5 [+ Last
:311] Item Vendor Allocation
Status  Priority Percentage
A 13
A 11
A 10
A 12
A 14

Click the _Feturn | gyTTON.

Item Search Criteria

ftem ID: [oa7s Q

Description: |

fem Group: I— aQ Family: I— aQ
Mfg ID: | Q
Mfyg ttm 1D: | a
Category: | QL

Search |

Search Resulis
tem Information

First E 10of 1 IE Last

em 1D Description em Group Family
REMTAL OR LEASE
L SERVIZES OF EQ
Return |

em Vendor

Category Priority
0avy Itern Yendar Priati

Click the _Fetun | gyTTON.
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IDENTIFY BUDGET CHECKING ERROR.

Maintain Requisitions

| 4
Requisition :
Business Unit: 53000 Status: Approved A X p
Requisition ID: 5300000933 Budget Status: i} {
Change Order: 1 ™ Hold From Further Processing -
hd 4
‘Requester: ICOREDS COREDS Eequisition Defaults r‘
Edit Comments
. - I Reguester [nfo _———— =
Requisition Date |08/20/2007 &1 Requisition Activities
Origin: IAGY Q Agency Docurment Status
Tk Code: IUSD Dallar
bie AL Total Amount: 5.00 UsSD {
Accounting Date: IUBIQUIQUD? El -
-
Purchasing kit Catalog Line: I QTo:I 01, Retrieve | o
ltern Search Reguester ltems
Details Shipy TouDiue Date “endor Information ttem Information Attributes Contract Sourcing Controls
i +*
Line tem SS Flag If""}iﬁ Description Agency Req Nbr Quantity 'UOM Cate
| P
=h Shipping and handling
1 B 099930 O [ Q Charges & | [1.0000  suM D9as
iew Printable Version ‘Go to: |...M0re... j

Bl Save | [SiReturnto Search | [S]Matify | | 7l Refresh

Ao ad sl

From the Requisition From page click the EIr |ink.
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/ Requisition Exceptions { Line Exceptions

Business Unit: 52000 Requisition ID: 800000933 E

‘Exception Type: I Errar vl ™ Override Transaction 6 E '!EJ
Maximum Rows: I 100 I~ More Budgets Exist Advanced Budget Criteria
Search |

Budgets with Exceptions Custornize | Find | view A1 | B8 First (0 101 [ Last
Budget Override i Budget Chartfields =2 ¥
Business Ledger . . Crhverride
U_T Groub Exception More Detail -~—— - — Transfer

Budget

1 @ 58000  ALLOT (o Budget Exists Mare Detail il GoTo. &

F save | L Return to Search | [=] Motity |

Requisition Exceptions | Line Exceptions

A new window is opened containing the Exception Detail. To review the budget, click the View Related
Link Icon 5.

Review the Requisition Chartfields by clicking the | Budget Chartfields | oy,
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/" Requisition Exceptions Y Line Exceptions

Business Unit:

ag00o0 Requisition 10:

‘Exception Type: I Errar vI
Maximum Rows: I 100
Search |

Budgets with Exceptions

5800000833 5
™ override Transaction e @ '!_D!
™ More Budgets Exist

Advanced Budaet Criteria

El save | L\ Return to Search | [Z] Motify |

Fequisition Exceptions | Line Exceptions

Budget Cverride W Budget Chartfields
Business Class- Budget
Unit Ledger Group Account Fundin Dept Bud Ref Period
1 @. 8000 ALLOT 18701 01 ]3] 2007

Click the':( Line Exceptions |
error message.
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{ Requisition Exceptions | Line Exceptions |

Business Unit: 52000 Requisition ID: AE00000933 E

‘Line Status: I Errar 'I ™ override Transaction e @ '!EJ
Maximum Rows: I 100 ™ More Lines Exist

Line From: | Q Line Thru: I Q
Search |

Transaction Lines with Budget . . - T .
ceptions Customize | Find | Wiews Al | S8 First [4] 1of 1 [H] Last
Line Values % Line Chartfields 4 Line Amount

W Schedule Budqet Date GL Business Unit

Line

R (11 1 ]' 07/01/2006 53000

F save | £ Return to Search | [Z] Matify |

Feguisition Exceptions | Line Exceptions

This is a new window, to close it click the X in the upper right hand corner.
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REQUISITION CORRECTION PROCESS

Correcting Requisition Budget Errors through Requisition Defaults

When you use the Requisition Defaults hyperlink to create the Requisition Distribution Line(s) you will
need to correct the Requisition Line(s) through the Requisition Defaults hyperlink. PeopleSoft will use
these defaults when processing Change Orders and other types of changes so if the incorrect data is in
the Default the correct data will be overwritten.

Maintain Requisitions .
Requisition 3
Business Unit: 53000 Status: Approved A X :
Requisition 1D: 200000933 Budget Status: Etror ﬂa ,
Change Order: 1 I Hold From Further Processing 1
= 3
‘Redquester: ICOREDS COREDS Reguisition Defaults ;
Edit Comments 3
Requisition Date; [08/20/2007 5 Reaussizrinio Requisition Activities }
Origin: IAGY Q. Agency Document Status '
‘Currency Code: IUSD Dallar >
- Total Amount: 5.00 LsD
Accounting Date: IUSI?UIQUUT ] ;
Furchasing kit Catalog Line: I QTo:I ) Retrisve | 4
Iterm Search Beguester tems

Ship TouDue Date Yendor Information ttetm Information Attributes Sourcing Contrals
. Line SSrc . : )
Line tem SS Flag Type Description Agency Req Nbr Quantity *UOM g\
1 B pggsao O | Q f;:;g;”sg andinandiing & [1.0000  sUM u?!
£
view Printable Version ‘Goto: | --More... =l E
Bl save | | S\Returnto Search | [=] Motify %y Refresh r;
Click the Requisition Defaults hyperlink.
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Maintain Requisitions

Requisition Defaults

Business Unit: 52000 Requisition Date: 082002007
Requisition ID: 5300000933 Status: Approved
" Default ITyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no ather default values are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.

& Override Ifyou selectthis option, all default values entered an this page override the default values found in the default
hierarchy.

Buyer: ILMARTIN QL Lisa Martin (580) Unit of Measure: I Q
Vendor: IDDDDDDDSSD Cl  DEPARTMENT OF CEMTRAL SERVICESLocation: IDU|:|1 &}

Category: I Q “Wendaor Lookup

Ship To: ISBDDD Q DCS - PURCHASING DIV STE 116 ‘Distribute by: IGuantit;r 'l
Due Date: I =] ‘Liquidate by: IAmount vl
Uttimate Use Code: I Q One Time Address .

SpeedChart; [ Q

] . Sub- Class- .

Dist Percemt  GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDAZ Budiet Date

1 [100.0000 [38000 < [521110 @ | Q J1000 @ J19701 O [o100088 & | @, |o7/0112008 [ =
[0]54 | Cancel | Refresh |

In this example the Bud Ref should be 07. Change the Bud Ref and click the _Fe&sh | BuTTON.

Click the __2¥__| BuTTON,
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Maintain Requisitions

Requisition Defaults

Business Unit: 58000 Requisition Date: ggiz0izao07
Requisition 1D: 2200000933 Status: Approved
" Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are notused.

& override Ifyou select this option, all default values entered on this page override the default values found in the default
hierarchy.

Buyer: ILMARTIN C,  Lisa Martin (5809 Unit of Measure: I a,
Vendor: [booooaosen Q. DEPARTMENT OF CEMTRAL SERVICESLocation: oot

Category: | Q Yendor Loakup

Ship To: ISSEIEIEI aQ DCS - PURCHASING DIV STE 118 ‘Distribute by: IQuantity 'I
Due Date; I EiJ *Liquidate by: I.-‘-\mount vl

Uttimate Use Code: | Q One Tirme Address...

SpeedChart; I Q

First E 1 of 1 |I| Last

; : Sub- Class- .
Dist Percent  GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA® Builget Date
1 |100.0000 [s8000 © [521110 @ | Q oo @ 19701 @ [o1oo0ss & for @ @, JoTintizos [5 =

oK | Cancel | Refreshl

Retrofit field changes to "all" existing requisition linesfschedules/distributions.....

Business Unit: 523000 Requisition Date: narzoiz2007
Redquisition ID: AE00000933 Status: Approved

For Line and Schedule defaults, Select Apply'to apply changes to all lines and schedules.
For Distribution defaults, Select Wpply'to apply chanoes to the Distrib Line.
Example: Ifyvou select ‘Apphy' for Distrib Line 3, the chanage is applied to each Distrib Line 3 an the requisition.

Select Mpph to All Distribs'to apply changes to all distribution lines on the requisition.

¥ Mark Al Linmark All

rmize | Find | Yiew
Apply Distrib Line  Field Name Field Value Apply to All Distribs
[ 1 GL Linit A8000 [

@ 1 Bud Ref 07 r

Ok | Cancel | Refresh
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This page is asking which Requisition Distribution lines you want to apply the changes to. Since

all the lines are incorrect | will click Apply to All Distributions by clicking the Radio located on the
right.

Retrofit field changes to "all” existing requisition linesfschedulesidistributions

Business Unit: 523000 Requisition Date: narzorzoay
Redquisition ID: 800000933 Status: Approved

For Line and Schedule defaults, Select ‘Apply'to apply changes to all lines and schedules.
For Distribution defaults, Select Apph' to apply chanoes to the Distrib Line.
Example: Ifyou select ‘Apply' for Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition.

Select Apply to All Distribs'to apply changes to all distribution lines on the requisition.

¥ ark All Lnmark All
Custornize | Find | view &0l | 88 First [0 12 02 [ Last
Apply Distrib Line  Field Name Field Value Apply to All Distribs
[ 1 GL Linit A8000 [
[ 1 Bud Ref ov ¥

0] | Cancel | Refresh

Click the —_2K__| BUTTON.
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Maintain Requisitions

Requisition

Business Unit: 53000
Requisition ID: AB00000933

Change Order: 1
o

‘Requester: ICOREUﬁ COREDA

Redquisition Date: |08/20/2007 ] Erguasier Inf

Origin: I*“‘GY Q Agency
‘Currency Code:  |U5D Dollar

Accounting Date: IUEI?UQUUT i

Status:
Budget Status:

Approved

Errar =]

I Hold From Further Processing

Bequisition Defaults

Edit Comments

Requisition Activities

Document Status

Total Amount:

ftem Informstion

5.00

Line: l_ Q To: I_ 0y Retrieve |

Attributes Contract

A X

usD

Sourcing Contrals

A o B bR, el e g el Al

FPurchasing kit Catalog
lterm Search Eeguester tems
Details Ship To/Due Date “Yendor Information
. Line SSrc
Line ftem SS Hag Tvpe
1 & og9azn O | Q,

Wiew Printable Warsion

B save | LLReturnto Search | [=] hotity | L Refresh

Description

Shipping and handling

charges

'Go to:

Agency Req Nbr Cuantity ‘U0

&

|1.0000  sU

|...Mure...

Click the @52 | gyTTON.

P108 Requisition Creation & Processing Manual
Revised: October 1, 2007

Page 162 of 167




CORE Oklahoma

Maintain Requisitions 1
Requisition "
Business Unit: 53000 Status: Approved A X -
Requisition ID: 5800000933 Budget Status: Mot Chid B8 J
Change Order: 1 ™ Hold From Further Processing r
. o 1
‘Requester: COREDS Q COREDS Eeguisition Defaults 4
Edit Comments
. . I Requaster Infa Sbsas i) 4
Requisition Date: |08/20/2007 [ Requisition Activities -
Origin: IAGY Q Agency Docurnent Status ("
‘Currency Code: |USD Daollar
- Total Amount: 5.00 UJSD
Accounting Date: IUBIQUIQUUT el g
b
Furchasing Kit Catalog Line: | QTo:I a, Retrievel d
Itern Search Eeguester lterms

Ship ToCue Date “Yendor Information ttem Information Adtributes Sourcing Controls

N L

Line tem SS Flag E‘f_ﬁﬁ Description Agency Req Nbr Quantity 'UOM:

. ) [

1 B 09930 r [ a fﬁ;fg;”sg and handling & | [ oo00 sUM

Wigw Printable Yersion "Go to: |...ru10re... j ¥

&l save | S Return to Search | [=] matify | Ly Refresh | ;
Notice the Requisition is in a Not Checked status. Click the Budget Check Icon = .
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ERROR MESSAGES

There are several types of messages: Warning, Error, and Informational. An Error message is the
only message that will stop you from saving the document if the issue is not fixed. Informational
message will require you to make a decision; normally these are Yes or No answers. Warning are

just that WARNINGS, normally you will either select OK or Cancel.

Invalid UOM

N

X
This is not a walid unit of measure for the item. {10150,191)

Please select a walid unit of measure Fram the prompt,

This means the Unit of Measure selected is not in the Unit of Measure table for the Item ID. Ifitis
a valid UOM for this Item ID then the Department of Central Services will need to add it or you may

need to select a different Item ID. The Req/PO cannot be saved.

Invalid Chartfield

; Microsoft Internet Explorer

N

Invalid walue -- press the prompt button or hvperlink For a lisk of valid walues (15,117

pressing the Prompk button or hyperlink,

The walue entered in the field does nok match one of the alowable walues, ¥ou can see the allowable values by

L

x|

Distribute by: I LI SpeadChart: |

Distributions
Details

o Az=et Information

Class-

Sub-

Bud Bef CFDJ

Dist Percent GL Unit Account Account Fund Type Fundin Dept
1 |100.0000 [s8000 2 | Q | [reenr @ [oeooom < o5 @ [ 4
One Time Address

Ok | Cancel | Refresh |

3

L

This message means the Chartfield value that was input is incorrect.
saved.
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Default Buyer Not Found

A default buyer was found. Would you like to override the current Buyer [d with the defaultwalue®? (10100,133)

Click 'Wo'to keep the current Buyer 1d you have defined.
Click Yes'to override the current Buyer Id with the default value

Yes ]

The Message“ A default buyer was found” is due to changing the default buyer in the Line Detail
page. If you want to use the default vendor from the Item ID then click the Mo BUTTON. If

you want to use the buyer you have selected then click the il BUTTON. You do not receive
this message if you populate the Buyer in the Header Default page first.

Priority Vendor for Item Does Not Match Default Vendor

Priority wvendor 0000055794 for itern does nat match the default vendor 0000000580. Use priority vendor? (101051}

The priority vendar defined for the iterm does not match the defaultvendor as specified an the Requisition Farm. Chaose Yes to use the priarity vendor from the item and override the
default vendor. Choose MO to use the default vendor entered on the Reguisition Form.

‘fes | Mo

This message is stating that this Item ID has a priority vendor that is different then the vendor you
inputted in the Header Default. Do you want to use your vendor or the priority vendor? To use your

vendor click the Mo BUTTON. To use the Item ID priority vendor click the Yes BUTTON.
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Contract Selected Out of Contract Data Range

VWarning -- The selected Contract ID BP16864, Contract Line Mumber 1 is out of the contract date range. (10150,159)

The selected Contract is out of the cantract date range. Please select anather contract.
0] 28 Cancel

This message is received when a Statewide contract is being copied into a Requisition or PO that
has expired or has not begun.

Contract Below Minimum Quantity or Exceeds Maximum Quantity

Warning -- The Contract is either below minimum guantity (13 or exceed maximum guantity (0. (10150,162)

The Contract is either helow minimum gquantity or exceed maximum amount quantity.
Ol | Cancel |

Receive this message when a quantity enter on the Form page does not meet the minimum
guantity on the Statewide Contract. To prevent this enter the QYT on the PO Form page first.

Custom Price Override

Custom price on line 1, schedule 1. Override with system calculated price? (10150,185)

The schedule is having a custom price and the systern has calculated a different price than the custam price. Select es'to Override with system calculated price.
fes | o |

The price inputted is the Custom Price (your price). The system calculates a custom price
(standard) based upon Item ID, Priority Vendors, or Contracts.

Click theil BUTTON to use your price.
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Multiple Distribution in the Default Header
e

If you have multiple distributions in the Default Header and you use the amount only field you
receive a message when adding the next schedule and click the refresh BUTTON.

UOM Error Message

Microsoft Internet Explore X
"j Mo unit of measure conversion exists For this QM ta the skandard USM,  This UOM may not be used. (10105,34)
L

& Unit of Measure conversion Fackor must exist between the entered UOM and the item's standard LIOM.
0] 4 I

The problem is the Requisition copied contains an Item ID “CPY” which is not in the UOM table.
Upon changing the quantity a message was received "No unit of measure conversion exists for
this UOM to the standard UOM. This UOM cannot be used." It does allow the user to save it but
the data will not update correctly. Tested this in QA by adding the UOM and it copied in correctly.
If this is not attached to a contract, change the Item ID to a different one or have the Department of
Central Services add the Item ID.

Iltem ID Message

Microsoft Intemnet Explore ]
'*j Warning -- Item 0979 iz also online 1, (10100,10)
L3

The item you have specified also appears on anather requisition line, You can have bwo separate requisition lines Far
the same item, buk wou may wank to consolidate information For the bwo lines,

8]4 I

This message is received when you add a second Line Item and use the same Item ID.
Click the OK BUTTON and either accept the duplicate Item ID or combine the two lines into one.
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