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RELEASING OF CONTRACTS FROM REQUISITIONS

Overview:

When Commitment Control is turned on for Purchasing, Contracts cannot be manually copied
over in a Purchase Order. In order to release the contracts, the process has to start from a
requisition.
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| CREATE A REQUISITION
Follow P108 Creating Requisition Manual to complete a requisition.

NOTE: You do not have to input vendor default information as this will go through an RFQ.

Il CREATE AN RFQ USING THE REQUISITION
Navigation: Purchasing> Request for Quotes> Add Update RFQs>Add a New Value

Request Quote

{ Find an Existing Walue | Add a New Value

Business Unit: IESEI o0 G,

RFG 1D MEXT

Add %

Find an Existing Yalue | Add a Mew Value

Business Unit-Defaults to specific agency for each User
RFQ ID-Defaults to Next. The system will auto number each RFQ upon saving.

Add

Click the button.
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Request Quotes

Business Unit: 528000 RFQ ID: MEXT m Wiew Printable Yersion
RequestDate: |10/08/2007 [ ‘Status: |009n :I‘ “DtTm Open: |1nrngrznn? 5:53PM CDT
‘Currency: UsD "Origin: I’“‘G\rr Q agency MTm Close: I

Reference; I

First [« 1of 1 ] Last

Customize | Find |

:—u—w—l—uﬁ:)erRe( LI Category UOM  Quantity  Price

P ar Q| - B Y s — —rt) =

Sel Line lem SS FHag SS Type 'Description

‘Go to: Dispatch History  Catalog Exchange Rate Header Details Dispatch Yendor List
Header Camrments  Send Emnail ltern Yendars - More ... =
B save | [=] Motify | % Refresh | F Relsted Linksl B addl | F UpdateDisplay

Select the copy from link

Enter Copy Criteria
"“Copy From: Fequest For Quotes
Business Unit: 58000
‘Select Req Lines: |RFG Required j
‘Copy Methodl: | Override Existing RFQ =l
RFQID: | Q
™ Copy all Req/RFQ lines
(] 4 Cancel Refrezh

Change the “Copy From” to Requisition
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Enter Copy Criteria

Copy Template

‘Copy From: Fegquisitions -

Selection Criteria

Business Unit: A8000

*Select Req Lines: ‘ RFG Require)_ =]

‘Copy Method: Crverride Existing RFQ ]

™ specific Requisition I— ™ specific Cuntract| aQ,
™ specific Buyer I— ™ specific Origin I_
™ specific Vendor I— ™ specific Categuryl

™ Exclude Auto Source tem ™ stockless tem
™ Include Inventory kems ™ Include Reqgs With No Vendor [ Copy all Req/RFQ lines
0] | Cancel Refresh

Change the “Select Req Lines” to Req Lines

Enter Copy Criteria

Copy Template
“‘Copy From: |Requisitinns |

Selection Criteria
Business Unit: a8000

‘Select Req Lines: |{§iz
‘Copy Method: | Override Existing RFG =]

DSpeciﬁc Requisition m [ specific Cuntractl QL
[ Specific Buyer I— [ Specific Origin I_
™ specific Vendor I— ™ specific Categur_vl

[ Exclude Auto Source fem [ Stockless tem
™ mclude nventory tems [ nclude Reqs With No Vendor [ Copy all Req/RFQ lines
8] | Cancel | Refresh |
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Click the Radio box located to the left of “ Specific Requisition” and input a Requisition number.

Enter Copy Criteria

Copy Template

*Copy From: IRequiSitinns =]

Selection Criteria

Business Unit; 8000

‘Select Req Lines: |Req Lines |
‘Copy Method: | Override Existing RF@ =

¥ Specific Requisition IM a, ™ specific Currtra-::t| Q,
[ Specific Buyer I— I specific Origin I_
™ specific Vendor I— ™ specific Categuryl

™ Exclude Auto Source fem ™ Stockless ttem
™ Include Inventory tems ™ Include Reqs With No Vendor [ Copy all Req/RFQ lines
(0] 4 | Cancel | Refresh

Click the 2% |putton.
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Select lines to copy

4

Business Unit: 52000 Requisition 1D: 800001034 ’
Details More Details %
sel ltem Description Req Oty UoM FJ’
) 06700516143 Cleaner, for pyc pipe and cond CAN 208

{

4

4

é

4

{
Ol Cancel Refresh i

Ok

Click the Radio box located to the left of the Requisition Line and click the

button.
Request Quotes
Business Unit: 58000 RFQ ID: MEXT m Wiew Printable Yersion
Request Date: [10/02/2007 [ ‘Status: DtTm Open: |10/08/2007 5:53FM COT

‘Currency: UsD *Origin: AGY QU agency DtTin Close: [ )

Reference: |Fr0m Reqg D - 5800001034

C First 4] 1of 1 [ Last
Line Info Y More Details | ftem Information
. . _ Agency Requisition . - :
Sel Line ftem SS Flag SS Type 'Description Number Cateqgory UomMm Quantity Price
I 1 |05?00515143 Q- | Q [cleaner, for pvc pipe = B os700516 AN |5.0000 |20.00000 o =
'Go to: Copy From Dispatch History  Catalog Exchange Rate Header Details  Dispatch Wendar List
Header Comments  Send Email ltern Yendars I - Mare .. :l'

B save | [=] Mctify | 4 Refresh |

[ Related Links | [E Al | Update/Display

. . s
Input a DtTm Close Date and if needed click the M button.
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Request Quotes

Business Unit: 53000

RFQ ID: 5800000398 m Wiew Printable Yersion
Request Date: |10/02/2007 5] ‘Status: [open -] ‘DtTm Open: |10//2007 5:53PM GOT
‘Currency: USD *Origin: IAGY A agency DiTm Close: |10/10/2007 5:53PM CDT

Reference: |Fr0m Req D - 5800001034

& | Fin First E 1 af 1 E Last
Line Info Y tdiore Details b ttem Information
. . - Agency Requisition . - :
el Line tem SS Flag SS Type  ‘Description Number Category UOM  Quantity  Price
2 1 IDG?DDS16143 QO I Q |Cleaner,f0rpvc pipe j E os7o0516 CAN IS.DDDD IED ooooo O [=]

‘Go to: Copy From Digpatch History  Catalog

Header Comments Send Email

Exchanoe Rate

Header Dietails  ispatch Vendar Ligh

ltem Yendors

B save | [=] Motify | 4 Refresh |

[ Related Links | [Ek e | Update/Display

Click the link Dispatch vendor list on the bottom of the page..

RFQ Dispatch Vendor List

Unit: 53000 RFQID: MEXKT

From Req [D - 5800000591

‘Ouote Group ID: I Q

Sel "Vendor ‘Location

To Dispatch Short Vendor Hame  Name Method
| Q | Q

IF'rint vI =]

Dispateh Lines Wendaor Details (ﬂendannnkun )

[0]54 Cancel Refresh |

Click the Vendor Lookup Link.
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Vendor Search

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

Country: I_ Q Postal: I
Class: I_Q Type: |_Q

Max Rows:| 10 Category | Q

Search |

(o] [ [ ]
Custornize | Find | view A/l | 38

Sel Vendor ID Location Address Short Vendor Hame MHame 1

-
Vendar Detail  Address Select Al Dezelect All

014 | Cancel | Refresh |

First E 1cf 1 IE Last
Withholding
Applicable

To get a list of registered vendors input the Category Code and Select a Type.

In this example we used R17 for registered vendor in FY 2007. Click the Lookup icon < for a list of

valid values.
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Wendor Search

Name: I ShortName: I
City: | State: | aQ
Country: I_ Q Postal: |—
Class: I_ Q Type: Iﬁ Q
Max Rows: 10 Category |03936152 Q
Search I
1to3of3 [H]

Address
Sel Vendor ID Location Sequence Short Vendor Hame
Number
[ 0000266761 ooad 1 ED AMD C L-001
[T 000D2BBTEBS ooo1 1 WATIONAL F-020
[T 0000269793 ooo1 1 CPIFOODS-001
Wendor Detail  Address Select All Deselect All
(0] 4 | Cancel | Refresh |

M bl B

Withholding
Name 1 Applicable
ED AMD C LLC

MATIOMAL FOOD DISTRIBUTORS LLC
CPIFOODS NG

Click on the Radio Box to the left of the vendor to select or to select all vendors click the

select All |ink.

Click the L button.

RF G Dispatch Yendor List

Unit: 53000 RFQID: MEXRT

*Quote Group ID:

First E 1of 1 El Last

Dispatch Lines
(0]54

Wendar Details Wendar Lookup

Cancel Refresh

Customize | Find | ®
Sel *Wendor *Location To Dispatch Short Vendor Hame  Hame Method
I~ |ooooz69783  C [00D1 Q O CPIFOODS-001 CPIFOODS INC IF'rint vl =]
- |nnnu;255?51 Q |DDD1 QO ED AND C L-001 ED AMD C LLC IF'rint "I =]
r [oooozeeres @ fonor @ ™ NATIONALF-020  ATIONALFOOD DISTRIBUTORS

LLC

IPrint 'I =]

Ok

Click the button.
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Request Quotes

Business Unit: 53000 RFQ ID: MNEXT i Wiew Printable Yersion

Request Date: |09/19/2007 5] ‘Status: [open | ‘DtTm Open;  [09192007 4:38FM CDT

‘Currency: UsD *Origin: IAGY Q agency DiTi Close: |0%/302007 4:38PM CDT
Reference: |Fr0m Req ID- 5800000451

i More Details i ftem Informstion

ine SS Flag SSType ‘Description Agency Requisition

ftem Number Category UOM  Quantity  Price
F  1[oas38152380 ar [ @, |Macaroni Long form, =

B ozeae152 [os @ [rooooo || O ®EE

Go to: Copy From Dispatch History  Catalog Exchange Rate Header Details  Dispatch Yendor List

Header Comments  Send Email ltem Yendors I Mare ... 'l

[=] Matity | 4 Refresh |

S Related Linksl [Er add | Update/Display

Change the Status to Approved and click the @‘ button.

Request Quotes

Business Unit: 53000 RFQ ID: 5800000399 I Wiew Printable Version
Request Date: |09f1 82007 [ ‘Status: Approved ¥ ‘DtTm Open; |09/19/2007 4:38PM CDT
‘Currency: UsD *Origin: IAGY Q ageney DtTm Close: |19/30/2007 4£:35FM COT

Reference: IFrDm Req |D- 5200000991

i More Details i ftem Infarmation

ine SS Flag SSType 'Description Agency Requisition

ftem Number Category UOM  Quantity Price
Ird 1|0393615235E| Q- | @, |macaroni Long form, =

B osmsersz  [o5 Q [i0.0000 O B E

‘Go to: Copy Fram Dispatch History  Catalog Exchange Rate Header Details  Dispatch Yendor List
Header Comments  Send Email ltern Yendors I More ... 'l

B save | [=] Motify | L Refresh |

52 Related Links | S A | Updste/Display

RFQ ID has been assigned.
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|11 ADD VENDOR RESPONSES

Navigation: Purchasing> Request for Quotations> Add/Update Vendor Responses

Enter Responses
Enter any information you have and click Search. Leave fields hlank for a list of all values.

J/ Find an Existing Value

Business Unit: |= = 52000 Q
RFQ ID: begins with || Q
Vendor Name: |begins withj| Q,
Vendor ID: |hegins withj| Q.
Vendor Lucatiun:|begins withj| Q,
gearch | Clear | Bazic Search Save Search Criteria

Input RFQ ID and click the ﬂ button.

Enter price, minimum quantity and click on the ‘Rspnded’ check box located to the left of the
line.

Maintain Responses

Business Unit: 52000 RFQ ID: A800000382 Reference: From Reqg D - 5200000931
Vendor: 0000068856 Name: LEGACY FOODS LLC Location: oo
‘Terms: IEIIJ Q ‘Currency: IUSD ), Dallar Vendor Ref. Quote:

‘Response Date Time: IDQI‘I 2007 4:59PM ¥ Select All Clear All

Line Info e More Details

Rspnded em ID Description Min Oty CQuantity *UOM  Price Req Price Req Curr
|03336152350 € |Macaroni Long =5 [ ||5.0000 [10.0000 ||cs C |29.00000 | USD

Document Status  Exchange Fate  Eesponse Header Details Response Comments Send Email

B save | £\ Return to Search | Previous in List | +[E] Mexdt in List | Motify | 4 Refresh

Click the @‘ button. Update each vendor response.
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IV AWARD QUOTES

Navigation: Purchasing> Request for Quotes> Award Quotes> Analyze Quotes page

Award Quote

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

J Find an Existing Value

Business Unit:lbegins withj|SBDDD QL

RFQ ID: | begins wnhj|

RFQ Status:  |= =l |
Origin: [begins withj| Q,

Buyer: |begins withj| a,

™ Case Sensitive

Search | Clear | Basic Search Save Search Criteria
. Search
Input RFQ ID and click the ———— button.
Analyze Quote 1 Create FO/Contract
Business Unit: 53000 RFQ ID: 5800000382 From Req D - 5800000991 Currency Code: USD
Award List of ltems to Vendor: I (&}
List of ltems to Award it First 4] 1 o 1 [ Last
Line Hem Description UOM  CQuantity  Price Curr  Due Date Lead Time Terms Freight Trm
1 03836152350 Macarani Long form,cs 10,0000 JsD oo FOB DEST
plain, regular, ¥ 0z
package- 24
pkgsicase

List of Vendors who Responded
Line Info ¥ tore Details

Vendor Location Short Vindr Name Oty Award UOM Price Curr Quantity Due Date Lead Time Terms Freight Trin
oooooi0s06 0001 SYSCOFOOD I <5 98.00000 USD 10.0000 oo FOB DEST
0o0oo0s8856 0001 LEGACY FOO IS.DDDD 8 9500000 USD 10.0000 oo FCOB DEST
Total Oty Awarded: 5.0000 Order Gty: 0.o00a
Document Status

Select the quote to be awarded and enter ‘Qty Award’. Click the @‘ button.
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V CREATE CONTRACT

Click on the “Create PO/Conract Tab.

Analyze Cluote Create POJ/Contract \II

Business Unit: A2000 RFC ID: a800000332  From ReqlD- 2200000991

List of Vendors who Responded ind First 4] 2

Vendor: LEGACY FOO-001 0001 Currency: USD Create

‘Create Form Type: |Contracts RF2 /Resp. Currenu:'E ‘PO Type: IOpn tarket 'I

Buyer: [TooHmsON @ TheresaJohnson (5a0) Origin: [aev @

Begin Dt: IW [5] Ship To: W Q
Dispatch Method: I_ Q Location: W aQ
¥ Tax Exempt Flag IW Match Action: W
I Match Rule: IWQ

List of kems to Award Customize | Find |

Sel Line Hem Description Gty Ordered PO Oty Oty Awarid ‘Distribute by
1 03936152340 |Macarani Lang farm, plain, j = A.0000 A.0000 ity

Distributian

In the Create Form Type select “Contracts RFQ Resp. Currency”, click the “Create” Radio Box,

and click the m‘ button.
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Anahze Cuote f Create PO/Contract \'.

Business Unit: A3000 RFQ ID: 2300000382 From Reqg D - 5300000991

List of Vendors who Responded Find | view All First Kl 2 ¢ 2 [¥] Last
Vendor: LEGACY FOO-001 0001 currency: usD I” create
‘Create Form Type: |Cuntracts RFG IResp. Currencj ‘PO Type: IOpn tdarket 'I

Buyer: IT.JOHNSON Theresa Johnson (550) Origin: e
Begin Dt: IIZIQH ar200v Ship To: 08000

Dispatch Method: I Location: IDQDDD
¥ Tax Exempt Flag I?BEIZH Taay Match Action: I Standard vl

ID: 0O000000000000000000001 258 Match Rule: [5TANDARD

List of items to Award Customize | Find | ‘iew All | B First (4] 1 o 1 ] Last
Sel Line Hem Description Oty Ordered PO Oty Oty Award 'Distribute by
1 03936152350 |\Macaroni Long farm, plain, j Fé. 5.0000 5.0000 ity

Distributian

NOTE: For further details on RFQ, please refer to RFQ manual

Click on the contract ID link to go to Add/Update Contract, or follow the Navigation given below
and open the contract.

Navigation: Purchasing> Procurement Contracts> Add/Update Contracts
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Contract ' Create Releases | Review Releases |

Setil: noaoo
Contract Ix 0000000000000000000001 358
7

Process Option: General Contract

Vendor: MQ vendor Search
“endor ID: [oooopEEssE @ LEGACYFOODSLLC
‘Begin Date: IW El

Expire Date: I— EX

Currency: Im Q W Q

[a

Vendor Contract Ref: |
Description: |Fram Req D - 5800000991

Master Contract ID: I Q

Primary Contact:

[ Tax Exempt I

[

[

Catalog Iterm Search

i Cefault Scheduls

i Order By Amount e ftem Information

‘Status:

Add Comments
Contract Activities
Fritmary Contact Infa

Maximum Amount:

Total Line Released Amount:

Open ttem Amount Released:

Activity Lo
Document Status
Thresholds & Motifications

[ 0.00 gD

n.0o
n.00

Total Released Amount:

N Release Amounts

N Release Guantities

n.00

Line

Wiew Category Hierarchy Catenory Search

ine Item Sic Ifmeﬁ Description Agency Req Nhr
Ve
Hag
1 %|03935152350 a r | Q |mMacaraniLong

oy

B cs

Merchandise Amt

03936152 I 495.00

Cateqory
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Change the Status from ‘Open’ to ‘Approved’ and click the @1 button.

Contract Y Create Releases | Review Releases |

SetiD: 00000 ‘Status: [Approves =]

Contract ID: 0000000000000000000001 358
o

Process Option: General Contract Add Comments Activity La

Vendor: LEGACY FOO-001 Contract Acthities Document Status

Vendor 1D N0000G2E5E LEGACY FOODS LLC Erimary Contact Info Thresholds & Motifications
Begin Date: 09 952007

Expire Date: Maximum Amount; 0.00 uso
currency: JsD CRREMNT Total Line Released Amount: 0.oo
Primary Contact: Open tem Amount Released: 0.00n
Vendor Contract Ref:

Description: From Reg ID - 5800000991 Total Released Amount: o.o0
Master Contract ID:

™ Tax Exempt I—
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VIl CREATE A NEW REQUISITION TO RELEASE THE
CONTRACT

Navigation: Purchasing> Requisitions>Add/Update Requisitions>Add a new value:

Requisitions

/_Eind an Existing Value | Add a New Value

Business Unit: ISEDDD Q
Requisition 10 INEKT

Add

Find an Existing Yalue | Add a Mew Value

Add

Click the button.
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Maintain Requisitions

Requisition
Business Unit: 53000 Status: Open g
Requisition ID:  MEXT Copy Fram Budget Status: Mot chkd B
" Hold From Further Processing
v
*Reguester: ICOREDS Q, COREDA Reqguisition Defaults
Add Comments
. o I Renuester Info sttt B gL
Reguisition Date: [10/26/2007 Reduisition Activities
Origin: IAGY Q Agency
L —— pollar Total Amount: 0.00 USD
Accounting Date: |1 0/28/2007 [ ) -
Purchasing kit Catalog
lterm Search

Reguester ltems

Details Ship To/Due Date Status Wendor Information ttetm Information Aftributes Contract Sourcing Cortrals
Line ftem SSFay  HM2SSIC pescription AgencyReqNbr  Quantity *UOM  Category  Price

1R R [ a] = & | [oooon [ @ Q [o

Wiew Printable WVersion

“Go to: |..more... =l

B save | [=] Moty | b Refresh |

. % Refresh
Input Item ID and click the ﬂl button.
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Maintain Requisitions

Requisition
Business Unit: 52000 Status: Open ™
Requisition ID: MEXT Copy Fram Budget Status: Mot Chik'd ﬂa
[~ Hold From Further Processing
S
*Requester: ICOREDS Q, COREDS Requisition Defaults
Add Comments
. I Beguester Info e
“Requisition Date: |10/2812007 [ Requisition Activities
Origin: IAGY Q Agency
) Code:; |VED Dallar
Sh e AnLl Total Amount: 0.00 USD
Accounting Date: I'I 0282007 [
Purchasing kit Catalog
ltetn Seatch Reguester ltams

Detaile Y Ship To/Due Date

' Contract i Sourcing Controls

Line tem S5 Flag

1 R [03836152380 a - [ @ [macaroniLangform, = € | [ooooo [cs~ @ oasssis2 o

Ifmiﬁ Description Agency Reqg Nbr Quantity *UOM Category Price

Wiew Printable Yersion *Go to: |...ru10re... j

Bl Save | [=] Matity I L Refrash |

Input a Quantity and click on the “Vendor Information Tab.

Maintain Requisitions

Requisition
Business Unit: 53000 Status: Open ™
Requisition ID:  NEXT Copy From Budget Status: Motchkd  T&
™ Hold From Further Processing
[
*Requester: ICOREDS O, COREDS Requisition Defaults
Add Comments
L Ii il Add Comrments
“Reqisition Date: |1028/2007 Reduesternfo Requisition Activities
Origin: IAGY (e} Agency
* . |VED Dallar
Currency Code: Total Amount: £.00 USD
Accounting Date: I1 0282007 E
Purchasing kit Catalog
ltem Search Beouester ltems
Detailz i Ship ToDue Date Status " ¥endor Information | ttem Information Attributes i Cortract e Sourcing Controls
Line m SS Flag Ifmzi Description Vendor fendor Name Location

Itex
1R |03936152350 Q- | Q |Macar0niL0ngfurm, ﬁ‘oouozﬂa:&s)Q SHAVER FOODS LLC |0001 Q, =

iewr Printable Yersion *Go to: |...Mure... j
Bl save | [=] hotity | s Refresh | E‘+Add| | Update/Display
P130 Release of Statewide Contracts Manual Page 22 of 44
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NOTE: If there is a Vendor for this Item, which is different from the contract vendor, then that

vendor id will be populated from the Item ID and will need to be changed to the contracts Vendor
ID.

Click on the Contract Tab,

Maintain Requisitions

Requisition
Business Unit: 52000 Status: open g
Requisition 1D: MEXT Copy Fram Budget Status: Mot Chi'd ﬂa
I Hold From Further Processing
52
‘Requester: [corEDs Q. COREDS Reguisition Defaults
Add Camments
- | |1 sz 007 Eeguester Info L
"Requisition Date: & Requisition Activities
Origin; IAGY a AgENCY
‘currency Code: [J50 pollar Total Amount: 495.00 USD
Accounting Date: I'I 0/28/2007 [ . '
Purchasing kit Catalog
ltern Search

Eeguester ltermns

: ize | Find | view &l | B First (g or 1 D] Last
Details i Ship To/Due Date o Status iy Wendor Infarmation i fterm Infarmation 4 Aftributes Contract | Sourcing Controls 4
. Line SSrc Forry Contract
Line ftem S5 Flag — Description Contract ID Line
1 [ [03s36152350 Q- | @ [Macaroni Long form, =4 | N QoA BHE
igw Printable Yersion Gota:  |.-More.. =l

& Save | [=] Matity | ;s Refresh |

S 2dd | UpdateDisplay

. . o
Input the Contract ID and Contract Line, Click the - ™™ | putton.

P130 Release of Statewide Contracts Manual Page 23 of 44
Original Issue: October 1, 2007




CORE Oklahoma

Maintain Requisitions

Requisition
Business Unit: 58000 Status: Open g
Requisition ID: ~ NEXT Copy Fram Budget Status: Mot Chkd BT
I Hold From Further Processing
[
*Reguester: ICOREDS C, COREDS Eenquisition Defaults
Add Comments
P J— o s
"Recuisition Date; [10/26/2007 5 Reauesierini Requisition Activities
Origin: IAGY (&} Agency
# - JUSD Dallar
Currency Code: I ) — e Ve
Accounting Date: I1 0/28/2007 [
Purchasing kit Catalog
ltern Search Requester ltems
Details Y Shig To/Due Date Status N “endor Informetion 4 ttem Informstion
. Line SSrc S Contract
Line Ite: S5 Flag Tvpe Description Contract ID Line
1 B |03936152350 a - | @ |Macaroni Longfarm, =5 [0000000000000000000001358 & [ 1 QY =
iew Printable Yersion “Go to: |...Mure... j
Bl save | [=] Moty | %, Refresh | E‘+Add| | UpdateDisplay
Click on the Details Tab and change the unit price if needed.
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Maintain Requisitions

Requisition
Business Unit: 55000 Status: Open 4
Requisition ID:  MNEXT Copy From Budget Status: Mot Chk'd na
™ Hold From Further Processing
52
*Requester: ICOREDS Q. COREDS Reguisition Defaults
Add Comments
. } I Reguester Info e
“Requisition Date: |10/28/2007 Requisition Activities
Origin: IAGY Q Agency
*Currency Code: |50 Dollar
e Total Armount: 49500 UsD
Accounting Date: |1 /28/2007 [5)
Purchasing kit Catalog
ltem Search Reguester ltems
Detaile Ship ToiDue Date Statusz ' “Wendaor Infarmation i ftem Information i Adtributes Contract i Sourcing Controlz
Line m SSfiay  TINeSSIC peseription AuencyRegNbr  Quantity *UOM  Category  Price

Itel e
1 B |03935152350 Q- | Q [MacaroniLong form, = 3, | |5.0000 ICS Q, 02936152 (89.00000

Wiew Printable Varsion *Go to: |...n|10re... j

B save | [Z] Metity I s Refresh |

In this example the unit price did not need to be changed. Click the Schedule Icon-—;..

Maintainh Requisitions

Schedule
Business Unit: 58000 Requisition Date: 10/28/2007
Requisition 1D: MEXT Status: Open

Eeturn ta Main Page

1 Mer: 03336152350 Macaroni Long farmn, plain, reg  Quantity: 5.0000 CASE Amount: 49500 UsD

Sched Ship To uanti Price Amount Due Date Status
1 B oo @ = [so000 |ag.00000 405.00 | ] B active =

Add Ship To Comments

B Save | [=] Matity I %) Refrash I Eridd | E UpdateDisplay
=l

Click on the Distribution Icon 5+,
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Maintain Requisitions

SpeedChart: | 2 Multi-SpeedCharts

Distribution
Requisition 1D MNEXT ftem: 03336152340 Macaroni Lond form, plain, red
Line: 1 Status: Artive
Schedule: 1
Ship To: 0000 OSF-ADMIN Quantity: 5.0000 C8
Distribute hy: | QUantity =l Open Quantity: 5.0000

Amount; 49500 LISD

Chartfields Details As=et Information

Distrib Status Percent Quantity Amount
1 Open  [100.0000 [ 5.0000 495,
0] | Cancel | Refreshl

==K
. Sub- Class-
GL Unit Account Account Fund Type Fundin
00 jogoon @ f534110 Q| Q| Q|

Input the distribution information and click the

oK button.

Maintain Requisitions

Schedule
Business Unit: 58000 Requisition Date: 1002802007
Requisition ID: MEXKT Status: Qpen

Eeturn to Main Page

First [ 1of 1 [+ Last

Eing | View Al

1 tem: 03936152350  Macaroni Lond form, plain, req  Quantity: 50000 CASE Amount: 495 00 USD
Customnize | Find | view Al | 3 First [ 1 ot 1 [ Last
Details
Sched *Ship To uanti Price Amount Due Date Status
1 B |nguuu Q, = |s.0000 |39.00000 495.un| El G Active =
Add Ship To Comments
E[ISavel IEINDtifyl f:;RefreshI Eradd | UpdateDisplay
. Save
Click the E button.
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Maintain Requisitions

Requisition

Business Unit: 52000 Status: Open g *

Requisition ID: (5200001053 Copy Fram Budget Status: motChkd BT

I” Hold From Further Processing

57
*Requester: |CORE05 Q. COREDS Reguisition Defaults
Add Comments

i | Reguester Info 408 L omments
“Reqisition Date: 1012812007 [ Requisition Activities
Origin: IAGY (e} Agency
E . |UsD Dollar
Currency Code: Total Amount: 495.00 USD
Accounting Date: |1 0/28/2007 [+
Purchasing kit Catalog Line: | QTn:l Q Retrievel
ltern Search Eeguester terms

Details Y Ship To/Due Date

i “endor Information

Line m 55 Flag Ifmiﬁ Description Agency Reg Nbr Quantity *UOM  Category Price Amount Status

Ite:
1 @ [03836152350 Q- [ Q_ |macaroni Long form, = &2, | [soo00 [cs~ @ o3e3stsz  [a8.00000 485.00 Open

Status i ttetm Information A Attributes N Cortract iy Sourcing Corntrols

Wiew Printable Yersion *Goto: |...Mure... j

Bl save | [=] rotify | 4 Refresh |

After saving the requisition, click on the Sourcing Controls Tab.

Maintain Requisitions

Requisition
Business Unit. 58000 Status: Open ¥ X
RequisitionID: 5300001053 Copy Fram Budget Status: NotChkd B3
[ Hold From Further Processing
=
‘Reguester: |CORE05 Q. COREDA Requisition Defaults
Add Comments
e l— q Add Comments
“Requisition Date: [10/28/2007 Requesier lnfo Renuisition Activities
Origin: IAGY &} Agency
*Currency Code: |Y5D Daollar
= Total Amount: 495.00 USD
Accounting Date: |1 0/28/2007 [
Purchasing Kit Catalog Line: QTo:I Q, Retrieve |
ltern Search Reguester ltems
Detailz Ship To/Due Date Status “endor Informstion ttem Information Attributes Contract Sourcing Controls
R Line SSrc . Source - . Owerride Consolidate with
Line Itel S5 Flag e Description Status Source Date  Calculate Price Sungested Vendor  other Reds

1Ry |03936152350 QO | @ |macaroniLong form, = Available |1 0§28/2007 [5) @ @ i

Wiew Printable Yersion *Go to: | More j

Bl save | [=] matity | 4 Refresh |
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NOTE that the system will not allow you to turn off the Calculate Price or turn on the suggested
vendor check box. The Calculate price option will look for the Contract Price first and if it
doesn’t find one, the process looks for Item Vendor Price following a hierarchy.

NOTE: While creating a requisition without a contract specified in it, you have the flexibility to
turn this option off in order to let the sourcing process use the item price from the requisition

instead of following the item vendor price hierarchy.

The requisition is ready to be Pre-Approved, Budget checked and Approved.
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VIl SOURCE THE REQUISITION INTO A PURCHASE
ORDER

Requisition Selection:

Requisitions can either be manually selected for sourcing or can be selected as
a part of auto sourcing process. Here, we will go over manual selection.

Navigation: Purchasing> Purchase Orders> Stage/Source Requests>
Requisition Selection

Requisition Selection

Sourcing
>
Business Unit: W Q Crrigin: I_ Q
Buyer: I Q Max Rows: m
Vendor I: I@ R ¥ Include Reqs With No Vendor

Category: I Q M Include Inventory tems
Requisition ID: |5SDDDDDQQ3 &

Contract ID: I Q [ Exclude Auto Source ttem
¥ pefine PO [ AllLines From Req
W Check ttem Avaitable ‘PO kem Vendor Option: | Mo Edit Required j

First E 1ef 1 E| Last

Select Requisition Lines
Sourcing i Eeguisitions

Customize | Find | vie

i Change Yendor

Vendor
Location

[T 00000GBESE LEGACY FOO-001 0001 I 5.0000 ICS ), 03936162350 & Macaroni Long form, plain, reg 5800000993

Include Vendor ID Vendor POty POUOM Rem Description Req ID

.

Enter the Vendor ID and/or Requisition ID or select from the list retrieved by clicking the
magnifying glass next to the respective fields.

After entering the required information, click the SEARCH button which will bring up the
requisition line in the bottom section of the page.
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Define PO check box: Select to define purchase orders using the structure of requisitions as
they appear on this page, instead of letting the system create it using the predefined rules

If selected, the information that you view on the Requisition Selection - Sourcing page is exactly
what will be on the purchase order and each requisition line that you source will be on its own
purchase order line, even if others exist for the same item.

If you want to use the Define PO check box, you must select this check box before selecting
requisitions for sourcing. Similarly, if you don't want to use the Define PO check box, you must
clear the check box before selecting requisitions for sourcing.

Select Requisition Lines section: Click on the Check Box “Include” in order to select the line for
staging. Once you do this, the Staging Information Link on the bottom of the page will be
enabled.

TIOTarT
Select Requisition Lines Customize | Find | Wigw A
Sourcing Y Requistions | Change Yencor
Vendor . Line
Include Vendor ID Vendor Location POGty POUOM HRem Description Red ID 5
M 0000068856 LEGACY FOQ-001 0001 5.0000 CS 03836152350 & Macarani Lone forrm, plain, reg 5800000883 1
¥ SelectAl Clear Al
Stading Infarmation
Click the link to go to Staging Information page:
In this page you will be able to change the distribution details if needed.
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Requisition Selection
Staging Information
Return to Sourcing Page
Header
Unit: 53000 PO Date: IDQ.H 2007 [ Header Dietails
Vendor: 00000658856 LEGACY FOO-001 I user Assign ID WUse Procurernent Card
Loc: 0001 PO ID: |
Buyer: [TIOHNSON U Theresa Jahnson (580) Origin: facy @
Line [ Schedule
Line: 1 Sched: 1 Due Date: I El Receiwing/inspect Information
fem 10 |D3935152350 Macarani Lang formm, plain r'ed Time Due: I
Req Gty: 50000 CS Freight Terms: |FOE' DEST & Free on hoard at Destination
Price: | 89.00000 Ship Via: ICOMMON & common Carrier
Amount: 49500 USD Ship To: |f'9DDD QU OSF - ADMINISTRATION
*Distribute by: I Guantity :I' Physical Nature: I Goods :I'
Distributions
Distrib - . ) . Sub- Class-
Line 0 Oty Amount Percent Location GL Unit Entry Event Account Accol Fund Type Fundin Dept Bud Ref
1| 50000 435.00 100.0000 [03000 1@, Josooo @ | [ | Q] Q| a | Qe Q

After making any changes click the & 3ave | button. This will stage the requisition in the

staging tables and you will be taken to the previous page. The requisition line will not show up on this
page anymore as it is already in the staging table.
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Purchase Order Calculate

Navigation: Purchasing> Purchase Orders> Stage/Source Requests> PO Calculation>Add a New
value

PO Calculations

{ Find an Existing Yalue | Add a New Value '\

Run Control ID: [FO_CALICULATE

Add

Eind an Evicting Walie | add o blew Walus

Add

Enter a new value for the Run Control ID and click the button.
Run Controls
Run Control ID:  PO_CALCULATE Feport Manager Process Monitor AU
Process Instance: I
Business Linit; |5BEIDEI 2. ToBusiness Unit: ISEUUU Q
System Source: I a, I Basic
PO Process that built row: I Q, M Flexible
Buyer: [LrarTIN & Liga Martin (580 W Spiit
Iter SetiD; | A tem ID: | @ M cumulative
Categony: | Q Accumulate Level: | Fun v
*Buyer: |LMARTIN] Q,
*consolidation Method: | Business Unit, vendor |
Origin: | Q Lead Time Factor %: |
Purchase Order Date: I 1 Ship to Priority Factor %: I
Purchase Order Reference: | Price Factor %: I
I~ Pre-Approve Yendor Vendor Priority Factor %: I
[ Build POs as Approved
& save | (=] ity | s add | Llpdate.lDispIayl
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e Business Unit-Input a from and to Business Unit
e Buyer-Input the buyer on the requisition. If there is no buyer on the requisition then this must be
left blank or a buyer needs to be added to the requisition.

Purchase Order Processing Options
e Buyer-Input Buyer to use on the Requisition.
e Pre-Approve radio box must be selected or the process will not complete until vendor is
approved.
e Build Purchase Order’s as Approved-DCS has asked for Purchase Orders to be created
in an Open status so this should not be selected.

Click theil button.

Process Scheduler Request

User ID: CORENS Run Control ID: FO_CALCULATE

Server Name: SLINA Run Date: |1 0282007 El|
Recurrence: I 'l Run Time: |8:49:1DF‘M Reset to Current DatelTime |
Time Zone: I &

Select Description Process Mame Process Type Type *Format Distribution
F PO Calculations PO_POGALS Application Engine  [web | |T«T  ~| Distribution
QK | Cancel |

Server-PSUNX

Click the Ok |button.
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{ Run Controls

Run Control ID:  PO_CALCULATE Repaort Manager {Frocess Monitar Run
—

FProcess Instance 4660394

Process Instance: I

Business Unit: Im & 1o Business Unit: Im Q

System Source: [ & ¥ Basic

PO Processthatbuitrow: | M Flexible

Buyer: [LMARTIN U Liza Martin (580) ' Spiit

ltem SetiD: W 2L KemID: | Q ¥ Cumulative

Category: I Q Accumulate Level: | FUn h
‘Buyer: [LuaRTIN QU Lisa Martin (580)

*Consolidation Method: | Business Unit, Yendor j

Origin: | Q, Lead Time Factor %: |

Purchase Order Date: I E‘J Ship to Priority Factor %: I
Price Factor %: I

Yendor Priority Factor %: I

Purchase Order Reference: |

¥ Pre-Approve Vendor
[ Build POs as Approved

Bl save | [=] Matify | E‘+Add| Update.lDisplayl

To review the job, click on the Process Monitor Link. Never cancel the job while it is still
processing. This will leave you requisitions in a batch process.
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Purchase Order Create

Navigation: Purchasing> Purchase Orders> Stage/Source Requests> PO Creation>Add a New

value

Create Purchase Orders

{ Find an Existing Value | Add a New Value |

Run Control ID: [PO_CREATE]

Add

Find an Existing Value | Add a New Value

Enter a new value for the Run Control ID and click the &I button.

Create PO

Run Control ID:  FO_CREATE ReportManager Process Monitor

Fun

Process Instance: I

Business Unit: |5BDDD @ Business Unit To: |539DD Q
Buyer: [rasrTIM QU Lisa Martin (580)
¥ Calculate PO Line Numbers

™ Hold From Further Processing
¥ Allow Dispatch YWhen Appr

B Save | [=] Motify |

Bk Add | Update/Dizplay |

e Input from and To Business Unit

e Input Buyer- The Buyer used here must match the Buyer on the Requisition or it will not
be selected. If there is not a Buyer on the Requisition then the field must be left blank.

e Calculate Purchase Order Line Number-This button should be selected so the Purchase
Order lines will be assigned in order, if not selected then the Purchase Order lines will be

the Requisition line.
¢ Hold from Further Processing-Optional
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o Allow Dispatch When Appr-Insure this is selected so the Purchase Order will be available
to dispatch.
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Auto Sourcing Process:

The Auto Sourcing process enables you to select both Purchase Order CALCULATE and
Purchase Order CREATE processes and runs it in the right sequence i.e.,, PO_CALC first and
then the PO_CREATE. This process can be run at demand by user or can be scheduled as a
batch process to run at specified intervals. (Special Training will be required.)

Navigation: Purchasing> Purchase Orders> Stage/Source Requests> PO Auto Sourcing>Add a
New value

PO Auto Source

J/ Eind an Existing Valug " Add a New Value

Run Control ID: |P0_AUTO_SRC
Add

Find an Existing Yalue | Add a New Yalue

Enter a new value for the Run Control ID and click the &I button.
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Objectives Tab

Objectives | Options | Results |

Bun Comtrol ID: PO_AUTO_SRC Report Manager

Process Monitor Run

Select Individual Processes

PO creation options that correspond with the selected sources.
I Approved Requisitions Planned Or¢
[¥ Staged Requisitions
[ Request For Quotes
[T contracts
[ Transactions in Sourcing Workbench in a 'Ready” status

™ Al Other Sources

ABuyeris required. Itis used on the purchase order only if another one is
not found on the staging tables or default hierarchy, or if the transactions

are consolidated by buyer.

‘Buyer: |TJOHNSON U Theresa.Johnson (580)

™ Planning
[ &N Other Sources

B save | ELReturn to Searchl [=] Motity | Previous tabl (=% Met tab |

Select all ofthe sources from where you would like the purchase arders created. Selectthe Options tab to specify Selection criteria and

lers /Prod. Mgmt: ﬂ

Select if you would like the system to first check Inventory

hefore creating a purchase order. This option is available for
Requisitions, Planned Orders, Production Management, and

the aption All Other Sources,
™ Check Inventory First

[ Source From wentory

S 2t |

Upcd st

e Click the Staged Requisition Radio Box located to the left.
e Input a Buyer ID. This buyer will be used if one cannot be found in the Hierarchy.
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Options Tab
/[ Objectives ' Options Y Results |
Run Control Il PO_AUTO_SRC Beport Manager Process Monitor Run
Expand All Caollapse All
o
Process Instance: I
Business Unit: |5BDDD 2 To Business Unit: |5BUU':| o M Basic
System Source: I Q ¥ Flexible
Buyer: |T-|0HN50N Q ¥ split
Item SetiD: I 2 tem ID: | Q ¥ cumulative
Category: | Q Accumulate Level: | Fun
o
‘Consolidation Method: I Business Unit, Yendar j
Origin: I*[\G‘rr Q
H 0=
Purchase Order Date: I el S AU S LS
Purchase Order Reference: |RE@U|5|T|0N 5800000993 SBISECIIv s

i [
¥ Pre_Approve Vendor UL s

™ Build POs as Approved Vendor Priority Factor %:
™ Calculate PO Line Numbers

™ Hold From Further Processing

¥ Allow Dispatch When Appr

1l

B save | L\ Returnto Search | | [Z] Motify Previous tak | (=% Next tak Eradd UpdsteDis

Under Requisition Criteria;

e Input from and To Business Unit
e Input Buyer- The Buyer used here must match the Buyer on the Requisition or it will not
be selected. If there is not a Buyer on the Requisition then the field must be left blank.

Under Purchase Order Option;
e Pre-Approve radio box must be selected or the process will not complete until vendor is
approved.
e Build Purchase Orders as Approved-DCS has asked for Purchase Orders to be created in
an Open status so this should not be selected.
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Calculate Purchase Order Line Number-This button should be selected so the Purchase
Order lines will be assigned in order, if not selected then the Purchase Order lines will be

the Requisition line.
e Hold from Further Processing-Optional
Allow Dispatch When Appr-Insure this is selected so the Purchase Order will be available

to dispatch.
Click the __"U"_|putton.

Process Scheduler Request

User ID: CORE41 Run Control ID: FO_AUTO_SRC

Server Name: I_:I" Run Date: IDQHQQUUT El
Recurrence: I 'l Run Time: IE:DE:SQPM Resetto Current DateiTime |

Time Zone: I Q
‘Format Distribution

Select Description Process Name Process Type ‘Type
¥ Automatic Purchasing Sourcing PO_AUTO_SRC  Application Engine  |weh  =| |7 =] Distribution
Ok Cancel |

Process Scheduler Request page will open up, the server “PSNUN” must be used, click the
Ok button to kick off the process.

You will be returned to the objectives tab upon clicking OK. Click on the Results tab, to view the
results of the process. Alternatively, click on the link to process monitor from this tab and view,

if the process completed successfully.
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Results Tab

If you click the RETRIEVE button on the Results Tab, the process status keeps changing from
‘queued’ to ‘processing’ to ‘success’. In the Sourcing Results section, the Stage Status shows
the current status of the process, such as ‘POCALC in Process’, ‘POCREATE in Process’ and

finally ‘Completed’

Run Status of ‘Queued’:

[ Objectives | Options | Results

Fun Control Il PO_AUTO_SRC Eeport Manader Process Monitor R

Process Instance: 4650588

Select Status to View: All j

Process Run Status: Gueued
Sourcing Results Customize |Find | B8 First [0 1 o¢ 1 [ Last
% PO Stg Type PO Stage 1D Line Sched Stage Status Messaqe
Stage Status
El save | SLReturnto Search | | [=] Motify Previous tab kext tak Er &dd IpdateDisplay
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Run Status of ‘Processing’ with Stage Status of ‘Purchase Order Create in Process’:

{ Objectives | Options | Results

Run ComtrolIl: PO_AUTO_SRC Feport Manager Process Monitor Ko

Process Instance: 4550588

Select Status to View: All j

Process Run Status: Frocessing

Sourcing Results Custornize | Find | B First [4] 4 of 1 [ Last
Business PO Stg .

Unit Tvpe PO Stage D Line Sched Stage Status Messaqge

58000 Cther 0000020096 1 1 PO Create in Process

El save | L Return to Search | [=] matify | Previous tak Mest tak | E'q-.ﬂ.ddl UpdateDizsplary

Run Status of ‘Success’ with a Stage Status of ‘Completed’

[ Objectives | Options  { Results

Run Control I~ PO_AUTO_SRC Report Manager Process Monitor R

Process Instance: 46505383

Select Status to View: All =l

Process Run Status: Success

Sourcing Results Customize | Find | B First [0 4 o 1 [ Last

Business .

Unit PO Stg Type PO StagelDd Line Sched Stage Status Message

28000 Other 0000020096 1 1 Completed

Bl save | S Return to Searchl [Z] Motify | Presious tab Mext tak | E'q..ﬂ.ddl Llpdate.fDisplayl
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During all these stages, you have the ability to click on the link on Stage Status and it will take
you to Sourcing Workbench. You also can navigate to the sourcing workbench and retrieve your

purchase order.

Navigation: Purchasing> Purchase Orders > Stage/Source Requests> Sourcing Workbench

Sourcing Workbench

Sourcing Details

Process Instance: 4650588
Business Unit: 58000
Line: 1
Schedule: 1

Expand All Collapse All
&2

ICumpleted "l
IDDDDDESSSE
IEIDEH

[T Let POCalc Override Vendor?

‘Stage Status:
Staged Vendor:

Vendor Loc:

PO ID: 5809006109
[2
[
[
[0]54 Cancel Anply

LEGACY FOO-001

4 Refresh

Elinible Yendors

ftem ID:

PO Sty Type:
PO Stage ID:

PO Process:

System Source:

03936152350

Macaroni Londg form, plain, red

Other
0000020096

Onln Sree
FQ Online

Sourcing Method:

Fricing Information

Schedule Details

Click on the PO ID link to go to the Purchase Order. Alternatively follow the Navigation to

retrieve the purchase order:

Navigation: Purchasing> Purchase Orders> Add/Update Purchase Order.
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Maintain Purchase Order
Purchase Order

Unit: 59000 PO Status: apen & %

PO ID: 5809006109 Budget Status: motchkd  BF IE R
POA Status: POA Gtatus

Copy From: lﬁ I Hold From Further Processing

o

‘PO Date: [oonarzoor B vendorsearch Doc Tol Status: Mot Chid

Vendor [CEGACY FOO-D0T @ vendor Details

“Vendor ID: [oooonessss @ LEGACYFOODSLLC Receipt Status:  Nat Recvd

‘Buyer: |T.JOHNSON Q. Theresa Johnson (580) ‘Dispatch Method: |F'rint vl Dispatch |

PO Reference: |0n|ine Src From Req 5800000993

Merchandise:
Header Details PO Acthities Add ShipTo Comments erchandise AR caluiae |
PO Defaults Document Status Freight TaxMisc.: a.0a
Add Cornments Reqguisitions Total Amount: 49500 LSD

Catalog ltern Search Line:l Q To:l Q Ml

Details Ship TaDue Date 5 teetn Information i Aftributes Ef i Cartract i Receiving
. Line Sole . )
tihe fem £ vl Descriplion agency Red Nbr oM ateqory
Line ftem SS Hag Source Tvhe Description Agency Req Niw PO Oty UoM  Categol

1 B 03936152350 aQ | Q [Macaroni Lorgform, = €& | | 50000 [c8 @ 0as3sis?

NOTE that contract information and terms are copied over from the requisition. The item price
and requisition price is ignored and the contract price prevails, if needed change the price.

The Purchase Order is ready to be Pre-Approved, Budget Checked, Approved and Dispatched.
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