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PeopleSoft Version 8: Requisitions

The University of Akron

Chapter 1: Contact Information

PeopleSoft Contacts

Function

Office Contact Information
Computer Help Desk helpdesk@uakron.edu
OR
330.972.6888

Answers general questions about
PeopleSoft processes and non-PeopleSoft
computer processes, opens work tickets for
technicians, and assists with UANet
password issues.

PeopleSoft Security

pssecurity@uakron.edu

Answers questions about your PeopleSoft
security such as password and ID issues.
Also assigns ID’s and Passwords.

Purchasing Functional arothl @uakron.edu Answers specific business process
Lead questions about requisitions in PeopleSoft.
Software Training pstrain@uakron.edu Answers “how to” questions about the

Services

PeopleSoft processes outlined in this
manual.

PeopleSoft Web Sites

Office Web Site

Computer Help Desk

http://www.uakron.edu/its/hoss/helpdesk/index.php

PeopleSoft Security

http://www.uakron.edu/its/applications/security/index.php

Software Training Main Site:

Services http://www.uakron.edu/its/learning/training/index.php

PeopleSoft Training:
http://www.uakron.edu/its/learning/training/PsoftV8.php

Seminar Site:
https://www.uakron.edu/seminars/index.php

University of Akron’s

http://www3.uakron.edu/purchasing/

Department of Purchasing

University of Akron’s

http://www.uakron.edu/its/peoplesoft8/peoplesoft.php

PeopleSoft Version 8 Site
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The University of Akron

Purchasing Contacts

Below is a contact list for The Department of Purchasing. This list also includes a summary of
the commodities that each buyer is associated with. This list is just a summary and does not
include every category available on campus. This list is meant to be a guide to help direct you to

the appropriate person.

Name Contact Information | Position/Commodity

Gene Stephens Ext. 7340 Director, Purchasing

Denise Cool Ext. 6270 Associate Director, Purchasing
Appraisal Services, Real Estate, Automobiles,
Leased Vehicles, Outside Legal Counsel,
Relocation Services, Lease/Rental Off Campus
Facilities, Security Guards

Andy Roth Ext. 7340 Associate Director, Purchasing
PeopleSoft Functional Lead

Bill Jenkins Ext. 6469 Assistant Director, Purchasing

Construction, Energy Management Systems,
Inspection Services, Architect/Engineering
Services, Off-Campus Storage

Buyers and Assistants

Matthew Beaven Ext. 6268

Insurance

Vicki Collins Ext. 5420

Assistant Buyer

Barbara Fuller Ext. 6013

Assistant Buyer

Barbara Hayes Ext. 2577

Assistant Buyer

Valoree Lee Ext. 7340

Administrative Secretary

James Leonard Ext. 6271

Audio Visual, Cable TV, Long Distance,
Furniture, Library Supplies, Lease/Purchase
Copiers, Off-Campus Mailing, Service and
Maintenance Contracts, Paper, Printing
Services & Equipment, Telephones, Vending
Machines

Sue McPherson Ext. 5423

Overnight Accommodations, Novelty Items,
Advertising, Media, Performers, Awards,
Books, Subscriptions, TV & Radio Broadcast,
Catering, Delivery Services, Hospitality,
Membership, Purchase for Resale, Travel

Timothy Neitz Ext. 6267

Animals, Appliances, Art Work, Athletic
Goods, Automobiles Services, Building
Supplies, Chemicals, Cleaning and Custodial,
Flowers, HVAC, Landscaping, Medical
Equipment, Office Supplies, Plumbing
Supplies, Uniforms

Al Radin Ext. 8557

Computer Hardware, Computer Software,
Computers, Computer Maintenance,
Laboratory Equipment, Lease/Purchase/Rent
Computer Equipment

Ver. 2005.06.30
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PeopleSoft Version 8: Requisitions The University of Akron

Chapter 2 : Requisition Overview

Methods of Purchasing

The Department of Purchasing offers several different purchasing programs for use by the
individual departments on campus. The method you use will vary depending on what you are
trying to purchase. See the following table for details.

Method

Description

PeopleSoft Requisition

Use PeopleSoft whenever you are ordering from external Vendors (off-
campus).

WebReq

An online form that allows users to order items or services from on-
campus “vendors.” For example: Computer Solutions, Physical Plant,
Communications, and Printing Services. This process is also used for
personal reimbursements.

You must obtain access to use WebReq’s. This process is maintained by
the Department of Purchasing. Go to the following url to obtain the
access form:
http://wwwa3.uakron.edu/purchasing/forms/WEBREQApp.pdf

To enter a WebReq (after you obtain access) go to the following url:
http://wwwa3.uakron.edu/purchasing/dreg/ocreg.phtml

Prepaid Order Form

A form, available on the Department of Purchasing web site, which can
be used to order books, subscriptions, memberships, hotels, and
conference registrations. After the form is filled out, it can be mailed to
Accounts Payable for payment.

University Contract
(for use by all Departments)

University Contracts are negotiated and awarded by the Department of
Purchasing. All University departments are able to utilize these contracts
to procure any item associated with the contract. Place your order
directly with the contract vendor and have the invoice sent directly to you
for approval. Once you receive the invoice, verify that you received the
goods or services. If you received the desired goods or services mark the
invoice “OK to Pay”, sign the invoice, write down the SpeedChart (your
old six digit “account code”) you wish to charge and forward the invoice
to Accounts Payable for processing and payment. A list of vendors the
university has contracts with can be found on the Department of
Purchasing web site.

Ver. 2005.06.30
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Method Description

Blanket Purchase Order Set up by the Department of Purchasing and is processed through
(for use by specified PeopleSoft. A blanket purchase order is when an agreement is reached
Department) with a Vendor for a certain period of time, and for a certain amount of

money (pre-encumbered). The department can utilize the blanket
purchase order when working with the vendor by sending an invoice
directly to Accounts Payable.

Office Supply Requisition
Form
OR

www.eway.com

A form, available on the Purchasing web site, which is used to order
office supplies. After the form is filled out, it should be sent to Central
Stores for processing. The items will be delivered directly to the
department.

If you prefer, there is also a web site to order office supplies and the url is
www.eway.com. To set this process up, contact Tim Neitz in the
Department of Purchasing.

University Credit Card
(Visa Card)

The University Credit Card allows departments to purchase certain goods
costing less than $1,500. The cardholder will be expected to know and
follow the guidelines for using the credit card.

Ver. 2005.06.30
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Requisitions Defined

A requisition is a request for supplies, items, or services from one or several vendors. As
outlined on the previous page there are several methods for requests of goods or services, and
PeopleSoft is used for off-campus purchases.

There are many guidelines involved when making purchases on behalf of the University. The
most important rule to remember is that all purchases (unless you are using another Purchasing
Program) should be initiated with a requisition and must be approved by the authorized
individual.

The Board of Trustees Guideline (3359-20-53) states the following:

“The director of purchasing is authorized to commit the university for all purchases of
goods and services. Commitments by any other member of the faculty or staff are in
direct violation of the guidelines established by the board. Commitments made outside of
these guidelines are not binding on the university and invoices covering these
commitments may not be honored.

Furthermore, university requisition forms are provided by the purchasing department and
must be used for all purchases of goods or services. Completed requisitions are to be
forwarded to the purchasing department for processing and should include an accurate
description of the material or service desired, suggested vendors, approximate cost,
required delivery data and location, account code to be charged, and authorized
signatures.”

Please contact the Department of Purchasing if you have any questions regarding this guideline
or if you have general questions about what purchasing program should be used.

Ver. 2005.06.30 2-3
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PeopleSoft Version 8: Requisitions

The University of Akron

Life Cycle of a Requisition

An Approver can do
the following when
reviewing a
requisition:
Approve

Deny

Recycle (Send back
for changes)

STEP 1
Requester Creates a
PeopleSoft Requisition.

STEP 2
Authorized Person
Approves the Order.

STEP 3

The Requisition is
Budget Checked
(Commitment Control).

Common Statuses
for requisitions:
Approved

Denied

Recycled

Pending Approval
Canceled
Complete

STEP 4
Purchase Order is
Automatically Created.

STEPS5

The Purchase Order is
Dispatched by
Purchasing Department.

STEP 6

Goods or Services
Received and Invoice is
Received.

NOTE: Each step
in the process is
contingent upon
the previous step.

STEP 7
Voucher Created and
Vendor is Paid.

Prior to Budget Checking
(Commitment Control)
your requisition will have
a status of:

Not Chk’d: Has not been
Budget Checked yet.

Budget Checking
(Commitment Control)
creates the following
statuses:

Valid: Successful
Error: Failed Budget
Check.

Dispatched means the
order has been sent to the
Vendor by phone, mail, or
fax. Order is “official.”

/

Voucher means “okay to pay.”

=
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Chapter 3: Adding a New Requisition

Adding a New Requisition

Starting Notes for Adding Requisitions
Listed below are some general guidelines that you will want to follow when adding a requisition
in PeopleSoft 8.

m Training is required for new PeopleSoft Requisition Users. In training you will
receive a security form to fill out. If you have further questions about security,
contact the Security Administrator at pssecurity@uakron.edu.

o Do not use the Back button on the Internet Explorer Toolbar. Use the buttons found
on the PeopleSoft page to move from page to page.

o System required fields are indicated by an asterisk (*) next to the field name.

o Many pages will not refresh every time you leave a field. You may have to use the
Refresh button or go to a new page for a field to become active.

o For information about Budget Checking (Commitment Control) Errors see Appendix
E.

m For information about requisitions containing more than 20 line items see Appendix
E.

Information Needed for Completing a Requisition

Listed below is a list of information that you will need in order to successfully complete a
requisition in PeopleSoft. The list is in the order to which you will enter information for your
PeopleSoft Requisitions.

What are you buying: Description, Quantity, Unit of Measure, Category, and Price
Vendor Name or Number

Due Date for the items

SpeedChart: 6-digit account code (SpeedType in Version 7)

Comments: The RegDeli Standard Comment (contact and delivery information) as well
as anything you want to tell the Buyer or VVendor.

arOdE

Ver. 2005.06.30 3-1
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The University of Akron

Type 1: One Vendor, One SpeedChart

Use this procedure to enter a PeopleSoft requisition when you are using one Vendor and one

SpeedChart for all line items.

What you do

What happens

1. From the main menu, choose:
Purchasing,
Requisitions,
Maintain Requisitions

The Find an Existing Value page displays.

Search:

@

[> Wy Favorites
b Process Financial
Information
~ Purchasing
~ Requisitions
[> Review Reguisition
Information

PeopleSoft.

Requisitions
Use the following search to look for an existing Requisition.

{ Findan Existing Value Y Atd a NewValue |

Business Unit: = © AKRON =

Ppprove CharFields
[> Purchase Orders
[ Shipments
[> Return To Vendar
[ Accounts Payable
[> et Up FinancialsiSupply
Chain
b Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Tools
> PeapleTools
Chanae My Password
My Personalizations
My Systerm Profile

My Dictionary

Requisition ID: |beg|ns wnhj|
wton st~ 3] | =
Origin: [negins W|mj|

=y
Requester: [begins wnnj| al

I~ case Sensitive

Search Clear | Basic Search [ Save Search Criteria

Find an Existing Yalue \ Add 2 New Yalue

2. Click on the Add a New Value link
or on the Add a New Value folder
tab.

PeopleSoft.

[> My Favorites
[ Pracess Financial
Information
= Purchasing

<~ Requisitions

[> Review Reguisition
Infarmation

[> Reporis

= Maintain Requisitions

Approve Amounts

Anprove ChanFiells
[ Purchage Orders

[> Shipments

[> Returm To vendar

[> Accounts Payable

[ SetUp Financials/Supply
Chain

[ wwinrkist

[> Application Diagnostics
[> Tree Manager

[> Reparting Tools

[> PeopleTaols

Change My Password
My Personalizations
bty Systern Profile

My Dictionary

The Add a New Value page displays.

Requisitions

[ Eind an Existing Value | Adda New Value

Business Unit: [skroN Q|
Requisition ID: |NEXT

Add

Eind an Existing Value | Add a New valug

Ver. 2005.06.30

Software Training and Technological Services

3-2



PeopleSoft Version 8: Requisitions The University of Akron

What you do | What happens

TIP: To allow more working room with the page, collapse the main menu by clicking on the
Collapse button.

Search:

| o)

[» My Favarites
[* Process Financial
Information
= Purchasing
= Requisition
= Maintain Reguisitions
[ Winrklist
[» Application Diagnostics
> Tree Manager
[ Reporting Toals
[» PeopleTools
Change by Password
iy Personalizations
Rty System Profile
Rty Dictionary

To open the menu again, click on the Expand button.

PeopleSoft, S
&

Requisitions

J Eind an Existing Yalue ) Add a New Value

Business Unit: IAKRON =Y
Requisition ID: INEXT

Add

Eind an Existing Walue | Add a MNew Value

Ver. 2005.06.30 3-3
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What you do | What happens
3. Click on the Add button.

The Form page displays.
PeopleSoft.

=3
Mew Winde

{ Form i Schedule

Unit: AKROM  ReqlD: MNEXT
‘Requester: |ENJ5UPD =Y Dungjen Paula Mech Eng.

Status: Pending  Budget Status: Not Chik'd Accounting Date: |1UJ'25J'2004 Bl currency: [V50 Dollar

Home

\RaqDate: [102572004 Ellorigin:[onL =] 7 A X T &

[~ Hold From Further Processing

First 1of 1 Last

‘UOM Category Price Ship Te Status

Sel Line Hem ID Description Req Oty

# o1 gt% b= B [oooon | Q| QJ[noooon | [RECEM Q) Active ] = |

Total Amt: 0.00 USD Total Base Amt: 000 Ush
‘Goto: Header Defaults Header Cornments  ltern Search ltem Detail Line Defaults Line Details
Copy From Catalag Line Comrments  Sourcing Controls -Mare... e

B save 2 Refresh [E#dd | |2 Update/Display

Form | Schedule

Ver. 2005.06.30
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What you do What happens
4. Enter the information for the items you
are ordering. The UOM Look up page:
Peop]eSoft; -
Note: You can use the Tab key to move | |=
from field to field or you can click inthe || . . .ou
field with the mouse.

o Item ID: Leave blank. You can
remove this field from the page for
easier requisition entry. See
Appendix D for details.

o Description: Enter a specific
description of the item such as Item
ID, ID#, page, SKU#, Catalog #, etc.

o Req Qty: Requisition Quantity

g UOM: Unit of Measure. Use the
Look Up &l button to return a Unit of
Measure list. Locate the UOM and
check the box and click on the
Return button.

mn Category: Use the Look Up &
button to return category list. Locate
the Category and click on any link of
the Category to select it and return to
the Form page. This field is linked to
the Buyer and the Departments
Budget.

o Price: Price per Item

m Ship To: Defaults, should not be
adjusted.

"
2

—I—I—I—I—I—I—I—I—I—I—I—I—Im_—l;\

The Category Look up page:

Unit of Measure

AT Average Cost Dollars
BAG Bag

BBL Barrel - Liguid Measure
BDL Bundle

BOX Box

BSD Bushel - Dry Measure
c Celsius

[slell] Cubic Centimeters
COM Gubic Decimeters
CG Centigrams

CHN Chain

cL Centiliters

CM Centirmeters

ChiM Cubic Millimeters

(=113

SetlD:

PeopleSoft.

Look Up Category

AKROM

Requester: ENJA0PD

Don’t forget to
use the View
Tools to review
all search results.

Category: |beg|ns Wlthj|

Description: | hegins with j|

Look Lip | Clear | Cancel | Basic Lookup

Wi Al

]

ACATH
ACCMNE

Search Results

1-100 of 175 [3] Last

ategory Description

Accomodation - Athletic
Accomodation - Mon-employee

ACCOM

Accommodation - Employes

Accom-Student Recruit In-State
Accom-Studnt Recrit Qut-State

Advertising Specialties
Advertizing Services

Advertising

Animals

Appliances-Over §1500
Appliances-Parts and Supplies
Appraisal Services

Architect & Engineeting Sry

Arms. Ammunition & Supnl-ROTC

Ver. 2005.06.30
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PeopleSoft Version 8: Requisitions The University of Akron

What you do What happens
5. To enter additional items to this The Explorer User Prompt box displays.
requisition, click on the Add *| button X
at the end of Line 1. Seipt Promp.
Enter number of rows to add
Cancel |
Enter the number of rows that you want

added to the requisition and select OK.

If needed, you can add additional rows PeopleSoft. S
later in the process. N

[\
Nl FON_ ImglE HENT Teqate; [15757001. Bloggee [FL ] 4 X 0 R
[ ——r T T T ok Fotn et Processinng
e [0 Dot THIsd
54 Lne RemB Cescinton Bealte WOM  Coleowy  Biks  SWals  Sam
L li‘ki;":""" B [roemn [ Q) Fow o) FEannes FIcim Qaee ] =]

3] riqﬁ anml_af_qmrsﬁqm =]

Total itz Total Base fark:

— — oo

6. To delete an item, go to the end of the The Microsoft Internet Explorer box returns.
line and click on the Delete Row = X
button . \?2 Delete currentsslected rows From this page? The delete will occur when the kransaction is saved,
_OK Cancel |
Click on the OK button to delete the
selected row.
Ver. 2005.06.30 3-6
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What you do | What happens

7. After you have entered the line items, click on the Header Defaults link found at the bottom
of the Form page.

The Header Defaults page displays. This is where you will enter the Vendor, Due Date, and
SpeedChart.

PeopleSoft.

[=I13

Mew'Window | Help |

Header Defaults

Unit:  AKROM  ReqlID: MEXT

' Default & Qverride

Vendor: | QJLocation: | Q)

Vendor Lookup
Buyer: |-
ShipTo:  [RECEVING | Q) Central Recehing
Due Date: l— Category: I— Ql vom: l_ Q|

Distribute by: I ]' SpeedChart: g

Distributions

Custarnize | Find | Yiew All| B

Dist Percent  GL Unit Account Fund Code DeptlD Program  Class Bud Ref Budyet Date Project Entry Event Locati

1 AKROM Q) Ql Q) Ql Q Q) Q| [1orzsizons | [ Project Q [MECH
[ peon@[ @[ @l R @[ &l @lfioeszns] [ [@ueck
I ——

One Time Address
ok | | caneel | | Refresh |

8. Verify that the Override button (in the
Default Options frame) is selected.
This will apply the data on this page to
all lines of the requisition.

Note: You can use the Tab key to
move from field to field or you can
click in the field with the mouse.

9. Inthe Vendor field, enter the VVendor
ID number. This field cannot be left
blank.

If the Vendor is unknown or if the
Vendor is not contained within the
PeopleSoft database, use 0000001342
(Department of Purchasing). A
requisition with no Vendor ID will not
be built into a purchase order, thus
delaying your order.

Ver. 2005.06.30 3-7
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What you do

What happens

10. Looking up a Vendor, Option 1:
If you do not know the Vendor ID,
click on the Look Up Vendor &
button.

In the Short Vendor Name field, enter
the first few letters of the VVendor name
and click on the Look Up button.

Locate the Vendor, and click on any of
the fields (links) to select that VVendor.

The Look Up Vendor page displays.
[PeopleSoft. I
Look Up Vendor

Wenilos 10 [wegms win =]
Shyont Verdor Nmu:ibeunsmlll -I

Look Lip oz Cancal | Biasic Loghug

Search Resulrs
Omby the first 300 results can be displaved. Enler more informaton sbove and search again bo reduce the nurnber of search results
i All

1900 #1300 5] Las!
Q)
I naons L S0ks (lanky (Rdank)
il 1 MCenigyCy Tlanky (Qlanky (Blank)
0000000014 MLLCHRAFTE-001  Milkran Faoer Co ing ulanky (hliangy kank)
15 AFCINTERIC- 02 (olanky (lanky (danky
0000000018 PEOBLESOFT-001  PeoolySed ng (hlanky (hlansy ank)
000000001 ENI-001  Graphic (lanky (blanky (Eank)
(200000030 BAGEUPELIG-001 856 Sunoh Co kot (hlanky (Rlanky miank
0000090031 CRANFORDCO-001 Crisford Company @lanky (Qlansy (Elank)
S 003 Indushl [ (lanky (laniy (Etank
00000500 AQ0]  AAA Traved Agency (hlanky (lanky Eank
NOEAGO-001 . (Rlanky (hlansy ek

PeopleSoft.

(=]

Look Up Vendor

SetlD: ARRON
endor ID: | hegins with j |

Short Vendor Name: | hegins with j |DELL

LookUp | ciear | | Cancel | Basic Lookup

Search Results

[4] 1202 [}]
‘endor ID  Short Vendor Name Name 1 Name 2 Our Customer Number Old Vendor ID
0000000047 DELLCOMPUT-002 Dell Camputer Corp (hlank) dlank) hlank:
0000022028 DELLSARAHA-001  Dell,Sarah Ann thlank) thlank) hlank;

11. Looking up a Vendor, Option 2:
If you do not know the Vendor ID,
click on the Vendor Lookup link.

Enter search criteria and click on the
Search button.

Locate the Vendor, and then click in
the Sel checkbox. Click on the OK
button.

The Vendor Lookup page displays.
PeopleSoft.

Vendor Lookup

Name: ShortName: ﬂ
cy: [ stae & posta: [ |

Country: Ql Class: I_ Ql Type: =Y
Max Rows 10 Bearch
[W] [« D] ]
Search Results 5 i | Fir W First (4 101 [P Last

Sel Vendor ID Default Location Address Name
-

Vendor Detail  Address

oK Cancel Refresh

Ver. 2005.06.30
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What you do What happens

12. The Header Defaults page returns The Calendar displays.
aga|n [ PeopleSoft.

Enter a realistic due date for the item(s)
in the Due Date field. You can click
on the Choose a Date £/ button to
return a calendar for easy date
selection.

13. In the SpeedChart field, enter the
department’s 6-digit Account Code

14. Click on the Refresh button to populate
the required Chartfield information.

15. Note: You do not need to enter any additional information on this page. If you enter
information into the blank fields, your requisition may error and not move to the next step in
the Requisition Life Cycle.

The Header Defaults page should look similar to the following:
PeopleSoft.

(=13

Mew Window | Help |

Header Defaults

Unit: AKRON  ReqID; MEXT

" Default @ Override

Vendor: [nooonoons7 QLocation: [WAIN OF Q| Dell Computer Corp
Wendor Lookup
Buyer: l— g
Ship To: lm g Central Receiving
DueDate;  [10/292004 [ Category:l Ql  vom: l_ Q

Distribarte hy: j' SpeedChart: ﬂ

Distributions

Lsset Information

Dist Percent  GL Unit Account Fund Code  DeptiD Program  Class Bud Ref Budget Date Project Entry Event Locati
1 |100.0000 AKROM (R ghouou G [a4747005 g|5000 Q [orER Q][ Q| [1oz512004 | 5] Project | 4 |lcamr
|
One Tirne Address
0K | Cancel | Hefresh|
Ver. 2005.06.30 3-9
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PeopleSoft Version 8: Requisitions

The University of Akron

What you do

What happens

16. After you have entered the header
default information (Vendor,
SpeedChart, and Location), click on
the OK button.

Click on the Mark All link to activate
the Apply column for all fields.

Note: The result of clicking on the
Mark All link will be a checkmark in
all checkboxes in the Apply column.

If you do not follow this step correctly,

you will not be able to save the
requisition.

Click on the OK button to continue.

The following page returns:

Retrofit field changes to "all"" existing requisition lines/schedules/distributions.....

Unit:  AKROM  ReqID: MNEXT

Forthe distribution specific defaults, | Select Apply'to apply changes to the Distrib Line value For example, if you select Apply for
Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition. 1 Select Apply to All Distribs'to apply changes to all
digtribution lines on the requisition.

| iarAlE O unmarkall
z8 i Firet (4 1100r11 1 Last

Apply Distrib Line Field Name ield Value Apply to All Distribs
O Wendor 0000001342

- Location MAIN

O Ship To RECEIVING

r 1 Percent 100

- &L Unit AKRON 0

r 1 Fund Code 10000 r

r 1 Dept ALTREDDZ n

[ Program 6000 ]

- 1 Class OPER O

| Burdget Date 2004-11-30 O

oK Cancel Refresh

17. The Form page displays again.
PeopleSoft.

(=13

{ Form Y Schedule

Add to Favorites

ey Windo

Unit: AKRON  ReqlD: 0000016996
‘Requester: [ENJS0PD

&l bungien Paula Mech Eng.

Sel Line femID Description

‘Req Date: |"W25f2UE|4 ﬂoriuill:lor“”-j vAXDTHE

™ Hold From Further Processing

Status: Approved Budget Status: pot Chikd Accounting Date: 10262004 | Eil-currency: [USD Dollar 1102 0f2

Customnize | Fing | E
Req Oty 'UOM Category Price Ship To Status

F o1 Q@I'a Hot SR [roooo [es | @ [cowrr | @ 2100000 [RECEM (O Actve [ = |

r oz Q@ISD e SR [roooo [es | @ [comrw | @) [rosooonl [REcEm (O] Actve [ [ |

Form | Schedule

Total Amt: 2,283.00 USD Total Base Amt: 2,289.00 USD
‘Goto: Header Defaults Header Comrents... ltern Search ltern Detail Ling Defaults Ling Details
Catalog Line Comments Sourcing Controls ~Mare... 2
B savel [QuRetumto Search] (45 MextinList] (1= 4 Rafresh | Badd

Ver. 2005.06.30
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PeopleSoft Version 8: Requisitions The University of Akron

What you do What happens
18. At this point in the process, you have The Hold From Further Processing checkbox is
entered enough data to save the circled.

requisition and hold it from moving to | _PeopleSoft
the next step in the process.

[ (e

You can hold the requisition by T
activating (place a check mark) the o P
Hold from Processing option. You | — 1 e £ 21 PO

must save the requisition before leaving
and make note of the Requisition ID for
future reference. You can recall the
requisition at a later time and add,
remove, or change information. At that
time, uncheck this option and resave to
move to the next step in the Requisition
Life Cycle.

[ i L et

19. To add comments per individual line, The Line Comments page returns.

click in the Sel column for that line Line Comments
item (put a checkmark in the box) and Unie  ARON ReqiD:  NEXT m
click on the Line Comments link at the e T
bOttom Of the page The IaSt bOX ¥ Active Only Sort Methd: CummentTimeStaj -50n5eq:|A5cendmg j@l
checked is the line selected. poe e
- - //

Note: Be sure to verify the Line d

- [ SendtoVendor ¥ Shown at Receipt ¥ Shown at Voucher
number so that the comment is
associated with the correct line. Flle Name: _ | R Extonsion: || @
Select the OK button to return. Standard Cormments GoTo Source Fetch Iterm Specs

Ok Cancel Refresh
Ver. 2005.06.30 3-11
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The University of Akron

What you do

| What happens

20. To add comments to the requisition, click on the Header Comments link.

The Header Comments page displays.

Header Comments

Unit: AKRON  ReqlD: NEXT

¥ Active Only

Comments:

'Sort Methd: | Comment Time Staj ‘Sort Seq:lAscending vl

Eind | Yiew All

First 1cf 4

 H

Last

]

¥ SendtoVendor ¥ Shown at Receipt ¥ Shown at Voucher

=€

[

File Name: |

Standard Comments GoTo Source

File Extension: I &

Fetch ltern Specs

O | Cancell Refreshl

21. All requisitions should have the
ReqDeli Standard Comment added.
This comment is a predefined entry that
will provide you with a template for
delivery and contact information.

To do this, click on the Standard
Comments link.

22. In the Std Type field, enter REQ.
23. In the Comment ID field, enter DELI.

24. Click on the OK button.

The Standard Comments page displays.

PeopleSoft.
=
Standard Comments
*Action: ICutand Paste 'I
Stal Type: I (=] Comment ID: I Q)
Eff Date: [riizrzons ‘Status: [Actve |
Description: |
Short Desc: I
Comments:
B
=
Ok Cancel | Refreshl

Ver. 2005.06.30
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PeopleSoft Version 8: Requisitions The University of Akron

What you do What happens
25. Read the template and fill in your The Comments page displays with the template.
information where applicable. Header Comments
26. Some examples of when you would add
additional free-form Comments are: 7 nctve OnlySort Mot [STHITEnt Tiie S x| -sort soqs [Feceriana =]
o What attachments are being sent to W j@
Purchasing. =
o Vendor information if not found in o vt Sttt sttt
PeopleSoft. : S
o Invoice number if entering an invoice
27. Click on the OK button. ] ] [ p
28. If you want to add additional comments in
a new row, click on the Add a new row
4] button.
You would add new rows if you want
comments to be directed to different
people. For example, row one comment
(delivery and contact information) is
intended to print for the Vendor and on
the Receipt (Send to Vendor, Shown at
Receipt checkboxes active) and row two’s
comment is intended only for the Vendor
(only the Send to Vendor checkbox is
marked).
Ver. 2005.06.30 3-13
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PeopleSoft Version 8: Requisitions The University of Akron

What you do | What happens
29. The Form page displays again.

To save the requisition, click on the Save button.

The Requisition ID number will display in the top left corner of the Form page.
PeopleSoft. — YT

=13

Mew Windo
Form Sc
- ReqID: 0000015393 ) ‘Req Date: [107262004 | Dgrigi: [ oL =] =
‘Requester: |EM =Y DurgienPaula Mech Eng ™ Hold From Further Processing
Status: Pending Budget Status: plot Chik'd Accounting Date: |1DJQEJQDDA1 @'Cuuency: Ush Daollar 1102 0f2
Customize | Find First (4] 12012 D] Last
Sel Line femID Description Req Gty 'UOM Cateqory Ship To Status
O 1 ggm““‘” =By [zoooo [Ea @ [comPP | @J[z000.000 [RECEM (@) Active [+ = |
2 géﬂv"" =R [zooo0 [Ea | & Jeomew @[zoooon | [RECEM (& Active k| = |
Total Amt: 4,004.00 USD Total Base Ami: 4,004.00 USD
"Goto: Header Defaults Header Comments  ltem Search ltern Detail Line Defaults  Line Details
Catalog Line Comments Sourcing Contrals .Mare 2
&) save 2 Refresh [EAdd ] |2 Update/Display

Form | Schedule

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)
30. 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.

Ver. 2005.06.30 3-14
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PeopleSoft Version 8: Requisitions

The University of Akron

What you do | What happens
31. The Approval page displays.
PeopleSoft.
Search: Mew Window | Hela

|7J@ Approval | Details

[ My Favorites
[> Process Financial
Information
=7 Purchasing
~ Requisitions
[ Review Requisition
Infarmation
[ Reports

Unit:  AKROM Req:  \WORKFLOW+ Reduester: test

‘Approval Action: Apprave | :‘ Approval Status: Initial [%

[> Purchase Orders
[> Shipments
[ Accounts Payable

L —

[ et Up Financials/Supply
Chain

[ Worklist

[ Reporting Toals

Requisition Date:

Ity Swstern Profile
bty Dictionany

B oave)  (Qretun e

Approval | Detail:

[ PeopleTonls Total Amount: 498.000 Dallar
Chanoe My Password
My Personalizations Total Base Amount: 499.000 Daollar

& Done /

S @ Internet

The Approval Status field will be Initial.

32. Click on the Save Button.

The Approval Status of your requisition
will change to “In Process” 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.

The Approval Status field updates.

Apmeal Y Oepails
Usit;  AHFRON Fem  WORKFLOW! Resmses et o
“Appeval Acrinic Appioia Hppa ol Stalis:

I Fmress |:2

33. The Requisition is now ready for
Approval or for Budget Checking (for

Requesters/Approvers).

Ver. 2005.06.30
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Saving Error Message

If you did not follow the steps outlined, specifically step 17 on page 3-10, you will get an error
message that will prevent you from saving the requisition.

The error message is as follows:

I Microsoft Internet Explorer x|
i 'E meed fund, depk, program, class & account to add Req. Check distribution lines, Be sure ko enter the
L

Defaulks|Details panel tab first, then the Requsition Form tab,

The PeopleCode program executed an Error stakement, which has produced this message.

-

If you see this message follow the steps outlined below.

What you do What happens
1. Click on the OK button. The Form page displays.
TR L
Wil akRON Reql NEXT roatiate: 1507001 Elonigee W 21~ A X 0 R
[ Te—— A fotr andy T Hodd From Furthvet Processing
Sanus: punding Budkges Stanse: ot Cricy e sunting Date: [1190008 91 [0 comr 2ef2
S Uno Desciition fein Aom | fammay - .-‘ slm-.- sm-u S
o fmment D€ B Fww B A [Cowew 4 oo [Fecem & amwe =] =]
P e SI€ B[ B & Foe ) [Pt e e F =
Totat A 1475.00 USD Total Base At 117500 USD
i Dkl 10

Pbas Bupcasatossy

2. Click on the Header Defaults link. The Header Defaults page displays.

Header Defaults
Unit:  ARON  Reqil: HEXT

|7 et & veiride

| Vendar: W QlLacation: ’m A Des Comguter Corp
Vendur Logkup
Eanyer: al
ShipTo:  [RECEMNG G Coniral Recahing
s Date:  [1zmazong 57 cagonys [ 4 wew [ 4

st ihente hy: 3 SpeedCla: 9
?ﬂ %l&m &'ﬁmmnm gii%m&'?l%e-mﬁ-ml;ag;l
|
3. Re-enter the SpeedChart in the
SpeedChart field.
Click on the OK button.
Ver. 2005.06.30 3-16
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The University of Akron

What you do | What happens

4. The following page displays.

Retrofit field changes to "all"" existing requisition lines/schedules/distributions

Unit:  AKROM  ReqlD: MNEXT

Forthe distribution specific defaults, 1 Select Apply' to apply changes to the Distrib Line value.For example, ifyou select Apply far
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
distributjon lines an the reguisition.

»
W\ siaric Al [ Unmarkal

Customize | Find al|H First [ 1otz D Last

App Distrib Line  Field Name Field Value Apply to All Distribs
O Vendor ooooonoogy

- Location MAIN OFF

O Ship To RECEINVING

O Due Date 2004-12-09

- 1 Percent 100

Il 1 =L Unit AKRON Il

- 1 Fund Code 10000 -

Il 1 Diept 4701001 Il

- 1 Program G000 -

- 1 Class OPER -

Qe | Cancel | Refresh |

5. Click on the Mark All link (circled The Form page displays again.

above) e —
Unit: AkRONM  Reqllc HEXT Feqboe: [1507008. EdoneecW Z] ¥ A X 08
: P2 A Roth andy T Hodd From Furthvet Processing
s Mot Gk Accsanting Date: |1 1302004 1

Note: The result of clicking on the

Coollar 12012

Mark All link will be a checkmark in T B B 0 B & o o) st R o e (=]
all checkboxes in the Apply column. s e

‘Gote: Hugoe Detaully H

Click on the OK button.

6. Click on the Save button again.

7. 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.

Ver. 2005.06.30
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PeopleSoft Version 8: Requisitions

The University of Akron

What you do | What happens
8. The Approval page displays.
PeopleSoft.
Search: Mew Window | Hela

|7J@ Approval | Details

[ My Favorites
[> Process Financial
Information Unit:
=7 Purchasing
~ Requisitions
[ Review Requisition
Infarmation
[ Reports

AKRON Req:  WORKFLOWq Reduester:  test

‘Approval Action: Apprave | :‘ Approval Status: Initial [%

[> Purchase Orders
[> Shipments
[ Accounts Payable

L —

[ et Up Financials/Supply
Chain

[ Worklist

[ Reporting Toals

Requisition Date:

Ity Swstern Profile
bty Dictionany

B oave)  (Qretun e

Approval | Detail:

[ PeopleTonls Total Amount: 498.000 Dallar
Chanoe My Password
My Personalizations Total Base Amount: 499.000 Daollar

& Done /

S @ Internet

The Approval Status field will be Initial.

9. Click on the Save Button.

The Approval Status of your requisition
will change to “In Process” 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.

The Approval Status field updates.

I Appemeal Y Ol

Usit;  AHFRON Fem  WORKFLOW! Resmses et o

* B aval Actiaic Appro Hppa ol Stalis: I Fmcess l:i

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

Ver. 2005.06.30
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The University of Akron

Type 2: One Vendor, Multiple Sp

eedCharts 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 Schedule tab or on the Schedule link at the bottom of the page.

The Schedule page (tab) displays.
PeopleSoft.

=13

Eorm Schedule

Mew Winde

Unit: AKRON  ReqID: 0000018993

Line: 2 software

Sel Sched 'Ship Te Due Date Req Oty Price

Amount Status

o1 |RECEMNG | Q] 10282004 ] [2.0000  [2.0000

0 400 Active k] = |

Req Oty: 20000 Amount:  4.00

Dallar

Distribution Shiprent Detail Drop Shipment
Ship To Address One Time Address

ﬁ Save “’o Refresh

Formm | Schedule

[Eadd | | Update/Display

3. Click in the Sel column for the line
item that you need to make a
SpeedChart adjustment to.

To move between line items, use the

The Sel field for the item is marked.
[PeopleSoft,

=l

Edim ) Schedule |

Unil: axFON Realls 0000015953

Show next row and Show previous S e Ie  Cvebwe e Pe A View Tools

row buttons by using the View f e Gy B, e S

Tools. You may also click on the — =

View All link to view all the lines j“““"‘“ o R

of your requisition at one time. —_— '
Ver. 2005.06.30 3-19
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What you do | What happens
4. Click on the Distribution link below the selected line item.

The Distribution Information page displays.
PeopleSoft.

(=13

New Window | Help

Distribution Information

ReqlD: 00000189  Line: 2 Sched: 1|

X

software

Ship To: RECENVING htriRecy QOpen Qty: 2.0000

‘Distribute by: oty = SpeedChart: qJ Multi-SpeedCharts

Customize | Find | Yiew

Sel Dist Status ‘Locatigh Req Oty Amourt Percent  GL Unit Account Fund DeptlD Program Class Project
= 1 Open |COh7UTER Q[ 2.0000 4.00 [100.0000 [AKRON (@] [5801 QJftooo0 @ [ad7e7005  Q[soon G [oPER  QJ Project 4
Req Oty: / 2.0000 EA  Amount: 400 usD

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.

5. Click on the Multi-SpeedCharts link.

The Mulit-Speed Charts page displays.

PeopleSoft.

(=113

Multiple SpeedCharts

ReqID: 00000185893 Line: 2 Sched: 1 soffware
Distribute by:  Quantity Req Cty: 2.0000

i Append ' Overwrite
Remaining Quantity:

Customize | Find | ie

'SpeedChart Quantity to Distribute
1] al | 53

Ok | Cancell Refreshl

Ver. 2005.06.30 3-20
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The University of Akron

What you do

What happens

6. At the end of the first line, click on
the Add -l button to add another
distribution line. Only add one
distribution line a time.

7. Enter each SpeedChart and the
Quantity (or Amount) you wish to
charge to each SpeedChart.

8. Enter the Quantity or Amount to
Distribute.

9. Click on the OK button when
complete.

The Multiple SpeedCharts screen will display as
below.

PeopleSoft. —

1= »

Multiple SpeedCharts

ReqID: 0000012994 Line: 1 Sched: 1 1w
Distribute hy:  Qluantity Req Oty: 2.0000

|(' Append @ Overwrite
Remaining Quantity: -2.0000

'SpeedChart Quantity to Distril e
1 200274 =Y | 1.0000 =+ =]
2 [z00100 =Y | 1.0000 1 [=]
e
] QK | Cancel | Refresh |

10. The Distribution page returns with the

multiple SpeedCharts and the appropriate Quantities,

Amounts, Percentages, and Chartfields.

PeopleSoft.

=[3

Distribution Information

ReqlD: 0000018394 Line: 1 Sched: 1 w
Ship To: RECEMING CrirlRecy Open Oty: 2.0000

“Distribute by: @ty s SpeedChart: ﬂ

Details More Details Az=et Information

Mew Window | Help

X

Multi-SpeedCharts

Sel Dist Status ‘Location Req Oty Amount Percent GL Unit

Account Eund DeptiD Program  Class Project

2 10pen  [comPUTER Q| 1.0000 200000 | 50.0000 [akron @ [6602 Qf[1o000 @ |adraroos Q) [6000 Q| |OPER Q[ Project

[m} 20pen  [COMPUTER || 1.0000 2,000.00 [ 500000 [AkRON G [6602 Q[1o000 [ |s4ro1001 @) [6000 [ |OPER R/ Project

I#] 1+

Req Oty: 20000 EA  Amount: 400000 usD

Exchanie Rate Detail

0K Cancel Refresh

11. Click on the OK bhutton.

The Schedule page displays again.
[PeopleSoft.

-1
Hewiin

[ Eoim | Schedue
Unit: AKROM  Reqik 0000018993 A x

el sched St lo e e Puice fanous St

F 1 Fecemne &l fioewzons &) [zooon  [zoconn 400 At ] =]

ReqOty: 20000 Amotnt: 400 Dallar

Diskibubion Dras Shipment

Ghip To Address
{1 PRes T Wy Bass’ L lpntaiTuapiey
Epimn | Sehedule
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The University of Akron

What you do What happens
12. To return to the Form page, click on | The Form page displays again.
the Form tab or the Form link at | PeopleSoft,
the bottom of the page. e it
.I l::m» ‘.:.‘gmw 00001 o e X 2
“Fquester luui A Dungie ™ Mok From Pt Processimg
uuuuuuuuu 0 Fuadged SIamU: 1ot Cric Accomniong Daie; zw_l vancy 757 Dusar 1m2ee2
i:l..!ml—wlﬁ?.im Pﬁj:q%aﬁ! Tqr =]

S

13. 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)

14. 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.

Ver. 2005.06.30
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What you do | What happens
15. The Approval page displays.
PeopleSoft.
I-'DWJ@ { Aoproval ([ Details

[ Process Financial
Infatmation Unit:
= Purchasing
7 Reguisitions
[> Review Requisition
Information
[ Reports

AKROM Req:  WoRKFLOW1 Requester: et

‘Approval Action: Approve v

Approval Status: Initial [%

Maintain Requisitions
= A unts
D Furchase Orders

[ Shipments

[> Accounts Payahle

L ————

[ Set Up Financials/Supply
Chain

[ worklist

[> Reporting Tools

[> PeopleTools
Chanoe v Passward
Mty Personalizations
My Systern Profile

Requisition Date:
Total Amount:

Total Base Amount:

499.000 Dollar

498.000 Daollar

My Dictionary
Esavel [ Qretun yfear
Approval | Detail
& Done / 3 @ Internet

The Approval Status field will be Initial.

16. Click on the Save Button.

The Approval Status of your requisition
will change to “In Process” 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.

The Approval Status field updates.

I Appeswal Y Dejails

Usl:  AKEOM Req  WORKFLOW Bemiester  fest

“Appieval Aorinic Approva

Approwal Staius: I Froress [é

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

Ver. 2005.06.30
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Type 3: One Vendor, Multiple Lines, Override SpeedChart per Line

Use this procedure when you need to enter one PeopleSoft Requisition for multiple line items
and then change an entire line to a new SpeedChart (override the default SpeedChart entered on
the Header Defaults page).

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

2. If necessary, click on the Form tab or on the Form link at the bottom of the page.

The Form page displays.
PeopleSoft.

=

Mew VWindoy

{ Form Y Schedule

Unit: AKRON  ReqID: 0000018995 ‘Req Date: [10/26:2004 | Bl origine [one = X =
‘Requester: |ENJS0PD A pungjen Paula Mech Eng ™ Hold From Further Processing
Status: Pending  Budget Status: Kot Chik'd Accounting Date: I1 02662004 Bl currency: IUSD Dallar 1to2af2

First (4] 1.2t 2 [P] Last

Sel Line ttemID Description Req Oty 'UOM Cateqory Price Ship To Status

P g@ OMPUTER, LAFTOP 3 gy [Toooa [ea~ [ [oomrr (@) [2300.000 [RECEM @ Active .| = |
rz | g@ CMPLUTER ASSEC. == [zoooa [ea [ [oomrs (@l [ismoooo [RECEM @ Active .| = |

Total Amt: 2,330.00 USD Total Base Amt: 2,330.00 USD
‘Goto: Header Defaults Header Comments... ltern Search lterm Detail Line Defaults Line Details
Catalog Line Comments  Sourcing Contrals | --MOre.. 2
B save)] |CLRetun to Search | (45 NextinList | [+ Previous inList| |4 Refresh | Ekadd

Farm | Schedule

3. Select the line that you want to
override the SpeedChart for by
clicking in Sel column.

Note: The last box checked is the
line selected.

Ver. 2005.06.30 3-24
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What you do | What happens
4. Click on the Line Defaults link at the bottom of the page.

The Line Defaults page displays.
PeopleSoft.

(=13

Mews window | Help

Line Defaults

< Tine: 2 COMPUTER ASSEC
T ——

Default Optiolis:  Override SpeedChart: QJ Copy Header Defaults

Custornize | Find
r Details | Asset Information

Dist Perdent  GL Unit Account Fund DeptiD Program  Class Bud Ref Budget Date Project Entry Event Location
1 C v @ @ @l @ & Al Eleees [ &
Ok | ancel | Refresh |

Note: Verify that the correct line item has been selected.

5. Inthe SpeedChart field, enter the | The Chartfields display.
six-digit SpeedChart (Account
Code) for this line item.

Click on the Refresh button to
populate the Chartfields.

nw Perce  GLUna MMI l’lum Clasa el Bist ml)ll le iy Bt
'

0k | | Carvel | fuvesh |

6. Click on the OK button. The following page displays.
PeopleSoft.

=

Retrofit field changes to all the distributions on the Requisition Line -2
unit:  AKROM ReqID: 0000018995

Faorthe distribution specific defaults, 1 Select 'Apply'to apply changes to the Distrib Line value on the selected requisition line
15elect 'Apply to All Distribs'to apply changes to all distribution lines on the selected reguisition line

W Mark Al ] Unmark &l
ze -

Apply  Distrib Line  Field Name Field Value Apply to All Distribs
(m} 1 Percent 100

[ 1 Fund 10000 a

(m] 1 Dept A4701001 (m]

[m] 1 Program 600D [m]

(m} 1 Class QPER (m}

[ 1 Budget Date 2004-10-26 a

0K Cancel Refresh |
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What you do

What happens

7. Click on the Mark All link.

Note: The result of clicking on the
Mark All link will be a checkmark
in all checkboxes in the Apply
column.

8. Click on the OK button.

The Form page displays again.
PeopleSoft.

9. Click on the Save button.

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)

10. 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.

Ver. 2005.06.30
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What you do | What happens
11. The Approval page displays.
PeopleSoft.
Search: Mew Window | Hela

|7J@ Approval | Details

[ My Favorites
[> Process Financial
Information Unit:
=7 Purchasing
~ Requisitions
[ Review Requisition
Infarmation
[ Reports

AKRON Req:  WORKFLOWq Reduester:  test

‘Approval Action: Apprave | :‘ Approval Status: Initial [%

[> Purchase Orders
[> Shipments
[ Accounts Payable

L —

[ et Up Financials/Supply
Chain

[ Worklist

[ Reporting Toals

Requisition Date:

Ity Swstern Profile
bty Dictionany

B oave)  (Qretun e

Approval | Detail:

[ PeopleTonls Total Amount: 498.000 Dallar
Chanoe My Password
My Personalizations Total Base Amount: 499.000 Daollar

& Done /

S @ Internet

The Approval Status field will be Initial.

12. Click on the Save Button.

The Approval Status of your requisition
will change to “In Process” 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.

The Approval Status field updates.

I Appemeal Y Ol

Usit;  AHFRON Fem  WORKFLOW! Resmses et o

* B aval Actiaic Appro Hppa ol Stalis: I Fmcess l:i

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

Ver. 2005.06.30
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Ending Notes for Adding Requisitions

After you save the requisition, an email message will go to your Approver stating that a
requisition is waiting approval in their Worklist. This is a new feature in version 8.

Also, after you save a requisition, one of the following will occur:

1.

If it is approved, you will receive an e-mail indicating that it was approved and forwarded
to Purchasing for processing. The e-mail will contain any comments offered by the
Approver.

If it was denied, you will receive an e-mail indicating that it was denied with any
comments provided by the Approver.

If it was recycled, you will receive an e-mail indicating it was recycled with any
comments provided by the Approver concerning changes that need to be done before it
will be approved. A recycled requisition will be routed to your Worklist. See Chapter 5,
Part E for additional information about how to work with recycled requisitions.

If no action was taken on the requisition in three business days, your requisition will be
recycled and returned to you for action. You will also receive an e-mail indicating that
no action was taken on your requisition. You may wish to contact the Approver
concerning the requisition or in some cases you may need to contact The Department of
Purchasing to cancel the requisition. Timed Out requisitions can be found in your
Worklist.

Note: If you are both the Requester and the Approver you will not need to follow the Approval
Process Instructions. The requisition that you save will bypass the Worklist and move on to
Budget Checking (Commitment Control.)

Ver. 2005.06.30 3-28
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Chapter 4 . Printing a Requisition

Method 1: Printing a Requisition from the Form Page

You can print a requisition right after you save it by using the More drop down box in the bottom
right corner of the Form page. You can print the requisition from this page anytime before the
requisition has a status of “Complete.” A Completed requisition is a requisition that has
completed the Requisition Life Cycle. After a requisition has been completed, you will not be
able to access this page and therefore you will need to follow Method 2 to print the requisition.

What you do What happens
1. If you just completed the requisition,
verify that you are on the Form page.

OR

From the menu, chose:
Purchasing,
Requisitions,
Maintain Requisitions

Use the Find an Existing Value page to
locate the requisition.

2. The Form page displays.
PeopleSoft.

(=113

Form i Schedule

Unit: AKRON  ReqID: MEXT ‘Req Date: |11/16/2004 @migin:lw =l =

‘Requester: |PUW AR Y] Rath,Andy [~ Hold From Further Processing
Status: Pending Budget Status: Mot Chie'd Accounting Date: I”” 62004 | & currency: |USD Dallar
=]

& i First [0 1or 1 [P] Last
Sel Line Description Req ‘Uon Category Tice Status
¥ 1[5 =HE B Loooo [Ea | @ [aiie @ [onoooot [RECEM @ acive [ |
Total Amt: 0.00 USD Total Base Amt: 400.00 USD
*Goto: Header Defaults Header Comtents... tem Search Itetn Detail Line Defaults Line Details
Copy Fram Catalog Line Comments  Sourcing Contrals Mare it
B save)l [Ednctify |9 Refresh [Ek2dd | [ ] UpdateiDisplay
Form | Schedule
Ver. 2005.06.30 4-1
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What you do

What happens

3. Click in the More drop down box for a
list of selections. This box is in the lower
right corner of the page.

The More drop down box:

Lo hare...
01-Activity Log
02-Freview Req
03-Show Currency
N4-Fequester Info
Na-Activities
N6-Category Search
07-Budget Status
N3-Change Histony
04-

|...ru1|:|re... j

N9-Reguester tems -

4. Note: If you are a MAC user, the Form page will display as follows:

E @' Grab File Edit Capture Window Help

=
Mmoo 5 B
(&) Maintain Requisitions (5]
Back Forward  Stop  Refresh  Home : AutoFill  Print Mai

Mac Mac 08 X

7P(‘EOI").leSOft;

Home | workist

Macinto: MSN

*Requester: [TRAINOT Qlfraining ID

Sel Line ltem ID Description ReqQty ‘UuOM

- | _Add to Favorites |  Sianout

S

Z =
Mew Window | Help

& |/ Form Y Sthedue )

| unit: AKRON Req|ID: 0000019073 “Req Date: [2004711780 _ [jorign:[ ONL £ ]* A 3¢ 0 =

Status: Pending Budget Status: Not Chk'd Accounting Date:|2004/11/30 il *Currency: Dollar

] Hold From Further Processing

Customize | Find | Vie: i
Category Price Ship To

lcomputer
81 qj F[50000 [EA  QJ [COMPP Q| [2,000.000C [RECEI

&

Total Amt:

0.00 USD Total Base Amt: 20,000.00 USD

*Goto: Header Defaulls Header Comments.. ltem Search

kangaroo
B: Ql R [zoo00 [EA @ [ANMA Q] [5,000.000C [RECEM

&

Item Detail Line Defaults Line Detail
Catalog Line Comments  Sourcing Controls -More..
B s= % Refresh
[4
QD Internet

a

You will need to click on the arrows button (circled above) to open the More drop down

box.

Ver. 2005.06.30
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What you do | What happens

5. Select from the list, 02-Preview Req.

The Administration page displays.

J List ) Ewplorer | Administration Y Archives |
User ID: |A0624SF Type: | j Last: |_1|Days 'l Refresh
Status: | j Fol(ler:l j Instance: | to: |

Report List [ 1 All E First [« 1-9af 9 [ Last
Report Prcs _ Request _

Select ID Instance DESCIItioON Date/Time Format Status Details

° 47789 68638 DeptBuduetSummary-One Line So-""200  Actobat("pdf) Posted Details
. 06f30/2005 .

[} 47788 68637  Dept Budget Detail 743 344 Acrohat (*.pdfy  Posted Details
063052005 Comma .

I} 47787 68636 Dept Budget Summa 743 344N delimited (*.csv) Fosted Details

" 47785 68635 DeptBudaet Summary-One Line [0 0200 Acrobat(*pdf) Posted Details
. 0673072005 .

I} 47785 68634  Dept Budget Detail 743 544N Acrobhat (*.pdfy  Posted Details
0673072005 Comma .

[} 47784 68633 Dept Budget Summa 743 544N delimited (*.csv) Fosted Details
. . 0673072005 f

I} 47782 68611 Reguisition Print SQR 735 354N Acrobhat (*.pdfy  Posted Details

[~ 47616 63342 Renuistion Print SOR fpaalsllS  Acrobatrpdf  Posted Details

[© 47615 63330 Renuistion Print SOR ApfaaIllS  Acrobatpdf)  Posted Details

v
Select All Deselect Al

%Iolickthe delete button to delete the selected report(s)

B Save

List | Explorer | Administration | Archives

6. Locate the requisition by looking for, The Report Description hyperlink appears.
Requisition Print SQR in the Report e
Description column. — R reaed L

4] 1yarn ¥ Last

Fotmia Status  Detaits

7. Click on the Refresh button until the L s

R A F 4T7e8 686ie sl Acrobat ("pdf)  Posted Detalls
Status is Posted. After the report is R — NS ppcom Posnd Dot
H H H = S 602005 Comn T
Posted, the report description will CENRUTR e oM oommmsacan PO Qs
- [ 47708 685 DestBusgel SurenareOne Ling hawicl’  Acrobal(puf Posted Ditalls

become a hyperlink. oo
(1 47785 GoR34 .;_I‘m Arobat " pdf  Posted Defails
B 47704 6613 DegBusqet Summs E 005 ;:I:‘V“"_:c oy POStRS Ditals
(] arTer Acrobal (" pon  Postid Detalls
(] 47616342 “';n:;:.,h'n' Acrobat "padt  Posted Detals
B 47815 62130 JEIAANNE  AcrobalCod Posted Detally

4

The Report Name will become a A Fomnan
hyperlink once the status is Posted. R G B
Use this hyperlink to view the report. i

Lisl | Expiorer | Administration | Akt s

Ver. 2005.06.30 4-3
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What you do

| What happens

8. Click on the report description hyperlink for the report.

The report is opened in a new Internet Explorer/Adobe Viewer window.

Departmental Purchase Requisition

Ship To:  Central Stores
185 East Mill Street
Akron OH 44325-0703
USA

Business Unit: AKRON

Regq ID: Date Page
0000012151 11/30/2004 1
Requester Currency
Foth, Andyv UsD

Requester Signature

Extended Amt Due Date

[Line-Schd St ltem Description Mfg ID Quantity UOM Price
1A ABC 1.0000 EA 100.00 100.00
Vendor: 0000001342 Department of Purchasing
Distribution:
10000/A4756002 (200704) Software Training Sves 100.00
Line Total: 100.00
21 A XYZ 1.0000 EA 100.00 100.00
“endor: 0000001342 Department of Purchasing
Distribution:
10000/A44756002 (200704) Software Training Svecs 100.00
Line Total 100.00

Total Requisition Amount:

200

.00

9. Select from the browser’s menu File,
Print.

OR
Click on the Printer tool in the browser’s
toolbar or in Adobe Acrobat’s toolbar.

In the Window’s Print dialog box, make
your printing choices.

10. You may opt to save the document
instead of printing if you wish to
conserve paper or forward the requisition
to someone else on campus
electronically.

Ver. 2005.06.30
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Method 2: Printing a Requisition using the Req Print Page

Part A: Creating a Run Control

What is a Run Control ID?
A Run Control ID is an identification code that represents:
a Yyour PeopleSoft ID
o the process you are running, such as printing a departmental budget report or printing a
requisition

Each process that you run needs its own unique Run Control ID. If you print budget reports and
print requisitions, you will create one Run Control ID for printing budget reports and one Run
Control ID for printing requisitions.

When do you create a Run Control 1D?

The first time that you run a process, you need to create a Run Control ID. Some examples of
processes are gathering the data to print a Departmental Budget Report or gathering the data to
print a requisition.

When you run the process in the future, you use the same Run Control ID as the first time that
you ran the process.

What are the characteristics of a Run Control ID?

A Run Control ID can be up to 16 characters in length. It cannot contain spaces. Some examples
of Run Control Ids are BudgetPrint8 or RegPrint8. You may use your old Run Control from
Version 7.5 to print requisitions in Version 8.

Ver. 2005.06.30 4-5
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What you do

What happens

1. From the main menu, choose:
Process Financial Information,
UA Department Inquiries,
Report,

Requisition Print

2. Click on the Add a New Value link or on
the Add a New Value folder tab

The Add a New Value page is displayed.

Requistion Print

/_Eind an Existing Value " Add a New Value

Run Control I0: ]

Add

Find an Existing Value | Add a Mew value

3. Type a RunControl ID with a maximum
number of 16 characters and no spaces.

For example, enter ReqPrint8.

Requistion Print

{_Eind an Exisling Yalue " Add a New Value |

Run Control ID: [ReqPrintg]

Add

Eind an Existing Yalue | Add a New Value

4. Click on the Add button  Add |

The Requisition Print page is displayed.
PeopleSoft.

| WaquiEn P |

Run

Faan Cortral B RagPrintSan BoponManaqer  Process Mongor
Language:  [E07UEn =] © specaied T Recgpion's
Gusiass Unin: al Sttt
Haduilsition 0 a T Appaoved Seect Al
= I Canceted
Trom Date: & I Compleled
Thaough Date: ) ™ open
™ P
Radquesten all .
| ilw’G.‘.jr\iIu d x
[ = [P T [ Y TRRF . TR TP

Ver. 2005.06.30
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What you do What happens

5. Enter or verify information as follows: PeopleSoft.

Recipient’s radio button is active

Business Unit: Akron (Few—— o
Requisition ID: Enter ID with lead g I e
zeros. T
Statuses to Include Frame: Select All I % Coans
Froem Date: | I P Completed
; Thiough Date: 7, II: ::n."
Click on the Save button. Raqnsier — R
@ 5eve) ety Bradd |l UpdetoTasplay
6. Go to Step 5 in the next section (printing
a requisition) to continue with the
Requisition Print Process.
Ver. 2005.06.30 4-7
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Part B: Printing a Requisition

You should have already created a Run Control ID for printing a requisition. If you have not
created a Run Control ID, please refer to the previous section in this chapter, Creating a Run

Control.

What you do

What happens

1. From the main menu, choose:
Process Financial Information,
UA Department Inquiries,
Report,

Requisition Print

If necessary, click on the Find an
Existing Value tab or link at the
bottom of the page.

The Find an Existing Value page displays.

2. Inthe Run Control ID field, enter the
ID that you created, i.e., RegPrint8.

OR
Click on the Search button.

If you did not enter the complete Run
Control ID or if you clicked on the
Search button, you will be returned
Search Results at the bottom of the
page. Click on the correct Run
Control ID to advance to the next step.

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

{ Find an Existing Value {_Add a Mewalus

Run Control ID:|hegms with j |Reqprm18

I” Case Sensitive

Search I Clear Basic Search ﬁ Save Search Criteria

Find an Existing Yalue | Add a hew Walug

Ver. 2005.06.30
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What you do

| What happens

3. The Requisition Print page displays.
PeopleSoft.

Er

{ Requisition Print

Run Control ID: RegPrintSa

|Eng|ish 'l & gpecified I Recipient's

Eeport Manager

Process Monitor Run

Language:
Business Unit: IAKRON G
o ¥ Approved

Requisition ID: IDDDDD1 a014 ﬂ Select All
¥ Canceled —l

From Date: I Eil ¥ completed

Through Date: | B4 ' open
¥ Pendin

Requester: | Q 8
| MOT On Hald [~ |

B save Cl Return to Search | |[EINatify [EAdd

4. Enter or verify information as follows:
Business Unit: Akron
Requisition ID: Enter ID with lead
Zero’s
Statuses to Include Frame: Select
All

Requisition Print

Run Control ID: Regprints

English x| @ Specified ©' Recipient's

ReportManager Process Monitar Run

Language:

AkRON Q)

Business Unit:

o ¥ approved

Requisition ID: 0000001665 ﬂ Selact All
I canceled

From Date: ¥ completed

Through Date: ¥ open
¥ pending

Requester: [ QJ
MNOT On Hald =

5. Click on the Run button.

The Process Scheduler Request page displays.

Process Scheduler Request

Usar W WhA Fan Comred e Rogpnnts

Server tome: [ EEDUMM =] funOote:  [0612002004 B

Hecunence: 'l Foam Thme: || 0302PM Regetto Cyrrent DatelTime

Time Zona: [ &

Processbit |
Seloct Descaiotion B o B 1 T Foumal

P Requision it S0R PORGDTD SO Repon vien ¥ [For ] &

QK I Cancel I

Ver. 2005.06.30
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What you do What happens
6. Note/Select the following: The Process Scheduler page is displayed with your choices.
Process Scheduler Request
Server Name: PSNT oy nsilsnsinisnd
Run Date: (Do not change the system | oo (s eow (585
date that defaults.) T
Run Time: (Do not change the system | P . e AT
time that defaults.)
In the Process List grid at the bottom | =~ ==
of the page:
A checkmark needs to appear in the
Select checkbox.
Type: Web
Format: PDF
7. Click on the OK button. The Requisition Print page returns with the Process
instance.
Note the Process Instance number.
Run Control I0: Regprint ReportManager Pr ontar —
Language:  |ENGIsh 7] & Specified & Recipients )
Business Unit:  [3RRON @
i —  penies
Reester: | &

8. Click on the Report Manager link. The Report Manager component is displayed.
The List page is on top.

[PeopleSoft,

=
[ Ewlorer " List | Administrafion ) Archives |
Folder: *]  mstance: to: _Retesh |
Name: | Created on: [ Bl vast[ T [Days =
ze |BE First [ 1 o1 [0 Last
Process
Report Report Folder Naie ReportIp nstere
1 Renort
Go back to Requistion Print
B save
Explorer | List | Administration | Archives

Software Training and Technological Services
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What you do

What happens

9. Click on the Administration folder
tab.

The Administration page is displayed.

[ dst Explorer | ion | Archives )
Useri:  [acH45F Tvpe: | Sltast [ 1[pays =] Refresh
Status: | | Folder:|

=] mstance: | to: |
B First [ 4s0r6 [ Last

Report Pres Request

Select 5 justange 2eSCIBtion DateTine oAt Status Details
47780 68638  DeptBuddet Summaryone Line  D03%2005 o ouat e pdy Posted Details
7483080
47788 68537  DeptBudget Detai DBRW2005 o opat e Posted
7493081
06302005 Comma
Dept Buduet Summary
[ 47797 69636  DeplBuduet Summal DU oy P
L] 47786 68635 DeptBudiet Summan-One Line (LA Actohat".pdf)  Posted
T.48:508M
47785 68634 Dent Buduet Detal OBONAN0S e opat ¢y Posted
T:48:548M
061302005 Comma
Dept Budget Summary
[© 47784 68633 Depl Audgat Summal Tinmaa gae e ey Posled
47782 68611 Requisition Print QR BOMAN0S et ) Posted
7.35:258M
47616 68342 Requisition Prirt SOR 0622005 o opat ) Posted
1:28:45PM
47615 68330 Requisition Print SOR 062812005 4o opat o) Posted Details
127.41PM
e
SelectAll Deselect All

%‘cn:kme delete bution to delete the selected report(s)

& Save

List| Exploret | Administration | Archives

10. In the Report List grid, look in the
Prcs Instance field to locate the
Process Instance number for your
report.

You noted that number on the
Requisition Print page.

11. Click on the Refresh button until the
Status is Posted. After the report is
Posted, the report description will
become a hyperlink.

The Report Name will become a
hyperlink once the status is Posted.
Use this hyperlink to view the report

\

The Administration page:

List Expioter Adimanistr agion Arthives
usermr  [ciae e | s [1[0as =] Retesh
Stams: [ =1 resden| =] msrance: [ 1 |

Rapon Prcs
0 Emcacs Fotmiat Status Doty

B ar7ee o563 A Bugget un “"";"1‘" 1% pobat¢pod  Posted Defalls
B \ Acrobat Cod  Posted Ditalls
: Comma -

ATIal 636 Posted Datalls
F delimnea gy el
= ATTOB 6 Acrobal o Posted Ditalls
[ Acrobat " pdf  Pasted Details

a
P 24nils

L delimieq ez O Rells
[ ATTHD BEH Acrobal " pon  Poutid el
[ ATE16 66342 \ Braquistio Acrobat "o Posted
r 4TE15 88339 PNl |‘fﬁf.€:|5 Acrobat "o Posted Dietalls
vHﬂlD(:k Denadaiy
[ oeete |cickme

Lisl | Expiorer | Administration | Akt s
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What you do

| What happens

12. Click on the report description hyperlink for the report.

The report is opened in a new Internet Explorer/Adobe Viewer window.

% lB Save a Copy :\ Pririt @J Etnail ﬁ Search %

AR Y = E f'_Review&Comment - Z Sign -

Layers \l Signatures \l Bookmarks

l Pages

l Comments

S T seect Text - (@l

& - e ket

Departmental Purchase Requisition

Business Unif: AKRON
A Req ID: Date Page
Ship To:  Central Stores 0000019014 11/02/2004 1
185 East Mill Street Requester Currency
Akron OH 443250703 Roth,Andy USD
USA Requester Signature
Line-Schd St ltem Description Mig ID Quantity UOM Price Extended Amt Due Date
-1 A HI SARA 1.0000 EA 100.00 200.00 11/25/2004
Vendor: 0000000079 Wooster Printing & Lithograph
Distribution:
20100VA5100001 (300101) Residence Life & Housing Off. 300.00
Line Total: 300.00
21 A KJGKJ z.0000 EA 25.00 50.00 11/25/2004
Vendor: 0000000079 Wooster Printing & Lithograph
Distribution: =
ANIANARIANNNT (RNN111Y Bacidanca | ifa £ Haneina N &0 nn

B5xilin__ 4|

[l 1af1

13. Select from the browser’s menu File,
Print.

Click on the Printer tool in the
browser’s toolbar or in Adobe
Acrobat’s toolbar.

In the Window’s Print dialog box,
make your printing choices.

You may opt to save the document
instead of printing if you wish to
conserve paper or forward the
requisition to someone else on campus
electronically.

Ver. 2005.06.30
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Chapter 5. Recall a Requisition

This chapter will outline the process for opening the pages that you used to enter a requisition.
You would use this process for the following reasons:

o To open a “held” requisition (the Hold from Processing option was used)
a To review or inquire on a previously saved requisition (approved or pending)
B To return to a non-approved requisition to make changes

This chapter will also outline the steps for making changes to a requisition before and after
approval, deleting or canceling a requisition, and working with a recycled requisition.

Part A: Recalling a Requisition

What you do What happens

1. From the main menu, choose: The Find an Existing Value page displays.
Pu rchasing, Peop]eSofu -
Requisitions, N

Maintain Requisitions
Requisitions
Use the following search to look for an existing Requisition

CI'Ck on the Flnd an EXIStIng Value |II’1|( { Find an Existing Value Y Add a New Value
or the Find an Existing Value folder tab.

Business Unit: IE IW ﬂ
Requisition ID:  [hegins with =] |

Requisition S(rmls:l: j | j
Origin: [begins with =] | =]
Requester: |hegins wilhj| g

™ case Sensitive

Search Clear | Basic Search [ Save Search Criteria

Find an Existing value | Add a Mew Value

2. Search for the requisition using one or
both of the search fields below:

Requisition ID: Use the operator of “="
or “begins with” if you are entering the
full requisition ID. Use the operator of
“contains” to enter just the last digits
(minus the zeros).

Requester: The UserlD of the requester
must be used instead of the requester’s
last name. This is the ID that you use to
log into PeopleSoft. This is not case
sensitive.

After you filled in the search criteria,
click on the Search button.

Ver. 2005.06.30 5-1
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What you do What happens

3. Depending on the search criteria you
entered, you may need to locate the
requisition and click on any of the links
for the requisition that you want to open.

Search results will display if you
searched by Requester and there are
multiple requisitions saved for that
requester.

4. Review or inquire by locating the desired data using the Form and Schedule pages (tabs) or
by using the hyperlinks at the bottom of the pages.

See the next two sections for additional information about making changes to the recalled
requisition.

The Form page displays.
PeopleSoft.

(=13

Mew Wind

Form Y Schedule

. g
Unit: AKRON  ReqlD: 0000018993 “ReqDate: [107267200¢ W origue [N =] A X [T 1]
'Requester: IENJEDPD =l Dungjen,Paula Mech Eng. " Hold From Further Processing
Status: Pending Budget Status: Mot Chk'd Accounting Date: |10/25/2004 @‘Cullency: USDr Dallar 1t020f2
Custornize | Find | Vies il
Sel Line lemID Description Req Oty 'UOM Category Price Ship To Status
[ g@k” mputer SR [zooon [Ea Q [comPr | [ [2000.000 [RECEM G active [ [= |
O 2 Q@ISD fware SR [zooon [Ea Q) [comPw | (@) 200000 | [RECEM @ active [ [= |
Total Amt: 4,004.00 USD Total Base Amt: 4,004.00 UsSD
'Goto: HeaderDefaults Header Comments  ltern Search tern Dstail Line Defaults  Line Details
Catalag Ling Comments  Sourcing Controls | --MOre... =
B save] [CiRetunto Search) (45 NextinList] (1= 7 Refrash | Bbadd

Form | Schedule
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Part B: Modifying a Requisition Prior to Approval

If you are a Requester/Approver (dual role) you cannot change a requisition after you save it and
Approve the Amounts. Please contact the Department of Purchasing if you need changes made
to the requisition.

If you are a Requester with the Limited Authority Class (automatic approval on requisitions
under $500) and you enter a requisition under $500, you cannot make changes to a requisition
after you save it and Approve the Amounts. Please contact the Department of Purchasing if you
need changes.

If you are just a PeopleSoft Requester (enter requisitions, but do not approve), follow the steps
outlined below.

What you do What happens

1. Make modifications to any field that you Note: All Header Default information
normally have access to, add new lines, or | (Vendor, Due Date, and SpeedChart) will be
delete lines and then click on the Save copied into added lines.
button when you are done.

To:

Add/Delete lines: Form page (tab)
Change Vendor per line: Select line (Sel
field), Line Details link.

Change SpeedChart: Schedule page (tab)
Comments (per line): Select line (Sel
field), Line Comments link

Comments (per requisition): Header
Comments link.

2. 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.

Ver. 2005.06.30 5-3
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What you do | What happens

3. The Approval page displays.
PeopleSoft.

Search:

'W' Approval | Details
[> Process Financial Egg
Infarmation Unit:  AKROM Req:  WORKFLOW Reduester:  test

=7 Purchasing

~ Requisitions _
b Review Requisition ‘Approval Action: | Amprove v Approval Status: Initial
Infarmation [%
[ Reports

Maintain Requisitions L —m

[ - ounts \
[> Purchase Orders
[> Shipments
[ Accounts Payable

[ et Up Financials/Supply
Chain

[> Worklist Requisition Date:

Mew Window | Heln

[ Reporting Toals
[ PeopleTonls Total Amount: 498.000 Dallar
Chanoe My Password
My Personalizations Total Base Amount: 499.000 Daollar
Ity Swstern Profile
bty Dictionany
B oave)  (Qretun e
Approval | Detail:
& Done / S @ Internet

The Approval Status field will be Initial. If the Status is In Process that means that you did

not make any changes that would affect the overall dollar amount of the requisition.

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

I Appeswal Y Dejails

The Approval Status of your requisition
will change to “In Process.”

Usl:  AKEOM Req  WORKFLOW Bemiester  fest

“Appieval Aorinic Approva

Apprownl Staius:

5. The Requisition is now ready for
Approval.

Ver. 2005.06.30
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Part C. Modifying a Requisition after Approval

Requisitions may not be changed by the Requester after approval. Contact the Department of
Purchasing (specifically the appropriate Buyer) if you need to make changes to the requisition.

Ver. 2005.06.30 5-5
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Part D: Cancel a Requisition

Requisitions cannot be canceled by the Requester before or after approval. Contact the
Department of Purchasing if you need to cancel the requisition.

Ver. 2005.06.30 5-6
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Part E: Processing a Recycled Requisition (as the Requester)

Once you process and save a requisition it will go to your Approver to Approve, Deny or
Recycle. The status of Recycle should be used if the Approver wants the Requester to make
adjustments (of any kind) to the requisition prior to Approval, Budget Checking (Commitment
Control) and then processing by the Department of Purchasing. If the requisition is Recycled,
you will need to open your Worklist and make the necessary changes, save the updated
requisition, and then initiate the Workflow Process.

What you do What happens

1. You will receive an email message
indicating that you have a recycled
requisition waiting in your Workilist.

2. To open your Worklist, use the main menu
and choose:
Worklist,
Worklist

OR

Click on the Worklist link in the
Navigation bar (top right corner of the

page).

3. The Worklist page displays.

PeopleSoft.
i s
B_M?Fa\t_nri-tes
bhiocesEnanil Worklist for testreq; test
Information
[> Purchasing som— =
[> Accounts Payable Detail View Work List Filters: | |
[> Set Up FinancialsiSupply )
ﬂ%%%ﬁmii From Date From Work ftem Worked By Activity b
\ Recycle Reg 3 ———
Roth Andy 1201712004 Update Requisition
- Woridist Defalls UL
[* Reporting Tools L k C I t
> PeapleToals In olumn to
Chanie by Password . il
hty Personalizations Open a rEQUISItIOH
bty Systarn Prafile
M Dictionary for approval.
2 Refresh |
- »
4 | >
&) Done S @ Intemnet
Ver. 2005.06.30 5-7
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What you do

What happens

4. Click on the link for the requisition that is
found in the Link column.

The (Maintain Requisitions) Form page

e S W e

5. Make modifications as directed from the
comments supplied by the Approver.

6. Click on the Save button.

7. 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.

8. The Approval page displays.

Mew Window | Heln

PeopleSoft.
Search:
W' Approval | Details
[> Process Financial
Information Unit:  AKRON Req:  WORKFLOW1 Reauester:  test
=7 Purchasing

~ Requisitions
[ Review Requisition
Infarmation
[ Reports

“Approval Action: Apprave | ‘ Approval Status: Initial [}‘

I fuisitions
= A unts
[> Purchase Orders
[> Shipments
[ Accounts Payable

L —

[ et Up Financials/Supply
Chain

[ Worklist

[ Reporting Toals

Requisition Date:

[ PeopleTonls Total Amount:
Chanoe My Password
Ity Personalizations Total Base Amount:

Ity Swstern Profile
bty Dictionany

Approval | Detail:

493.000 Daollar

499.000 Dollar

& Done /

S @ Internet

The Approval Status field will be Initial.

Ver. 2005.06.30
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What you do What happens
9. Click on the Save Button. The Approval Status field updates.
The Approval Status of your requisition will | /™™ ==& e
change to “In Process.” o
Appeal Actioic Approva ' App il Staluse I Proress k
10. The Requisition is now ready for Approval
again.
Ver. 2005.06.30 5-9

Software Training and Technological Services



PeopleSoft Version 8: Requisitions

The University of Akron

Chapter 6 . Requisition Inquiry

Requisition Inquiry Page

You can use this page to locate the following information:

o Status of the requisition

Items on a requisition
Approval History

The Date the requisition was created
Total Amount of requisition

If a Purchase Order has been created

If the items from the requisition have been received
If a Voucher has been created

If payment has been made and the check number

What you do

What happens

1. From the main menu, choose:
Purchasing,
Requisitions,
Review Requisition Information,
Requisitions

The Requisition Inquiry search page displays:
PeopleSoft. e

(=13

Requisition Inquiry
Business Unit: Im =Y
Requision: | | [ Torex | &
Req Status: [ origi: | @l
Requester: I el
RequisionDate: | | To: [ @

Vendor Set ID: IAKRON Wendor Lookup Vendor Details

Vendor ID: I Q] Short Vndr Name: I ql

Item SetiD: IAKRON ttem ID: I al
Descr: I :’
Department: I ™ Drop Ship

0k I Cancel I

Ver. 2005.06.30
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What you do

What happens

2. Fill in search criteria. Using more criteria

will return a smaller group of
requisitions.

However, this panel may be used to
review all (limit of 20 at a time) of the
Requester’s requisitions for a given time
period.

Business Unit: AKRON.

Requisition ID: Enter Requisition 1D,
including any lead zeros.

Requester: User ID. You can use the
Look up & button to return search
results. This is the ID that you use to log
on to PeopleSoft.

Requisition Date: Date requisition was
entered. You can use the Choose a Date
button to display a calendar.

Vendor: Vendor ID, will list all
requisitions for this Vendor.

Click on the OK button.

3. The Req Inquiry Details page displays.

This page displays all requisitions that met the search criteria. This is an example of when
the search criteria returned one requisition. (This is an example of when the Req ID was

entered.)
PeopleSoft.
=
{ Requisitions
i Customize | Eind | Yiew All | i First [0 1of 1 [¥] Last
Details
Unit Requisition Status  Requester Req Date Total Amt Currency
[ AKRON 00000185884 Approved Roth Andy 10/2552004 8.500 Dollar
Search Approval History Header Camments Document Status
Show RFQ Show PO Show Receipts Show MSR Show Voucher ! Payment

Ver. 2005.06.30
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What you do

| What happens

4. The Req Inquiry Details page displays.

This is an example of when the search criteria returned several requisitions. (This is an
example of when the Requesters ID was entered.)

PeopleSoft.
=13
i Custornize | Find | View Al | ] First [4] 1.9 0r 20 I3 Last
Details Y  Status
Unit Requisition Status Requester  FE Dyt TN LUl eNCY
W AKROMN 0000018984 Approved Roth Andy 1052562004 8.500 Dollar
[~ AKROM 0000018983 Approved RothAndy 10i25/2004 8.4500 Dallar
[ AKRON 0000018982 Approved Roth Andy 1012552004 8.500 Dollar
[~ AKROMN 0000018981 Approved Raoth Andy 10f22¢2004 60.000 Dallar
[~ AKROMN 0000018976 Approved Roth Andy 10i2242004 120.000 Dollar
[T AKRON 0000018975 Approved Roth Andy 1012252004 30.000 Dollar
[~ AKROMN 0000018974 Approved Roth Andy 10f22¢2004 30.000 Dallar
[~ AKROMN 0000018973 Approved Roth Andy 10i2242004 10.000 Dallar
[ AKRON 0000018972 Approved Roth Andy 10f2252004 30.000 Dollar
Search Approval History Header Comments Docurment Status
Show RFQ Show PO Show Receipts Show MSR Showvoucher f Payment

Don’t forget to use the
View Tools.

Note: You can print this page using the Internet Explorer. Use the Menu option of File,

Print.

5. You can find the following information
on this page.

o Status (Approved, Denied,
Recycled, Pending Approval,
Canceled, or Complete)

o Requester

o Requisition Date

o Total Amount

Ver. 2005.06.30
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What you do

What happens

6. Click on the Status tab (link) to obtain
additional information.

On the Status page you can find the
following information:

a Ifa PO has been created (click on
the “Y” link in the On PO
column to obtain the PO ID
number).

o If a Receiver has been created
(click on the “Y” link in the
Received column to obtain the
Receipt ID number).

o If a Voucher has been created
(click on the *“Y” link in the On
Voucher column to obtain the
Voucher ID number).

You may also click on any of the active
links at the bottom of the screen to view
Approval History, Header Comments,
etc. (The link will become active when a
document exists.)

The Status page displays.

PeopleSoft. g-

L Customize | Find | View All | B8 First [4] 1.90120 I3 Last
Details
Unit Requisition OnRFQ OnPO Drop Ship  Received OnMSR  OnVoucher
¥ AKRON 0000018984 ¥
™ AKRON 0000018883 ¥
I~ AKRON 0000018382 ¥
I~ AKRON 0000018881
T AKRON 0000018976 ¥
T AKRON 0000018975 Y
™ AKRON 0000018874 ¥
I~ AKRON 0000018873 ¥
I~ AKRON 0000018872 ¥
gearch Approval History  Header Comments Docurment Status
Show RFQ Showy PO Show Receipts Show MSR Show Voucher f Payment

7. To view the requisition items details,
click on the Requisition ID link
(Requisition Column) from either the
Details or Status page.

The Requisition Details page displays.
PeopleSoft.

Line Details

Uit akRON  Reqllt 0000018654

Sal Lie ReniD Desciition  Veudes 10 Haine Bea Oty BOM Rmoand Cuisiecy

Click on the Return button to go back. ] —
r 2 MOREGTUFE 0000000021 Gt 20000 Each 450 Dollar
ﬁ .0l Lirse Commgnt L Wit Higrighe
Ver. 2005.06.30 6-4
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Req Doc Status Inquiry Page

You can use this page to locate the following information:

o Requisition Status
o Budget Status

o Requester Name
a

Document ID’s for Purchase Order, VVoucher, and Payment

What you do

What happens

1. From the main menu, choose:
Purchasing,
Requisitions,
Review Requisition Information,
Document Status

The Requisition Document Status Search page
displays.
PeopleSoft.

(=13

N 0 ]

Requisition Document Status
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.,

Find an Existing Value
Business Unit: == =

Requisition 1D: Ihegins with jl

Requisition Stﬂllls:l: j I j
Requisition Date: [= =l | (e
Origin: [egins thj| al
Requester: [begins with =] a

Description: [begins with =]

™ case Sensitive

Search Clgar | Basic Search [F) Save Search Griteria

2. Fill in search criteria.

Business Unit: AKRON.

Requisition ID: Use the operator of “="
or “begins with” if you are entering the
full requisition ID. Use the operator of
“contains” to enter just the last digits
(minus the zeros).

Requisition Date: Date requisition was
entered. You can use the Choose a Date
button to display a calendar.

Requester: User ID. You can use the
Look up & button to return search
results. This is the ID that you use to log
on to PeopleSoft.

3. Click on the Search button.

The search results will display.
PeopleSoft. N

(=13

Requisitien Document Status
Enter any infarmation you hawe and click Search. Leave fields blank for a list of all values

Find an Existing Value

Business Unit: IE W =Y
Requisition ID: |hegins wilhj|

Requisition St:mls:|: j | j
Requisition Date: [= = B
Origin: [begins with =] | =]
Requester: |hegms wnhj|PUY12 g
Description: |hegms wnhj|

I case Sensitive

Search Clear | Basic Search [ Save Search Criteria

Search Results

1-83 of 83

Business Unit Requisition ID Requisition Status Requisition Date Origin Requester Description

ARRON 0000018014 Pending 11/02/2004 W PUY12AR RothAndy
ARROM 0000018012 Pending 1140212004 i) PUY12AR RothAndy
ARROM 0000018010 Pending 1101/2004 i) PUY12AR RothAndy
ARRON Q00o019002 Aporoved 102772004 i) PUY12AR RothAndy
ARROM 0000019001 Approved 1072772004 i} BUY12AR Raoth Andy
ARRON Qonoo1800d Aparoved 1027/2004 W PUY12AR RothAndy

Ver. 2005.06.30
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What you do | What happens
4. Locate the requisition and click on any links for the requisition you want to inquire about.

The Req Doc Status page displays.

Pe Ople SO& . I bome |
>
{ Req DOC Status
Business Unit:  akROR Req ID: Q0000184933

Status: Approved

Document Date: 09/17/2004 Document Type: Regquisition Budget Status: Walid

Currency: usD Amount: 2.00

Redquester: Rath Andy
Associated Document
Documents Related Info m

Customize | Find | Wiew Al | ] First (4 108 1 [¥] Last

3::;“& DOC ID Document Type Status Document Date  Vendor ID Location
AKRON 0000024583 PO Dispatched 09172004 0000000019 MAIM OFFIC B

L Return to Search) +E Nextin List) +E Frevious in List)

5. On this page you can find the following
information:
o Requisition Status (Approved,
Denied, Recycled, Pending Approval,
Canceled, Complete)

o Budget Status (Valid, Not Chk’d,
Error)

o Requester
o Document ID’s for Purchase Order,
Receipt, Voucher, and Payment

Click on the DOC ID link to view the
Purchase Order, Receipt, Voucher or
Payment. A new page will display with
the requested document’s information.

The Purchase Order must have a status of
Dispatched to be considered a legal
commitment by the University to
purchase the requested items.

Ver. 2005.06.30
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1. : How to Handle Invoices

This chapter answers the question, “How do | get an invoice paid?” Under normal circumstances
you should have an accompanying Requisition /Purchase Order per the Board of Trustees

guideline 3359-20-53.

What you do What happens
1. Complete a PeopleSoft requisition for the | A PeopleSoft Requisition is created and will be
invoice. assigned a ReqlD number.

Be sure to put the invoice number on the
Comments page so that Purchasing knows
this is an invoice and not an order.

Note: There are exceptions to this
process. There are “Contracts” set up in
PeopleSoft for certain vendors. If you are
working with one of these vendors, you
can directly submit the invoice to
Accounts Payable for payment. These
exception invoices must have a

SpeedChart written on it and it needs to be

signed by the appropriate departmental

person (“OK to Pay should accompany the
signature.) You can obtain a current list of

Contracts by visiting the Department of
Purchasing web site.

2. Send the printed requisition with invoice
(with “OK to Pay) to the Department of
Purchasing (+9001).

3. The requisition for the invoice will move
through the same steps as any requisition.

If the PeopleSoft requisition is approved,
it will then go to Budget Checking and
then a Purchase Order is created.

4. A PO Voucher is created in Accounts
Payable after receiving the invoice with
the proper signature and “OK to Pay.”

Ver. 2005.06.30
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Appendix A Adding a Requisition with One SpeedChart and
Multiple Vendors

Use this procedure to enter one PeopleSoft requisition when you are using multiple vendors and
one SpeedChart. If you use multiple vendors, separate Purchase Orders will automatically be
created after Budget Checking (Commitment Control).

What you do What happens

1. Follow the steps for Type 1 requisitions. | A requisition is entered.
The instructions can be found starting on
page 3-2.

2. On the Form page, click in the Sel The Sel field for the item is marked
column for the line item that you need to | |
make a Vendor adjustment to.

B Do AT 7 & X 0 7

I Molafism furthes Buocessang

3. After you select the Sel checkbox for the | The Line Details page displays.

item you need to change the Vendor for, PeopleSoft.
click on the Line Details link. 8
Line Details
Line: 1 Sample A
Amount: 100.00 USD Status: Active
Category: Advertisin Wiew Hierarchy

Contract ID: ﬂ Line: g Contract Details
Buyer: ﬂ Buyer Information

wendor Lookup  Wendor Details

Vendor ID: IW g Cell Computer Corp
Vendor Loc: IW ﬂ Main Office

Vindr Catlg: UPN ID:

Vid tm ID:

Iy ID: &l

Mfg ttm ID: l— =

I calculate Price? = Zero Price Indicator
™ RFGQ Required ™ Inspection Required

™ Device Tracking Inspect ID: (=]

4. Inthe Vendor ID field, enter the Vendor
ID number. If you do not know the
Vendor ID, see Steps 5, 6, and 7.

Ver. 2005.06.30 A-1
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What you do What happens
5. Looking up a Vendor, Option 1: The Look Up Vendor page displays.
If you do not know the Vendor ID, click PeopleSoft.
on the Look Up Vendor & button. i
In the Short Vendor Name field, enter T
the first few letters of the VVendor name oy ] oo | [t | e ioan
and click on the Look Up button. g
Locate the Vendor, and click on any of oo aunp wn
the fields (links) to select that Vendor. s wen
mh
I!JHIIIWB]H%%? wiUI:I_\'ml:nUr;;nnmnnn E:!;:LEE EEE::E E&Jm)%
PeopleSoft. |
(=13
Look Up Vendor
SetlD: AKRON
Vendor ID: [beging with =]
Short Vendor Name:l hegins with j |DELL
LookUp| Clear | Cancel |Mﬂ
Search Results
EI 1.2 of 2 II'
Vendor ID _Short Vendor NameName 4 Name 2 Qur Customer Number Qld Vendor I}
0000000047 DELLCOMPUT-002 Dell Computer Corp (hlank) (hlank) (hlanky
0000022028 DELLSARAHA-D01  Dell Sarah Ann thlank) (olank) (hlank
6. Looking up a Vendor, Option 2: The Vendor Lookup page displays.
If you do not know the Vendor ID, click PeopleSoft.
on the Vendor Lookup link. =
Vendor Lookup
Enter search criteria and click on the Name: | Shorthame: | al
cy: [ State [ & posta: [
SearCh bUtton' Coumry:l_g Class: I_g Type: ,_ Ql
) . Max Rows I—W Search
Locate the Vendor, and then click in the _ Ll
. Search Results | @ | Find | View Al | B First
Sel checkbox. Click on the OK button. Sl ver 0 et Location  Adess
V;’:(dw DEIa!}anﬁ;de;eﬁash

Ver. 2005.06.30 A-2
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What you do

What happens

7. Click on OK button to return to the Form
page.

8. Click on the Save button to save the new
changes to the line item.

9. 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.

10. The Approval page displays.

Mew Window | Help

= Purchasing

7 Reguisitions
[ Review Requisition
Information
[ Reports

PeopleSoft.

oeAtchi

(I |- =

[> My Favorites Approval Details |

[> Process Financial Eg:
Infarration Unit:  AKRON Req:  WoRKFLOowyr Reduester:  test

‘Approval Action: | Apprave v Approval Status: Initial [}

Maintain Reguisitions
= A unts
[> Furchase Orders

[ shiprments

[ Accounts Payable

[> Set Up Financials/Supply
Chain

[ worklist

[ Reporting Toals

Requisition Date:

Ity Swstern Profile
My Dictionary

B savel (QRetunyfSearch
Approval | Detail

[> PeopleTools Total Amount: 498.000 Dallar
Chanoe My Password
Mty Personalizations Total Base Amount: 498.000 Dallar

&] Done /

3 @ Intermet

The Approval Status field will be Initial.

11. Click on the Save Button.

The Approval Status of your requisition
will change to “In Process” 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.

The Approval Status field updates.

I Apprel Y Dujalls

Usl:  AKEOM Req  WORKFLOW Bemiester  fest

Approva

*Appeal Aorisic Appadl St I Praress Ik

Ver. 2005.06.30
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What you do

What happens

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

Ver. 2005.06.30
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Appendix B
SpeedCharts

Split all Lines of a Requisition to Multiple

Use this procedure to create one requisition that requires all lines of the requisition to be split

across multiple SpeedCharts.

What you do

What happens

1. Follow the steps for Type 1
requisitions. The instructions can be
found starting on page 3-2.

A requisition is entered.

2. Click on the Header Defaults link at
the bottom of the Form page.

The Header Defaults page displays.

PeopleSoft.

3. Click on the Add multiple new rows
| putton.

4. Enter the number of additional rows
that you will need for this split. Click
on the OK button.

x|
Cancsl |

Ver. 2005.06.30
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What you do | What happens
5. The Header Defaults page displays with the additional rows.

Br

Header Defaults

Unit:  AKRON ReqID:  NEXT

O Default @ Override

Vendor: QLocation: @l
Vendor Lookup
Buyer: Ql
Ship To: RECEMING @ Central Receiving
Due Date: B Category: Ql  vom: =Y

Di Percent  Account Fund Code DeptiD Program  Class Budget Date Location IN Unit
Q |a4740001 Ql Q) Q] |oasz0r2004 | ]| PURCH =Y Q) [ [=

1 QJ

2 | Q) =Y Q) =Y @] |o8rzorz004 | ] ) Q) [+ [=
3 al Qal al Qal @l |narzorzoos | [5) Y] Q) e =
|

One Time Address

K Cancel Refesh %

Note: The Chartfields already filled in the first row are for the SpeedChart that you entered
on this page in a prior step.

6. You need to know the Chartfields
(Fund Code, DeptID, Program and
Class) for the SpeedChart in order to
complete this process.

It will be helpful to use the New
Window link to open another
PeopleSoft page when you getting the
required Chartfield information.

To locate the Chartfields for the Note: You will need the Fund Code, Dept ID,
SpeedChart use the following Program, and Class from this page.
navigation:

Set Up Financials/Supply Chain,
Common Definitions,

Design ChartFields,

Define Values,

SpeedTypes

7. On the Header Defaults page, enter
the Fund Code, DeptlID, Program,
and Class Chartfields for each new
row.

Ver. 2005.06.30 B-2
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What you do

What happens

8. Adjust the Percent field, the
percentage you want charged to the
SpeedChart, for each row.

9. Click on the OK button.

The Form page displays again.

10. Click on the Save button.

11. 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.

12. The Approval page displays.
PeopleSoft.

Search:

| @

bMyFavorites Approval ' Details

Mew Window | Help

[ Pracess Financial
Information Unit:
7 Purchasing
~ Requisitions
[> Review Requisition
Infarmation
[ Reports

AKRON Req:  WWORKFLOW Reduester:

“Approval Action: Approve | :‘ Approval Status: Initial [%

Maintain Requisitions
= A unts

[ Purchase Orders

[> Shipments

[ Accounts Payable

L —

[ et Up Financials/Supply
Chain

[> worklist

[ Reporting Tools

[ PeopleTools
Chanoe v Passward
My Personalizations
My Systern Profile

Requisition Date:
Total Amount:

Total Base Amount:

493.000 Daollar

499.000 Dollar

bty Dictionany
B save)  (Q retun yfSear
Approval | Detail
& Done / 5 B Internet

The Approval Status field will be Initial.
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What you do

What happens

13. Click on the Save Button.

The Approval Status of your
requisition will change to “In
Process” 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.

The Approval Status field updates.

J Apmeal Y Dejair

Usil;  AKFON Rem

‘Appieval Rotoic

WORKFLOWH

apprve g

Regionler; teest

Apa ol St

o Process k

14. The Requisition is now ready for
Approval or for Budget Checking (for
Requesters/Approvers).
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Appendix C  Copy a Requisition

Use this procedure to copy a requisition that you previously entered. This is helpful if you tend

to order the same goods or services on a regular basis. You can copy the requisition and then
make changes based on your needs.

What you do What happens

1. From the main menu, choose: The Add a New Value page displays.
Purchasing,
Requisitions,

Maintain Requisitions

Click on the Add a New Value link or
the Add a New Value tab.

2. Click on the Add button.

3. The Form page displays.
PeopleSoft.

(=03

Mew Windc

Form |__Schedule
Unit: AKRON  RedqID:s NEXT ‘ReqDate: [11702/2004 Ellorigin: [ ONL =] =
‘Requester; |renereq Q) Requisitioner I Hold From Further Processing

Status: Pending Budget Status: Mot Chk'd Accounting Date: [11/02/2004 Bl currency: [usD Dollar

First (4 1011 [ Last

Status

Sel Line Mem ID Description Req Oty ‘UOM

F 1 Q@I =R [ooooo || aQl | Q[oooo00  [RECEM @ mctie [+ =]
Total Amt: 0.00 USD Total Base Amt: 0.00 UsD
‘Goto: Header Defaults Header Comments  ltem Search ltern Detail Line Defaults  Line Details
Copy Fram Catalog Line Comments  Sourcing Cantrols L =
& Save & Refresh B Add | (42 UpdaterDisplay

Farrn | Schedule
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What you do

What happens

4. Click on the Copy From link at the
bottom of the page.

The Copy Requisition page displays.

PeopleSoft.

=

Copy Requisition

Business Unit: AKRORM
Requisition 1D: || ﬂ
Ok Cancel | Refresh |

5. Enter the Requisition 1D number or use
the Lookup &l button to search for the
requisition.

6. Click on the OK button.

7. The Form page displays with a copy of the requisition.

PeopleSoft.

(=118

Form Y Schedule

Mew window | Help

Unit: AKRON  ReqlD: NEXT
"Requester; |FU‘r’1 AR

Q Rt Andy

Status: Pending Budget Status: Mot Chk'd Accounting Date: |11/02/2004 Edcurrency: V5D

‘Req Date: [I10272004. Elongie[# 1 ¥ A X T =

™ Hold From Further Processing
Dollar 10505

Customize | Find

Ship To

Sel Line ItemID Description Req Oty ‘UOM Category Status
~ 1 QQSARA B [30000 [Ea & [PRInT @ [100.00000 [RECEM [ Actve R =]
02 ﬂgsw < B [20000 [Ea A [Prins Q2600000 [RECEM Q) aetve [ = |
o3 ggFO‘EWFH B [30000 [En Q] [PRINT Q) [150.00000 [RECEM Q) actve 4| =]
r o gg“fﬂ“"'““fﬂ =R [aoooo | [Ea | [ [PrRs (@ [1oo000 | [RECEMI (@) Actve k] (=]
r s gg‘”mw“em =1 B [eoooo | [Ea | [ [PRiNs (@) [o2s000 | [RECEMT (& actve k.| = |
Total Amt: 805.50 USD Total Base Amit: 80550 USD
"Goto: HeaderDefaults Header Comments lterm Search ltern Detail Line Defaults Line Details
Cany From Catalog Line Comments  Sourcing Controls LI =
B save 2 Refresh [Ekedd | |Z Update/Display

8. Make any necessary changes to the
requisition such as adding lines, deleting
lines, adjusting the SpeedChart, changing
the Vendor, or adding Comments.
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What you do

What happens

9. Click on the Save button.

Note the new Requisition ID (Req ID
field) in the top left corner of the Form

page.

10. 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.

11. The Approval page displays.

Mew Window | Help

= Purchasing

7 Reguisitions
[ Review Requisition
Information
[ Reports

PeopleSoft.

oeAtchi

(I |- =

[> My Favorites Approval Details |

[> Process Financial Eg:
Infarration Unit:  AKRON Req:  WoRKFLOowyr Reduester:  test

‘Approval Action: | Apprave v Approval Status: Initial [}

Maintain Reguisitions
= A unts

[> Furchase Orders

[ shiprments

[ Accounts Payable

[> Set Up Financials/Supply
Chain

[ worklist

[ Reporting Toals

Requisition Date:

Ity Swstern Profile
My Dictionary

B savel (QRetunyfSearch
Approval | Detail

[> PeopleTools Total Amount: 498.000 Dallar
Chanoe My Password
Mty Personalizations Total Base Amount: 498.000 Dallar

&] Done /

3 @ Intermet

The Approval Status field will be Initial.

12. Click on the Save Button.

The Approval Status of your requisition
will change to “In Process” 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.

The Approval Status field updates.

I Apprel Y Dujalls

Usl:  AKEOM Req  WORKFLOW Bemiester  fest

*Appeal Aric Appiove

Appaal STalus: I Frotess Ik

Ver. 2005.06.30
Software Training and Technological Services

C-3



PeopleSoft Version 8: Requisitions

The University of Akron

What you do

What happens

13. The Requisition is now ready for
Approval or for Budget Checking (for
Requesters/Approvers).
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Appendix D Using the Customize Link

You can customize the pages for entering requisitions. This means that you can hide fields that
you do not use which will make entering requisitions a lot less confusing. You can do this on the
Form page, the Header Defaults page, and the Requisition Inquiry page.

Form Page

What you do What happens

1. On the Form page, you can customize
the Line frame which is where you enter
the line items of the requisition.

2. The Form page with the Line frame circled:

[ Form Y\ Schedule

unit: AKRON  ReqID: NEXT ‘Req Date: |11/02/2004 ﬂongin:'ON'—j =
‘Requester: |reneereq Fequistioner 1
e Budget Status: Not Chk'd Accounting Date: |1110212904 Edl currency: |450

Dallar

First (4] 108 1 [M] Last

Customize | Find | v E
Ship To Status

Req Oty Category Price

=
P gtﬁfé = B [o.0000 Q| Q] fo.00000  |RECEM [Q Active  [+.] =]

Total Amt: w 0.00 USD /

Sel Line lemlID

Description ‘uom

In this frame, you could hide (remove) the Item ID field since that is a field that you do not
use when entering a requisition.

3. Click on the Customize link which isto | The Personalize Column and Sort Order page
the left of the View tools. displays.

PeopleSoft.

Line

Personalize Column and Sort Order

Ta aider calunins ar add 8645 10 soe arder, highlight calimn name, then pss he AaRMONa%e buflan  Frazen caluning display undar swory Esh

= X

I Divscanding

[0S Eﬂeil WSIUEDE‘ME} Preview
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What you do What happens

4. Locate the Item ID field in the Column
Order frame and select it.

Line

Personalize Column and Sort Order
Click in the CheCkbOX, to the rlght of To order columns or add fields to sort order, highlight calumn nz

your selection, for Hidden.
Sel (frozen)

=
ing (frozen ®
You will see (hidden) next to the Item ]

1D f|9|d name Description (frozen)

{column &) ¥ Hidden
Req Oty I¥ Frozen
*UOM

(colurnn 100

Categary

Price

Ship Ta

Status

Ok | Cancell RestnreDefauItsI Preview

5. Click on the OK button to return to the | The Form page displays again without the Item 1D

Form Page. field displayed.
[ Form ([ EEnoduls
iz e pE voaq Dane: [T10272008 B orige [ONL 2]
Note: You can always come back to e e N L
this page by CIiCking on the CUStomize Sol Line Descrietion ReaOny  UOM Caegoy Pl. Il l-i —
link again and uncheck the Hidden box I - LYl - e gl P
to display the field again. .I-“iil"': - '\Ef._l%l'\ Tul-iﬂ-u“.lllﬂi - a0d UsSh
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Header Defaults Page

What you do

What happens

1. On the Form page, click on the link for
Header Defaults.

On this page you can customize the
Distributions frame which is where the

chartfield information defaults after you

enter the SpeedChart.

2. The Header Defaults page with the Distributions frame circled:

PeopleSoft.

(=13

Header Defaults

Unit:  AKROM  ReqlD: MNEXT

© Default ' Override

Vendor: | QLocation: Ql

Vendar Lookun

Buyer: ﬂ
Ship To: RECENING ﬂ Central Receiving

MewWiindow | Heln

Details Asset Information

Due Date: & = oo |
M SpeedChart: ﬂ

Customize | Find | View

One Time Address

Dist Percent  GL Unit Account Fund Code DeptlD Program Bud Ref Budget Date Project Entry Event Locati
[acron Q[ Q) Q) Q) Qal alf Q| [r110arz2004 | 3] project | al [meck

oK Cancel Refresh

In this frame, you could hide (remove) the Bud Ref, Entry Event, and IN Unit fields.

3. Click on the Customize link which is to
the left of the View tools.

The Personalize Column and Sort Order page
displays.
[ PeopleSolt,

Distribusions

Personalize Column and Sort Order

0 0o CITG OF B33 DK 10 504 Cesey, RigRII COlImN Rame, Ten PSS M appeoprsts BUBDN  FIa2en CONIMING 4 play UNCET ovary tab
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What you do

What happens

4. Locate the Bud Ref, Entry Event, IN
Unit fields (one at a time) in the Column
Order frame and select it.

Click in the checkbox, to the right of
your selection, for Hidden.

You will see (hidden) next to the field
name.

5. Click on the OK button to return to the
Header Defaults Page.

Note: You can always come back to this
page by clicking on the Customize link
again and uncheck the Hidden box to
display the field again.

Ver. 2005.06.30
Software Training and Technological Services



PeopleSoft Version 8: Requisitions

The University of Akron

Requisition Inquiry

What you do What happens

1. From the menu, choose: The Req Inquiry page displays.
Purchasing, PeopleSoft.
Requisitions,

Review Requisition Information,
Requisitions

On the Find an Existing Value page,
perform a search using the Search fields.

Total i Corency
27400.000 Dolter

Dungin, Paula Math
Eng
Durigien,Faula Mach
Eng

W AKROM 123744 Complete 02052001

G0U100G Appemad RRLTFLN T 2299000 Doltar

I OAKRON  QO0001GA0S Aeprmy Con BN PAUAMAR 1 ugr0ng 3330000 Dias
I aRON e Cipen ::’;"'"P""'“ MoEh 3 raa0na 4550000 Cilar
™ AkRON 13 Aegutrvnd :;:“"-P“h MOch 3 ierznng 004 000 Dalias
™ AROM 0 Agproeed 'E:;"’“” MR praarzons 3200,000 ol
™ AKRON 20 Agwovd E:;:"’"""‘""‘ MOy 2003 1008000 Dot
I AKRON JOOO0TREYY Apgmved E:;‘““""""’ et irnzons 1688 740 Doltie
T OARON Q000917817 complele D Pt AR 1nmapany 10,000 Boltr

Saareh Aogeyen| Higte
Show HFD Ghow PO

2. On the Details and Status pages, you can
customize the view to hide (remove) the
fields that are not used at The University
of Akron.
Specifically, you can hide the Currency,
Drop Ship, and ON MSR fields.
3. You can hide the fields at the same time | The
even though they are on two pages. | PeopleSoft. E————————
Click on the Customize link. T

o Cancel | Fiwstore Doty | _ Prvew

4. Locate the Currency, Drop Ship and
ON MSR fields (one at a time) in the
Column Order frame and select it.

Click in the checkbox, to the right of
your selection, for Hidden.

You will see (hidden) next to the field
name.
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What you do What happens

5. Click on the OK button to return to the
Req Inquiry Page.

Note: You can always come back to this
page by clicking on the Customize link
again and uncheck the Hidden box to
display the field again.
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Appendix E  Miscellaneous Notes

Topic

Notes

Contracts

Contracts, similar to blanket orders, are created in PeopleSoft. If you
are working with a Vendor that the University has a contract with,
your process will vary slightly. If you are working with one of these
Vendors, you can directly submit an invoice (no PeopleSoft
requisition is required) to Accounts Payable for payment.

The Department of Purchasing posts a list of Vendors for which a
contract is set up. You can find this information on the Department
of Purchasing web site.

Budget Checking Errors

If your requisition does not pass Budget Checking and has a status of
Error you contact The Department of Purchasing.

Requisitions with more
than 20 line items

If you need to enter a requisition for more than 20 line items you can
submit an Excel spreadsheet with the items to the Department of
Purchasing.

You still need to complete a PeopleSoft requisition, but you only
have to enter one line which is a summary of all the items on the
separate list. For example, the line item in PeopleSoft may say,
“Miscellaneous Art Supplies.”

Contact the Department of Purchasing (is known, the appropriate
Buyer) for assistance with this process.

Ver. 2005.06.30
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Appendix F  Locating PeopleSoft Training and Documentation
on the Web

The home web page of Software Training and Technological Services contains links to
PeopleSoft version 8 instructions:
o Seminars (instructor-led) — Register for classes, such as this one.
o Hard copy manuals and job aids — Download materials that you can print through
Adobe Reader.
o Web-based audio-visual tutorials — Watch a movie that leads you through the
steps of common procedures in PeopleSoft.
o PeopleSoft manual updates and changes — When a procedure changes or a new

procedure is added, a notation will be made in the PeopleSoft Version 8 Manual
Log. View the log and download any new/changed materials that are pertinent to

your job.

When you are back at your desk, open your browser, such as Internet Explorer, and navigate to
http://www.uakron.edu/its/learning/training/index.php . Set it as a Favorite so that you easily can

check for instructions and updates when needed.

|e-»-0dam93 B&-SE-3

issions:

Information Technology Services

Administration Alumni Athletics

SOFTWARE TRAINING AND TECHNOLOGICAL SERVICES

The Software Training and Technological Services unit provides specific

Software training for admimstrative and acadermic software used University wide

Training & such as PeopleSoft and WebCT.
Technological
Services This group also provides training for widely used software programs
ITS Hame: The STTS staff provides a wide variety of services to help the university

cotnmunity for anything from Microsoft Office Applications to PeopleSoft
Our Deparimens Software Traiming provides the support you need.

» Applications
The staff is ready to help the University community use software

» Operations
technology more effectively.

» Telecommunications

* Networking Email: Sue McKibben
» Learning Technologies Phone:(330-872-6331)
- PLAN

Important Links for Faculty and Staff

» Distance Learning

& Seminars
» Computer Based Testing ® Mail and Calendar Documentation
+ Help Desk ® Microsoft Office XP
e PeopleSoft w76 - General Information
+ Software Training * PeopleSoft v7.6 - Student Admin Training Matsrials
+ Registration & Info Center e Peoplesoft v7.5 - Financials Training Materials

o PeopleSoft vE Training - Main Page
& Internet Explorer/Portal Basics

® WebhCT Docurnentation

e Using the Mainframe System (MVS)
& Setting up and using ZipSpace

+ Computer Store

Important Links for Students

& Mail Docurnentation
® WebhCT Docurnentation

e Enroll/Search for Classes - Documentation

Campus Map Home

s

| 302 Buehtel Mall
Alkron, OH 44325

EZ Learning Technologies

+ Learning Technologies

 Design & Development

. Computer Based
Azzessment

+ Distance Learning

+ Softwars Training

B E-mail Tools

+ E-mail Management

* Webmail

+ Exchange Weh Access

i Finct Peogle
* ITS People
+ LA General Directory

+ Help Desk
 Change Passwords
+ Download Software

* Reactivate Usnet ID
+ Synchronize Password

+ Distance Learning
+ Coursss & Programs
+ Instructar Resources

* WehCT Help
+ WebCT Login

B8 Registration & Info Center

., Fegistration & Informeation
Certer

@ Computer Based Testing
+ CHT Office

+ Lab Hours

* Lab Reservation

+ Check Your Rezervations
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