PeopleSoft Version 8.9: Requisitions The University of Akron

Type 2: One Vendor, Multiple SpeedCharts per Line Iltem

Use this procedure when you need to enter one PeopleSoft requisition and split the charges of
one line to multiple SpeedCharts.

What you do What happens
1. Follow the steps for Type 1 A requisition is entered.
requisitions.

2. Click on the Schedulg icon [ for the line item you wish to split the charges for. This icon is
located on the far right>on the same line as the line item.

Maintain Requisitions

Requisition

Business Unit:  AKRON Status: Approved

Requisition ID:  MNEXT Copy From Budget Status: Mot Chk'd na
™ Hold From Further Procde sing

S

‘Requester: ITRAIND1 QL Instructor, Suzie Reguisition Defaults
Edit Comments

. I I Requester Info e ]

Requisition Date: |10/19/2006 [ Requisition Activities

Origin: IONL Q online Input

' Code: IUSD Collar

b Al Total Amount: 2,550.00 USD

Accounting Date: |1 011972006 [

Furchasing Kit Catalog
ltern Search Reguester ltems

Firzt [ 1-20f 2 ] Last

Customize | Find | View A
Status 3 “endor Information 3 Aftributes i Contract N Sourcing Controls EEE
Description Quantity *UOM Cateqgory Price Amount Status

Details ' Ship To/Due Date " ttem Information

|
1R Q @ammm =@ [zo000 [EA | Q [comPa Q@ [400.00000  200.00 Approved

=}
TR Q @amp S [soooo [Ea | Q [comps  Q [350.00000  1,750.00 Approved

The Schedule page displays.

Maintain Requisitions

Schedule
Business Unit:  AKRORM Requisition Date: 10/ 972006
Requisition ID: MNEXT Status: Appraved

Return to Main Pacge

1 ftem: example 1 Quantity: 2.0000 Amount: 800.00 USD

Customize | Find [view &l | 88 First [ 1 or 1 [ Last

Details

Sched *Ship To Quantity Price Amount Due Date Status
1 B [recenq = [2.0000 |400.00000 800.00 [10/31/2006 5 5 Active =

Add Ship To Comments

B save | 4 Refresh [Es A | F| UpdateDisplay |
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PeopleSoft Version 8.9: Requisitions The University of Akron

What you do | What happens

3. Click on the Distributi = icon located next to the status.

Maintain Requisitions

Schedule
Business Unit:  AKROMN Requisition Date: 10/19/2006
Requisition ID: 0oo003v410 Status: Approved

Eeturn to Main Page

Quantity: 2.0000 Each  Rwgount; 800.00 UsSD
First E 10of 1 |I| Last

example 1

Details

Sched *Ship To Quantity Price Amount Due Date atus

1 B [recena. = [zoooo [400.00000 800.00 [10/31/2006 [ @ tive =
Add Ship To Comments
B save | % Refresh Eetdd | FUpdsteDis

The Distribution page displays.

Maintain Requisitions

Distribution
Fetlon ID: 0000037410 Item: exarmnple 1
{ Status: D
Schedule: T
Ship To: RECEVING [ cCririRecy Quantity: AN
"Distribute by: Cuantity Open Quantity: 2.0000
Amount: 800.00 USD

SpeedChart: O, Multi-SpeedCharts

Distributions

Chartfields ' Assel Information
Distrib Status Percer Quantity Amount GL Unit Entry Event Account Fund Dept Program Class Bud Ref 3::_:“3“5 Proj
1 Open | 2.0000 800.00 [AKRON @ | G [5301 Q10000 @ faatse00z O [soo0 O [OPER Q| sy Q, |

0K | Cancgl | Rafreshl

Note: Verify that the correct line item was selected by looking at the top of the Distribution
Information page.

The default distribution method is by Quantity (Qty) however, you may change the Distribute by
value to Amount (Amt) if needed.
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PeopleSoft Version 8.9: Requisitions

The University of Akron

What you do | What happens

4. Click on the Multi-SpeedCharts link.

The Multi-Speed Charts page displays.

Multiple SpeedCharts

Redquisition ID: 0000037410 ttem: example 1
Line: 1 Status: Active
Distribute by:  Quantity Req City: 2.0000

Schedule: 1
Femaining Guantity:

& Overwrite

 Append

SpeedChart Selections Customize | Eind | Wiew Al | i Firat [ 1 o 1 (] Last
‘SpeedChart Cluantity to Distribute

1 a

Ok | Cancel | Refreshl

[+ [=]

5. At the end of the first line, click
on the Add -l button to add
another distribution line. Only

The Multiple SpeedCharts screen will display as below.

Multiple SpeedCharts

Re(|l|isiQn 1Dz 0000037410 ftem:

example 1
. . . . . Line: )
add one distribution line a time. * Status: A
Distribute by:  Quantity Req Oty: 2.0000
Schedule: 1 C Append  © Overwrite

6. Enter each SpeedChart and the

Remaining Ouantity:

Quantity (Or Amount) you WiSh SPE‘: CAmoumlo Distribute b
to charge to each SpeedChart. 1[o00e | 10000 [¥] [=]
2 |z00100 a | | 1.0000 [#] [=]

7. Enter the Quantity or Amount ok | cancel || retresh

to Distribute.
8. Click on the OK button when

complete.
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What you do | What happens

9. The Distribution page returns with the multiple SpeedCharts and the appropriate Quantities,
Amounts, Percentages, and Chartfields.

Maintain Requisitions

Distribution

Requisition ID: 0000037410 fem: example 1

Line: 1 Status: Active

Schedule: 1

Ship To: RECENING CrtriReey Quantity: 20000 EA

“Distribute by: Quantity h Open Quantity: 2.0000
Amount: fo0.00 UsD

SpeedChart: QU Multi-SpeedCharts

Chartfields Details 3 Azzet Information

Distrib Status Percent Quantity Amount GL Unit Entry Event Account Fund Dept Program Class Bud Ref f“cmﬂ
1 Open | 50.0000 1.0000 400.00 [AKRON @ | Q| @ f1ooon @ [aa7sE002  Q [60on @ [oPER Q| Q| Q |_
2 0pen | §0.0000 1.0000 400.00 [aKRON & | Q| Q f1ooo0 & [aaTot001 @ [6000 & [oPER Q| a | Q |_

0K | Cancel | Refreshl

10. Click on the OK button. The Schedule page displays again.

Maintain Requisitions

Schedule
Bursiess Unil:  akRON Requisition Date: 1001 &3005
Roquishlon I 0000037410 Srans Approved

1 Men: Eampls 1 Oty 20000 Fach Atz 0000 UED

1 & |[RECERT, 20000 [400.00000 B00.00 103172006 s w Active B =

A Ship To Comments
W save | 72 Retresn l T ,r_'LbdlM):plu\‘l

11. To return to the Requisition page, | The Requisition page displays again.

click on the Return to Main ::::‘;:::“"“’"‘
Page link. - _ G - X

I Mol Froin Fethes Proces s

“Reqestor TRAINTT 3 instructor, Sumo

‘Reisition Date: 107807000 5 Esgussteeiniy

Fn

Oviglt: ORL 2, Onling ingut
Cumnamcy Codat Dol A i

" Tedal Rinount: 2,55000 LSO
Accounting Date: |1 0192008 (=

Furshasing ki Catog ume: [ cyto:[ o Remaws

Ling Nam Dascrigtien oy V0K Coteaory Bukse L] Pl%(u‘ld Sty
1 0, fcampea 1 =¥ & oo [ O [cowew o [saoone  sooo0 T approms - O E
2 M [ 0y, femarm = € [fooon [en Q [Cowes o [ooooon  rsno0 T Apsowed o8 E

Gt et ¥

Wsave | i Femmesn [k | JF] UpdateDepiy
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What you do What happens

12. Click on the Save button to save
the newly added distributions.

Note: To print the requisition
from this page, see Chapter 4,
Method 1 for details.

--- Initiating the Workflow Process--- (must be done on every requisition)

13. Using the main menu choose:
Purchasing,
Requisitions,
Approve Amounts

Note: If you collapsed the main
menu, you will have to use the
Expand Menu button to open the
main menu again.
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What you do | What happens

14. The Approval page displays.

Requisition Amount Approval

Unit:  AKRONM Req: 0000037426 Requester: =

*Approval Action: Approve b Approval Status: Initial % Wiew Printable Req

Requisition Date: 11i08/2006
Total Amount: 25.000 Dollar
Total Base Amount: 26.000 Daollar

} Line Details

Bl save | L\ Return to Segfch |

/

The Approval Status field will be Initial.

15. Click on the Save Button. The Approval Status field updates.

Requisition Amount Approval

The Approval Status Of yOUf Unit:  AKRON Req: 0000037426 Reduester: Instructor Suzie =

requisition will change to “INProcess™ | . e« Commrome oo, ommremeri—
if you are not an approver. -

The status will change to “Complete”
if you are an approver or if your
requisition is under $500 and you have
the limited authority classification.

16. The Requisition is now ready for
Approval or for Budget Checking (for
Requesters/Approvers).
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