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1.0 Entering a Requisition
Overview

A requisition is the first step in the procurement process. The format of a
requisition within the system is made up of 4 basic parts, Header, Line,
Schedule, and Distribution.

The requester fills out the requisition for the supplies/equipment/services
required for their department or project. After the requisition has been filled out
completely, the department approver must approve it. Following approval, the
budget checking process will be run to verify that budget exists and a pre-
encumbrance will be created for the requisition. Staff in purchasing, who will
create a purchase order, will then pick up the requisition.

Requisition Layout

| Header — Used for the entire Requisition

Form — Requester, Req Date, Origin, Acct Dt, Hold Flag

Header Defaults (override)- Vendor, Buyer, Ship To, Due Dt, Distribution
Header Comments — Vendor, Receipts, Voucher

| Line — Each item requested |
\ Form — Description, Qty, UOM, Category, Price, Ship To, Status \

\ Schedule - Delivery: Ship To, Due Date, Qty, Price \
| Distribution — Account/Dept/Prog/Fund, Delivery Location, % \

| Line — Each item requested |
\ Form — Description, Qty, UOM, Category, Price, Ship To, Status \

\ Schedule - Delivery: Ship To, Due Date, Qty, Price \
| Distribution — Account/Dept/Prog/Fund, Delivery Location, % \

| Schedule - Delivery (each line will have 1 or more schedules) |
Distribution — Account/Dept/Prog/Fund, Delivery Location, %
Distribution — Account/Dept/Prog/Fund, Delivery Location, %

Gray areas indicate that multiple schedules and distributions are permitted
for each line.

Requisition Guide for Requesters PeopleSoft Financials 9.1 Page 3 of 27 Coppin State University rev. Apr. 2014



Requisition Guide for Requesters

Basic steps for Requisitioning

Header
1. Add a new requisition to the system

2. Select the recommended vendor on the Header Defaults

3. Select a Ship To location on the Header Defaults

4. Verify that the Default Distribution has been brought in successfully
Line

5. Enter a Description for the item to be requested

6. Enter the quantity, unit of measure, category, and price

7. Verify the Ship To location from the Header Defaults
Schedule

8. Verify that the schedule information has been defaulted in from the Header and
Line correctly

9. Insert any additional schedules that are required (normally only one schedule is
required)

Distribution
10. Verify that the Default Distribution has been brought in successfully

11. If distribution needs to be changed,
- Account: select the Account from the dropdown
- Department: use the SpeedChart dropdown to select a valid Dept/Program/Fund

Following Entry
12. Click the [Approval] button
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Adding a Requisition

| Navigation | Purchasing > Requisitions > Add/Update Requisitions

Business Unit: Enter COPPN or select from the Lookup.

Click L_Add_|

R FEEEE FIEEEIER G
PeopleSoft.

[SL

v Window | o=

Requisitions

[ Eind an Existing Value | Add a New Value |

Business LKit: [COPPR Q)

Requisition ID: [NEXT

Add

Find an Existing Yalue |Add a Mew Value

Requisition Id: NEXT — the word NEXT informs PeopleSoft to assign the next
available requisition number.
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HEADER DEFAULTS
The Form screen should appear:

mj & nttps;//eaglefn.coppin.edu/psp/ csfnprd/EMPLOYEE/ERP/c/REQUISITION ITEMS.REQL O ~ @ & X || & EaglelINKS Por
File Edit View Favorites Tools Help

EagleLINKS

Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit: COPPN Status: Pending
Requisition ID: MEXT Budget Status: Not Chid Lagli=]
Requisition Name: ‘ Copy From [“1Hold From Further Processing

*Requester: thdawson Q, Thomas Dawsol Reaquisilion Defaults
~Requisition Date: 0472212014 Requester Info e
} Requisition Activities

Origin: ONL RO INE ENTRY: Amount Summary

- : UsD

Currency Code: i Doliar Total Amount: 0.00 USD

Accounting Date: 0472212014 (1] E
Purchasing Kit Catalog

ltemn Search Requester ltems

Personalize | Find | View A1 | B | 2

Ship ToiDue Date | Status | Vendor Information | tem Information  Attributes | Contract | Sourcing Controls

Merchandise

Line item Description Quantity UOM  Category  Price P Status

1Ry a | & jo.o000 la | a | o 0.00 Pending Qm B OREE

View Printable Version *Go to: -More.. -

& save | [Z] Netify | Refresh k- Add | UpdateiDisplay 4

— The information at the top of this screen is Header information and pertains to the
entire Requisition.
Requester: Defaults to user’s ID. It should contain your name
Req Date: Defaults in as current date. DO NOT CHANGE THIS DATE
Origin: For Office of Procurement use only
Currency: USD — will always be USD

Accounting Date: Defaults to the current date. May be revised if the Accounting
period is closed

Click: Requisition Defaults
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Requisition Defaults

The header defaults screen allows the user to enter data that will be applied

to each line, schedule, or distribution of the requisition line after the
requisition has been create.

(o o |
md’;:—) https://eaglefn.coppin.edu/psp/csfnprd/EMPLOYEE/ERP/ KS Portak:... = Base Navigation P.. ok 3
File Edit View Favorites Tools Help
EagleLINKS

Faverites . Main Menu> Purchasing » Requistions > AddLipdate Requisiions

Maintain Requisitions

Requisition Defaults

Business Unit COPPN Requisition Date:
Requisition ID: MEXT Status:

Default O

@ Default

Ultimate Use Code;
Attention To:

One Tims A
»
»
Dist  Pecsnt  GLUmt  Dept Project Aesount roam  Fund  BudRst BudgstDats  Location it
[ [corra, al _Jajl Ja a [ [ o jpvzedm Frec o [ la
OK Ganoel | Refreshy
DEFAULT ACTIONS:

Click theé Override radio button

Vendor: see vendor look up information.

|__Ship To: Click on the Magnifying Glass and selecka Ship To location

Distributions this is the default and will be applied to every\.ine on the Requisition. By
entering the last four numbers of a DEPTID of PROJECTID in the

SPEEDCHART BOX, the complete charfield number combination will
populate the appropriate boxes

Click on the Vendor Lookup link, ortocig
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Vendor Lookup

P...| & Add/UpdateR.. *

File Edit View Favorites Tools Help

EagleLINKS

Faverites . Main Menu> Purchasing » Requistions > AddLipdate Requisiions

Maintain Requisitions

Requisition Defaults

Business Unit COPPN Requisition Date: 042272014
Requisition D: NEXT Status: Pending
Default Options

treated 2= part of the defaulting kegic and

If you select this option,

W Default
are only applied if no ult values slesdy exist in the
hierarchy, they are u
i Override If you select this option, all dafault values sefault valuss found in the
default hierarchy, only non-blank v ned
Buyer: Q Unit of Measure: Q
Vendor Q Vendor Location: Q
Category: Q Wendor Lookup

Ship To;
Due Date ]
Ultimate Use Code: Q

Attention To:

SpeedChart:

Distributions
B = | ™
Dist  Paent  GLUMt  Dept Projsct sccount  Progam  Fund  BudRst  BudgstDatd

[ Tleorra [ Ja [ & Ja | ja| la [ |a [przes [Pae

Location WUt

0K Ganosl | Reiresh

Name: Find Vendors by clicking on the maﬁfying glass. A search by can be
done by entering the vendor name or vendor ID number.

Wildcard: % - can be used to lookup vendor names without knowing how the
vendor name starts %HOPK% - above will display any vendor that has
HOPK in their name. However this is case sensitive, but Coppin is all

CAPS
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‘J Maintain Requisitions - Microsoft Internet Explarer == |1||

File Edit Wiew Favorites Tools  Help i

HBack v = - (D 74 | iQisearch [GFavorites EMedia ¢4 | By S = ¥
Address I@ httpffbweety coppin. edu/pspfcsfrtst [EMPLOYEE JERP o/ REQUISITION_ITEMS, REQUISITIONS.GEL j @Go Links **

PeopleSoft.

Home

< Requisitions -]
[ Reconcile Reguisitions
> Review Requisition
Information
[» Reports

Mew Window | Heln

Retrofit field changes to "all" existing requisition linesischedulesidistributions.....

Unit:  COPPM ReqlD: MEXT

Apprave Armounts For the distribution specific defaults,

Approve ChartFields Select Apply'to apply changes to the Distrib Line value For example, Ifyou select Apply far DIstrib Line 3, the change is applied to
Reguest Requisitions each Distrib Line 3 on the requisition.

Load Requisitions Blaetianl

L a a 0 All Distribs'to apply changes to all distribution lines an the reguisition
Update Drap Shipments
| Unmarkal

Budnet Check

Entry Event Request -
Purge Requisition Load —_— -
Regsts Apply [ Distrib Line  Field Name Field Value Anply to All Distribs

Approval Workdlow v Ship To RECY
[ Reguest for Quotes
[ Procurement Contracts 1 1 Budget Date 2004-06-04 r
P Purchase Orders i et PROC r
[» Supplier Schedules
> Procurement Cards
] | Cancel Refresh

[> Shipments

[> Return To Yendor
[» Analyze Procurement ot
[> Inventory

> eProcurement

[* Sourcing

[» Enginearing

[» Manufacturing Definitions
[> Production Contral

[> Configuration Modeler

[» Product Configurations
[» Quality

> Grants

[* Projects

[» Engagement Planning

> Regource Management LI

Defaults: If you want to use the values that were just selected on the Header Default page.
This will set the Vendor, Ship To, Location, etc... on every line of the requisition.

Click Mark All

Click oK1,
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New Vendor Info

mhg hitps://eaglefn.coppin.edu/psp/csfnprd/EMPLOYEE/ERP/c/REQUISITION ITEMSREQL O ~ @ € x| = Eaglel] | Base Navigation P...| (& Add/Update R.. % E bpw maryland ) ﬂ? {E:}l

File Edit View Favorites Tools Help

EagleLINKS

Favorites : Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Home | ‘Workist || AddtoFaverites | Signc

Maintain Requisitions

Requisition

Business Unit: COPPN Status: Pending
Requisition ID: NEXT Budget Status: Mot Chicd E=gi=)
Requisition Name: | Copy From [ Hold From Further Processing

~ Header

*Requester: thdawson Q Thomas Dawson

*Requisition Date: [o4z22014  |EjRequesterino

Origin: ’70\0NLINE ENTRY

*Currency Code: ‘ JSD | Dollar

Accounting Date: U4f22-’20‘|4 [

Purchasing Kit Catalog
ltem Search Reaquester ltems

Total Ampunt: 0.00 USD

1

Personalize | Find | view A1 | BV | 3E Fret T qora O Last

Line
Ship To/Due Date | Status || Vendor Information | filem Information | Attributes '\ Contract | Sourcing Conirols
= o = o Merchandise
.

Line ltem Description Quantity ol Category  Price i Status

1R aQ | izl 0.0000 | Q | 0 0.00 Pending O E |(=E
View Printable Version *Go to: ..More. -
& save | [ Notify | |7 Refresh B+ Add| JH UpdateDispiay | L4

When to use: Vendors that can not be found by doing the Vendor Lookup.

Vendor Info:  Vendor Information can\be sent to the Buyer within the Requisition.
Simply click the _/Add Comments icon to enter the vendor information.

A screen will appear to allow the user to enter information the buyer should know
about:
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Header Comments

TN TR T T —_— | 6] ]

m_ﬂ@ hitps://<aglen.coppin.edu/psp/csfnprd/EMPLOYEE/ERP//REQUISITION_ITEMSREQ! O + @ © X || 23 BaglelINKS Portakias 2 Base Navigat fon ... © Add/Update R... * | [ bpwmanyland-G..| | {1 77 €23

File Edit View Favorites Tools Help

EagleLINKS

Home | Workist || AddtoFavortes | Signout
Favorites - Main Menu > Purchasing > Requisitions > Add/Update Reguisitions

B New Window ?He\p E./F‘eraonahzePage ;E,hrlp
Header Comments

Business Unit: COPPN Requisition Date: 04/22/2014
Requisition 1D: NEXT Status: Pending
*Sort Method: Comment Time Stamp - *Sort Sequence: Ascending - Sort

Comment Status: Active Inactivate

=3

0 Vendor [C] show at Receipt

Attachment: Attach

Email

From -= REQ COPPN-MEXT

oK Cancel Refresh |

Enter the information the buyer will need to know to add a new vendor to PeopleSoft prior
to cyeating the PO.

Required Information:

Federal Tax ID (SSN or TIN) A W-9 is required for all new vendors
Name

Address

City, State & Zip
Telephone & Fax numbers
Email Address (optional)

When finished entering the information you would like the buyer to know:

Be careful: If you click these buttons this information will be passed to those
people!!

[T SendtoVendor [ Shown at Receipt [ Shown at Voucher

Clicking these boxes will pass your comments on to those people.

Click _OK_1,

Requisition Guide for Requesters PeopleSoft Financials 9.1  Page 11 of 27 Coppin State University rev. Apr. 2014



Requisition Guide for Requesters

ADDING ATTACHMENTS

TO ADD ATTACHMENTS, on the Maintain Requsitions page, click on Add Comments

/= AddfUpdate Requisitions - Windows Internet Explorer x
? il = hitps://eaglefn.coppin.edu/psp/csfnprd/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL?FolderPe ~ 4 | 45 | o [l vorncy/Gearcn o -
File Edit View Favorites Tools Help —
Go gle' - |28 Search - | More 3> SignIn S -
L S I@Add/upda:e Requisitions 17 . M -~ BE) - = ~ [ Page > &% Tools =

Add to Favorites | Sign out

Favgrites  Main Menu > Purchasing > Requisitions > Add/Update Requisitions
Maintain Requisitions

Requisition =5
Business Unit: COPPM Status: Pending
Requisition ID: MNEXT Budget Sgafus: Not Chk'd [=gii=}
Requisition Name: [ Copy From [ Hol@From Further Processing
*Requester: crobbins @, Charlytta Robbins  Requisition Defffits
Add Comments|
. it . 12/01/2011 Reaquester info
Raquisition Dates & Requisition Activities
origin: OnL 2, ONLINE ENTRY Amount Summary
2 . UsD
Currency Code: e Bofiar Total Amount: 0,00 USD =
Accounting Date: 12/01/2011 &
Add ltems From
Purchasing Kit Catalog
Item Search Requester Items
Ship To/Due Date Status Wendor Information Item Information Attributes Contract Sourcing Centrols.
= B Merchandise
Line Itermn Description Quantity UomM Category Price e Status
1B [ @, | 2 [0.0000 @, | @, | 0 0.00 Pending Clem =
View Printable Version *Go to: More -
e i ] »
€ Internet | Protected Mode: Off L 100% -
ions - Windows Internet Explorer
= h ~
Kol Bl = https:/reaglefn.coppin.edu/psp/csfnprd/EMPLOYEE/ERP/c/REQUISITION ITEMS,REQUISITIONS.GBL?FolderPe = 0 | 42 | < | vanoo! search L -
= —
File Edit View Favorites Tools Help
i Google = | *9 search ~ - More > Signln 9, -
- r— »
wo o [@ Add/Update Requisitions I

EagleLINKS

Favorites © Main Menu > Purch_aslng > Requisitions > Add/Update Requisitions

Header Comments -
Business Unit: COPPM Requisition Date: 12/01/2011
Requisition ID: MNEXT Status: Pending
*Sort Method: Comment Time Stamp - *Sort Sequence: Ascending - Sort
Comments Find | View All First 0 10of1 I gt
Use Standard Comments Comment Status: Active | inactivate | [+]

]

&

[C] Send to Vendor [] Show at Receipt
[T snow at Voucher

Associated Document

Attachment: Aftach Email
From = REQ COPPN-NEXT
oK | cancel | Refresh L
Done &) Internet | Protected Mede: Off L 100%

Click Attach
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/= Add/Update Req; ons - Windows Internet Explorer

& | https://eaglefn.coppin.edu/psp/csfnprd/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS.GBL?FolderPz +2 | x Ml vehoo! Search 2 -

File Edit WView Favorites Tools Help

Google < | 28 search - | More>> S -

S | & adarupdate Requisitions [

EaglelLINKS

Favgrites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions
] New Window (2)Help ES hetp
Uploaa | | Cancel
Done / & Internet | Protected Mode: OFf & 100% ~

/

Select Browse to search for your file

Signln & -

»

b= gThe Children's Wear Qutle... @j Customize Links | Manage Your Accoutf——————— —_ ||p~ safety~ Tools~ @Jv
Organize New folder E=

s

EagleLINKS il vorlcs -1 Documents Ilbrary Arrange by: Folder ~
I Deskiop Includes: 2 locations | AddtoFavorites | Sign out
Favortes  Man Menu > Purchasng > Requstions > Add/Update Requistion
. i 5 - A Downloads Name Datemodified  Type *|
5 Recent Places I - o
b Favorites | Outlook Files 2292012 1225 PM New Window (2)Help [ bp
= I PSVita 1/9/2013 9:24 AM
Browse... 3 ) o
Upload| [Gansel 4 J 3 Libraries | Sharpdesk Desktop 1/11/2013 9:26 AM
‘. ) Documents | . Youcam 5/22/2012 251 PM
T¢ Music ) Copy of R27 Questionable Purchases NO..  12/7/2012 1232 PM  Micros:
<
b &, Pictures &) CashReceiptsloural 10/15/2012 127PM  Micros:
b ! Videos |4 ) AccTa19 10/3/2012 149 PM  Microsi
Ej ACCT419102 11/8/2012 5:13PM  Microsi
4\ Computer 4] GasvsElectric 5/2/2012 L51PM  Micros:
&) .40 P i
b 5§ Local Disk (C) ] Login TI2121249PM Micros
@ L i
» 5 CRobbins$ (\Nile j ProcAcctCodes 10/16/2012 359 PM  Micros:
i B
b bfQ\nile) ) | [ 1 RacklIn - 1119013957 AM M) rrr'm
File name: v |AllFiles (%)

®125% ¥

~ 3l T 3 F
TEEREDE Sy o
i} | 1/11/2013

After selecing yourile, click Uplbvad to attach it to the requisition.
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Be sure your attachment is showing at the bottom of the Header comments sectlon

f Add/Update Requisitions - Windows Internet Explorer =

KR /BN & | hitps://eaglein.coppin.edu/psp/csinprd/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS. GBL2FolderPe ~ v. e

File Edit View Favorites Tools Help

g Slc ht "" Search = s More >
W [ & Add/Update Requisitions ]_|
EagleLINKS

Favovr'rtes MainvMenu ¥ Purcllasmg 5 Requgtlnns » Add/Update Requisitions
Header Comments

SignIn ‘\ -

oo ~ = - |5k Page ¥ i) Tools » =

Home | ‘Workist | AddtoFavorites |  Sign out

Business Unit: COPPN Requisition Date: 12/01/2011
Requisition I1D: NEXT Status: Pending

*Sort Method: Comment Time Stamp b *Sort Segdbnce: Ascending - Sort

Use Standard Comments Comment Status: Active Inactivate [+

m

Send to Vendor [7] snow #f Receipt
[Tl Show at Voucher
[ 3 : :
Attachment: W-9_Form.pdf View Delete [C] Email
From -= REQ COPPN-NEXT
OK Cancel Refresh L
Done e Internet | Protected Mode: Off H100% -

Click on View to see the attachment Click OK to return to the maintain
requisitions page. Once you have finished entering your requisition and attaching
your supporting documents, you may save your requisition. DO NOT CLICK
SAVE UNTIL YOU HAVE COMPLETED THE REQUISITION AND
ATTACHED YOUR DOCUMENTS; you will not be able to attach once you
have saved. You have now attached your “back-up” to your requisition. You may
now continue with the requisition process.
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Adding Lines

T T T T || 5] ]
m_ﬂ@ hitps://<aglen.coppin.edu/psp/csfnprd/EMPLOYEE/ERP//REQUISITION_ITEMSREQ! O + @ © X || 23 BaglelINKS Portakias 2 Base Navigat fon ... © Add/Update R... * | [ bpwmanyland-G..| | {1 77 €23

File Edit View Favorites Tools Help

EagleLINKS
g Home | Workist || AddtoFavortes | Signout

Favorites - Main Menu > Purchasing > Requisitions > Add/Update Reguisitions

Maintain Requisitions

Requisition
Business Unit: COPPN Status: Pending
Requisition ID: NEXT Budget Status: Not Chkd [iw =
| Copy From [7] Hold From Further Processing

Requisition Name:

*Requester: thdawson Q) Thomas Dawson  Requisition Defaults
Add Comments
- : 04/22/2014 Requester Info e e
Requisition Date: Eﬂ Requisition Activities
Amount Summary

Origin: Jone @ OMNUNEENTRY

Dollar

CUrEnCyCoues Total Amount: 000 USD

Accounting Date: W@

Add Items From

1

Purchasing Kit Catalog
ltem Search Requester ltems

Status || Wendor Information | ftem Information | Attributes | Contract | Sourcing Controls

18y a | i €, [o.0000 [ a 5} 0 - 0.00 Pending Qm = =
View Printable Version *Go to: ...More... -
& save | |[=] Wotify | | s Reffesh Es Add Update/Display B
ltem ID: uired fo be entered.
Descripti r a degcription of the item to be requested.

nter the full quantity of the item to be requested.

Shouftd default from header defaults. However, if the UOM is
diffgrent for this item from the header defaults, use the drop down
and select a different UOM that better describes the UOM for
rdering and receiving. This will be done if the number of items is

large and they vary in type.

Unit Of Measure:

Category: Click on the drop down for a full list of Item Categories. FYI:
supplies begin with 09; services 08;

Price: Enter the Price for each UNIT, not the total price of the items, but
rather the individual cost of each item. The system will multiply the
Qty * Price to arrive at the Total Cost. In order to get the exact price
of items that are sold in lots, you need to extend out the use of

decimal places.
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Additional Lines

In order to add additional lines you simply click on the key and you will
prompted to enter the number of rows to add.

Schedule

Click on the [ icon at the bottom top of the screen.

oo 5 ]

mﬂ@ hitps://eaglen.coppin.edu/psp/csfprd/EMPLOYEE/ENR//REQUISITION_ITEMS.REQ! © + @ & X |

File Edit View Favorites Tools Help

EagleLINKS

Favorites - Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Requisition

Business Unit: COPPN Status:
Requisition ID: NEXT Budget Statid

Pending
Not Chkd =

il

Requisition Name:

“Requester: thdawson Q, Thomas Dawson  Reauisition Defaults
#dd Comments
- : 04/22/2014 Requester Info e e
Requisition Date: Eﬂ Requisition Activities
Origin: ONL RO INE ENIRY, Amount Summary
E : JSD Dollar
Crmancy/Codes Total Amount: 000 USD

1

Accounting Date: W@

Purchasing Kit Catalog
ltem Search Requester ltems

First K 4 or 4 I3 1 ast

Personalize | Find | View A1 [0 | 32

Ship To/Due Date | Status || Wendor Information | ftem Information || Attributes | Contract | Sourcing Controks

Merchandise

Line ttem Description Quantity ~ *UOM  Category  Price Fotm Status
18y a | i €, [o.0000 a | a | 0 0.00 Pending
View Printable Version *Go to: -.More... -
/@ save | =] hotify | | Refresh s Add | UpdateiDisplay —

Verify that the Schedule data has defaulted from the User ID or the Header
Defaults. Click View All to display all lines entered on Form tab.

In order to add additional lines you simply click on the key and a new row will
appear. If additional lines are added the sum of the schedule lines MUST be
equal to the total quantity entered on the Form screen.

The use of schedules is rare unless you are making large orders for materials to
be delivered over time. This usually involves things like construction projects.
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Click on the "= [ink to review the Accounting information.

.| © Add/UpdateR... | [ Gaogle {0 17 o

Home | Workist || AddioFavories |

m}:ﬂ@ rmpsu'_tsaglafn.zoppin.adu;psp.'cs(npmfEMpLovsE.fERP.’c;'Bs@ulsmON,rrEMsREQL P-adx
EagleLINKS

Favorites : Main Menu > Purchasng > Requisitions » Add/Update Requisitiond

Sign out
Enewwindow ? Help [ Personalize Page [ nitp

Maintain Requisitions

Schedule
Business Unit: COPPN Requisition Date: 04/28/2014
Requisition 1D: 0001402224 Status: Approved

Return to 11ain Page

Find | View All First B8 4 o4 I (ast
50000 EA  Merchandise Nut: 74.05USD

Paper 8.5 x 11.50 SKETCH. TR C Quantity:

personawve | Find | view A1 | E1 First K1 4 ore I L ast
= = Merchandise 2 \
Sched Ship To ‘Quantity Price S Due Date Attention To Status
1 B pruoLe = [s.0000 14.81000 74.05 5] [DorathyLemon | 53 |Active ® =

Add Ship To Comments

) save | 2 RewmtoSearcn| [tE] Previousimiist 45 Nextmlist |[=] Notity | | Refresn

Distribution (Accounting)

File Edit View Favorites Tools Help

mdg https://=aglefn.coppin.edu/psp/ csfprd/EMPLOYEE/ERP/c/REQUISITION_ITEMSREQL © + @ & X %WA @ Add/Update Requisitions X o 97 ol

EagleLINKS

|  workist || Add o Favorites
Favorites - Main Menu > Purchasing > Requisitions > Add/Update Requisitions

B New Window ?He\p E./F‘ersunahzePage hrlp

Maintain Requisitions

Distribution

Requisition ID: NEXT Item: fest

Line: 1 Status: Active

Schedule: 1

Ship To: RECV RECEIVING Quantity: 1.0000 EA
*Distribute By: Quantity A Open Quantity: 1.0000

Merchandise Amt: 1.00 USD

SpeedChart:

Multi-SpeedCharts

41
Personaiize | Find | View 1 | B | 2 First Bl g ora 0 Lact

Detsis | Assstinformation | Buode

Information

Distrib Status  Percent Quantity °““'"m“ GLUnit  Account Fund Dept Program  Bud Ref Project
10pen  [100.0000 10000 1.00 coPPlQ otz @ aQ Q a aQ Q =
OK | Cancel | Refresh

Distributions —  this Distribution 1 the accounting information for only this LINE. Selecting

"Distribute by: allows the Accounts Payable dept to make

payments if this item is invoiced across more than one invoice.
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Percent: This is the percentage of each line that will be charged to the
Account/Department that is listed on the same line.

GL Unit: COPPN —is always COPPN

Account: The GL account to which the items on the line are being charged. (Note:
copy the account before using speedchart, the speedchart will blank out
the account number)

Department: Use the Speed Chart field to populate the department/program/fund
combination.

Speed Chart: Abbreviation of a combination of Dept/Program/Fund. This will enable the
user to select a valid Dept/Program/Fund without having to enter each field
separately.

Location: This field should default from your User ID. This field is the delivery
location of the person making the request. Will be RECV, unless every
campus location has been identified and attached to each requester.

Click 0K
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Saving the Requisition

i . R TR TTT—
md@ https://eaglefn.coppin.edu/psp/csfnprd/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQL 2 ~ @ & X‘ g 3y agleLINKS Portal: Home 5 Bac Sy e @Add!Updata Requisitions ;’U_D ﬁ {é}
File Edit View Favorites Tools Help

EagleLINKS

Favorites - Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions Tl

Requisition

Business Unit: COPPN Stiﬂllﬁ:
Requisition ID: @ Budget Stafis: -1 [iw =

Requisition Name: [7] Hold From Further Processing

thdawson Q, Thomas Dawson  Reauisition Defaults

04i2412014 [ Reauester Info Add Comments
Reaquisition Activities

ONL G ONLINE ENTRY

USD | ooltar

04/24/2014 [

*Requester:

*Requisition Date:

Origin:

*Currency Code:

Total Amount: 000 USD

Accounting Date:

1

Catalog
Requester ltems

Purchasing Kit
ltem Search

Ship To/Due Date

Personalize | Find | View 1| B | 3%

Status || Wendor Information | tem Information | Attributes | Contract | Sougfing Controls
: : N Merchandise
Line item Description Quantity UOM  Category | Price P Status
18y a | i €, [o.0000 a | 0 0.00 Pending Om [E =]
View Printable Version *Go to: -.More... -

[E+ Add | JF| UpdateiDisplay 4

r

The requisition does NOT exist in PeopléSoft until you click the 'E==v=) putton.

r

Once youl|click the "B s=v=] putton, the requisition is saved in PeopleSoft and the
word NEXT in Req ID: is assigned the hext available number.

The Status: should be Open or Pending depending on what security has been
set up for each user.
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Hold — until complete

T— e T || |

m |;T:—} https://=glefn.coppin.edu/psp/ csfaprd/EMPLOYEE/ERP/c/REQUISITION_ITEMSREQL © + @ & X ‘W—ﬂh—l @ Add/Update Requisitions X 0 37 3

File Edit View Favorites Tools Help

EagleLINKS

Home | Workist || AddtoFavortes | Signout

Favorites - Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions

Requisition
Business Unit: COPPN Status: Pending
Requisition 1D: NEXT doot-Siate oSk

Requisition Name:

*Requester: thdawson Q, Thomas Dawson q
*Requisition Date: 04/24i2014 [F|Reauester Info =

Origin: ONL Q OMNLINE ENTRY

Dollar

Ry Coe: i Total Amoyint: 000 USD

Accounting Date: 04/24/2014 [

1

Purchasing Kit Catalog
ltem Search Requester ltems

Personalize | Find | view A1 ] B | 38

Ship To/Due Date | Status || Wendor Information | ftem Information || Afttributes | Contract | Sourcing Controls

Merchandise

Line ttem Description Quanfity *UOM  Category Price Fotm Status
18y a | B, [o.gboo a | a | 0 0.00 Pending COm B EE
View Printable Version *Go to: -.More... -
/@ save | =] hotify | | Refresh s Add | UpdateiDisplay -

If the Requisition you are ¢gntering is not ready to be sent to the Approver for any
reason you can set the Requisition to HOLD so that no further action can be taken
by the Approver nor the Buyer. For instance, the Requisition is only partially
entered or there is some/ question about the Requisition that needs to be clarified
prior to processing it.

Click on the Hold from Further Processing checkbox to HOLD the Requisitiion.

The HOLD does NOT take effect until you click the 'Es=v=] putton.

To take the HOLD off you simple click the Hold from Further Processing again.

Don’t forget to Click & 3=+=] after you take the HOLD off.
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You are now ready to Notify the Approver that the Requisition is complete and
ready for Approval.

REQUISITION IS NOW READY FOR APPROVAL (APPROVERS
PLEASE REFER TO THE PEOPLESOFT FINANCIALS 9.1
REQUISITION GUIDE FOR APPROVERS)

Save your requisition and record the requisition number. Required detail
must be scanned and attached to requisitions if your department has this
ability. Information to be attached: a quote for supplies, service contract, and
invoice and/or a necessary W-9 or Substitute W-9.

After the requisition has been completed, it must be approved and budget
checked by the department’s Requisition Approver BEFORE it will be processed
into a Purchase Order by Procurement.

Computer related items (computers, laptops, scanners, printers, software, etc.)
must be approved by the OIT Department (Acct No. 092609). Requisitions
charged to Title Ill must be approved by the Title Il Grants Administrator.

Requisitions are usually pulled from the PeopleSoft system twice per day — 11:00
am and 3:00 pm. The requisition is then assigned to a Buyer for processing into a
Purchase Order. Additional bids or procurement related documents may be
requested. Once completed, the Purchase Order is faxed or emailed to the
vendor. Where applicable , the Visa p-card is used to pay qualified purchase
orders. All purchase orders and related documents are alphabetically and
numerically filed.
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Budget Check

In order to Budget Check, you must be looking at the Requisition you want to
Budget Check. Navigation: Purchasing>Requisitions>Add/Update
Requisitions

The Requisition must be Approved before Budget Checking. .

Click the = Budget Check button (looks like a spreadsheet with magnifying glass)

e
@Add/Updata Requisitions {rD ﬁ {"9}

e R~ ————
mﬂ@ hitps://eaglen.coppin.edu/psp/csfnprd/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQ! © + @ & X || @ ag

File Edit View Favorites Tools Help

EagleLINKS

Favorites - Main Menu > Purchasing > Requisitions > Add/Update Requisitions

e | Workist || AddioFavorites | Signout

Maintain Requisitions

Requisition
Business Unit: COPPN Status: Pending
Requisition ID: MEXT Budget Status: Mot Chk'd

Requisition Name: [~] Hold From Further Processing

*Requester:

*Requisition Date: 04/24i2014 [F|Reauester Info
Origin: Jone @ OMNUNEENTRY
Dollar

*Currency Code: usD

Accounting Date: 04/24/2014 [
Purchasing Kit Catalog

ltem Search Requester ltems

otal Amount: 000 USD

1

Personalize | Find | view A1 ] B | 38

Ship To/Due Date | Status || Wendor Information // ftem Information || Attributes | Contract | Sourcing Controks
) ) N Merchandise
Line ltem Description Quantity UOM  Category  Price Rzt Status
18y a | i €, [o.0000 a | a | 0 0.00 Pending Om [E =]
View Printable Version *Go to: -.More... -
@ save | [ Hotify | [ Refresn B+ Add | UpdateDisplay | J

/

The Budget Status: should change to Valid

The Budget Check does an automatic save but it never hurts to Click (
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2.0 Copying a Requisition from a Previous Requisition

| Navigation | Purchasing > Requisitions > -Add/Update Requisitions |

mj & nttps;//eaglefn.coppin.edu/psp/ csfnprd/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQL O ~ @ & X || @ EaglelINKS Pord

File Edit View Favorites Tools Help

EagleLINKS

e | Workist || AddtoFavorites |  Signout
Favorites | Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Maintain Requisitions
Requisition

Business Unit: COPPN Status: Pending

Requisition ID: MEXT Budget Status: Not Chid Lagli=]

Requisition Name: ‘ Copy From [“1Hold From Further Processing

~ Header

*Requester: thdawson @, Thomas Daffson  Reauisilion Defaulis

Add Comments

» . 04/22/2014 L R

Roquesition Dele: Requisition Activities

Origin: ONL @ ONLINE ANTRY Amount Summary "

- : UsD

Currency Code: i Doliay Total Amount: 0.00 USD

Accounting Date: 0472212014 (1] E
Purchasing Kit Catalog

ltem Search Reguester ltems

Line Personalize | Find | View A1 | B | 2
Ship To/Due Date | Status £ndor Information | fem Information | Aftributes | Contract | Sourcing Controls

N Merchandise
Line item Description Quantity UOM  Category Price sl Status
1Ry & jo.o000 la | a | o 0.00 Pending Qm (= =1

View Printable Version *Go to: -More.. -
& save | [Z] Notity /7 Refresn s Add | Update/Display 4

The Copy From option allows you to use an already existing Requisition to create
a new Requisition. Much of the data from the original Requisition is copied into
the new Requisition, however, the Approval & Budget Statuses are NOT.

Click Lopy Frarm

The Copy From screen appears.
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e e — - —m
m;ﬂ@ https://eaglefn.coppin.edu/psp/csfnprd/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQL 2 ~ @ & X‘ (= EagleLINKS Portal: 2009 G5 350... | (=2 Base Navigation P...| = Add/UpdateR... * ) :’;? €§}

EagleLINKS

Favuvrtes MainvMenu > Pur:tlasmg B Requivstmns » Add/Update Requisitions

Home | Workist || AddtoFavorites

[_E'Ne‘,v‘.'\'\nca'.v ? Help [,/ParsonahzeF'age ,'."f?,,hﬂp

Maintain Requisitions

Copy Requisition

Business Unit:

’ Requisition 1D: [c§

Requisition Name: | Q.

Req Status: Q Origin: ’70\

Requester: | a,

Reguester Name: | Q,

Requisition Date: =\ To: =

Vendor SetlD: COPPI Vendor Lookup

Vendor ID: ’7Q\IencarDetans Vendor Name: ’7Q
ltem SetiD: COPPI Item ID: -

Item Description: & [Tl pirect Ship

Department: Q

Search

Personaize | Find [ View AT | 3 rirst T 1 or4 O Last

Sel ReqlD Requisition Name Status Origin Requester

oK . Cancel | Refresh

It simply asks you which Requisition you’d like to copy.

——Enter the Requisition ID: or click the & Lookup button to find the Requisition
Click L_9K_|

When the OK button is clicked the data from the original Requisition is copied into
the new requisition.

Make any other changes to Header, Line, Schedule or Distribution information.

Click B save],

Follow the normal process for Approval and Budget Checking.
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3.0 Canceling a Requisition

| Navigation | Purchasing > Requisitions > -Maintain Requisitions |

e e — . — N W | | D |
mﬂ@ https://eaglefn.coppin.edu/psp/csfrprd/EMPLOYEE/ERP/c/REQUISITION_ITEMSREQI O ~ @ & X - i & Add/UpdateR... % {17 5o

ome | Workist || AddtoFavortes | Sign out

Favovrtes enu > Purdlasing > Requivsrtions » Add/Update Requisitions

Requisition E
Business Unit: COPPN Status: Approved
Requisition ID: @ Budget Status: Valid

Requisition Name: 021 [T] Hold From Further Processing

crobbins Q Charlytta Robbins Reauisition Defaults
041152014 [ Requester Info e

Reauisition Activities
ONL @ ONLINE ENTRY Document Status
[usD Dollar

04/15/2014

*Requester:

*Requisition Date:

Origin:

*Currency Code:

Accounting Date:

450.00 USD
000 USD

Total Amount:
Pre-Encumbrance Balance:

n

Purchasing Kit
ltem Search

Retrieve

—— Line: liq To: ’7

Requester ltems

Personalize | Find | view A1l B8 | 3 pirs BT 4 opq O (ot
furcing Controls

Merchandise

Ship Toffue Date | Status || Vendor information | feminformation | Atiributes || Contract

Description Quantity *Uom Categol Price AT Status
Quote# SQ0208629 - ltem#
CE9584#BGJ - LASER JETPRO [1.0000 EA 450.00000 450.00| Approved Ol B [=]
400 COLOR (M451DV) PRINTER
*Go to: -More.. d

& Return toSearch | [+ Previousiniist | 4E Nextinlist | |[Z] Notity | | B+ Add | Update/isplay 4

Click the Cancel button (x)

The Status: should change to Cancelled
The Cancel takes effect the minute you click Cancel.

** Note ** - Only certain users have the security to Cancel Requisitions
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4.0 Inquiry/Tracking a Requisition

As the Requester you can review the Requisition or track the status of that
Requisition.

NAVIGATION: Purchasing>Requisitions>Review Requisition
Information>Requisitions

.
Inquiry Status
: e — B el
&;Lg https://eaglefn.coppin.edu/psp/csfnprd/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQ! O + @ & X H 3 EaglelINKS Portakieu (B 2009 Lexus GS 350.. | 2 Base Navigation Peu| @ Requisitions ‘ ‘ AT
EagleLINKS

Fa\'avrtes i MainvMenu > Purdlasing > Requivsrtiuns > Review Raquwsrgon Information > Requisitions

Requisition Inquiry

Business Unit: [copPn Q
—> Requisition ID: Q To Req: Q
Requisition Name: | ) 'O\
Req Status: (e} Origin: Q,
Reguester: [ ) 'O\
Reguester Hame: [ Q
Requisition Date: ] To [51)
Vendor SetiD:
Vendor ID: Q, Vendor Details Vendor Name: (o}
ltem SetiD: ftem ID: [ [}
Item Description: [ pirect Ship
Department: [ Q
OK Cancel

Enter the Requisition Number in the Requisition ID box or If you click OK you
will get a list of ALL Coppin Requisitions.

This may be a big list that can be narrowed down by entering as many of the
fields that you'd like to specify which requisition you would like to review.

Click on the Requisition (blue) that you would like to view or work on.

Click L_OK_|
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_—
— . —— - - ——
@4@ https:// =2glefn.coppin.edu/psp/ csfprd/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQL © + @ & X H 3 EaglelINKS Portakieu (B 2009 Lexus GS 350.. | 23 Base Navigation Peu| @ Requisitions
EagleLINKS
Favavrtes MainvMenu > PurchvasinQ > Requivsrtiuns > Review Raqus@on Information > Requisitions
I New Window  ? Help E./F‘ersonallze Page ,;%nrln
Requisitions
Req| Personalize | Find | vView 6 | B T 150f D

Detais ﬁ"’;‘! &

Ch Direct o Use
Unit Requisition Requisiton Hame -="2"%  5nRFGQ OnPO  Shipfrom Received OnMSR o0 Procurement
Order Voucher
Vendor Card
COPPN 0001400150 0001400150 B | O
COPPN 0001400186 0001400166 B
COPPN | D001401868 0001401868 ¥ B B O
COPPN 0001400274 0001400274 B B O
COPPN 0001400250 0001400250 B B O
COPPN 0001400097 0001400097 B B @
COPPN | 0001402112 0001402112 Y ¥ BB O
COPPN | 0001400036 0001400036 Y BB
Search
[=] Hotify

The Inquiry Details screen shows you all the requisitions selected. It gives very
brief information about each requisition.

The columns on the " == | tab show the progression of the Requisition. If
there is a Y next to the Requisition ID: then this requisition has been progressed
further along the procurement path.

You can inquire on the RFQ, PO, Received, and Voucher by clicking on the Y
(blue).

The yellow box with the arrow in it F* shows you both screens at once when it is
clicked.
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