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CREATING A REQUISITION

This is set up by a requestor. Once an order is ready to be placed and all quotations have been
properly obtained a requisition must be keyed into the system. Once the requisition has been
approved by a Budget Manager, the requisition will be routed to Purchasing to create a
purchase order. A requisition is created when credit cards and blankets are not an option, when
the dollar value exceeds $4999.99, goods/services have a warranty or if the supplier is required
to be on campus property to complete the work and WSIB and insurance is required.
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Home | myCampusPortal | Help | Signout

Fleming College 2 search

Favoritesv  MainMenu v > Financial Servicesv > eProcurgfient > Requisition

New Window | Help | Personalize Page | & “
Requisition Settings
Business Unit Q Fleming College < Requisition Name |TeStng
=
*Requester_litaylor Q. jill Taylor (dont chg pswd) rionty —
Default Option'
@ Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for
these fields. 1
© Override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.
Line Defaults (7 3
Supplier Q Category Q
Supplier Location Q Unit of Measure Q
Buyer Q 3
Shipping Defaults
Ship To |MAIN 8 Q Add One Time Address
Due Date E] Attention
Distribution Defaults
SpeedChart
Accounting Defaults Personalize | Find | & | B First (0 10f1 () Last
Chartfields1 Chartfields2 || Details || Assetinformation
Dist Percent Location GL Unit Account Alt Acct Dept
BREALEY Q |FLEMG Q Q Q 141010 Q =
OK Cancel -
®100% ~

The Requisition Settings Page is the first page to be completed when entering a requisition.

1. Fillin the Requisition Name field, this should be the Company name followed by a
brief description of what the requisition is for (E.g. LR Brown — Projectors, Rm 123).

2. If thisis US Dollars you MUST change the currency field to “USD” to have the
requisition dollar amount correct and for accounting to pay inUS Dollars. To do this
you can click on the magnifying glass and scroll to find“USD”.

3. Default Options — This section is especially useful if you are entering a multi-line
requisition, but even with a single line requisition, setting values here saves keying
these fields on the line details.

When you first open the requisition page the Default Options are set to Default and
the default values that are attached to your user id appear. In the example above my
default values show up as set up on my user id. They are Main 8 for the Ship to
address, Brealey for the Location, FLEMG for the GL Unit and 141010 is my
department default. If these field values are the settings required on this requisition,
the default button is left as is. Blank fields can be entered to flow through to the line
details.

If however, the requisition being entered is for another department, or another campus
the Override button should be selected. When the Override button is selected any
value keyed will override any existing user profile default values as the description
suggests.



Home | myCampusPortal | Help | Signout

Fleming College Search
Favorites v  MainMenu » > Finandial Servicesv > eProcurement~ > Requisition
New Window | Help | Personalize Page | 3 “
Requisition Settings
Business Unit Q Fleming College Requisition Name |185UN8
*Requester jitaylor Q. jill Taylor (dont chg pswd) Priority |Medium =]
*Currency (A0 | Q
Default Options (?
) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for
these fields.
© Override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.
Line Defaults (2
Supplier 0000000120 Q Category |SUPPLIES - OFFICE Q |f the dept f|e|d dOES not
Supplier Location |MAIN Q Unit of Measure EA Q _
& appear on the Chartfield 1
Buyer

tab, look in the Chartfield2
Tab. Use the Personalize link

Shipping Defaults

Ship To |MAIN 8 Q
Due Date [10/06/2016 ] to customize this view so that

the dept is always visible on
the first tab. Follow the
instructions for personalizing

Distribution Defaults
SpeedChart

Accounting D Personalize | Find | (2 | = First

Chartfields1 Chartfields2 Details Asset Information ES)
Dist Percent Location GL Unit Account Alt Acct Dept on Page 10
1 100.0000| |BREALEY Q |FLEMG Q 53051 Q 53102 Q (142040 Q ®i=
T
oK Cancel )
#100% v

With the Override button selected you can put information in the following fields (use the magnify
glass):

1. Supplier

2. Category

3. Unit of Measure

4. Due Date — click on the calendar icon

5. Attention — whoever it is being sent to

6. Account

7. Department (note-if eachline inthe requisition is to be split between departments oraccounts
the + sign to the right of the distribution line can be used to add another line. The percent
fieldmustbefilledinon each line to allocate the amount accordingly.)

8. Please leave the Buyer field blank

Click OK

By keying the information on this page, every line will be populated with these values so that you
don’t have to enter it continuously for each item.



Fleming College

Home myCampus Portal | Help |

Search
Favorites»  MainMenu v > Financial Servicesv > eProcurement~ > Requisition
New Window | Help | Personalize Page |
Create Requisition 2
Welcome Jill Taylor (dont chg pswd|
JilTayler{ 5 prwd) B Home 7 Mypreferences M Requisition Sertings | BB 0lLines Checkout
Request Options = Search |All El Search Advanced Search
Special Requests Special Requests 2
Enter information about the non-catalog item you would like to order:
Favorites
Item Details
Templates )
*Item Description
Recently Ordered *Price *Currency |CAD Q
*Quantity *Unit of Measure  [EA Q
+Category |SUPPLIES - OFFICE Q DueDate 10/06/2016 [
Supplier
Supplier ID 0000000120 Q
Supplier Name [Brant Office Supply Ltd. @ Brant Office Supply Ltd. Suggest New Supplier

Supplier Item ID

Manufacturer
Mfg ID
Manufacturer

Mfg Item ID

Additional Information

[[Isend to Supplier

(el

[CIshow at Receipt [TIshow at Voucher

Sign out

m

#100%

v

A Special Request page must be completed for each line in the requisition.

Note the default values have pre-populated the fields as above.



Fleming College Search

Favoritesv  MainMenu v > Financial Services v > eProcurement~ > Requisition

Request Options v Search |All [~] Search Advanced Search

Special Requests Special Requests (2

Enter information about the non-catalog item you would like to order:

Favorites
Item Details
Templates *item Description |New desk - model 123 - 36" x 60" x 30", walnut
Recently Ordered ——_— 2000.00 T =
*Quantity 1 *Unit of Measure  EA Q
+Category |SUPPLIES - OFFICE Q Due Date [10/06/2016 |5
Supplier
Supplier ID 0000000120 Q
Supplier Name [Brant Office Supply Ltd. @ Brant Office Supply Ltd Suggest New Supplier

Supplier Item ID

Manufacturer

m

Mfg ID Q
Manufacturer
Mfg Item ID
Additional Information
This is to be delivered to Jill Taylor's office B2375 e

[¥Isend to Supplier [¥Ishow at Receipt [FIshow at Voucher

Request New Item

[EIRequest New Item A notification will be sent to a buyer regarding this new item request.

Add to Cart |
Fill in the remaining information for the:
1. Item Description —What is it, part #, model #, colour, size or what is the service?
2. Price
3. Quantity
4. Unit of Measure (UOM) — can select the magnifying glass to see a list, select by
clickingon appropriate unit. (defaulted from first page on the example above)
5. Category — select by using magnifying glass, then click on the findbutton. (defaulted from
the first page on the example above)
6. Due Date — is a mandatory field. Key the date the order is to be received at the

College or whenthe service is to be done. Click on the calendar icon to select a
date. (defaulted from the first page in this example).

7. Supplier Name- search by using the magnifying glass, in short supplier name key in the
first 3- 5 letters of the supplier name (no spaces or periods). If the supplier is not in the
system click the Suggest New Supplier link and insert as much supplier information as
possible. You must at the very least key in the correct name and a fax number.

8. Additional Information — Any information pertaining to this item (i.e. more detailed
description, warranty info, delivery instructions, references to a contract, lease periods
etc...).

We do not use any of the other fields.

When satisfied that your information is accurate, click “Add to Cart” at the bottom of the page.



Home | myCampusPortal | Help | Sign

Fleming College earch

Favoritesv  Main Menu v > Financial Servicesv > eProcurementy > Requisition

New Window | Help | Personalize Page | & “

Create Requisition 2

Welcome Jill Taylor (dont chg pswd)

-
@ Home 7 MyPreferences 3% Requisition Setting? Checkout

Request Options - Search [Al [~] Advanced Search

Special Requests Special Requests 2

Enter information about the non-catalog item you would like to order:
Favorites

Item Details
Templates o
*Item Description

Recently Ordered

*Price *Currency |CAD Q
*Quantity *Unit of Measure EA Q
+Category [SUPPLES-OFFICE  |Q@ Due Date [10/06/2016 |5j =
Supplier
Supplier ID 0000000120 a
Supplier Name  [Brant Office Supply Ltd. . Brant Office Supply Ltd. Suggest New Supplier

Supplier Item ID

Manufacturer
Mfg ID Q
Manufacturer

Mfg Item ID

Additional Information

=g

[CIsend to Supplier [[Ishow at Receipt [CIshow at Voucher

®100% v

A blank page will come up for you to enter the next item. Note the shopping cart icon now shows
1 line has been entered. Clicking on the shopping cart icon brings up the Shopping Cart window
which summarizes what has been entered as below.

| my\ampusPortal | Help | Signout

Fleming College search

Favorites¥  MainMenu v > Financial Services v > eProcurement v > Requisition

New Winddv | Help | Personalize Page | [ “

Create Requisition 2 ;s :
Shopping Cart x
Wel ill Taylor (dont chg pswd Dyscription Qty UOM
elcome JITayIcr (dontchy pevd) Home /¥ My Preferences equisition Settings | B 1.Line B i
ew desk - model 123-36.. 1 EA
Request Options - Search |Al [~] Search Advanced Se(
i 2
Special Requests Special Requests (2
Enter information about the non-catalog item you would like to order:
Favorites
Item Details
Templates .
*Item Description
Recently Ordered *Price *Currency [CAD Q
*Quantity *Unit of Measure  |EA Q
Total Lines 1 =
Due Date [10/06/2016 £
*Category |SUPPLIES - OFFICE Q ® Total Amount (CAD) 3000.00
Supplier
Supplier 1D [0000000120 a Close  Checkout
Supplier Name |Brant Office Supply Ltd. @ Brant Office Supply Ltd. Suggest New Supplier

When all of the requisition lines have been entered click the Checkout button.



Home | myCampusPortal | Help | Signout

Fleming College

Favorites v

Checkout - Review and Submit

Review the item information and submit the req for approval.

Requisition Summary

Business Unit

Q

*Requester jitaylor

*Currency |CAD Q

Cart Summary: Total Amount 3,000.00 CAD

Expand lines to review shipping and accounting details

Requisition Lines (?

Line Description

Item ID

1 g New desk-model 123 - 36"

x6

[F Select All / Deselect All

Shipping Summary

#_Edit for Al Lines
Ship To Location

Address

Select lines to:

MAIN 8
Sutherland Campus
Shipping & Receiving Dock 8
599 Brealey Drive
Peterborough, ON K9] 781

MainMenu v > Financial Services v > eProcurement v > Requisition

Fleming College

Q@ jill Taylor (dont chg pswd)

Supplier
Brant Office Supply Ltd.

[# Add to Favorites (]

Quantity

1.0000)

Add to Template(s)

Priority

4

uom

Each

o

Search

Medium [=]

Add More Items

Pri

3000.0000
elete Selected
Total Amoul

% VAT Amoui

Requisition Amoul

ice

New Window | Help | Personalize Page | & “

T Dref&rew:ei—

Requisition Name Testing

Total

3000.00

{ZMass Change

nt

nt

nt

3,000.00 CAD
0.00 CAD
3,000.00 CAD

11

Details Comments Delet

B @m0

»

Click on the “Expand Arrow” (The very small grey arrow to the left of the item
description) to open the line and show more line details.

Note: If you notice now that you forgot to put in a Requisition Name, Requisition

Settings will take you back to the first page, the Create Requisition page. A word of

®100% ~

caution though, the other default fields can be changed—but they won’t flow through
to the lines when you update defaults after you have already opened the lines page.

If you omit the Requisition name, the requisition name will default to the requisition

number.



Fleming College

-avorites ¥ lain Menu v inancial Services v eProcurement v equisition
Favori Main M > F IS > &P > R

Business Unit G & Fleming College
*Requester jitaylor Q@ jill Taylor (dont chg pswd)
*Currency |CAD Q

Cart Summary: Total Amount 3,000.00 CAD
Expand lines to review shipping and accounting details

Requisition Lines (?

Line Description ltem ID Supplier
¥ 1 gn New desk-model 123- 36" Brant Office Supply Ltd.
x6
Shipping Line 1 *ShipTo  MAINS Q
Address  Sutherland Campus
Shipping & Receiving Dock 8
599 Brealey Drive
Peterborough, ON K9) 781
AttentionTo  jjj| Taylor
DueDate  |10/06/2016 [
ccounting Lines
[ Select All / Deselect All Select lines to: [# Add to Favorites

08 pdd

| myCampus Portal |

Search
Requisition Name [Testing
Priority | Medium E]
P Add More tems
Quantity uom Price Total Details
1.0000, Each 3000.0000 3000.00
Quantity 1.0000
Add One Time Address Price  3000.0000 Price Adjustment

to Template(s) I Delete Selected

Total Amount

4

Requisition Amount

VAT Amount

Shipping VAT
Pegging Inquiry

Pegging Workbench

{2Mass Change

3,000.00 CAD
0.00 CAD
3,000.00 CAD

With line 1 opened, the accounting line details are still not visible on the page. Click on the
Expand arrow beside Accounting Lines to see the account and department details. The
account and department are still not visible as they are on the 2" tab, the Chartfields tab. To
save the clicks necessary to find this information, it is advantageous to set up

Personalizations as on the next page.

| myCampusPortal | Help | Signout
Fleming College Search
Favoritesv  MainMenu v > Financial Servicesv > eProcurement~ > Requisition
*Requester |jicaylor Q. jill Taylor (dont chg pswd) Priority [Medium [¥] B
*Currency |CAD Q
Cart Summary: Total Amount 3,000.00 CAD
Expand lines to review shipping and accounting details i Add More Items
Requisition Lines (2
line  Description Item ID Supplier Quantity uom Price Total Details  Comments Delex|
¥ E1 g8 Newdesk-model 123-36" Brant Office Supply Led. 10000  Each 3000.0000 3000.00 B Q) 0O
x6
Shipping Line 1 *ShipTo  MAINS Q Quantity 1.0000 HE =
Address  Sutherland Campus Add One Time Address Price  3000.0000 Price Adjustment
Shipping & Receiving Dock 8
Shipping VAT
509 Brealey Drive
Peterborough, ON K9 781 Pegging Inquiry
Pegging Workbench
AttentionTo  [jii Taylor
Due Date |10/06/2016 £l
¥ Accounting Lines
*Distribute By | QY [~ SpeedChart Q@ *LiquidateBy |Amt [=]
Accounting Lines Personalize | Find | ViewAll | @ | B First & 10f1 @ Last
Chartfields1 | Chartfields2 | Derails || Degails2 || Asser Asset Information 2 || Budget
Line Status DistType *Location Quantity Percent Merchandise Amt GL Unit Entry Event
»
» Open BREALEY Q 1.0000 100.0000] 3,000.00[FLEMG  |Q Q ==
[F] Select All/ Deselect All Select lines to: [ Add to Favorites 98 Add o Template(s) M Delete Selected {BMass Change
Total Amount  3,000.00 CAD
% VAT Amount 0.00 CAD
Requisition Amount  3,000.00 CAD -
‘ i ] y
®100% v

Help

Comments Deley

® Edit

Sign out

i

FE

1




PERSONALIZING THE CHECKOUT PAGE

If you have already personalized this page, go to page 13 to continue creating a requisition.

Home | myCampusPortal | Help | Signout

Fleming College Search
Favorites v MainMenu  ° Financial Servicesv > eProcurementw > Requisition
Checkout - Review and Submit
Review the item information and submit the req for approva
7 &
My Prefer Requisition Settings
Requisition Summary
Business Unit G |Q Fleming College Requisition Name |Testing
*Requester jiaylor Qi Taylor (dont chg pswa) Priority [Medium [v]
*Currency |CAD Q
Cart Summary: Total Amount 3,000.00 CAD
Expand lines to review shipping and accounting details & AddMore lems
Requisition Lines (7
Line Item ID Supplier Quantity uom Price Tota Details
(SRR 36 Brant Office Supply Ltd. 1.0000, Each 3000.0000 3000.00 [
ShippingLine 1 *ShipTo  MAIN8 Q Quantity 1.0000)
Address  Sutherland Campus Add One Time Address Price  3000.0000 Price Adjustment
Shipping & Receiving Dock 8
Shipping
599 Brealey Drive 2
Peterborough, ON K9) 781 Pegging Inquiry
Pegging Workbench
AttentionTo il Taylor
Due Date  [10/06/2016 o)
Accounting Lines
*Distribute By | Qty [~ SpeedChart Q Liquidate By |Amt [~]
Accounting Lines Personalize | Wyd | ViewAll | &1 | B} First 0 1071 @
Chartfields1 Chartfields2 Details Details 2 Asset Information | [
Accaunt Alt Acct Dept Program
53051 Q [s3102 Q (122090 Q Q
Select lines to: [ Add to Favorites @3 Add to Templatets) M Delere Selectea

[ Select All / Deselect All

Total Amount 3,000.00 CAD

i

The account and department are shown on the Chartfields2 tab of the Accounting Lines

section.

To reduce the clicks required to reveal the account and department, this page can be

customized in a couple ways by using the Personalize functionality in the areas circled above.

10



The Personalize Page link at the top of the page opens the page below. If you have the
accounting lines section open when entering this page clicking the box Save the state of the
expanded/collapsed section on this page, and clicking OK at the bottom of the page will save
this setting. When a line is expanded, it will automatically open the accounting lines section
too on any requisition you enter.

You only have to do this setting once and it will apply to all requisitions you enter in future.

Home | myCampusPortal | Help | Signout

Fleming College Search
Favorites v~ Main Menu « Financial Services v > eProcurement v Requisition
OK Cancel Copy Settings Share Settings Delete Settings [

Page Personalization
Personalized Settings are in effect.
[Tl put this page in front (the current tab) when | come into this component.
—_—) [7] Save the state of the expanded/collapsed sections on this page.
[l save the state of the View All settings on this page.
[l save tabbing order personalized below.

To define new tabbing order, select Clear Tabbing Order, then dick items to include in desired sequence.
This new Tab order setting may be overridden by the people code command SetCursorpos()
t Remove from order, Move up in order, or Move down in order, then dick

appropriate items to rearrange.
Clear Tabbing Order Restore Default

2 Include In Tabbing Order © Remove From Order © Move Up In Order © Move Down In Order

: Frice Pee |2
Checkout - Review and Submit
Review the item information and submit the req for approval. 5 .
Requisition Summary
REMG R : #F.
Business Uit FLEVC X Fleming College Requisition Name =
L} 0., [
*Requester T Q. Jill Taylor (dont chg pswd) Priority
[ 2
*Currency [°* K
Cart Summary: Total Amount 3,000.00 CAD
Expand lines to review shipping and accounting details S
Requisition Lines
5 2, ;2 A bLS ) L1} s, s 5 &, 2
1 spRewde 23 Brant Office Supply Ltd. ' Each 3000.0000 3000.00 - P |
Shipping Line 1 *Ship To i :“\ Quantity = 0 +[=]
Address  Sutherland Campus ~%dd One Time ess Price  3000.0000 —
Shipping & Receiving Dock 8 155
599 Brealey Drive
\oh ON KA1 781 Pegging Inquiry ~
®90% v

11



Use the Personalize link in the Accounting Lines section to move the account and department
numbers to the first tab of the Accounting Lines Section. Clicking on Personalize opens the
Column Order window as shown below.

Fields that appear on Home | myCampusPortal | Help | Signout
Flemi Tab1 Search

Column Order

Tab Chartfields1

»

Favorites v Tine entv > Requisition

Status S

Line| |DisType Supplier Quantity uoMm Price Total Dewils Comments Delet
*Location

v @1 S”a”"‘y Brant Office Supply Ltd. 1,0000, Each 3000.0000 3000.00 B © adgd o
ercent )
Merchandise Amt Hiddenjiy
GL Unit [
. MAIN 8 Q Add Shipte Comments Quantity 1.0000| #=
& rozen
[Tab Chartfields2 Sutherland Campus Add One Time Address Price  3000.0000 Price Adjustment

Account Shipping & Receiving Dock 8
Alt Acct Shipping VAT Al

s 590 Brealey Drive
19

& Peterborough, ON K9j 781 Pegging Inquiry

Pegging Workbench

—
4 & ®
8 &o
=4 rd
AE]
n

Jill Taylor (dont chg pswd

Open Qry 30/06/2016 5
Merch Amt Base
Distribution VAT

[[Tab Dezails 2

Currency T e —
Exchange Rate Detail L23) El SpaedChart ks El 2
[Tab"ss?“"f°""a“°” Personalize | Jfind | Viewal | @ | B First @ 10f1 @ Last

AW Business Unie
Profile ID fields2 | Detsils | Desils2 || Assetinformation | AssINgformation 2 g#fBudget Information
Tag Number E
CAP # beation Quantity Percent Merchandise Amt Account AltAcct  Dept
Sequence
Empl ID EALEY Q 1.0000) 100.0000) 300000027002 |@ [15402]@ [141010 |@ FHE=
[Tab Asset Information 2
Bs cZ::(;;;: [ Add to Favorites €3 Add to Template(s) I pelete Selected {EhMass Change 4
Description
[7b Budget Information Total Amount  3,000.00 CAD
Budget Date # VAT Amount 0.00 CAD
Pre-Encumbrance Balance Racpuisition Ameunt 300000 CAD
Currency 4
- Pre-Encumbered Base Balance
Shipping Sun| | 5,;iness Unit Base Currency
# Edic for Al
oK Cancel Preview | Copy
Sectings -
Fields that will
now appear on
presstheaporon|  Tal 1 PR The column order above shows the default column order.
Frozen columns d

. The column order on the left shows the customized column
order.

Column Order

Iab Chartfields1 @
e ¥ ~ e  The Tab titles are circled in red.
Quantit .
::;;ﬁmsm = e On the column order window above, note that the Account,
pecoun: o Alt Acct and Dept are on the Tab Chartfields2.
[%ﬁl = e  To move these fields to the first tab, click on the Account
Sas which will highlight the field in blue, then click the up arrow
program until you have the account field positioned where you want it
[%I in the Tab Chartfields1 area.
[EEDEA”“I:W e Do the same with the Alt Acct and the Dept fields.
Extienge e Decal e You can move fields from the Chartfields1 tab using the
[m F down area after highlighting the field. GL Unit, Status and
Tog Komber Event Entry are fields that have been moved to the
conoercs Chartfield2 tab in the example to the left.
EmplID
[rf o] e Click OK
Cost Type
e o] ¢ You only have to do this the first time you enter a requisition
it and then all future requisitions will use this formatting.
ey e Personalizations can also be done on the Requisition
Business Uni Base Currency Settings Page to customize the Accounting Defaults. The
fields are slightly different, but the re-positioning works the
OT - -Canc-el Pr_awe\iv' Copy A Same as above.

12



CREATING A REQUISITON - CONTINUED

Home | myCampus Portal Help Sign out
Fleming College Search
Favorites v Main Menu » Financial Services v *  eProcurementv Requisition
2 My Preferences @ Requisition Settings >
Requisition Summary
Business Unit FLE Q Fleming College Requisition Name [Testng
*Requester |jitaylor Q@ jill Taylor {dont chg pswd) Priority | Medium []
*Currency |CAD Q
Cart Summary: Total Amount 3,000.00 CAD
Expand lines to review shipping and accounting details 9 AddMore ems
Requisition Lines 7
Line Description Item ID Supplier Quantity uom Price Total Details  Comments Delete
1 g New desk-model 123-36 Brant Office Supply Ltd. 1.0000| Each 3000.0000 3000.00 () @ ke a 3
x6
Shipping Line 1 *ShipTo |MAIN 8 Q Quantity 1.0000 +| =]
Address  Sutherland Campus Add One Time Address Price  3000.0000 Price Adjustment
Shipping & Receiving Dock 8
" Shipping VAT
599 Brealey Drive
Peterborough, ON K9) 781 Pegging Inquiry
Pegging Workbench
AttentionTo ji| Taylor kit
Due Date  |10/06/2016 3
Accounting Lines
*Distribute By | Qty [~] SpeedChart Q *LiquidateBy |Amt [~]
Accounting Lines Personalize | Find | ViewAll | @ | ¥ First & 10f1 ® Last
Chartfields1 || Chartfields2 || Details || Desails2 | Assetinformation || Assetinformation2 || BudgetInformation
Line *Location Account Alt Acct Dept Quantity Percent Merchandise Amt GL Unit
1 BREALEY Q |53051 Q 53102 |Q [142040 [Q 1.0000 100.0000 3,000.00/FLEMG  |Q H| =
i : it Feaories 3 Add to Template(s 1 elets Selected 1B, Mass Change
[F] Select All / Deselect All Select lines to: [# Add to Favorites @3l Add to Template(s) Delete Selected "eaMass Change
Total Amount 3,000.00 CAD
# VAT Amount 0.00 CAD
Requisition Amount 3,000.00 CAD
Shipping v
*,90%

Verify that the account and department number is correct. Change, if these are incorrect, by
deleting the number in the field and inserting the correct number. Search for the correct number if
you don’t know it by clicking on the magnifying glass. If you make a change to the account number

you must delete the Alt Account number first.

13




REQUISITION COMMENTS

Fleming College Search
Favorites v Main Menu ~ Financial Services v eProcurement v Requisition
Chartfields1 || Chartfields2 || Details || Degails2 | Assetinformation || Assetinformation2 || Budget Information | [
Line *Location Account Alt Acct Dept Quantity Percent Merchandise Amt GL Unit
1 BREALEY Q 53051 Q 53102 |Q (142040 |Q 1.0000| 100.0000 3,000.00 FLEMG Q +l| =]
E select . Add to Favorites 3 Add to Template(s 1 Delete Selecte: $3,Mass Change
] Select All / Deselect Al Select lines to: [ Add to Favorites 94 Add to Template(s) Delete Selected caMass Change

Total Amount 3,000.00 CAD

VAT Amount 000 CAD
Requisition Amount 300000 CAD

Shipping Summary

#_ it for Al Lines
shipTolocation  MAINZ
Address  Sutheriand Campus
Shipping & Receiving Dock 8
599 Brealey Drive
Peterborough, ON K3J 781

Attention To Ji Taylor

—’ Requisition Comments

Enter requisition comments

[C] send to Supplier [C] show at Receipt [7] Shown at Voucher

——— ) Approvaljustification

Enter approval justification for this requisition

& Save & submit ] Save for Later 4P Add More ltems

Two comment boxes now exist on the requisition. In the Requisition Comments box add any
information that pertains to the whole requisition. (l.e. invoice numbers, quotes etc...) Also,
please enter your name and extension. If the comment is to be included on the PO for the
supplier’s information check off the Send to Supplier box. If the comment is something the
receiver will need to know when the order is received, check off the Show at Receipt box. If
the comment is a message you want accounts payable to see for voucher and payment
purposes, check off the Show at Voucher box.

Approval Justification is the other comment box. The contents of this box appear as
justification comments to the approver.
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SAVING THE REQUISITION

Fleming College Search
Favorites v Main Menu ~ Financial Services v *  eProcurement~ * Requisition
Chartfields1 || Chartfields2 || Details || Details2 | AssetInformation || Assetinformation2 || Budgetinformation | [EE)
Line +*Location Account AltAcct  Dept Quantity Percent Merchandise Amt GL Unit
1 BREALEY Q 53051 |Q [s3102]Q [142040]Q 1.0000 100.0000 3000.00(FLEMG  |Q | [=
Select . Add to Favorites 3 Add to Template(s 0 Delete Selecte: $2,Mass Change
[ Select All/ Deselect A Select lines to: [# Add to Favorites 94 Add to Template(s) [ Delete Selected caMass Change

Total Amount  3,000.00 CAD
VAT Amount 0.00 CAD
Requisition Amount 300000 CAD

Shipping Summary
#_Edit for Al Lines

Ship To Location
Address

Attention To Jlt Taylor

Requisition Comments

Enter requisition comments

[Tl send to Supplier [Tl show at Receipt [T] shown at Voucher
Approval Justification

Enter approval justification for this requisition

& Save & submit B seveforLoter 4P AddMore ltems 63 pre

You now have some options for saving the requisition.

Save & Submit —if you are satisfied that all fields have been entered correctly, click Save &
Submit. A confirmation page opens showing who the requisition has been routed to for
Approval.

Save for Later —if you are unsure about something required for the requisition and you don’t
want the requisition forwarded for approval yet, click Save for Later. If you have a requisition
with numerous lines, you may want to Save for Later part way through the requisition, so
what you have entered is not lost. Save for Later saves the requisition with a status of
Open. Go to Manage Requisitions to see the requisition number and edit the requisition
using the drop down menu on the right side of the requisition. Make the necessary changes
and upon Save & Submit the requisition will be routed for approval.

Add More Items —this option returns you to the item details page where you can enter
another line.

Preview Approvals —the message “Requisition has to be saved first to Preview approvals”
appears regardless if the requisition has been previously saved. Click OK. The Preview
Approvals page displays who the requisition will be routed to. Return to Save & Submit.

J
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|
Fleming College

Favorites» MainMenu v > Financial Servicesv > eProcurement~ > Requisition

Confirmation
Your requisition has been submitted.

Requested For Jill Taylor (dont chg pswd) Number of Lines 1

Requisition Name Testing Total Amount  3,000.00 CAD

Requisition ID 0000014668 VAT Amount  330.00 CAD

Business Unit FLEMG Requisition Amount  3,390.00 CAD

Status Pending

Priority Medium

Budget Status Not Checked

[4

S view printable version ™ Edit This Req

ﬁ
Check Budget

Department Manager Approval

i :Pendin,
pnex g [#]Start New Path
New desk - model 123 - 36" x 60" x 30", waines
Manager Approval

Pending i
Linda Humphries
© Deparument Managers - Level 1 | 1)

Create New Requisition B Manage Requisitions

Upon Save & Submit the routing
status should be “Pending”.
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MASS CHANGE

Another useful option, especially when entering a multi-line requisition is Mass Change. This was
previously called Modify Line/Shipping/Accounting. If you realize that you entered an incorrect
department number on some or all of the lines in your requisition, you can use Mass Change to
update the lines in the requisition.

Home | myCampusPoral | Help | Signout
Fleming College search
Favorites v Main Menu ~ Financial Services v eProcurement v Requisition
NewWindow | Help | Personalize Page | & =
‘

Checkout - Review and Submit

Review the item information and submit the req for approval

7" MyPreferences @ Requisition Settings
Requisition Summary
Business Unit Q Fleming College Requisition Name |Testing multi-ine req
*Requester jtaylor Q. jill Taylor (dont chg pswd) Priority [Medium [~]

“currency [c4D

Cart Summary: Total Amount 515.45 CAD

Expand lines to review shipping and accounting details % AdaMore ems

I

Requisition Lines

line  Description ftem D Supplier Quantiy oM price Tota Details  Comments Delete
Bl1 g suffiine 1 Tucker's Pottery 2000000  Each 1.9900 398.00 B Q add a
Supplies Inc
#2 g2 suffiine2 Tucker's Pottery 100.0000 o
Supplies Inc
3 g suffiine3 Tucker's Portery 100000 a
Supplies Inc
F4 g2 suitiines Tucker's Pottery 50000 o
Supplies Inc
Selectlinesto: [ # Add to Favorites 3 add 1o Templatets)
3 VAT Amount 000 CAD
Requisition Amount 51545 CAD
Shipping Summary
#_Editfor All Lines
Ship To Location
Address
Peterborough, ON K3 781
AttentionTo il Taylor (dont cng pswd) -
fectionToggh lectionToggle) R0% ~

Click the Select All/Deselect All to select all of the lines. Then click Mass Change to open the
following page.

|
Fleming College
o [ e e Any of the fields shown can be entered
and then applied to all of the lines that
o were selected for the Mass Change. In
Note: The nformation below docs not refict the data i the selected requisitionlines. When the ‘OK' button s licked, this example, each line will be split 50-50

the data entered on this page will replace the data in the corresponding fields on the selected lines that are available for

R . between two departments. The + sign

Supplier ID Q Supplier Location Q

e & Gy a was used to add the second distribution

Edit Lines/Shipping/Accounting for Selected Lines

Shipping Information I ne.
hip T i I
ShipTo Location N Add One Time Address
Due Date ] Attention

Also note that the Accounting
Accounting Lines . .
S— " Information Section has been

Y
Please enter GL Business Unit before selecting other chartfield v: 1 1 H

e P GLRISHIS Unk el meaig o ekl Y Personalized moving the dept field from
Accounting Information Personalize | Find | @ | B}  First 4 120f2 & Last

Chartfields1 || Chartfields2 | Details | Assetinformation | ) the Second tab,

Dist Percent Location GL Unit Account Alt Acct Dept

1 50.0000 Q [FLeMG  [@ Q Q [a81001 |@ [ [=

2 50; Q [FLEMG Q Q Q (142040 |Q + =] Click OK.

Load Values From Defaults

OK Cancel
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Fleming College Select the appropriate change option.

Favorites ¥ MainMenu ~ > Financial Services~ > eProcurement~ °  Requisition

Distribution Change Options

For the selected requisition lines that are available for sourcing, apply distribution changes to

© matching Distribution Lines
Apply changes to each existing distribution line by matching the distribution line numbers.

eplace Distribution Lines
Remove the existing distribution lines and replace with the distribution lines changes.

Homy yCampus Portal
Fleming College Search
Favoritesy  MainMenu v > Financial Servicesy > eProcurementv > Requisition
New Window | Help | |
Checkout - Review and Submit
Review the item information and submit the req for approval. »
My Preferences @ Requisition Settings
Requisition Summary
Business Unit |FLE Q Fleming College Requisition Name |Testing multi-line req
*Requester jitaylor @ Jill Taylor (dont chg pswd) Priority |Medium
*Currency |CAD Q
Cart Summary: Total Amount 515.45 CAD
Expand lines to review shipping and accounting details 9 Add More lems
Requisition Lines (7
Line Description Item ID Supplier Quantity UoM Price Total Details Comments Delete
v @1 g suffiine Tucker's Pottery 2000000, Each 1.9900 398.00 B Q add a
Supplies inc.
ShippingLine 1 *ShipTo  [MAIN3 Q Quantity 200.0000) ==
Address  Sutherland Campus Add One Time Address Price 1.9900 Price Adjustment
Shipping & Receiving Dock 8
Shipping VAT
599 Brealey Drive § )
Peterborough, ON K9 781 Pegging Inquiry
Pegging Workbench
AttentionTo  jill Taylor (dont chg pswd|
Due Date  [30/06/2016
¥ Accounting Lines
*Distribute By [Qy  [¥] SpeedChart | stiquidateBy [Amt [+]
Accounting Lines Personalize | Find | Viewall | @ | B§  Frst ‘4 120f2 @ Last
| crartfielast || charieids2 || Chartfields3 || Deaits2 || Assetinformation || Assetinformation2 | Budget information
Line *Location Account Alt Acct Dept Quantity Percent Merchandise Amt GL Unit
1 BREALEY Q [s3011 |@ [s3101]Q [a81001|Q 100.0000] 50.0000 199.00FLEMG | ==
2 BREALEY Q [s3011 |@ [53101|Q [142040|Q 100.0000) 50.0000 199.00 FLEMG | ==
4 &* swifiine2 Tucker's Pottery 1000000 Each 02500 2500 B Q agd
Supplies Inc.
b V13 e@ cnfiline Tucker's Pottery 100000 Each 5.2500 5250 B O paa m

Each line has been split as per the Mass Change.
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Fleming College

Favorites v Main Menu v Financial Services v

Requested For Jill Taylor (dont chg pswd)
Requisition Name Testing multi-line req
Requisition ID 000007145674
Business Unit FLEMG
Status Pending

Priority Medium

Budget Status Not Checked

[

S View printable version Edit This Requisition

Department Manager Approval

Line 1:Pending
stuffline 1
Manager Approval
Pending

@ Lnda Humphries
Depariment Managers - Level 1

Pending
@ Sendra Dupret
Deparzment Managers - Level 1

Line 2:Pending
stuffline 2
Manager Approval
Pending

@ Linda Humphries -
Department Managers - Leve! 1

Pending
@ SendraDupret
Department Managers - Level 1

eProcurement~ * Requisition

Number of Lines
Total Amount
VAT Amount

Requisition Amount

L]
Check Budget

[#]Start New Path

[Fstart New Patn

4

51545 CAD

67.02 CAD

58247 CAD

Upon Save & Submit, each line in
the requisition is routed to two

approvers, as shown.
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MANAGING REQUISITIONS

Navigation: eProcurement>Manage Requisitions

Requesters can follow up on their Requisitions from here to see where they are in the Evolve
cycle as well they can edit a requisition before it is approved or after it has been denied.

OpenlnCe

o

NavBar: Navigator

‘ <@ ‘ eProcurement

»

;

Recent Places

Navigator ‘
|

My Links

Buyer Center >

Requisition

y
Manage Requisitions
Manage Requisition Approvals
Receive Items
Reports

Administer Procurement

Approvers by Dept

FPPRD_r

L/c/NUL FRAMEWORK.PTNUL MENU_COMP.GBL?sa=&FLDR=EP_PV_BUYER_CENTER&FLDRLBL=Buyer%20C #100% ~
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EDITING A REQUISITION

There are two ways to edit a requisition.

1. Click on the Req ID number
2. Click on Edit Requisition from your drop box and click “GO”

Fleming College Search

Favorites  MainMenu » > Financial Servicesv > eProcurement~ > Manage Requisitions
New Window | Help | Personalize Page | i
[
Manage Requisitions sk
Search Requisitions
To locate requisitions, edit the criteria below and click the Sg#fch button
Business Unit FLEMG Q Requisition Name Q
Requisition ID Q Request State | All but Complete B Budget Status [3
Date From 26/05/2016 i Date To|02/06/2016 [
Requester [jitaylor Q Entered By Q POID Q
Search Clear Show Advanced Search
Requisitions
To view the lifespan and line items for a requisition, click the Expand triangle |4
"FZZG»( or perform another action on a requisition, make a selection frgff the ActiorNgopdown list and click Go. 1
RegID Requisition Name BU Date Budget Total
ﬂ 0000014674  Testing multi-line req FLEMG  02/0640016 Pending Nocchicd  sagffy cap|(SeiectAcion |
73 testing FLEMG  02/gpr: Not Chk'd
2 testing FLEMG  02JP6/2016 Open Not Chk'd
Testing Save for later ... FLEMG  0ff06/2016 Open Not Chik'd
0000014670 Test save for later again FLEMG  /06/2016 Canceled alid
0000014669  Test save for later FLEMG  (P/06/2016 Open ot Chikd
0000014668 Testing FLEMG  §f1/06/2016 Received alid 3,390.00 CAD #] co
0000014667 test task FLEMG  §1/06/2016 Pending ot Chk'd 339.00 CAD |[Select Action] Go
Testing tasks FLEMG  (§/06/2016 PO(s) Created alid 1,356.00 CAD | [Select Action] B33 =
Testing tasks FLEMG 06/2016 Pending INot Chi'd 678.00 CAD | [Select Action] Ell e
0000014664 test again FLEMG 30§05/2016 Pending Not Chk'd 5,650.00 CAD | [Select Action] Fl e
Test mass approval FLEMG 30M45/2016 Pending Not Chk'd 3,390.00 CAD | [Select Action] Ei Go
2 push bak again FLEMG 27/0%2016 Denied Not Chik'd 100,570.00 CAD |[Select Action] El Go
push back FLEMG 27/05/%16 Approved Valid 4520 CAD |[Select Action] B Go

When you have created requisitions you can go to “Manage Requisitions”. From here you can
quickly see the status of your requisition(s), Approved, PO Created, PO Dispatched, Received
etc.

You can also, Edit your requisition (if has not already been approved), Receive, Cancel etc. from
this screen.

Remember you may need to change the date to make sure you can find what you are looking

for. You do this by clicking on the calendar icon and selecting a date to search from.
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Fleming College [search =

Favorites v Main Menu v >
New Window | Help | Personalize Page |

Requisition Details

Requisition Name testing

Business Unit FLEMG
Requisition ID 0000014673

Date 02/06/2016

Request State pending ‘Total Amount 8475 CAD
Requested For jitaylor Pre-Encumbrance Balance 0.00 CAD
Requisition Lines
Line Quantity Price Status Total
» 1 ¥ s Not Source No 3.0000 Each 2500000 CAD  Pending 75.00
Return to Manage Requisitions
RO% v

This is the screen you will see if you click on the Req ID link. Click Edit requisition to continue.

Message

This requisition is pending approval. Editing this requisition may reinitialize approval process. (18036,6248)

ok ] [Ceancel ]

If you click “Edit” from the drop box, the above message will appear. Click “OK”
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Fleming College

Favorites v~ Main Menu v Financial Services v

Edit Requisition - Review and Submit

Review the item information and submit the req for approval

Requisition Summary

Business Unit
Requester

*Currency |CAD Q

Cart Summary: Total Amount 84.75 CAD
Expand lines to review shipping and accounting details
Requisition Lines 2

Item ID

Line Description

E1 g swif

Select lines to:

Shipping Summary

& _Edit for All Lines
Ship To Location MAINS

Address Sutherland Campus

Manage

Fleming College

Jill Taylor (dont chg pswd)

Supplier

Blewett Printing

[# Add to Favorites

Shipping & Receiving Dock 8

Fleming College

Favorites v Main Menu ~ Financial Services v >

Edit Requisition - Review and Submit

Review the item information and submit the req for approval.

Requisition Summary

Business Unit
Requester | ;

*Currency |CAD Q

Cart Summary: Total Amount 84.75 CAD
Expand lines to review shipping and accounting details
Requisition Lines (7

Item ID

line  Description

—

Y @1 g suff

*ShipTo
Address

Attention To

[E] Seiect All/ Deseleci: Select lines to:

eProcurement v

[ Add to Favorites

Fleming College

Jill Taylor (dont chg pswd)

Supplier

Blewett Printing
MAIN 8 Q
Sutherland Campus
Shipping & Receiving Dock 8
599 Brealey Drive
Peterborough, ON K9) 781

[jin Taytor (dont chg pswal

Manage Requisitions > Requisition

Search ) B
Either edit
’ method will
" work. This is
the edit
oriterences. B aquiiion Sevings screen.
Requisition Name [€sting If the quantlty
Requisition ID 00000145673 IS tO be
Priority |Medium E Changed
. overwrite the
= number on this
Quantity Total Detils C page
3.0000| 75.00 % O
98 add to Template(s) @ Detete Selectea BMass Change
Total Amount 75.00 CAD
& VAT Amount 9.75 CAD
Requisition Amount 8475 CAD
Home | myCampus
e If you need to
change the dept,
el open the line using
) the expand arrow to
¢ mrEe the left of the line #.
Requisition Name 1€SUNg
Requisition ID 0000014673
Pty e Find the dept field
= in the accounting
‘Add More Items . .
lines section. (It
Gl uom Price Tota Deoes Camrs € may be on the 2nd
2l seeoomm B o T otap, the Chartfields
Add One Time Address Q”“::Z 2;‘;‘;‘7 Price Adjustment o tab' If you have nOt

@8 add to Template(s)

Due Date  30/06/2016 ]
» Accounting Lines
*Distribute By | QY = SpeedChart Q sliquidateBy |Amt =
Accounting Lines Personalize | Find | ViewAl |
Chartfields1 || Chartfields2 || Cnanfieics3 || Degaits 2 || aspffinformation | Assetinformation2 | Budgetinformation
Line  *Location Account AtAcct  Dept Quantity Percent
1 BREALEY @ [s3011 |@ [s3101]Q [142040 | 3.0000] 100.0000]

@ Detete Selectea

Shipping VAT

Pegging Inquiry

Pegging Workbench

o B

=

Merchandise Amt GL Unit

75.00|FLEMG

TBMass Change

Q

First (4 10f1 @ Last

==

personalized this
area.

Overwrite the dept
#.

If you need to change the item description or the dollar amount, click on the blue description link.
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Fleming College

Favorites¥ ~ MainMenu v > Financial Servicesv > v > Manage isiti >

Edit Requisition

Welcome Jill Taylor (dont chg pswd)

@ Home 7 Mypreferences ¥ Requisition Settings = ) Make your Changes
Request Options - Search [Al [ | Ssearcn | and click Apply

Advanced Search
Special Requests Special Requests 7
Enter information about the non-catalog item you would like to order:
Favorites
Item Details
Templates
P *Item Description stuff
Recently Ordered “Price Z5po0a —— Q
*Quantity 3.0000 *Unit of Measure |EA Q
*Category |SUPPLIES-INSTRUC  |@ Due Date |30/06/2016 |
Supplier
Supplier ID |0000000018 R
Supplier Name |Blewert Printing R Blewett Printing Suggest Hiew Suppiier

Supplier Item ID

Manufacturer
MfgID Q
Manufacturer

Mfg item ID

Additional Information
g
[T send to Supplier [Tl show at Receipt [CIshow at Voucher

Request New Item

[F] Request New Item A notification will be sent to a buyer regarding this new item request.

Ay |

Fleming College Save & Submit to

save your changes.

Favorites  MainMenu v > Financial Services v 7 eProcurement» > Manage Requisitions > Requisition

Business Unit !

Fleming Colege Requisition [estng
Name

Requester [jizyio Jill Taylor (dont chg pswel) Requisition ID_ 0000014673

scurrency [0 1@ Priority [Megum %]

View the confirmation
a:p::"‘:::w":w% ::;ng.am ‘accounting details & AddMore ltems Of ro utl n g .

Requisition Lines

Line  Description ftem 1D Supplier Quantity uom Price Tota! Details  Comments Delen
P E1 g s Blewest Printing 3.0000] Each 25,0000 75.00 [ Q add o
I Select All/ Deselect All Select lines to: e Add to Favori 8 Ads to Templatels)

il S |

CAD
# VAT Amount 975 CAD H
Requisition Amount 8475 CAD Hemmg College
Shipping Summary Favoritesw  MainMenu v 7 Financial Services » 7 eProcurement»  Manage Requisitions > Requisition
# it for Al ines
Ship To Location MAINS
Address Sutherland Campus Confirmation
Shipping & Receiving Dock 8
599 Brealey Drive i
Your requisition has been submitted.
Pecerborough, ON K9 781
Attention To Jill Taylor (dont chg pswd) Requested For Jil Taylor (dont chg pswa) NumberofLines 1
Requisition Name testing Total Amount  75.00 CAD.
Requisition Comments. Requisition ID 0000014673 VAT Amount 975 CAD
Enki reeUishion Coimeets Business Unit FLEMG Requisition Amount 8475 CAD
i
Status Pending
Priority Medium
o i o i =]
Send to Supplier Show at Receipt Shown at Voucher SO
Approval Justification
L3
t3\ ew printable version (2 Edit This Requisition " Check Budget
Enter approval justification for this requisition
Department Manager Approval
Line 1:Pending [T
st
5} Budget Checking Status:Not Checked Manager Approvel
R Check Budger
Pending N
» Save & B cavetorlater 9 AddMore kems 69 preview Aoprovals (@ LindaHumghries &

Department Mansgers - Level |

2

Manage Requisitions
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CANCELLING A REQUISITION

This can only be done when a requisition is in “Approved or Pending” status

In your drop box click “Cancel Requisition” and click “Go”.

Fleming College

Favoritesy  MainMenu v > Financial Services ¥ > eProcurementv >

Manage Requisitions

¥ search Requisitions

To locate requisitions, edit the criteria below and click the Search button.
Business Unit FLEMG
on ID

Requisition Name

Requi Request State | All but Complete

Manage Requisitions

Search

Budget Status |

Date From 27/05/2016 Date To |27/05/2016

L @O0

Requester jicaylor Entered By

Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle
icon.

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req D Requisition Name 8U Date Request State Budget
P 0000014662 push bak again FLEMG  27/05/2016 Denied Not Chk'd
P 0000014661  push back FLEMG  27/05/2016 Approved Valid
P 0000014660 test start new path rev... FLEMG  27/05/2016 Approved Valid
> 0000014659 testrevieweratapprov..  FLEMG 27/05/2016 Approved Valid
P 0000014658 Test for adding reviewer ~ FLEMG  27/05/2016 Approved Valid
P 0000014657  test adding reviewer FLEMG 27/05/2016 Approved Valid
> 0000014656 Test adding reviewer FLEMG 27/05/2016 Approved Valid
> 0000014655 Testadditional approver  FLEMG  27/05/2016 Approved Valid
P 0000014654 Test reviewer again FLEMG 27/05/2016 Approved Valid
P 0000014653 Testaddreviewandapp.. FLEMG 27/05/2016 Approved Valid
P 0000014652 testzeroreq FLEMG  27/05/2016 Approved Valid

Create New Requisition Review Change Request Review Change Tracking

Total

10(

1

Manage Receipts

POID

0,570.00 CAD |[Select Action]
4520 CAD |[Select Action]
1,130.00 CAD |[Select Action]

169.50 CAD

CAD i Cancel

113.00
169.50
169.50
113.00
[Select Action]

395.50 CAD!

1,300.00 CAD [[Select Action]

0.00 CAD | [Select Action]

Requisition Report

New Window | Help | Personalize Page | & “

Ep

Fleming College

Favoritesv  MainMenu v > Financial Servicesv > eProcurement~v > Manage Requisitions

Requisition Details for: Jill Taylor (dont chg pswd)

Business Unit FLEMG
Requisition ID 0000014658

Date 27/05/2016

Status Approved

Requisition Name Test for adding reviewer Total 113.00 CAD
Line Details
Line Item Description Status Price Qty Total
1testing adding a reviewer  |Approved 10.00000(Each 10.0000)
Cancel Requ i

Return to Manage Requisitions

Click “Cancel Requisition”.

100.00

Search

®100% ~

myCampus Portal Help Sign out

New Window | Help | Personalize Page | [
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REQUISITION CYCLE

Fleming College

Favoritesv  MainMenu v > Financial Services v > eProcurement > > Manage Requisitions

Manage Requisitions

¥ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit FLEMG Q Requisition Name

Requisition ID Q Request State | All but Complete
Date From 01/06/2016 &1 Date To|01/06/2016 £
Requester jjitaylor Q Entered By Q

| Search | Clear J Show Advanced Search
Requisitions (?

To view the lifespan and line items for a requisition, click the Expand triangle

Search

New Win¢

Es

&

Budget Status |

POID

?L’ z}m or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Request State Budget Total
0000014668 Testing FLEMG  01/06/2016 Received Valid n =l e |
P 0000014667 testtask FLEMG 01/06/2016 Pending Not Chk'd El e |
¥ 0000014666 Testing tasks FLEMG 01/06/2016 PO(s)Created Valid 1,356.00 CAD |[Select Action] EI‘ Go |
Requester Jill Taylor (dont chg pswd) Entered By Jill Taylor (dont chg pswd) Priority High

Pre-Encumbrance Balance 0.00 CAD
Requisidon Approvas Invrtory Tchess A
Request Lifespan:
Line Information
Line Description Status Price Quantity uom
1 & testing tasks PO Created 100.00000 CAD 12.0000/EA
> 0000014665 Testing tasks FLEMG  01/06/2016 Pending Not Chk'd

Create New Requisition Review Change Reguest Review Change Trackin;

i)
Invoice Payment
Personalize | Find | B0 | B First @ 10f1 @ Last
Supplier
ABC Corp

678.00 CAD |[Select Action]

Manage Receipts Requisition Report

By clicking on the grey arrow beside the Req ID you can open a view of the Requisition Cycle to
get further information about your requisition. Similarly the drop down action box will provide
another view of the Requisition Cycle. Click on “View Cycle” and “Go”.

Fleming College

Favoritesv  MainMenu v > Financial Servicesv > eProcurementy > Manage Requisitions

Manage Requisitions

¥ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Home | myCampusPoi

Search

e | e uge | s

Business Unit FLEMG Q Requisition Name
Requisition ID Q Request State | All but Complete
Date From 27/05/2016 [ Date To 27/05/2016 [
Requester jjitaylor Q Entered By Q

| search Clear Show Advanced Search

Requisitions (?

To view the lifespan and line items for a requisition, click the Expand triangle
icon.

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Request State Budget

> 0000014662 push bak again FLEMG 27/05/2016 Denied Not Chk'd

> 0000014661 push back FLEMG  27/05/2016 Approved Valid

P 0000014660  test start new path rev... FLEMG  27/05/2016 Approved Valid

P 0000014659 testrevieweratapprov..  FLEMG 27/05/2016 Approved Valid

0000014658 Test for adding reviewer FLEMG  27/05/2016 Canceled Not Chk'd

AR e SIS

[

Budget Status

POID

Total
100,570.00 [ o |
4520 [ |
1,130.00 CAD Go |
169.50 CAD [ Go |
0.00 CAD Go |
annes | [ I
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Fleming College

Favorites v Main Menu + > Financial Services ¥ *> eProcurement » *

Manage Requ
Requisition Cycle for:  Jill Taylor (dont chg pswd)
Business Unit:
) e B . .
R Payment Aoprovat Click on any of the coloured icons to get more
Dere Entered: information. For example by clicking on the
R @ Purchase Order Icon you could find out the PO #.
02/06/16 4:33:56PM g e itd
¥ s
Returns Purchase
Orders
& 74
Receiving Change
Request

Manage Requisitions  Manage Approvals

.|
Fleming College

Favoritesv ~ MainMenu v > Financial Services ¥ > eProcurementv >

Here you see the
Manage Requisitions

requisition number and the
PO #.
Business Unit FLEMG

Requisition information

Find | ViewAll  First 4 10f1 @ Last
» isition ID 0000014666 Line Number 1
PO information Find | ViewAll  First ‘&' 10f1 @ Last
—— PO Number 0000014337 Buyer juldavis Change Order
PO Date 02/06/2016 Supplier ID 0000000025 Terms 30 PO Status Approved
Lines Personalize | Find | ViewAll | £ | B First 4 10f1 b Last
Line ltemID  Description e

uom PO Qty Status Line Details
1 testing tasks 1,200.00(CAD  [EA 12.0000  Approved B

Return to Requisition Cycle
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RECEIVING A PURCHASE

Navigation: eProcurement>Manage Requisitions

Once your PO is complete and has been sent to the supplier the next step would be the arrival
of your product/service. If you have an item that is delivered directly to you and has not been
received through Shipping/Receiving at the loading dock you may be required to receive it.

Home | myCampusPortal | Help | Sign

Fleming College Search

Favoritesv  MainMenu v > Finandial Services v > eProcurement ¥ > Manage Requisitions
New Window | Help | Personalize Page | [E
Manage Requisitions
Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit [FLEMG Q Requisition Name Q
Requisition ID Q Request State | All but Complete [~] Budget Status =]
Date From |01/06/2016 [5) Date To |01/06/2016 [
Requester jitaylor Q Entered By Q PO ID Q
Search I Clear vanced Search
Requisitions (7
To view the lifespan and line items for a requisition, click the Expand triangle
icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and lick Go.
ReqID Requisition Name BU Date Request State Budget Total
0000014668 Testing FLEMG 01/06/2016 Received Valid 3,390.00 CAD |[Select Action] El Go
0000014667 test task FLEMG 01/06/2016 Pending Not Chk'd 339.00 CAD |[Select Action] El Go
0000014666  Testing tasks FLEMG 01/06/2016 PO(s)Dispatched  Valid 1,356.00 CAD | Receive Go
0000014665  Testing tasks FLEMG 01/06/2016 Pending Not Chk'd Go
Create New Requisition Review Change Request Review Change Tracking
[Select Action]
H “ N ” “* ”
Click “Receive” and “Go”.
Home myCampus Portal Help Sign out
Fleming College search
Favorites v  MainMenu v > Financial Servicesv > eProcurement~v > Manage Requisitions
New Window | Help | Personalize Page | [
Receive Items
You have 1line open for receiving for requisition Testing tasks
Receive Selected  and go to the Receive Form.
Requisition Lines to Receive Personalize | Find | View All | & | =] First ‘&) 10of1 ¥ Last

Requisition Lines to Receive Purchase Order Details

TotReq  Acceptedto

ReqBU  Requisition Item Description 1temiD o /ame  Date UOM ShipTo ShipToGLN  AttentionTo Supplier Supplier ID Number
Jill Taylor
[l FLEMG  [Testing tasks testing tasks 12 0 EA  MAINZ (dontchg  |ABRAELECTR-001
pswd)

Check All Clear All

Inquire Receipts

Select the line and click Receive Selected. On the next page you can adjust the quantity received if
only part of the order has been received.
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myCampusPortal | Help | Signout

Fleming College Search

Favoritesv  MainMenu v > Financial Servicesv > eProcurementv > Manage Requisitions

New Window | Help | Personalize Page | FE
Receive Items
New Receipt
*Business Unit FLEMG Q
Receipt Status Open
*Received Date 03/06/2016 |31

Reject Shipment

Receipt Lines (7 Personalize | Find | ViewAll | @ | B8 First 4 10f1 & Last

Unit Unit
Line item Id Item Description B syom  Accept Details Receipt FroCUrement Primary o otion  Allocation PO Cancel Line
Quantity Quantity Group ID Unit
Amt Qty
1 testing tasks 6 2 Ea  |@|12.0000 B| O N QX
| Save Receipt
Add New Receipt Inquire Receipts

In the above example, only 6 items have been received, so the received quantity field has been
changed to 6. Click the Save Receipt button.

Fleming College This page confirms the receipt has been

saved.
Favoritesv  MainMenu v > Financial Servicesv > eProcurementv > Manage Requisitions
Receipt Saved Successfully Note below on the Manage Requisitions
You have saved receipt # 0000012108 containing the following items: page, the status of the requisition has
eceipt Lines ersonalize | Find | (1 irst (4 10f1 @) Last . .
P e AWONAINS e @ been updated to Partially received.
Line Item Description Quantity Reject Quantity  Accept Quantity
1 testing tasks 6.0000 6.0000
Return to Manage Requisitions Return to Receiving

Home | myCampusPortal | Help | Signout

Fleming College Search

Favorites v  Main Menu » > Financial Servicesv > eProcurement~v > Manage Requisitions

New Window | Help | Personalize Page | i

Manage Requisitions

¥ search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit |FLEMG Q Requisition Name Q
Requisition ID Q Request State | All but Complete =l Budget Status =]
Date From 01/06/2016 &l Date To 01/06/2016 B
Requester |itaylor Q Entered By Q POID Q
Search Clear Show Advanced Search

Requisitions '?

To view the lifespan and line items for a requisition, click the Expand triangle
icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

RegID Requisition Name BU Date Request State Budget Total
P 0000014668 Testing FLEMG 01/06/2016 Received Valid 3,390.00 CAD |[Select Action] El Go
0000014667  test task FLEMG 01/06/2016 Pending Not Chk'd 330.00 CAD |[Select Action] E| _ Go
0000014666 ~ Testing tasks FLEMG 01/06/2016 Partially Received  Valid 1,356.00 CAD |[Select Action] Fl e |
P 0000014665 Testing tasks FLEMG  01/06/2016 Pending Not Chk'd 678.00 CAD |[Select Action] E| Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
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