QLPO].Y Training Guide

Requisition Approval

Once requisition data entry is complete, a requisition must be approved and budget checked
before Contracts and Procurement Department buyers can create a purchase order. Following
approval, the requisition must be budget checked. The approver can elect to budget check it
manually, otherwise, a nightly process will run, budget checking all requisitions with an
approved status.

Navigation: Purchasing, Requisitions, Maintain Requisitions, Find an Existing Value

=7 Purchasing
7 Requisitions
[* Reconcile Requisitions
[ Review Requisition
Information
[ Reports
laintain Reguisitions

{ Find an Existing Yalue '

> Enter the Requisition ID, or type % (wild card) and the last few digits of the Requisition ID.

> Click gearh |

Reguisitions
Llze the following search to look for an existing Requisition.

[ Find an Existing Value Y Add a New Value |

BusinessUnitt  |= ~ [sLcmp Ql
Requisition 1D |begin5 withj|%1055

Requisition Status: |= =l |
Origin: |begin5 wiith j| =Y
Requester: |begins with j| Q)

™ case Sensitive

Basic Search [§] Save Search Criteria

Search Results

10f 1
Business Uri mequisition 1w Ceguisition Status Origin Regquester

SLCHP 20031010586 Opgen OnL  DDAY

» Click the requisition you need to gpprove.

Contact: Suzanne LaCaro slacaro@cal poly.edu -1- 10/19/04
Business Process Owner: C&PS
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Y

Verify line information on the Form page which includes:

A\

of the field)

Qty of those items
Unit Of Measure
Category ID

Price of the items

Schedule

Y VYVYY

A\

Click

WQchedule i
P TLOMP  ReqlD: 2003101056 Req Date: [02/02/2004 ] origin: [ONL =] B A XoR

‘Requester: [DDAT A palis Day ™ Hold From Further Processin
Status: Cipen Budget Status: 1ot Chik'd Accounting Date: IDQID‘UQD':"1 Ell*currency: |UED Diollar

Customize | Find |

Sel Line Description Req Oty  *UOM Category Price Ship To Status

M 1 433031 3GP-275 3 j( & D.ooou [ea Q| [e7oo0 Q) [z800.000 [070_10f Q] Active

Total Amt: 250000 USD Total Base Amt: 2,900.00 UsD
“Goto: Header Defaults Header Comments  ltern Search Itern Detail Line Defaults Line Details
Catalog Line Comments  Soutcing Contrals | -MOre.. =l
ﬁ Save QRetum to Sealch) ElNotify ) ‘zRefresh) o dd

Farm | Schedule

Description of the item(s) for each line (to view the entire description, click B to the right

» For each line of the requisition there is a schedule. Verify the distribution (chartfields) for
each schedule by clicking the distribution link. If there are multiple lines on the requisition,

click to view them on the same page.

[ _Eorm ' Schedule \
Unit: SLCMP ReqID: 2003100208 A X
Line: 1 Warious choral scores
C mize | Find | View A First 10of 1
Sched *Ship To Due Date Req Gty  Price Amount Status
1 07o_108 08/04/2003 1.0000 2,000.00000 2,000.00 Active +| ;l
Reg Ofy:  1.0000 Batch Lot Amount:  2,000.00 Dollar
< Distribution Shiprnent Detail Drap Shiprment
; ress One Time Address

B save Q) Retumn to Search] +E Hextin List) +E Previous in List:l EHotity J % Refresh )

Farm | Schedule

Contact: Suzanne LaCaro slacaro@cal poly.edu -2-
Business Process Owner: C&PS

10/19/04



Training Guide

Details More Details h
Sel Dist Status *Location Reqg Oty Amount Percent Account Fund Dept Program  Class |
~ 1open [o4s_128 Q)|  1.0000 20.00 [100.0000 660003 Q fmoots Q] [roszn =Y al| Q|

> Verify the Chartfields and click 2K |
» When you have verified eachline, click [_Form

Header Comments...

> If necessary, click to verify comments to the Buyer.
» For each line of the requisition there is a schedule. Verify the distribution (chartfields) for
each schedule by clicking the distribution link. 1f there are multiple lines on the requisition,

click to view them on the same page.

{_Form ¥ Schedule Y

AX

Unit: SLCWMP  ReqlD: 2003100208
Eind | i All First 1 of
Line: 1 ‘Yarious choral scores
Customize | Find | view Al | 38 First (4 10t 1
Sched *Ship To Due Date Req Qty  Price Amount Status
1 070_108 08/04/2003 1.0000 2,000.00000 2,000.00 Active +| ;|
Req Oty 1.0000 Batch Lot Amount:  2,000.00 Dollar
—
< Distribution Shipment Detail Drop Shipment
tess One Titne Address
B save ) Retum to Search) +E Nextin List) 1E Previous in List] Ematify J 2 Refresh ]

Earm | Schedule

Distributions
Details More Details ==K

Customize | Find | View All |

Amount Percent Account Fund

Sel Dist Status ‘*Location Req Oty

Dept Program Class |

W 1open [o45_128 Q[  1.0000 20.00 [100.0000 [5E0003

@ fmonte (@) [tos300

| | Q|

> Verify the Chartfields and click __9K |

> When you have verified eachline, click B2}

Header Comments...

» If necessary, click

Contact: Suzanne LaCaro slacaro@cal poly.edu -3-
Business Process Owner: C&PS

to verify comments to the Buyer.
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Header Comments

Unit:  SLCMP ReqlID: NEXT

Comments:

¥ Active Only  +Sort Methd: |CommemTime Sta vl “Sort SEq:IAscending vl

Flease expedite -]

% H

[ SendtoVendor [~ Shown at Receipt [~ Shown at Voucher
File Hame: | File Extension: I &
Standard Comments GoTo Source Fetch tem Specs
ok | | cancel | | Refresh |
. 024 |
» Click
/ Form Y Schedule |

Unit: SLCWMP  ReqlID: 2003100851
‘Requester: |PPARSONS QA pam Parsons

Status: Open  Budget Status: Mot Chk'd Accounting Date: I1 2i09r200% | Ellcurrency: V50

> Approveby dlicking ™ and click & save)

> Run Budget Check by dlicking "=
> Verify Status and Budget Status before leaving the page. Click

[ Form Y\ Schedule

Unit: SLCMP  ReqlD: 2003100280

Lobichl ]

Status: Approved Budget Status: Valid

Contact: Suzanne LaCaro slacaro@cal poly.edu -4-
Business Process Owner: C&PS

Dallar

Sign out
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*Req Date: [1 20812003 ﬂonginJomﬁE A X @

™ Hold From Further Processing

1101 of1
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