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Creating a Requisition - PUR01 Using Schedule and Distribution

	1.  
	Begin by navigating to the Maintain Requisitions page.

Click the Purchasing link.
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	2.  
	Click the Requisitions link.
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	3.  
	Click the Add/Update Requisitions link.
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	4.  
	Click the Look up Business Unit (Alt+5) button.
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	5.  
	When creating a requisition, use PUR01 for regular requisitions and PUR02 for check requests.

PUR01 will be used to order goods and services. PUR02 will be used for stipends, honorariums, study participants, etc.

Click the PUR01 link.
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	6.  
	The Requisition ID field defaults to NEXT. When the requisition is saved, the system automatically assigns the next requisition ID to the requisition. 

Click the Add button.
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	7.  
	Click the Collapse (Ctrl+Y) button.
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	8.  
	The system will default the user ID of the Requisitioner in the Requester field.

If the Requisitioner is creating this requisition on behalf of someone else, s/he will change the Requester ID to that person’s User ID by clicking the Lookup Requester button. 

If the Requisitioner has the goods sent directly to him/her, then the Requisitioner should accept his/her own user ID as the Requester ID.

If you are the Requisitioner you should note who you are ordering goods for in Header Comments. The header comments are located under the Add Comments link.

Once the Requisitioner receives the goods, s/he will send them to the Requester internally.

	9.  
	In the Lines section on the Details tab, you will enter the Description of the item (we are not using the Item field).

Enter the desired information into the field. Enter a valid value e.g. "Dell Server".

	10.  
	Enter the desired information into the Quantity field. Enter a valid value e.g. "2".

	11.  
	Click the UOM Lookup button.
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	12.  
	Click the Show next row (Alt+.) button.
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	13.  
	Click the EA option.
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	14.  
	The Category is important because it drives which GL Account and Buyer this requisition is linked to.

Click the Look up Category (Alt+5) button.
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	15.  
	Click the COMPUTER HARDWARE list item.
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	16.  
	When entering an amount, it is not necessary to use the decimal unless you have dollars and cents.

Please note that we will only be dealing with US dollars with requisitions.
Enter the desired information into the Price field. Enter a valid value e.g. "2500".

	17.  
	If the Requisitioner plans to make changes to the distribution and/or multiple distributions with one line, the Requisitioner would need to click on the Schedule icon and then click on the Distributions icon. 

The Requisitioner can then insert rows to put in quantities, etc.

Click the Schedule button.
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	18.  
	The Ship To Location will default in from the Requester ID.

The Requester ID will drive the Attention to: field on the purchase order.

For shipments that arrive at Warehouse A, and the Ship To ID will be Warehouse A, the location ID will be the Requisitioner’s location (internal routing location).

	19.  
	The ShipTo field can be changed by clicking the Lookup Ship To button.

Click the Look up Ship To (Alt+5) button.
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	20.  
	Click the Lombard Building - 1st fl list item.
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	21.  
	Please note that the Ship To field is a specific building and a room number. 

It is NOT a campus location code.

	22.  
	Due Date is optional. If it is not populated, then the default will be 30 days after the PO Date (yes, PO Date, not Req. Date).
The Due Date can be set by clicking the Choose a Date button.

	23.  
	The Distribution page is where the departments will decide which department to charge for the items. 

It is used to enter Chartfield values and amounts, and drives which Project(s), Owner Department(s), Program(s), Fund(s), and Account(s) will be charged. 

Click the Distribution button.
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	24.  
	The Account and Transaction Department fields will default on the Distribution page.

Based on the Project ID all Owner Dept, Program and Fund will populate.

Click the Project link.
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	25.  
	There are two fields that need to be completed on the Projects Information page; Project Business Unit, and Project.
Click the Look up Project Business Unit (Alt+5) button.
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	26.  
	Click the 00184 link.
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	27.  
	Next, select the appropriate Project.
Click the Look up Project (Alt+5) button.
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	28.  
	Click the 00000202 link.
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	29.  
	Click the OK button.

[image: image22.png]




	30.  
	Notice that Owner Dept, Program and Fund are auto-populated based on the Project.

The Account field is populated based on the Category field.

If you do not have a Project ID, the chartfield values will not auto-populate.

	31.  
	The Tx Dept (Transaction Department) is a code that users must enter on accounting transactions that references the organizational unit (Department) who originates the transaction with permission to access the source of funds (Owner Dept) for operational reasons. 

In most cases, the Tx Dept will be the same value as the Owner Dept. 
For example, the UMB Telecommunications Dept charges other departments for phone usage on a monthly basis. The Tx Dept code referenced on the transaction would be the Department Code for the Telecommunications Department, who may be charging your Dept/Project ID. In this scenario you would be the Owner Department.

	32.  
	Verify that all Chartfields are correct and complete. 

Please note that all chartfields must be correct in order to process the requisition.

Click the OK button.
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	33.  
	Here is an example of a requisition that has split-funds. Notice that the Requisitioner will change the Percentage field (in this case 50% for one project and 50% for the other project. The Requisitioner will also add an additional line and fill in the appropriate chartstring.

Please note that the Chartfield that is populated on the first line of the Distribution page will determine the Departmental Approver of the entire requisition.
Requisitions submitted to workflow will be routed according to the FIRST CHARTSTRING on the FIRST DISTRIBUTION LINE. If that chartstring is not owned by your department, then your department’s approvers will not receive the workflow email and will not be able to approve the requisition.
In this case, the Requisitioners may alert the other department by using the Notify button.

	34.  
	Click the Return to Main Page link.
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	35.  
	To add another line item, you will need to insert a new row. You may insert as many rows necessary.

Click the Add multiple new rows at row 1 button.
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	36.  
	Accept the default of one row.

Click the OK button.
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	37.  
	Enter the desired information into the field. 

Enter a valid value e.g. "Dell Keyboards".

	38.  
	Enter the desired information into the Quantity field. 

Enter a valid value e.g. "25".

	39.  
	Enter the desired information into the *UOM field. 

Enter a valid value e.g. "ea".

	40.  
	Click the Look up Category (Alt+5) button.
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	41.  
	Click the COMPUTER HARDWARE link.

	42.  
	Enter the desired information into the Price field. 

Enter a valid value e.g. "350".

	43.  
	Click the Schedule button.
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	44.  
	Click the Distribution button.

[image: image29.png]




	45.  
	Click the Project link.
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	46.  
	Click the Look up Project Business Unit (Alt+5) button.
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	47.  
	Click the 00184 list item.
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	48.  
	Click the Look up Project (Alt+5) button.
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	49.  
	Click the 00000202 list item.
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	50.  
	Click the OK button.
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	51.  
	Here, we can see that we've just completed the distribution for Line 2 of Schedule 1.

Once again, the Account field is populated based on the Category field and the Tx Dept is populated based on the Requester ID.

Click the OK button.
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	52.  
	Click the Return to Main Page link.
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	53.  
	Entering Vendor Information is optional when submitting a regular requisition. 

If the Vendor ID exists, then enter the information on the Vendor Information tab.

Click the Vendor Information tab.
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	54.  
	Click the Look up Vendor (Alt+5) button.
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	55.  
	If the vendor is not found in the system, then the Requisitioner should enter their initials, date and the vendor information (vendor name and address, TIN/FID#, etc.) into the Add Comments (header comments) field.

Click the Cancel button.
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	56.  
	In this example, since the vendor is not found in the system, click the Add Comments link in the Header section on the Maintain Requisitions page and enter the vendor information (vendor name and address, TIN, etc.) 

Click the Add Comments link.
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	57.  
	Comments can be used for vendor information such as vendor name, address and TIN number. Please type in your initials, date and comment.

Enter as much information as you can give the Buyer. (Ex. Point of contact, FID#, etc.).

Enter the desired information into the field. Enter a valid value e.g. "cnw 11/28/05: Dell of Gaithersburg, 123 ABC Ln, Gaithersburg, MD 22000".

	58.  
	It is good practice to select the "Shown at Receipt" and "Shown at Voucher" checkboxes so that the comments will show on the receiver and the voucher. The Requisitioner should select the "Send to Vendor " checkbox if comments need to be seen by the Vendor.

• Click the Send to Vendor checkbox if comments will be printed on the PO.

• Click the Show at Receipt checkbox if the person receiving will see the comments.

• Click the Show on Voucher checkbox if Accounts Payable will see the comments.

Click the Shown at Receipt option.
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	59.  
	Click the Shown at Voucher option.
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	60.  
	The Requisitioner can attach a Word document (SOW, Quote, Specification) that the Buyer would be able to view by clicking the Attach button. The browse window will open so that a document can be linked. 

For documents that cannot be attached and need to be sent to Procurement (sole source, cut sheets, paper backup, etc), the Requisitioner will print the requisition, attach the hard copies and send it to Procurement. 

The Requisitioner will note in comments "Hard copy to follow". 

Hard copies will be sent to the Department Approver and then forwarded to Quality Assurance. QA will then forward the hard copies to the Buyer.

See topic Creating Comments & within Requisitions Attachments

	61.  
	Click the OK button.
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	62.  
	Click the Details tab.
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	63.  
	Click the Save button.
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	64.  
	Place the requisition in a Pending status so that it can be sent into workflow.

Click the Status button.
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	65.  
	Notice that a Requisition ID has been assigned and that the Status has now changed to Pending.
The system will pick up all pending requisitions and then generate an e-mail message to the Department Approver. 

The scheduled times are 10 am, 2 pm and 4 pm.
Click the Save button.
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	66.  
	If the Requisitioner has backup documents that need to accompany the requisition, or if this is a check request requisition, s/he will print the requisition.

Click the View Printable Version link.
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	67.  
	Click the Yes button.
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	68.  
	A new window will display that generates a printed preview of the requisition. While the actual report is processing you will see an intermediate page similar to this. After a few seconds the word "Queued" will change to "Success" and then the actual report will appear. 

NOTE:
1. Be certain that you do not have pop-up blocker active on your computer or the report will not appear!
2. In addition, in order to see the report you must have the Adobe Acrobat reader software installed on your computer. This is a simple and free procedure, but might require the intervention of your local technical support person.

	69.  
	Close the print window after sending the requisition to the printer.

Click the Close button.
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	70.  
	You have successfully completed entering a requisition.

End of Procedure.
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