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eProcurement Quick Tips to Inquiry Screens

Reviewing and Managing the Purchasing Life Cycle

Manage Requisitions
This inquiry screen is used to find in formation about the Requisition such as; Approval of the Requisitions, Purchase Orders,
Receivers, Vouchers and Payment information. Whether this information can be viewed will depend on the user’s security.

This screen allows the user to go forward with the transaction.

Search Screen

[ MDC Processes =] New Window | Help | Customize
I> CORE Interfaces

[> Products .

[ Customer Contracts Manage Requisitions

I tems =

E \ine:td;:‘;cnuntmg To locate requizitions, edit the criteria below and click the Search button.

I Purchasing Business Unit: 08000 Q Requisition Name: |

I Inventory Requisiioni: | @ Request Status: | Allbut Complsts ¥ Budget Status: | 7|

[~ eProcur

Date From: 08/05/2012 ] Through Date: 08122012 ]
Requester: JMCCAULLADY Q Entered By: Q. PoOID: Q

= Reports
— Administer Procurement Search Clear

= My Profile
[* Sourcing ! The Reguester specified has no Requisitions.

[> Grants
[» Project Costing

= Manage Requisitions

Create Mew Reguisition Inquire Change Request Inguire Receipts Requisition Report

You can search for your requisition by many different criteria such as; Requisition ID, Requester, Entered By, PO, ID etc...

Search

Input the value in the search field and click the . In this case we know the Requisition ID.
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Manage Requisitions

* Search Requisitions

To locate requizitions, edit the criteria below and click the Search button.
Business Unit:

Requisition Name: |

Q Request Status: |A|| but Complete ﬂ Budget Status: I ﬂ
Date From: o Through Date: [

Requester: Q Entered By: Q PO 1D: Q

To view the lifezpan and line tems for a requisition, click the Expand triangle icon:

Requisition 10:

To edit or perform another action en a requizition, make a =election froem the Action dropdown lizt and click Go.

Reqg ID Requigition Name BU Date Status Budget Total
[*  pgooooozan Hyperion Budgeting Suite 09000 05/30/2012  PQ(=) Walid 1,855,408.34 15D | <3slect Action... 'I Go
Dizpatched
Create New Reguisition Inguire Change Request Inguire Receipts Reguisition Report

To view the life cycle click on the expand button .

Manage Requisitions
= Search Requisitions
To locate requizitions, edit the criteria below and click the Search button.

Business Unit: [p3000 Q Requisition Name: |

Requisition ID: |0200000280 Q Request Status: IA” but Complete 'I Budget Status: I |
Date From: W Through Date: [

Requester: Q, Entered By: 4, poIm: Q,
Search Clear

To view the lifezpan and line iternz for a reguisition, click the Expand triangle icon: k]
1 To edit or perferm ancther actien on a reguisitien, make a selection from the Action drepdown list and click Go.
Req ID Requizition Name BU Date Status Budget Total
0300000280  Hyperion Budgeting Suite 09000  05/30/2012  PO(s) Valid 1,865,408.34USD | <Select Action... -] G0
Dizpatched
Create New Regquisition Inguire Change Reguest Inguire Receipts Bequisition Report
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If any life cycle transaction has been completed a blue hyperlink will be available for selection.
To view the lifezpan and line itemz for a requisition, click the Expand triangle icon: ]
To edit er perfoerm another action on a requizsition, make a selection from the Action drepdown list and click Go.
Req ID Requisition Name BU Date Status Budget Total
¥ 0900000230 Hyperien Budgeting Suite 08000 0513002012 PO(s) Walid 1,385 40834 USD |<5'3|E'3t Adction... 'l Go
Dizpatched
Requester:  Connie Holt Entered By: Connie Holt Priority: Medium
Request Lifespan:
E i ! - [
Approvals Inventory Receiving Returns Invoice Payment
Line Information
Line Description Status Price Curr Oty UOM  Vendor
1 Hvperion Budgeting Seftware... PO Dispatched 1288000.000 USD 1.0000 EA ORACLE CORPORATION
2 Hypericn Budgeting Seftware ... PO Dizpatched 283408.340 USD 1.0000 EA ORACLE CORPORATION
3 Order Management Seftware PQ Digpatched 70000.000 USD 1.0000 EA ORACLE CORPORATION
£ Order Management Software Ma... PO Dizpatched 15000.000 USD 1.0000 EA CORACLE CORPORATION
5 Project Anabyics Software... PQ Dizpatched 171000.000 USD 1.0000 EA ORACLE CORPORATION
] Project Analytics Software m... PQ Dispatched 38000.000 USD 1.0000 EA ORACLE CORPORATION
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=¥
Requisition
Click the hyperlink.
Requisition Details
Hyperion Budgeting Suite 0500000280 05000 05430452012 PO(=) Dizpatched 1,865 408.34
1 Hyperion Budgsting Software... sourcing 1.0000 EACH  1,288000.000 USD 1,288,000.00
Complste

Line Comments:

Attached detail documentation for Oracle Hyperion Budgeting Suite for Mike Hedrick
¥ PO Information

i Hyperion Budgeting Software ... Sourcing 1.0000 EACH 283,408.340 USD 283,408.34
Complete
¥ PO Information
3 Order Management Software Sourcing 1.0000 EACH 70,000.000 USD 70,000.00
Complste
¥ PO Information
1.0000 EACH 15,000,000 USD 15,000.00

Order Management Software Ma.. Sourcing
Complste

e

This page displays the Requisition line details. You can also expand the line to review the schedule by clicking the expand

button &8 located to the left of the PO Information Line.
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i Project Anaktics Softwars m..  SoUrCing 1.0000 EACH 38,000,000 USD 38,000.00
Complste
* PO Information ind | View All First 1 + 4 (¥ Last
PO HNo. PO Status Vendor Receipt Status Changeﬁ‘.‘—]
0905008711 Dizpatched ORACLE CORPORATION PO Not Received Request
PO Line Information
PO Line Sched # Due Date Ship To PO Qty Price
G 1 0543112012 09003 1.0000 33000.00000 USD

To return to the previous page click the REtUrN 10 [anage Requisitions |ocated at the bottom left hand side of the page.
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=l
=y’
Approvals

Clickthe _ = hyperlink

* Review/Edit Approvers

Accounting Validation

=~ Hyperion Budgeting Suite:Approved

2 Wigw Comments
Path A

Chriz Forster (050}
Acocounting Validation - 02000
B/31/2012 - B:18 AM

" Approval Comment History

System at 5/31/2012 - 3:19 AM
Reazszigned from JMCCAULLAGT to GHUNTER (18130,2022)

Approve Requisitions

=~ Hyperion Budgeting Suite:Approved 2 View Comments
Path 01

ike Hedrick Alex Pettit Gai Hunter (090} for Alana Owen (050)
« Bus Segment/Services Dirsctor _’ ¢ = _’ «

Inserted Aporover

Buyer Assignment (2K} - 02000
B/31/2012 - B:28 AM

5/31/2012 - 8:34 AM /31,2012 - 5:47 AM

- Approval Comment History

System at 5/31/2012 - 9:19 AM
Reassigned from JMCCAULLAGT to GHUNTER. (18130,2022)

This will allow users to know where in the approval process their request is.
To return to the previous page click the BEtUIN 1o Manage Requisiions

located at the bottom left hand side of the page.
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=

= ]

e

=

Furchase
Crders

Click the hyperlink

Purchase Order Inquiry

Business Unit: 09000

Requisition information Find | View Al First [*] 1 org I Last

Requisition ID: 000000220 Line Number: 1

PO information Find | View Al First ] 1 of1 [* Last
PO Number: 0909006711 Buyer: JMCCALLLAOA Change Order:
PO Date: 053142012 Vendor I 0000078315 Terms: 00
i . .
Customize | Find | View Al | B First (41 1 of1
tem 10 Description Amount UOM PO Status
Hyperion
1 Budgeting 1,288,000.00 USD EA 1.0000 Active [
Software

Important Note: Remember depending on your security you may not have access to all
the links.
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Other selection criteria

Purchase Order ID

Review the Purchasing Life Cycle by using the Purchase Order ID.

. Search
Input the Purchase Order ID and click the ————— button.
Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Ssarch button.

Business Unit: |03000 Q Requisition Name: |
Requisitoni: [ Q Request Status: | Al but Complte | Budget Status: | =
Date From: [ Through Date: ] Ié
Requester: aQ Entered By: Q. PO 0908006542 aQ
Search Clear
Requisitions
To view the lifezpan and line tems for a requigition, click the Expand triangle icon: k]
To edit er perform another action on a reguizition, make a zelection from the Action drepdewn list and click Ge.
Req ID Requisition Hame BU Date Status Budget Total
>  0s00000190  COMIT 800 0s000  03/2120M2  PO(=) Valid 905.00USD | <Select Action. . vlﬂ
Dizpatched

Create New Requisition Inguire Change Reguest Inguire Receipts Eequisition Report
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Budget Checking Errors

Review requisitions with budget checking errors by select “Error” in the Budget Status field and clicking the

button.

Search

Manage Requisitions

Business Unit: IDBMD—Q
RequisiioniD: [ @
Date From: l—@
Requester: I—Q

Requisition Name: |

| Al but Complete

L

Request Status:
Through Date:

Entered By:

To locats requisitions, edit the criteria below and click the Search button.

N,

hd

!

S

Budget Status: | Error =

PO ID: Q,

Search Clear

Reg ID Requisition Hame
> ooo0000305 OMG - Tulza Generater p...

* psooooo3od OGA&E - POP SERVICE N O...

- poooo00303 COX - LOCAL DIAL TOME S...
[ 0900000302  ATAT - LONG DIST-CALLIN...
* psooo00301 ATET -T15 & SERVICES MLK
I paoocooano QESC PRI Circuits at th...

*  ps00000Z99 COX Service for Shepher. ..

0300000288  ATET-ES11 CAMA TRUNKS

BU
09000

08000
09000
08000
05000
0s000
08000

08000

Date

08072012
08/07i2012
08072012
08/07/2012
08/07/2012
Devizonz
08/07/2012

08/07i2012

[»
Teo edit or perform anether action en a requisition, make a selection from the Action dropdewn lizt and click Go.

Status

Pending
Pending
Pending
Pending
Pending
Pending
Pending

Pending

Te view the lifezpan and line items fer a requizition, click the Expand triangle icen:

Budget

Error
Error
Error
Error
Error
Error
Error

Error

Total

1.200.00usD [<Select Action... 7] Gol

3.780.00UsD | <Select Action._. 7] Gel
187 103.00USD | <Sekect Action... 7] Go|
240,000.00u30 | <Select Action... =] Gol
274.500.00u50 | <Selct Action =] Go|
102.000.00usD | <Sekct Action... =] Gol
37,100.00USD <Select Action... =] G0
22.600.00UsD | <Sekect Action... 7] G2
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You can limit you results by using a combination of fields.
In this example we used Requester “BWALKERO01” and Budget Status of “Error”
Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button. "
Business Unit: 03000 Q Requisition Hame: | ‘
Requisition ID: Q Request Status: |AII but Complete j Budget Status: IErrur vI
Date From: [ Through Date; [
Requester: BWALKERD Q, Entered By: & PoID: Q
Search Clear
Reauisiti
Teo view the lifezpan and line itemz for a requizition, click the Expand triangle icen: I
Te edit or perform another action on a requisition, make a selection from the Action dropdewn lizt and click Go.
Reg ID Requigition Name BU Date Status Budget Total
l* (0900000305  ONG - Tulza Generator p... 09000 06072012  Pending Error 1,200.00USD I‘SEF&C’E Action... = IE
' 0900000304 OGSE-POPSERVICEINGO.. 08000  OG/T/2012  Pending Error 2,720.00US0 |<53‘e'3’f*‘~'3“°”---:|' ﬂ
I (900000303 COX-LOCALDAL TONES.. 09000  08/07/2012  Pending Error 187,103.00USD |=Se|e-:t Action... =] @
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Other Purchasing Life Cycle Functions

Cancel Requisitions

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: (02000 Q Requisition Name: |

Requisition 1D: (0500000283 Q Request Status: IAII but Complete vI Budget Status: I 'I
Date From: [ Through Date: [

Requester: BWALKERD Q Entered By: <, POID: Q
Search Clear
e
Te view the lifezpan and line items for a requisition, click the Expand triangle icon: (]
Te edit or perform anether action on a reguisition, make a selection from the Action drepdown list and click Go.
Reg ID Requisition Name BU Date Status Budget Total \ \
[*  pgoonoozag DCS FlestManagement VolP 09000 06/05/2012  Pending “alid 7,087 44USD ICEHCB| Requizitic 'I Go
Create New Reguisition Inguire Change Reguest Inguire Receipts Bequisition Report

The requestor can cancel their requisitions by selecting “Cancel Requisition” and clicking the &2 | button located to the far
right hand side of the Requisition Line.
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Requisition Details for: Ronney Maxwell

Business Unit: 0s000 Date: 08/05/2012
Requisition Name: [0CS FleetManagesment WolP Status:
Requisition 1D 0800000285 Total: 7,057.44
Line [Item Description Status ]
1 1P PHONE 9808 Canceled 158.470 EACH  21.0000 §3327.87
& T C q_ A
2 DEE: =10 ED RS 1-100A00 Canceled 127.200 EACH  21.0000 52671.20
3 RTU-MM R5.2 1 SEAT ADD Canceled 34450 EACH  21.0000 572345
4 86X RPLCMNT LINE CORD  Canceled §.400 EACH  21.0000 2134.40
5 zilig =Bid24 BUTTON MOD Canceled 113.950 EACH 1.0000 £113.95
- AN MUTARE BV MAILB QX e . . a P
8 EW 7 ADMION Canceled 14,400 EACH 3.0000 24320
I:. -
SsU AURA RS X STOED Canceled 2760 EACH  21.0000 $57.95
100 AN
& 55U MOD MSG R3X AN Cancelsd 1.210 EACH  21.0000 225.41

o then zelect the "Edit Requizition™ from the Manage Requizitions page and click Go. Once you

If wou would like to Resubmit thiz Reqguisition first click the "Recpen Reguisition” button and ,
are at the Requizition Summary page click the "Save and Submit” button.

Return te Manage Requizitionz iaztEite L |

Reopen Reguizition
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Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: ’EIBIJEID—Q Requisition Name: |
Requisition 1D ’WQ Request Status: IW Budget Status: I—L‘
Date From: [ W Through Date: [

Requester: W Q Entered By: I— CI_ PO ID: l— Q

Search Clear

Requisitions

To view the lifezpan and ling tems for a requisition, click the Expand triangle icen: [

To edit or perform another actien on a requisition, make a =election from the Action dropdown ligt and click Go.

Reg ID Requisition Name BU Date Status Budget Total
[* 0900000282  DCS FlestManagement VolP 09000  06/05/2012  Open Mot 7,097 .44USD |<58|E':'f»‘~':ﬂﬂﬂ--- '| Go
Chi'd
Create New Beguisition Inguire Change Reguest Inguire Receipts Reguisitien Repert

The pre-encumbrance will not be established until the Requisition is budget checked again.

Requisition Details for: Ronney Maxwell

Business Unit: 05000 Date: 08/05/2012
Requisition Name: DC2 FlestManagement VolP Status:  Pending
Requisition 1D: 0900000289 Total: 7,097.44
Line Hem Description Status
1 |P PHONE 9508 Pending 158.470 EACH  21.0000 S3327.87
Approval
: _
AURASTDEDRZ1-100 A0 Pending 127.200 EACH  21.0000 52671.20
LICLIC Approval
3 RTU-MM RS2 1 SEAT ADD 08 34450 EACH  21.0000 5723.45
Approval
Pending
4 SE)CC RPLCMNT LINE CORD £.400 EACH  21.0000 5134.40
Approval
g 9600 SBM24 BUTTON MOD  Pending 113050 EACH 10000 1108
GRY Approval
AM MUTARE EVI MAILBOX  Pending
& LEW J ADTION raproual 14,400 EACH  3.0000 543.20
SSU AURA RSX STDED 1-  Pending
i e 2780 EACH  21.0000 557.96
Pending

2 55U MOD MSG R5.X AN 1210 EACH  21.0000 325.41

Approval N

Return te Manage Requisitions Cancel Requisition
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Manage Requisitions
¥ Search Requisitions

Business Unit: IWQ
Requisition ID: [0800000288 O
Date From: l— M
Requester: W Q.

To locate regquisitions, edit the criteria below and click the Search button.

Requisition Name: |

IAII but Complete vl Budget 5tatus: I 'I
i)

2 poID:

Request Status:
Through Cate:

Entered By:

T Q

Search Clear

Requisitions

Reg ID
> paooooozas

Requisition Hame

To wiew the lifezpan and line tems for a reguisition, click the Expand triangle icon:

To edit or perform another action on a requisition, make a =election from the Action dropdow

DCS FleetManagement VolP

I

izt and click Go.
BU Date Status udget Total
05000 08/05/2012  Canceled Mot

n.0o0UsD |{Select Actien... "I Go

Chkd

Create New Requisition

Inguire Change Request

Inguire Receipts

Requisition Report

Please note the budget status on the Requisition changed to Not Chk’d and the pre-encumbrance will not be released until

budget checking is ran again during the evening.

Re-Open Cancel Requisitions

Manage Requisitions
¥ Search Requisitions

Business Unit: W Q
Requisition ID; [0900000238 O
Date From: l— [
Requester: 'W &}

To locate requizitionz, edit the criteria below and click the Search butten.

Requisition Name: |
| Allbut Complste | =]

9

Request Status:
Through Date:

Entered By:

Budget Status: I 'I
Q. POID:

QA

Search Clear

Requisitions

Req ID
> pgooooozsg

Requisition Name

To view the lifezpan and line tems for a requigition, click the Expand triangle icon:

DCS Fleetlanagement WVolP

I

To edit or perform anether action on a reguizition, make a zelection from the Action dropdown lizt and click Go.

BU Date Status Budget
o000 06/05/2012  Canceled Mot

Chik'd

Total \

0.00UsD IRB—UpBrI Requiz 'Pl Go

N

Create New Beguisition

Inguire Change Request

Inguire Receipts Bequisition Report
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The requestor can re-open their requisitions by selecting “Re-Open Requisition” and clicking the ©° | button located to the
far right hand side of the Requisition Line.
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