Job Aid: Building a Special Request Requisition PSFIN v9.2 Upgrade Training

1.

Create a Special Request Requisition

In PeopleSoft Financials Core System, select eProcurement from the menu.

2. Select Requisitions.

Favorites ~ Main Menu~ > eProcurement -
Home Worklist Add to Favorites

OoORrRACLE

Main Menu =

= eProcurement

Set up eProcurement; manage or approve eProcurement requisitions or POs.

=] Manage Purchase COrders

=] Expedite Requisitions

=] Quick Source Requisitions
T More...

My Profile
Modify persenal information and
preferences.

:Requisition E Manage Requisitions =\, Manage Requisition Approvals
i Create & new requisition by browsing or Review requisitions, edit or view status, ==¢ Take actions on reguisitions that require

""""" searching company or external eatalogs. cancel, receive, and Return To WYendor your approval.
{Supplier).
ﬁ Buyer Center Receive Items Reports
Create/editlapprove purchass order; Create, edit, and process recsipts and @ Create a report of purchase orders,
rs;::[;-:;estreqmsmon. pracess change Return To Vendor {Supplier). requisitions, and catalog-item usage.

Sign out

To enter Requisition Defaults (Required Step), click the Requisition Settings link.
a. Enter a name for your requisition (if left blank, the Requisition ID will be listed here after
saving, this is not advised).
b. Expand the Line Defaults section by clicking on the expand button.

Requisition Settings

Business Unit & Georgia Perimeter College Requisition Name
‘Requester [a» O Priority
*Currency

Cusiom Fields

Line Defaults (2

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fislds.

@
Supplier EN Category N
Supplier Location @, Unit of Measure @,
Buyer N
Shipping Defaults
Ship To |RECEIVING @, Add One Time Address
Due Date El Attention
Accounting Defaults Personalize | Fing | 20 | B First 4 1011 ) Last
Chartfields1 Chartfields2 Chartfields3 || Details || Asset Information
Percent Location GL Unit Account
CM1114 @, (71000 @, @, =]
OK Cancel Refresh

7) Help|
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c. To enter a default vendor for all requisition lines, select it using the Look Up icon.

To enter a default Buyer for all requisition lines, select it using the Look Up icon. There
are only 3 Buyers to select from.
e. Ifall of your line items will have the same NIGP code, enter it in the Category field. A list
of commonly used codes can be found HERE
f. If all of your line items will have the same Unit of Measure, enter it or select it using the

Look Up icon.

g. To enter a default Due Date for each line item, enter it or select it using the Calendar
icon. The Due Date for a Requisition is typically within 30 days of the current date.

h. To enter a default “Attention To” for each line, enter in the Attention field.

i. Inthe Accounting Defaults — Chartfields 1 tab, the Location, GL Unit, and Department
originally default from your User ID. If needed, you can change the Fund Code,
Department, Program, Class, and Project that are to be charged for each line item.

j. Click the OK button.

4. Select Special Requests

Favorites =

ORACLE

Create Requisition
Welcome S

Reqguest Opfions

Enter search criteria or select
from the menu on the right to

begin creating your requisition.

Main Menu~ > eProcurement = > Requisition

Home

Search | Al

(@ web
) Browse Supplier Websites
GAFirstMarketplace

2 Forms
* Create and Submit Forms

ePro Services
Request Services

Fixed Cost Service
Variable Cost Service
Time and Materials

W

* e
4 My Preferences Reuuisition Settings I

Express Item Entry
Create an Express Requisition

Favorites
Browse Favorite ltems and
Services

#100 Pens

Post-it Super Sticky Full Ad...

Recently Ordered

View recently ordered items and

services
Miniature Lamps, Flashlight,...
test
Coca-Caola Classic, 12 0z. Ca...
Nestle Pure Life Purified Bo...
Posi-it Super Sticky Full Ad...
Mare. ..

Home Worklist

&0 New Window  (2) Help

ﬁ Special Requests
Create

Add to Favorites Sign out

_.‘/ Personalize Page 3 hitp

Checkout

Advanced Search

n-catalog request

Brows: pany and Personal

Templates

5. For each line that you want to enter, complete the following steps (some fields may have been
completed through the requisition defaults — these defaults can be overwritten on this page if

needed):

a. Enter an Item Description

™ 0 o0 T

Enter the Price of the item

Enter the Quantity requested

Enter or select the Unit of Measure
In the Category field, enter or select the NIGP Code for the item
Enter or select the Due Date for the item
Enter or select the Supplier ID for the item if you have a preferred vendor


http://www.savannahstate.edu/fiscal-affairs/documents/categorycodes.pdf
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h. If you have any information that needs to be sent to the vendor, shown on the receipt,
and/or shown on the voucher, enter it in the Additional Information field and select the
appropriate checkboxes.

ORACLE

Create Requisition =

Welcome «iNERERGEATIN.
Request Options

All Request Options

Web
GAFirstMarketplace

Express Item Entry
Special Requests
Forms
Favorites
Templates
ePro Services
Fixed Cost Service
Variable Cost Service

Time and Materials

Recently Ordered

Home s My Preferences
Search

Special Requests (7

Enter information about the non-catalog item you would like to order:

Item Details

*ltemn Description |

*Price
*Quantity
*Category @
Supplier
Supplier ID @,
Supplier Name ]

Supplier ltem ID

Manufacturer
Mfg ID =
Manufacturer

Mig Item ID

A New Window (7 Help gﬂersonalwze Page [

Requisition Settings B 0 Lines Checkout
Search Advanced Search
*Currency |USD Q
*Unit of Measure @
Due Date EJ

Suggest New Supplier

i. Select the Add to Cart button.

Reguest Options -

All Request Options

Web
GAFirstMarketplace

Express Item Entry
Special Requests
Forms
Favorites
Templates
ePro Services
Fixed Cost Service
Wariable Cost Service

Time and Materials

Recently Ordered

Search | Al hd

Special Requests (2
Enter information about the non-catalog item you would like to order:

Item Details

*ltem Description |Rounded Memo Holder White

*Price 9.50
*Quantity 100
*Category (51500 @,
Supplier
Supplier ID 0000000253 @,
Supplier Name [STG MARKETING @,
Supplier Item ID
Manufacturer
Mig ID @,

Manufacturer

Mfg Item 1D

Additional Information

Search Advanced Search
*Currency |USD @,
*Unit of Measure |[EA @,
Due Date [51)

Suggest New Supplier

Enter comments here for the particular line.

(EL A

[1 send to Supplier Show at Receipt

Request New ltem

[J Request New Item

Add to Cart

A notification will be sent to a buyer regarding this new item reguest.

[[] show at Voucher

j. Confirm the Requisition Summary updated with your new requisition line.
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6.

k. To add an addition requisition line, complete steps 5a through 5j again.
Select the Checkout button.

Favorites ~ Main Menu~ > eProcurement - > Requisition

ORACLE

Create Requisition 2

Welcome

Search Advanced Search
All Request Options Special Requests 7
Web Enter information about the non-catalog item you would like to order:
GAFirstMarketplace
Item Details
Express ltem Entry *“Item Description |
*Price *Currency |USD @,

Special Requesis ¥

*Quantity *Unit of Measure @
Forms “Category a Due Date 2l

Home Workist Add to

I New Window (2 Help  [& Per:

Requester 35 3 LTS
Home ¢ My Preferences Reumsitiun Seftings I ? 1Lline Sz -

Reguest Options - Search | Al e

10.

To update a requisition line’s distribution information, click its Expand button and make
necessary updates.

To update multiple requisition line’s information simultaneously, select the lines to update with
a check mark and then select the Mass Change link. Make all necessary updates, and apply to all
selected lines.

To enter a comment on an individual requisition line, click that line’s call out (comment) icon.
Enter the comments and select where you want the comment to appear.

Favorites — Main Menu - > eProcurement ~ > Requisition

Home Worklist Add to Favorites Sign ou
OoORACLE

(I New Windew (Z)Help [ Personalize Page [ htip
Checkout - Review and Submit

Review the item information and submit the req for approva

3
- My Preferences Requisition Settings
Requisition Summary
Business Unit @, Georgia Gwinnett College Requisition Name
*Requester |[TSREQUESTER35 @ Requester 35 Priority

*Currency

Cart Summary: Total Amount 950.00 USD

Expand lines to review shipping and accounting details B Add More Items
Requisition Lines (7
Line Description Item 1D Supplier Quantity uomM Price Total Details ~ Commer
[J 1 g* Rounded Memo Holder White STG MARKETING 100.0000  Each 9.5000 950 00 B &
[ Select All / Deselect All Select lines to: [l Add to Favorites 138 Add to Template(s) I Delete Selected fZMass Change
Total Amount 95000 USD

Shipping Summary
& Edit for All Lines

Requisition Comments
Enter requisition comments

Comments for REQ Header

[ send to Supplier [ show at Receipt Shown at Voucher
Approval Justification

Enter any justification or comments you wish to on the requisition header in the

Justification/Comments field and select the appropriate checkboxes. Do not include any slashes
(/) in your comments.
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11. Click the Save for Later button, then the Preview Approvals link.
12. Insert any additional approvers if necessary.

13. Click the Submit button.

Charge a Requisition Line Item to a Different Chartstring

Favorites ~

ORACLE
“Requester |TSREQUESTER3S

*Currency

Cart Summary: Total Amount 110.00 USD

Expand lines to review shipping and accounting details

Requisition Lines (2

Main Menu~ > eProcurement - > Requisition

@, Requester 35

Line Description Item 1D Supplier
# O 1 @ Spark stacking side chair with Vendor Not Found

Shipping Line 1 *shipTo |RECEIVING

Address
Attention To  |Requester 35
Due Date
Accounting Lines
*Distribute By Qty v

Chartfields1
*Account

714100

=)

Accounting Lines

Chartfields2 || Charifieids3
Fund
@, [10500

Home Worklist

Priority Medium

TP

Quantity uom

Price

1gopp Each 50.0000

od Quantity

Add One Time Address Price 50.0000

Add to Favorites Sign oul
Total Details
50.00 B

Price Adjustment
Pegging Inquiry
Pegging Workbench

Personalize | Find | View All | & First' 4 1 of

B
SpeedChart &,
Details Details 2 || AssetInformation || Asset Information 2
Dept Program Class
@, (2510100 @, [11100 @, [11000

Budget Information

Budget Reference

@, [2015 Q@

1.
2.
3. Locate the Accounting Lines section.
4.
a. Account
b. Fund Code

c. Department
d. Program
e. Class

Go to the Chartfields 2 tab to update the following if needed:

5. Go to the Chartfields 3 tab to update the following if needed:

a. Project

After adding items to requisition, ensure you are on the Checkout - Review and Submit page.
Expand the line you want to modify by clicking on its Expand Section button.

6. Make other necessary changes and then continue with the Marketplace Requisition by selecting

the Save & Submit button.

Charge Multiple Requisition Line Items to a Different Chartstring

After adding items to requisition, ensure you are on the Checkout - Review and Submit page.

Select the lines you want to change distribution information for by placing a checkmark in their

select boxes.

3. Select the Mass Change button. (In v8.9, this link was called “Modify Line/Shipping/Accounting.)
4. Inthe Accounting Information section, enter the new Chartfields Values and then click Apply.
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5. On the Distribution Change Options, to apply changes to all selected lines, select the option
“Replace All Distribution Lines” and click OK.

6. Make any other necessary changes and then continue with the Marketplace Requisition by
selecting the Save & Submit button.

Split Distribution(Split Funding) for a Requisition Line

Favorites = Main Menu~ > eProcurement ~ > Requisition
Home | Workiist | AddioFavorites | Sign oy
ORACLE
“Requester |TSREQUESTER3S @, Requester 35 Priority | Medium v
*Currency
Cart Summary: Total Amount 110.00 USD
Expand lines to review shipping and accounting details ot
Requisition Lines (2
Line Description ltem 1D Supplier Quantity UomM Price Total Details  Comments Delete
O 1 @ spar« stacking side chair with vendor Not Found 10000 Eacn 50.0000 50.00 By & ada I}
Shipping Line 1 *Ship To RECENVING @, Quantity
Address Add One Time Address Price 50.0000 Price Adjustment
Attention To  |Requester 35 Pegaing Inauiry
Due Date El

Pegaing Workbench

Accounting Lines

*Distribute By $peedChart @
Accounting Lines Personalize | Find | View All B At @ 12020 Last
Chartfields1 || Charifields? || Chartfields3 || Defails || Defails2 || Assetinformation || AssefInformation2 || Budget Information
Line Status Dist Type *Locafion Percent Merchandise Amt GL Unit Entry Event
Open MAIN @, 500000 2500 40000 @, @, [+ [=]
2 Open MAIN @ 50.0000 25.00| 40000 @ @ 1+ =]

After adding items to requisition, ensure you are on the Checkout - Review and Submit page.
Expand the line by clicking on its Expand Section button.
Choose whether to Distribute by Amount or Quantity through the drop down list.
Locate the Accounting Lines section.
At the end of the line under the Chartfields1 tab, click the Add a New Row button (+).
If distributing by Quantity, continue. If distributing by Amount, go to step 7.
a. Inthe original distribution line, edit the quantity for the revised distribution.
Tab out of the Quantity field. The Percent field should adjust accordingly.

ok wnN R

b
c. Inthe new distribution line, enter the quantity for the second Chartstring.
d. Tab out of the Quantity field. The Percent field will adjust accordingly.
e. Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.
7. If distributing by Amount, continue. Otherwise, go to step 8.
a. Inthe original distribution line, edit the amount for the revised distribution.
b. Tab out of the Amount field. The Percent field should adjust accordingly.
c. Inthe new distribution line, enter the amount for the second Chartstring.
d. Tab out of the Amount field. The Percent field will adjust accordingly.
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e. Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.
8. Make any other necessary changes and then continue with the Marketplace Requisition by
selecting the Save and Preview Approvals button.

Insert an Ad Hoc Approver

Department and Proj. Approval

Line 1:Initiated S
Rubbermaid - Utility/Service Cart - Service Cart, 500 Ib Cap. (250 bz per shelf), Tan Path

Department and Proj. Approver
Mot Routed
E| & Diane Eleanor White E'
Reg-Dept Mgr-Line Level

Line 2:Initiated IES:ar‘. New
Rubbermaid - Heavy-Duty Plastic Utility Gart - Service Cart, 500 Ib Cap., Tan — D ath
Department and Proj. Approver

Mot Routed

E| @ Diane Eleanor White E'

Reg-Dept Mgr-Line Level

1. After adding items to requisition, ensure you are on the Checkout - Review and Submit page.

2. Make any necessary changes to the line item information on the requisition.

3. Select the Save for Later button.

4. Toinsert an Ad Hoc approver, click the green plus (+) button where you want the approver to
go.

5. Enter the User ID of the Ad Hoc approver, or use the look up button to select the User ID.

6. Select either the Approver or Reviewer radio button.

7. Click the insert button.

8. You should now see the additional approver in the approval chain.

9. Toremove the Ad Hoc approver, select the red minus (-) button for that approver. Click OK

when prompted.
10. Submit the requisition for approval by clicking the Submit button.



