CALPOIX Requisition Approval

9.0 Training Guide

Requisition Approval

Once a requisition has been created and a REQ ID has been assigned, a requisition
must be approved and budget.

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, Add/Update Requisitions, Find an Existing
Value

FPurchasing
= Requisitions
[ Reconcile Requisitions
[+ Review Requisition
Information
[+ Reports

— AddfUpdate Reqguisitions

/" Find an Existing Yalue

1. To approve the requisition, enter the Requisition ID.

5 Click =earch |

Requisitions
lse the following search to look for an existing Regquisition.

Find an Existing Value Add a Mew Value

Business Unit: Q
Requisition 1D: begins with

Requisition Status: = - j
Origin: IW Q
Requester: [begins with =] Q
Requester Name: Im Q

Hold From Further Processing |

I case Sensitive

( Search !) Clear | Basic Search Save Search Critaria

3. Select the requisition you need to approve.
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4. Verify line information on the Maintain Requisition page. Line information includes:
Description of the item(s) for each line. To view the entire description, click E 1o
the left of the field.

Qty

Unit Of Measure (UOM)
Category

Price

5. Click ES to review the schedule of a line.

6. If there are multiple lines on the requisition, click to view them on the same
page

e aediel meEyuesiE] e

Firzt %) 1.10 of B8 [} Last

Custormize | Find
Due Date T Status T “endor Informstion T Attributes ..
Quantity |*UOM Cateqony Price | Amount (Status

1 [&(/wal Channel, 66h, = B [zoo0n [Ea Q [4zs0n  Q [2718000 54.38 Approved 0 E e =]

Maintain Requisitions \

Schedule

Business Unit:  SLCMP Requisition Date:  03/23/2008
Requisition ID: 2007100934 Status: Qpen
Return to Wain Page 7~ N\

First [1) 1 orez O Last

‘Wall Channel, BGh, Basic: 7238  Quantity: 2.0000 Each  Amount:

Details
Sched *ship To Quantity Price Amount |Due Date Status
1 B proomc = [zoooo |27 18000 5438 I A X =]

Add Ship To Comments

Detailz =8 —
Sched *Ship To Quantity Price Amount [Due Date 0
1 B |proooi @ = |2.0000 27.19000 54.38 = =
—
=

_once verified click __2¥__|

to go back to Maintain Requisitions

7. Verify the Chartfields by clicking on the distribution
8. Select LalumtoMain Page
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9. If needed, click 2ddcomments o EditComments 4 yerify comments to the Buyer.

CIKI

10. Click

11. Approve by clicking & and click ‘®==+/

12. Run Budget Check by clicking "=
13. Verify Status and Budget Status before leaving the page. Click Bk

Maintain Requisitions

Requisition
Business Unit: SLCMP Status:
Requisition 1D: 2007100934 Budget Status:
[]Hold From Further Processing
Status: Approved
Budget Status: Walid
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