PURCHASING FROM OFFICE
SUPPLY QPA 10516

Menu Navigation:
» eProcurement
» Create Requisition

Upon navigation you will come to the screen shown below. Notice that the step of process of
creating a requisition is noted in yellow.
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Define Requisition

At the Define Requisition screen you are able to change or add several fields:

1. Business Unit

2. Requestor

3. Requisition Name

4. Line Defaults

5. Accounting Defaults (Chartfields)
6. Ship To location

7. Due Date (not required)
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5. Accounting Defaults (Chartfields)
Edit if necessary all Chartfields as required by your agency. This includes but is not

limited to: Location, GL Unit, Fund, Object, Center, Dept, Bud Ref (fiscal year of
purchase) and Class (always 0)



6. Ship To Location
Click on the magnifying glass icon next to the Ship To field. A new page will open where
you can search for and identify the appropriate Ship To code. In the Ship To Location
field enter the 3-digit agency number, and click the Look Up button to be given a listing of
all your agency Ship To locations.
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7. Due Date (not required field)
Enter date in MM/DD/YYYY format if needed or use the little calendar page icon to the
right of the field for entry of the date.

Once all items 1 through 7 have been entered click the yellow Continue button or the 2. Add
Items and Services button to pick the items from the vendor punch-out catalog.



Add Items and Services

Once you have gotten to the Add Items and Services screen you will have to select the Web tab.
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8. Web
Use this tab when searching for items from the Staples punch-out
catalog.



Using Web based catalogs (Punch-out catalogs)

At the punch-out catalog page click the blue link labeled Staples.
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Clicking on the link for the catalog will take you to the vendor web site. Remember that while in
the vendor web site you still have the 20 minute time frame to complete your order.

Once you have found all items and checked out of the vendor web site you will be brought back
to PeopleSoft and you will need to click the Review and Submit link to continue processing of the
requisition.
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Once you have navigated to the Staples catalog you will choose either market basket items
(items on the QPA with the best pricing) or non-market basket items to be on your order. The
processes used to order from market basket or non-market basket follow.

You do not need to search the online catalog if you know the Product Codes for the items
you wish to order (can visit www.stapleslink.com beforehand). You can just type the
Product Codes and Quantities by clicking on the aqua colored button labeled Enter
Several Iltems on the left hand side under Quick Order.




Finding Market Basket items in the Staples catalog

To search for items from the Market Basket click on the down arrow to the left of View All Lists.
This will give you all the items available on QPA for purchase. Select the link that best describes
the type of item you want to purchase. This will give you a break down of what types of items are
under this broad category.
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Searching By Keyword/Product number

To search by Keyword/Product # enter a keyword(s) or product number in the Search box and
click Search and the system will try to find items that relate to your search.
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To help refine your search you can click the category that most closely matches what you are
looking for. You can search by category, by brand or by Minority Owned, Women Owned
Business and Recycled items.
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Market Basket items will be indicated by the words MARKET BASKET hi-lighted in blue

icrosoft Internet Explorer

File Edit wiew Favorites Tools  Help

- 5 o (@] S . B X -
@ Back (] @ @ \_h 7~ Search . Favortes @ B = ‘ﬁ
Address |@ hittp: ffdevfin.amis.in.gov/psp/fsup2 [EMPLOYEEER P PY_MAIN_MEMU.PY_REQ_ENTRY.GBLTPORTALPARAM_PTCMAV=EP_PY_REQ_ENTRY_GBL&ECPP SCMode=ERPSEOPR.S ¥

QA Testing

GU

Home

ER

Your search for "marker" in Dry-Erase Markers by EXPO returned the following =
matches:

All results displayed are in the category:

Dry-Erase Markers
Show results for all categaries

All results displayed are from the brand:

ExPO
Show results for all brands

Page 2 of 2
Dry-Erase Markers

Custamer Item Mo, MFR Item Mo, USM/QTY  Your Price Qty Add to..

Sanford Expo® Markers with Built-In Eraser and Grip, Chisel Tip, 12-Color Pack
Staples Item Mo, 600636

600636 SAMBITRE 5Ti12 $13.95

Add to Order

MARKET BASKET

500710

T 1

pa
I3

= ® @ Trusted sites

12



Now you can click on the link of the specific item type you would like to order. This might give
you a more defined breakdown of the types of items under the category you chose. Once you
find the category of items you wish to purchase you will get to a panel that will show you several
pieces of information for each item available to order. The information provided is:

Picture of the item with its description

Product Code (Item number)

Unit of Measure item can be purchased

Price of the item

Delivery Date

If the item is a market basket item (MARKET BASKET hi-lighted in blue)
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When you've found the item or items you wish to buy in a category, enter the quantity needed in
the Quantity field, and click on the Add to Order button to add the item or items to your
shopping cart. Do this for EACH additional item you wish to purchase.
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The Cart Subtotal gives you the total number of items and the cart subtotal for the purchase.
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{black, red, blue, green, orange, and
@ brown) and one Expo® eraser
Staples Item Customer's Item ; Your
. e MFR Mo, Unit - ey, Add tou, 3
= ® @ Trusted sites

Click the Gray View Order link at the top of the Cart Subtotal to bring up the following screen.
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2l Create Requisition - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

A, n n
- 6 A D ) Y. 2 & - 3
e Back <’ @ @ \kﬂ - Search . Favorites @ ﬁ:g =1 .&
Address |@ http: ffdevfin.amis.in.gov/psp/fsup2[EMPLOYEE/ER P PY_MAIN_MENU.PY_REQ_ENTRY.GBLTPORTALPARAM_PTCMAY=EP_P¥_REQ_ENTRY_GEL&ECPP SCMode=ERPSEOPR.S % Go

QA Testing

Home

< WETE QPAK 10516

X]

Links

~
[(tome ) offce supplies) Tchnology ) Furiture ) Festued ttems
_ Search|  Ink & TonerFinder
| Resource Center | StaplesLink Training Tour | OrderManagement | CustomerService |
‘ ) Your Order: Review Item Information & yiew Printable version
. Click on the column headings to sort item information.
. rou can also save this order as a list,
. To continue placing your order, click "Submit'.
Custamet's Your Item Expected

Irem Mo, e M ey Price = Total Delivery Dare Items may be removed by
' | | | selecting them and then
Sanford Expo® Dry-Erase Marker Set and Eraser Organizer . .
Staplas Ttem Mo, 500710 clicking Update Order.

MARKET BASKET

s00710 SANE30TE KT/1 $6.54 $19.68  Delivery Date O
Staples® Stainless Steel Scissors, 8", 3/Pk B
Staples Item Mo, 229690

MARKET BASKET
229690 STR10623CC [olieac] $1.20 $6.00  Delivery Date F
Customer's Your Item Expected Remove
Trem Mo, TR 230 e Lamiy iz Qe Total Belliaemy Beia eim T
I Total: $25.68
To change quantities, smply highlight the [tea 01der Qupdste order Csubmit I

|

guantity to change and type in the correct

i i =) & Trusted sites
guantity. Then click Update Order to save the : b Jsted st

AWCHASINGFRO

change(s).

Any changes to your order should be made at this screen before clicking Submit.

You can remove items from your order by selecting the item and then clicking the Update Order
button.

You can change the quantity ordered of any item by highlighting the item quantity and changing
the item to the quantity you require and then clicking Update Order.
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When you are done shopping click the Submit button. This will take you back to PeopleSoft to
finish processing the requisition.

eate Requisition - Microsoft Internet Explorer,

File Edit wiew Favorites Tools  Help

- - ‘@) A . R -
@ Back e @ @ \_h 7~ Search . Favortes @ B = ‘ﬁ
Address |@ hittp: ffdevfin.amis.in.gov/psp/fsup2 [EMPLOYEEER P PY_MAIN_MEMU.PY_REQ_ENTRY.GBLTPORTALPARAM_PTCMAV=EP_PY_REQ_ENTRY_GBL&ECPP SCMode=ERPSEOPR.S ¥

QA Testing

GU

Home

ER

IWI.IW-IWI'" Basier for m ~
k_/ “uw QPAR 10516 N |

[ Home ) Office Supplies ) Technology [—r—

| Resource Center | StaplesLink Training Tour | OrderManagement | CustomerService |

‘ " Your Order: Review Item Information

& view Printable Version

Click on the column headings to sort item information,
“rou can also save this order as a list,
To continue placing your order, click "Submit’,

Customet's

Ttem Mo, MER Ttemn Mo, o/ oty

Item Expected Remove
Total Delivery Date an Item

Sanford Expo® Dry-Erase Marker Set and Eraser Organizer
Staples Item Mo, 500710

MARKET BASKET
500710 SANS3056 KT/1 $6.56 $19.68  Delivery Date O L
taples® Stainless Steel Scissors, 8 2/Pk
Staples Item Mo, 229690
MARKET BASKET
229690 STP10623CC [ $1.20 $6.00  Delivery Date F
Custamet's Your Item Expectad Remouve
Ttem Mo, TR 230 e Lamiy Price Qe Total Delivery Date an Ttem

Totaly/ $25.68

| cmmT | | I e D |

£

= & Trusted sites
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Create Requisition - Microsoft Internet Explorer, %

File Edit WYiew Favorites Tools  Help

@Back < J @ @ \:_h pSearch *Favorltes v@ D}Ev :\ﬁ © I_J .ﬁ

Address |@ hittp: ffdesfin.armis.in.gov/psp/fsup2 [EMPLOYEEERPc/PY_MAIN_MENU.PY_REQ_EMTRY.GBL?PORTALPARAM_PTCMAY=EP_PY_REQ_EWTRY_GEL&EOPP,SCMode=ERPREOPP.5 v Go

A Testin
Q 9 Home
EQ
— = 1 s
‘ E!,: 1. Define Requisition & 2. Add Items and Services \b 3. Review and Submit B
Review the details of your requisition, make any necessary changes, and submit it for approval.
Business Unit: 00061 Department of Administration
‘Requester: |J005563 L Geer,Jeania-300
Requisition Name: |Staples week of 3r24ms| Priority:
Requisition Lines
Description ¥endor Name
I 1 STAPLES: Sanford Expos#l74; Dry-Erase STAPLES 30000 Kit B 560 19680 2 (O
Marker Setand Eraser Organizer :
s 2 STAPLES: Staples# 74; Stainless Steel STRPLES 50000 Package 1200 .oo0 B
Scissors, 8 3Pk ’
Select All/ Deselect All
L addto favarites | | "% Modify Line / Shipping f Accounting | 1 Delete | =
‘Requisition Type: | @FA N
Justification/Comments
Office supplies for the Procurernent Training Room )
[JSendtoVendor [ ]Show at Receipt []Show at Voucher
s Check Budget |
[]save as Template
B save & submit | anSave & preview appmvalsl ¥ cancelrequisition Find rnore iterns v
L]
=1 & Trusted sites

If you have returned to the Requisition summary screen and you realize that you are
missing item(s) you can return to the Staples catalog by clicking the Add Items and
Services link again. If you do add any new items, you must edit your line default
information or those new line(s) will have the information for your default settings.
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Finding Non-Market Basket items in the Staples catalog

To search for items not from the Market Basket you can search from the categories displayed on
the initial screen when you punch out. This will give you both market basket items and non-
market basket items for purchase. Select the link that best describes the type of item you want to
purchase. This will give you a break down of what types of items are under this broad category.

3 Create Requisition, - Microsoft Internet Explorer

File Edit W%iew Favorites Tools  Help

eBack - @ - @ @ h pSearch \;ﬂi(Favor\tes @ D’:<v :'\..' 4] - _J [3

Address |@ http: fidevfin.amis.in.gov/psp/fsupZ/EMPLOYEE [ERPc/PY_MAIN_MEMU.PY_REQ_EMTRY.GEL?PORTALPARAM_PTCMAY=EP_PY_REQ_ENTRY_GBLRECPP.SCMode=ERPREOPP.5 = = Links

QA Testing

Home
3
i Staples Vendor # 22724 ~
@uﬂ-wﬂ“ Mo aesior tor gl _ —
J—_— apar 10516
Items: 0

(ome ) Office Supplies ) Technology ) Furniture ) Feakured Items ] Subtotal; $0.00

_ Search]  Ink & TonerFinder
| Resource Center | Staplestink Training Tour | OrderManagement | Customer Service [+ Show Item Summary |

Quick Order

Enter Item Mo. My Order Status
Office Supplies Returns
+ 2008 Calendars & Planners » Labels Search for Orders

Q. + Basic Office Supplies + Mail & Shi

@ * Batteries + Maintenance & Breakroom

Delivery Date * Binders & Binder Accessorigs s Paper

Frrer . * Business Cards, Letterhead & Fory * Pens, Pencils & Correction
+ Card Files * Post-it®, Stickies™ & Flags

Market Bashet Ttems *+ Cases & Portfalios + Presentation & Meeting Supplies

+ Cash Handlin + School Supplies & Child Rewards
=~ .

View all Lists s Custorn Imprinted Products * Signs, Badges & Seals

@ + Desk Accessories + Starmnps, Daters & Mumbering Machines
+ Envelopes * STAPLES® Brand Office Supplies
* File Folders & Expanding Files * Storage
+ Greeting Cards +Tape, Glue & adhesives
Technoloay
+ Calculatars + Networkin
* Computer Accessories » Dffice Machines
+ Copiers + Printer, Fax & Multifunction Machines
* Data Storage + Software
a Mirivar 4 STADIES® Brand Tarhnnlan M

& =] @ Trusted sites
———— =
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n - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help a.

eBack = ‘.J @ @ (qj pSearch *Favuntes @ &2' ’?\ﬁ v I_J .‘ﬁ

Address |@ hittp: {fdevFin.gmis.in.gov/psp/Fsup2/EMPLOYEE [ERP/c/PY_MAIN_MENU.PY_REQ_ENTRY.GEL?PORTALPARAM_PTCMAY=EP_PY¥_REQ_ENTRY_GELEEOFP SCNode=ERPEECPP,5 ¥ Go  Links

QA Testing

=
Making it Staples Vendor # 22724 ~
® aking il [ b
Link.com easier for | 4 . =
" oas 10516
Ttems: 0
_ Search Ink & Toner Finder
Resource Center | StaplesLink Training Tour | OrderManagement | Customer Service
3 — Office Supplies
nter Ttem Mo, . . .
Presentation & Meeting Supplies
Qry. AudiofV¥isual Carts, Stands, & Wall Laminating Machines &
@ Mounts Accessories
+ Audio/Visual Carts + Laminating Pouches
Delivery Date j o
+ Audio/Visual Stands Pointers & Projection Screens
+ pudio/isual Wall Mounts * Panters
o i N =
Binding Systems & Accessories * Projection Screens
+Binding Systerns Presentation Boards & Easels
Wiew all Lists ;
_ + Binding Covers + Presentation Boards
binding Lovers
+ Binding Spines + Presentation Easels
Board Accessories * Easel Pads
* Magnets Projectors
+ Partition Hangers + Projectars: Digital
« Pushpins + Projectors: Overhead
+ Thumbtacks + Projectors: Slide
Cameras & Film Report Covers & Portfolios
+ Clear Front Report Covers
+ Cameras . _ o v
@ Done = & Trusted sites

start Ry
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n - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

eBack = ‘.J @ @ (h pSearch *Favuntes @ Bv ’:_\ﬁ v I_J .‘ﬁ

Address |@ http: ffdevfin.amis.in.gov/psp/fsup2[EMPLOYEE/ER P PY_MAIN_MENU.PY_REQ_ENTRY.GBLTPORTALPARAM_PTCMAY=EP_P¥_REQ_ENTRY_GEL&ECPP SCMode=ERPSEOPR.S %

a

Ga Links

.
QA Testing
EQ
Making it Staples Vendor # 22724 ~
3 aking il / Y
Link.com easier for | 4 . =
I
Ttems: 0
_ Search Ink & Toner Finder
Resource Center | StaplesLink Training Tour | OrderManagement | Customer Service
Office Supplies> Presentation & Meeting Supplies
Enter Iterm Mo,
Magnets
o
Delivery Date For product details, click any itern name.
Enter Several Items
Assorted Size and Color Maanets by OIC
Assorted Size and Color Maanets by Staples
AB]& Molded Magnetic Letters by Quartet
ABIS»
M
@ Done = & Trusted sites

P
& Int
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n - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help ”

eBack = ‘.J @ @ (h pSearch *Favuntes @ Bv ’:_\ﬁ v I_J .‘ﬁ

Address |@ hittp: {fdevFin.gmis.in.gov/psp/Fsup2/EMPLOYEE [ERP/c/PY_MAIN_MENU.PY_REQ_ENTRY.GEL?PORTALPARAM_PTCMAY=EP_PY¥_REQ_ENTRY_GELEEOFP SCNode=ERPEECPP,5 ¥ Go  Links

.
QA Testing
EQ
Making it Staples Vendor # 22724 ~
3 aking il / Y
Link.com easier for | 4 . =
I
Ttems: 0
Resource Center | StaplesLink Training Tour | Order Management | Customer Service + Show Item Summary
Office Supplies= Presentation & Meeting Supplies= Magnets
Enter Iterm Mo,
Assorted Size and Color Magnets by
Staples
Q.
@ e Great for all magnetic surfaces
# Each tub contains 12 small, 12 medium
Delivery Date and 6 large magnets
- - # Assorted colors include red, yvellow,
Enter Several Items green, blue and white
Wiew all Lists %
Custormer [kem Mfg's Ttem Your
ey oy uoMiQry L Add o,
taples® Assorted Size and Color Magnets, 30/Pk b
Staples Item MNo. 382835
382035 STP10673  PK/30  $3.80 Add to Order
Add to List
Delivery Date ~

&) Trusted sites

|
]
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Review and Submit

At the Review and Submit screen you are able to complete several tasks on the requisition
including final submission to the approval workflow.

These tasks include:

9. Adding Line Comments

10. Modify Line/Shipping/Accounting information
11. Choose Requisition Type

12. Add justification comments for requisition
13. Check requisition budget

14. Add more items to requisition

15. Cancel requisition

16. Save & preview approvals

17. Save & Submit requisition to workflow

2l Create Requisition - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help
e Back - J @ @ \ih p Search '*2:1:( Favorites @ ﬁlr_-g - ; - |_J .'3
Address [ o v B ks

A Testin
Q g Home
EQ
~
Business Unit: Department of Administration b
‘Requester: |J005563 2, Geer,Jeania-300
Requisition Name:  [Staples week of 3124108 Priority:
Requisition Lines
Description Wendor Name
I 1 STAPLES: Sanford Expos#l74; Dry-Erase STAPLES 2 0ong Kit 5.560 19680 (B & 9
Marker Set and Eraser Organizer
: Stap ; Stai =
s 2 STAF’LES Staples#174; Stainless Steel STAPLES 50000 Package 1200 5000 B
Scissors, 8, 3Pk
[y 3 STAPLES: Staples# 74, Assorted Size and STAPLES 1 onnn Package 2800 3800 B
Color Magnets, 30iPk
SelectAll/ Deselect Al
L +‘V Add to favorites | E‘gMUd\fyLineIShippiﬂgﬁ’Accuummg ‘ EDeIete‘
‘Requisition Type: | IPA M
Justification/Comments
|1) Itern #3 is non market basket =) B
Th A2 ranaadad tn hann nastars intha training ranm hs |
[Isendto vendor []Shoy gt Receipt []Show at Veucher
i} Check Budget
[]save as Template u
[E] Save & submit | 5% Save & preview appruvals| 3¢ Cancel requisition Find more items
M
L) 3
@ = % & Trusted sites

& Training Room - Micro. .. &2l PURCHASINGFROMS. .. - Create Requisition - ... ’('_w 11:20 &M
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9. Adding Line Comments

To add line comments, click on the Comments icon (cloud) to open the Line Comments
screen. If the comments are to be printed on the requisition, RFQ or Purchase order,
please make sure the Send to Vendor box is checked.

3 PY Requisitions - Microsoft Internet Explorer

== x|
Fils Edit wiew Favorkes Tools  Help | o
3> [ A = S
Qeck - © - [x] [F] o | U sesrch ¢ Favorites 7)) | = B 25
Address I@ hekp: /i devwFin. gmnis.in, govipspf Fsup LHEMPLOYEE/ERPSCIPY _MAIN_MEMU.PY_REQUISITIOMNS. GEL?Page—PY_REQ_FORMEACtion=
=
Help
Create Requisition
Line Comments
Line Description Quantity _ Unit
1 Testitern for training guide 1.0000  Each uso
== Testfor additional information to see where prints == =1
M sendto Vendor [ Show at Receipt I Show at voucher
Aad Atachment |
OK cancel |
&] Done & Internet
& seare| o E S [5 o - Microsart... | 54 Untitied - Messag.... | B Rea from non op. . [[E7ev isiti

e ey i 2] [« 21 20z Pm

If vou need to add attachments to the requisition

Click on the Add Attachment button and you will see the screen below that will allow you to
search your computer for the attachment. Click the browse button (this will bring up your
Windows menu) to search for the file you want to add as an attachment. Highlight the document
name and click open, this will transfer the document to the browse line. Once the file is listed in
the browse line, click the Upload button to add the attachment to the requisition.

A P¥ Requisitions - Microsoft Internet Explorer

== =]

File Edit WView Favorites Tools Help | =

ek - 0 - [*] [Z]  m| D) seaen lcraventes €5 | o0~ Sl - 33

Address [{&] herp:fidefin. amis.in. 9o/ psp/Fsup L/EMPLOYEE [ERPjc/PyY_MAIN_MEMNU.PY_REQUISITIONS . GELPPage—PY_REQ_FORMEAckan—U

OoORACLE
=
Mew window | Help |
| Browse
Upload | cancel

& Done o Internst
4 stare| lcYeN -] 0] Inbox - Micrasoft... | 5 Untitled - Messag... | Req from non QP...

|[£7Pv requisits s e g [« zoaem
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Once you have uploaded the file you will be returned to this screen. This screen shows you the
file as an attachment to the requisition. If you are done and do not want the attachment sent to
the vendor or added to the RFQ or Purchase Order, you do not need to check the Send to
Vendor box for the attachment. If you are done with adding attachments and line comments, click
the OK button to continue and be taken back to the Review and Submit screen.

2l P¥ Requisitions - Microsoft Internet Explorer —[=] x|
File Edit Wwiew Favorites Tools Help ‘ z’
foy I . ¢ A
Q- O - 5] &) (] Dsemn Jrroenw @[ (3L W - B
Address IE http:Hdevfin.gmis.in.govipspifsup1,I’EMPLOYEEJ'ERP,I’CJPVﬁMNNiMENU.P\LREQUISITIONS‘GBL?Page=Page‘PV7REQiFORM&ActiDn=U&BUSINE557UNIT=DDDEvlfd 50
Home
ER
Help &
Create Requisition
Line Comments
Line Description Quantity  Unit
1 Test item for manual 1.0000  Each UsD
== additional infarmation box print == ;I
I sendtoVendor I Show at Receipt I Show at Voucher
Customize | Find i First %0 1 of 1 L2 Last
Attached File View Send to Vendor
1 becoming_a_vendor_wording doc Wiew | Il =
Add Attachment
Ok | Cancel
@ [T [ ket
Hystart| cley:) [ inbox - Microscft... | ) Req from ron @P... |[&] p¥ Requisitions... €] Maintsin Contract... A GO SIC ) =I « @1 @zzem
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10. Modify Line/Shipping/Accounting information
Always, you must re-enter the shipping and accounting information (Chartfield) for each
line of the requisition. You must select each line to be modified before clicking this link.
To copy the Chartfields from step 1 of the process, click the Load Values From Defaults
and all Chartfields will be populated from Define Requisition screen.

This is where you can add multiple distribution lines for a requisition line.

3 P¥ Requisitions - Microsoft Internet Explorer

File Edit W%iew Favorites Tools Help

eBack - "\‘-) - d @ \-_;] | ;) Search *Favorltes €}| [i:'\:v :\, ] - _J ﬁ

=

Address I@ hiktpe: ffdesefin.amis.in.gov psp/fsup LEMPLOYEE/ERPfc/PY_MAIN_MEMU,PY_REQUISITIONS, GEL?Page=PY_REQ_FORMEACtion=1

ORACLE’

Home

EQ

Create Requisition

Modify Line / Shipping / Accounting

Mote: The information below does not reflect the data in the selected requisition lines. When the ‘Apply' button is clicked, the
data entered on this page will replace the data in the corresponding fields an the selected lines.

Vendor ID: aQ Vendor Location: I &}
Buyer: a Category: I (e}

Ship To: Q [=] Madify Shipping Address

Due Date: [5) Attention: |

Accounting Information
Chartfields1 Y  Detals | AssetInformation

Percent GL Unit Entry Event Fund Object Center Dept Bud Ref Project Class Alt Acct Oper Unit  Product
([ [owera | a[——alallal_al Q| a[~—al— alal_

Load Walues From Defaults

Apply Cancel |

-
4] | L
L@ Done, but with errors on page. ’_ ’_I_I_’_ &0 Internet
l’tfstartl (CREN"-] [ Inib: - Micrasoft Gutlook | ey isitions - Micr... ] Documentl - Microsaft ... I i MU IORIOR) = | g 1 t4reM

Once you have made all corrections or modifications to the Chartfield information and Click
Apply, you will be taken to the following screen.
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At this screen you have three (3) options to choose: 1) to have the changes affect all requisition
lines select All Distribution Lines 2) to have the changes affect only the requisition lines chosen
before making the changes select Matching Distribution Lines 3) if you have made multiple

changes to the Chartfields and want to replace the old information with the new, select Replace
Distribution Lines.

Click OK and you will be returned to the Review and Submit screen and all changes will be
applied to the lines as you have noted.

3 PY Requisitions - Microsoft Internet Explorer =& x|
File Edit Wiew Favorites Tools Help ‘ ",'
A U ; = T
QO W @ )] s S @] - L H - B
Address IE http: f{devFin.grais.in.gov/pspFsup | JEMPLOYEE [ERPe PY_MAIN_MEMU.PY_REQUISITIONS, GBL?Page=PY_REC_FORMEAction=U1
Home
3
Help
Distribution Change Options
Farthe selected requisition lines, apply distribution changes to
& All Distribution Lines
Apply changes to all existing distribution lines
" Matching Distribution Lines
Apply changes to each existing distribution line by matching the distribution line numbers.
 Replace Distribution Lines
Remaove the existing distribution lines and replace with the distribution lines changes.
0K | Cancel |
|@ Done ’7 ’7 ’7 ’7 ’7 49 Internct
EBStartl @ @ a Inbox - Microsoft Outlook I@ P¥ Requisitions - Micr... Daocumentl - Microsoft ... | i! ww‘:) ey e | e Ql 1:50 FM
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11. Choose Requisition Type

12.

13.

14.

15.

16.

Click the drop down arrow to select the type of requisition this is - QPA. This is a
required field.

Add justification comments for requisition
Click inside the justification box and enter all justification information for this requisition.
This could include but is not limited to why using out of state vendor, purchasing outside
current QPA, why this item is needed. This information can be added to the RFQ and
Purchase Order if needed by checking the Send to Vendor box, otherwise this
justification is only placed on the requisition. This is a required field.

NOTE: Any order that has non-market basket items included will be routed for IDOA
approval once the requisition is saved and submitted. In PeopleSoft, non-market
basket items will be marked with an asterisk (*) in front of the item description. If
your requisition contains any non-market basket item(s) you must have the
following information contained in your justification or the requisition will not be
approved by IDOA.

1. Identify what line item(s) are NON-market basket.

2. Detail why this specific product is needed.

3. What research was done to determine that this product is not available or similar to a
product through the market basket items?

4. |If there is a similar product in the market basket, please detail what sets the product
aside from the market basket item(s)? similar? (What does this product offer that other
products don't?

There is an icon to the right of the box (two sheets with a diagonal arrow) that will bring
up a larger box to type in your justification. When finished typing, click OK and it will take
you back to the Review and Submit screen.

Check requisition budget
Clicking the Check Budget button will budget check your requisition and pre-encumber
the funds. This step is not necessary to save and submit the requisition to workflow,
please check with your agency as to when this step should be done. Budget checking
can be completed at the Manage Requisition screen at a later time.

Find more items link
This link takes you directly back to the Add Items and Services step of the requisition, so
additional item or services can be added.

Cancel requisition
Clicking the Cancel requisition button before saving or submitting will remove the
information about the requisition being created from the system. If you have saved the
requisition, you will only cancel the changes to the requisition if there are any. To cancel
the requisition after it has been saved, you must go to the Manage Requisition screen.

Save & preview approvals
Clicking the Save & preview approvals button will take you to the screen shown below.
This allows you to save without submitting the requisition to the approval workflow and
review a summary of the requisition. This screen provides your requisition number (for
later use), requisition name, justification and if the requisition has been budget checked.
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/3 Create Requisition - Microsoft Internet Explorer =181

File Edit ‘View Favorites Tools  Help ‘ z’
Fry o £ iR
@Back - Q - D @ :_;j | pSearch NFavorltes @ D:Ev ‘\f F J ."ﬁ
Address IE http:Hdevﬁn.gmis.in.guvfpsp;‘fsup1,I'EMPLOYEEJ‘ERP,I'E,KPV_MAIN_MENU.PV_REQ_ENTRV.GEL?PORTALPARAM_PTCNAV=EP_PV_REQ_ENTR‘('_GEL&EOPP‘SCNUde=j Go
Home
E]3
Help
Confirmation
Redquested For: Sturm Michagl061-Proc Number of Lines: 1
Requisition Name: PROC TEST
Requisition ID: 0000002889
Business Unit: 000t
Priority: Medium Justification:
justification comments placed here on why you need this item
Budget Status: Mot Checked
Submit I Edit Requisition Apply Aaproval Changes Check Budget
“igw printable version Manaoe Reguisitions Create Mew Requisition
| &] pone ’_ ’_l_l_’_ # Internet
ﬂ-jstartl CleExF-) () Inbox - Microsaft Qutiook || &7 Create Requisition - ... ] Document1 - Microsoft ... | ﬁ! BRI SR e @ 12:320m

17. Save and Submit requisition to workflow
Clicking the Save & Submit button will place the requisition into your agency’s approval
workflow. You will be taken to a similar screen as shown in the prior section. At this
point you have the option to edit the requisition and budget check if you did not do this
step prior to saving and submitting. You can access the Manage Requisitions screen to
review the requisition and its status by clicking on the Manage Requisition link.
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Manage Requisition

Once the requisition has been saved and submitted to the workflow process you will need to
navigate to the Manage Requisition screen to budget check (if not completed prior) and to see if
the requisition has been approved and is ready for further processing.

Menu Navigation:
» eProcurement
» Manage Requisitions

When the Manage Requisitions screen opens, locate your requisition by searching or sorting the
list as needed. You can search by several pieces of information.

The information you can search by are:

18. Business Unit

19. Requisition Name
20. Requisition ID
21. Date range

22. Requestor
23.POID

< Manage Requisitions - Microsoft Internet Explorer == x|
File Edit Wiew Favorites Tools  Hslp ‘ a’

@Back > J = d @ _b|f_159arch \_i_(Favontes .E{;| - ; = _J 33

Address [&] http:idevfin.amis.in.gov/psp/Fsup] fEMPLOYEE JERF/c /PY_MAIN_MENU.PY_REQ_STATUS. GBL?FolderPath=PORTAL_ROOT_OBIECT EPCO_EPROCLIREMENT.EP_I ™ | Go

ORACLE’

=13

Mew Window | Help | Customize Pane | 5, =]

Manage Requisitions
=

To locate requisitions, editthe criteria below and click the Search button

Business Unit: (00800 Q n Requisition Name: |

Requisition ID: a Request Status: All but Cormplete 'I Budget Status: -
Date From: 020152007 [ Date To: 022252007 [
Requester: C” Entered By: Q PO ID: ﬁ

Search I Clear I “

Toview 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 Ga

Beg D Requisition D i Marme Bu Date Status Budget Total
[ pooooooogz Q000000003 00300 020772007  Approved walid 1.89usp| =Select Action. = ﬂl
[ poDoopoooz  0ODOOODOOZ 00800 02/01/2007  Open Mot 10.00usD| =gelect Action.. ¥ EI
Chkd
[* poooopopo1  00DOODODOT 00800 02/01/2007  Open Mot 10.00usp| =gelect Action.. ¥ EI
Chkid

Create MNew Reguisition  Inguire Change Reguest Inguire Receipts  Regquisition Repart —

4 | _’l—l
|&] Dene, but with errors on page. =
;tjstartl ey ) Inbox - Micrascft Outlook | BT Rea From nan QP items ... | [ Manage Requisitions .. 1 ngies et S [« @1 12250
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The Manage Requisitions screen gives several pieces of information on the requisition and also
allows the user to access other screens that will allow other functions. The information provided
on this screen is:

24. Req ID

25. Requisition ID/Name

26. BU (Business unit)

27. Date

28. Status

29. Budget

30. Total

31. Requisition report

32. Additional actions that can be completed on requisition

Clicking on the blue names for fields 24 to 30 will resort the columns.

a Manage Requisitions - Microsoft Internet Explorer =8 5'

File Edit Wiew Favorites Tools  Help ‘ :f

eBack - \) - d @ ;h | ;) Search *Favorites €‘3'| [:\:' ; 6] - _J ﬁ

Address I@ http:Udevfin.gmis.in.govipsp;‘fsup1,I’EMPLOYEEJ‘ERPICJPVﬁMAINiMENU.P\LREQjTATUS‘GBL?FOIderPath=PORTAL7ROOTfoBJECTEPCOJPROCUREMENT.EPJd Go

ORACLE’
3

Home

Mewswindme | Help | Custornize Pare | 5,

-
Eep —

Manage Requisitions
e
To locate requisitions, edit the criteria below and click the Search hutton.

Business Unit: W Q Redquisition Name: |
Requisition ID: l—Q Redquest Status: IW Budget Status: lﬁ
Date From: IW [5] Date To: W [

Requester: l— Q Entered By: l— Q. POID: l— Q

Search | Clear |

Tovi e lifespan and Hn s far a requisition, the Ex triangle i I
Toe perform anather a on a requisition, m selecilitom the dropdow) and click
Red D Reguisition ID/ Mame Late alls Budget otal

I poooooooo: 0000000003 00800 02/07/2007  Approved  Valid 1.89UsD| <5elect Action. 7| Go

I Q000000002 0000000002 00200 02012007 Open Mot 10 anuso| =Select Action.. > ﬂl
Chik'd

I Q0000OOO01 0000000001 00200 02012007 Open Mot 10,0050 =Select Action.. = ﬂ
Chk'd

Create Mew Reguisition  [nguire Chande Reguest Inguire Receipts Requisition Repott 31 —

[ | _Iﬂ
4 »
L@ Dane, but with errors on page. ’_ ’_I_I_’_ & Internet

Eﬁstartl CREN-] 5] I - Micrasoft Cutlook | B8 R From nan G4 items ||@ Manage Requisitions ... i T ICROIC) :i

w« Y 11042 M
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24. Req ID

This is the requisition number assigned by PeopleSoft. Clicking the requisition number
allows the user to see the following screen of requisition details. When done reviewing
the requisition details just click the Return to Manage Requisitions link to be taken back
to the Manage Requisition screen.

a Manage Requisitions - Microsoft Internet Explorer

File Edit Wwiew Favorites Tools Help
&= I M ; = R
- - L (]~ 1 i
@ Back ~ | ) u @ ;h | /_) Saarch . Favorites @ [‘:_{ =) [2¢] &
Address I@ http:Hdevfin.gmis.in.govfpsp,ffsup1,I'EMPLOVEEJ'ERP,I'CJPViMRINiMENU.PVﬁREQisTATUS‘GBL?FolderPath=PORTAL7ROOT,OBJECTEPCOiEPROCUREMENT.EPJd 50 Links @ -

ORACLE

Home

ER

New Window | Help | Customize Pade |

Requisition Details
[RequisitionName " Requisition® _ Unit____ Date  Staws _ Total|

michael gpa budget check cance0000002893 0oo0s1 02i22i2007  Approved 44.00
Justification { Comments:
test

1 Bag,Paper10 LB, 2000/B&le K Available 1.0000 Case 44.000 USD 44.000

Return to Manaoe Requisitions  Requisition Schedule and Distribution

[& ’_EI_I_I_ & Internet
&;'Startl @ @ -} Inbux-Micrusuft Outlook | REq From non QP4 items ||@ Manage Requisitions ... E LA iy i) | e Ql 12:38 PM

From the requisition details screen you can also view details about the line items and the
schedule and distribution for the requisition lines. To review the detailed information click the
blue link to review. The following screens show more detail as to what will be seen.
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Item Description Screen

Manage Requi ns - Microsoft Internet Explorer

File Edik  Wiew Favorites Tools  Hslp

@Back - o - @ @ (h|p5earch i‘.\\?Favorites @| Bv “)‘_Q\F‘ - \_‘J ..‘ﬁ

Address [&] http:/idevfin.amis.in.gov/psp/FsupL fEMPLOYEE JERF/c /PY_MAIN_MENU.PY_REQ_STATUS. GBL?FolderPath=PORTAL_ROOT_OBIECT EPCO_EPROCLIREMENT.EP_I ™ | Go

Mewr window | Help | Customize Page |

Item Description

Bag.Paper,10 LB,2000/Bale Kraft, Size 6-5/16" x 4-3/16"" x 13

Requisition Price: 44.00000

tem ID: 000000000100013884
No image for this category: Paper bags
item Vendor: ACORMN DISTRIBUTORS INC
Vendor temID: GBG10
Manufacturer: DURC BAG
Mfg tm 1D: GBG10

Long Description:|Bag Faper,10 LB,2000/Bale Kraf, Size 6-5M6" x ;I
4-3/18" x 13-208"

Return to Previous Page ;I

&] Done

=
wstartl (CleR ]

=l 21 12044 FM

Inbox - Micrascft Outlook | B Rea From non QP itams ... | [2] Manage Requi

Requisition Schedule and Distribution Screen

Manage Requi ns - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@Back - O - B @ <h|p53arch ‘*Favnrltes @| 8- % - \_J .ﬁ

Address [&] hitp: ffdevfin.gmis.in.govpsp(fsup L IEMPLOYEEJERP/c{Py_MATN_MEMU.PY_REC_STATUS, GELFolderPath=PORTAL_ROCT_GEIECT,EPCC_EPRGCUREMENT.EP (¥ | Go

=
Mew \indow | Help | Customize Page | )=

Requ on Schedule and Distribution

Business Unit: 00061 Requisition ID: 0000002892 Total Amount: 44,000 [S1=]n}

Requester: M233168 Req Mame: Mmichael gpa budget  Status: Approved Date: 0zr22/2007
checkcance

Line

Line: 1 Bag.Paper10 LB 2000/Bale Kraf, " . .

uantity: Uom: Price:
Size B-5M1 6" x 4-3016" % 13-38" o = 1.0000 c8 44.00000 UsD
Sched: 1 Ship Toe: 061FPROC Due: Attention: Sturm,Michael-061-Proc
Quantity: 1.0000 Price: 44.00000 Amo 44.000 s
ore Details More Details 2 szet Informetion
E'St Status %‘;‘e Locati Req Oty Amount Percent GL Unit Entry Event  Fund Object Center Dept Bud Ref Project Class ANl Acct
1 Cpen 0B1PROC 1.0000 44.000 100.0000 00081 1000 541500 10061 039095 2007 o

Return to Previous Page Beturn to Manage Reguisitions

I 4 : S [ T _';I
B Internet
& start| (CRE 8-

B |« 2 1243 PM

Inbex - Microsoft Outlook | B Rea from nan QP# items ... | [£7 Manage Requi
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25.

26.

27.

28.

29.

30.

31.

Requisition ID/ Name
This column lists the name of the requisition provided by the requestor or the Req ID
number if the requisition was not named during creation.

BU (business unit)
This column lists the business unit number of the agency that the requisition belongs to.

Date
This is the date the requisition was created and saved.

Status
This column shows the status of the requisition. Statuses of Approved, Open, Cancelled,
Pending, PO(s) Created, PO Dispatched, Partially Received and Received can be seen.
In order to finish processing a requisition to a Purchase Order, the Status must be
Approved

Budget
This column shows the budget status of the requisition. Statuses of Valid, Error or Not
Chk’d will be seen. In order to finish processing a requisition to a Purchase Order the
budget must be in Valid status.

Total
This column shows the total dollar amount for the requisition. This generally is an
estimate of the final purchase amount unless it is a requisition created from items found
in the search catalog.

Requisition Report

This link enables the user to create a PDF of the requisition for printing and to obtain
signatures on the requisition as required. See Printing a requisition for detailed
instructions on the creation process.

34



32. Additional actions that can be completed on requisition
This drop down list allows the user to see several different options that can be done to
the requisition. These options include canceling the requisition, budget checking, editing
the requisition, reviewing the requisition cycle and viewing the approvals for the
requisition.

===
| o=

Zj Manage Requisitions - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

Qe - @ - (=] (2] on | ) search ¢ Favorites €¢3| 2= - )33

Address [&] http:/devFin. gmis.in. govipsp/fsupl fEMPLOYEEJERP/c/PY_MAIN_MEMU,Py_REQ_STATUS, GBL?FoldsrPath—PORTAL_ROGT_OBJECT.EPCO_EPROCUREMENT .EP_| | Go

ORACLE

=1 »
Manage Requisitions =

Ta locate requisitions, edit the criteria below and click the Search buttan

Business Unit: [00061 a Requisition Name: |
Requisition ID: (=} Request Status: | A1l but Complete = Budget Status: =1

Date From: 02/01/2007 [5 Date To: [0zizzrz007 [Eil
Requester: [} Entered By: | (e} PO ID: [}

Search Clear |

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

Ren D Renuisition 1D/ Name Bu Date Status Budget Total
[ DO00002893  michael gpa budget chee 00061 02/22/2007  Approved POt 44 0ousD| =Select Action =] 5o
Chk'd
b pooooossez  michasl gpa 000&1 02/22/2007  Canceled Mot p.oousp|Caneel Reguisition 6o
Chied Check Budget
Edit Requisition
[ 0000002891 Michael test2 00061 022002007  Approved  valid 1.00UgD|Requisition Cycle | Go
wiew Approvals L
I 0O000026860  Michael test for manual 00061 022002007 Open walid 1 nnusn|=Select Astion. =] Ga|
[ poooooZsss  PROC TEST 00061 022002007  Approved  valid 2 nousn| =Select Action.. =] 60|
I po000026868  Jeania Paint @PA 00061 022002007 Approved  valid 335.28UsD| =Select Action =] Go|
[>  DODODOZBE7  Jeania Special request 00061 02/20/2007  Approved walid 5176.00UsSD| =Select Action -j‘ GDl
| I 0000002886  Jeania Fac Man Ice melt 00061 02/1 62007 PO(S) walid 214 anusn| <Eelest Action =] Go| | &=
g »
= & Internet

8] Done, but with errors on page.

t;'startl [cYCE-] & 1nbox - Microsoft Gutiook | B Req from non QP& items . .. |[&7] mManage Requisitions . e e ey = |cc 2 1:34 M

Requisition Cycle
The user can access and review from the Manage Requisition screen where in the life cycle of a

requisition the current requisition is. Click on the yellow triangle to the left of the Requisition 1D
number. The Requisition Cycle screen is shown below.
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2 Manage Requisitions - Microsoft Internet Explorer;

File Edit Wiew Favorites Tools  Help

eBack = ‘.J @ @ (h pSearch *Favuntes @ Bv ’:_\ﬁ v I_J .‘ﬁ

Address |@ http: ffdevfin.amis.in.gov/psp/fsup2[EMPLOYEE/ER P PY_MAIN_MENU.PY_REQ_STATUS GELFFolderPath=PORTAL_ROOT_OBIECT EPCO_EPROCUREMENT EP_PY_RECQ_STAT %

Go  Links
A Testin
Q g Home
[E»
,,,,,, |y -
Towiew the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perfarm another action on a requisition, make a selection from the Action dropdown list and click Go
ReglD Beguisition D/ Mame By Date Status Budget Tatal
[ 0000003412 0000003412 00061 0302008 Open Mot 6 500UsD| S5elect Action.. v | Go
Chkd
I 0000003411 Office Supplies #4 DO0B1  OOTIZO08  PO(S) walid a17UgD| =Belect Action.. v | Go
Dispatched
¥ 0000003410 Office Supplies Test4 00061 OOTIZ008  PO(s) Walid .03 UsD| =Select Action.. v | Go
Dispatched
Requester: YWilson Myra-061-Proc Entered By:  Wilson,Myra-081-Proc Priority: Medium
Request Lifespan:
=1 =
—
Purchase Change o ﬂ
Eeguisition Approvals Invertary m Reguest Receiving Returns Invoice Payment
Line Information
Line Description Status Price curr Oty UOM  Vendor
1 STAPLES: Staples#174; Ballp... PO Dispatched 0.580 USD 10.0000 DZN  STAPLES
2 STAPLES: Staples#174; Ballp PO Dispatched 0.590 USD 20000 DEN  STAPLES
> pO00003408  Office Supplies Test 3 00061 03/07/2008  PO(S) walid 24 a5 UgD| <Select Action.. v | Go
Dispatched
I 0000003408  Office Supplies Test 2 00061 OOTIZO08  PO(s) Walid 415UgD| =58lect Action.. v | Go
Dispatched
' n0nopn34n? - 0000003407 000B1  03/07/2008  POCs) Walid a1 a1 1an| =Select action.. v | oo | )
< >
@ Done % & Trusted sites
4 Start @ Inbox b |l PURCHA: ) Manage Req

11:55 aM
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View Approvals

This action allows the user to review a more detailed summary of the approval status of a
requisition, including the Chartfields and Ship to information for individual lines of the requisition.

£} Manage Requisitions - Microsoft Internet Explorer =l= x|

File Edit  Wisw Favorites Tools  Help | A=

@Back - o - @ @ <h|psearch ‘{kFavontes @| égv S“\; - \_J s 3

Address [&] http: idevfin.gmis.in.gov/psp/Fsup L EMPLOYEE [ERP/c/PY_MAIN_MENU.PY_REC_STATUS. GEL?FolderPatl

=PORTAL_ROOT_OBJECT.EPCO_EPROCUREMENT.EP_| > | G0

=3
Approval Status I
Req Name: 0000000003
Total: 1.88 USD
H Clingan Sharon-CiberGMIS Business Unit: oosoo
Entered on: 02/07i2007 Requisition 1D: 0000000003
Status: Approved Priority: Medium

Requester's Justification:
WWE MEED MORE PAPER

~ Line Information

Masking Supplies
- 1 QASKBASUDMIES  pORTERPAIN-001 1.0000 EA 1.890 USD

™ Selectallf Deselsct Al
L [ view Line Details

~ Review/Edit Approvers

Return to Manage Requisitions

=
&) Done [ B [ [ e mreernet
Hystartl [cReF-} [ 1nbex - Microscft Outiock | B Req From non QPa items ||@ Manage Requisitions ... Bl g ey iy =« @1 1:37PM
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Line Detail Screen

<2} http:/ /devfin.gmis.in.gov/psc/fsupl /EMPLOYEE/ERP/5/WEBLIB_P¥.P¥_PRINT_REQ.FieldFormula.IScript_ - Microsoft Internet Explo == x|
L =l
Requisition: 0000000003
Requester: Clingan, Sharon-Ciber- Business Requisition .
GMIS Unit: 00800 1D: 0000000003 Date: 272007
Comments: WE NEED MORE PAPER
Line Description
1 5
Sched Line | Ship To Attention Due Date Oty Total
1 Transportation, Morth Wernon U Clingan,Sharon- 1 1.89
CiberGMIS
Line Location ReqOty | Amount [Pct | GLUnit | Accoum Bud Ref
1 E00DOT100 1 189 100 | oosoo 542400 2007
i
&] Done [T T [ [ neeme

fﬁstartl [ClER] [&] 1nbox - Microsoft... | B Req from non GF... | 4] Manage Requisiti... ||@ http://devfing.. |80 ) ke eiimy i) = |« 21 1azem

Budget Check

Selecting this action and clicking GO the system will run the budget check process and
automatically refresh the page after completion. Under the column titled Budget if the requisition
passes budget check it will change from Not Chk'd to Valid. If there is a problem with the
Chartfields or not enough money in the associated Chartfields combination, the column will
change to Error.

NOTE: A requisition must be in Approved Status and have a valid Budget Check before it
can be used in either the RFQ or Purchase Order processes.

Printing a Requisition

To print a requisition you must be in the Manage Requisitions screen. Click the link titled
Requisition Report. The following screen will be the first screen for the printing process. At this
screen you will be creating or searching for the Run Control for printing a requisition.

If this is the first time that you are entering the Run Control ID, then click on the Add a New Value
tab. In the Run Control ID field type in PRINTREQ as the control name. Click on the Add button
to create the Run Control.

After adding the Run Control ID name the first time, use the Find and Existing Value tab
and search for the run control name PRINTREQ to start the printing process.
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3 Manage Requisitions - Microsoft Internet Explorer =& 5[

File Edit Wiew Favorites Tools Help ‘#

@Back - o - D @ \f_h|pﬁear’ch i\-\?Favnrites @| Bv i_; - \_‘J .’ﬁ

fddress @ hittp: felefin. gmis.in. gov psp|Fsup L EMPLOYEE JERP{c {PY_MATN_MEN.PY_REQ_STATLIS. GBL ?FclderPath=PORTAL_ROOT_ORIECT,EPCO_FPROCUREMENT EP_I v | [£] Go

Home

Less window | Help |

Redquisition Print
Enter any information you have and click Search. Leave fields blank far a list of all values

{ Find an Existing Value {_ Add a New \alue

Run Control ID:| begins with j |printreq\

™ Case Sensitive

Search | Clear |ElasicSearch B Save Search Criteria

Fing an Existing value | Add a hew Value

|@ Fnli’ili # Inkernet
wstartl @ @ 5 Inbox—Mlcrostt Outlook | @Raq from non QP& items “@ Manage Requisitions ... A IO L R aas) %l |« Ql 159 FM

After creating or searching for an existing Run Control ID you will be taken to the following

screen. At this screen you will enter your search criteria to find the requisition of which to create
a PDF.

39



On this screen you will need to enter the five digit Business Unit number and the ten digit
Requisition ID in the corresponding boxes.

You will also need to make sure that in the Statuses to Include that you click the select all button
or check all five statuses. In the drop down box under the statuses you must make sure the box
has On Hold and Not On Hold as the choice.

To continue the processing click the Run button. This will take you to a new screen.

3 Manage Requisitions - Microsoft Internet Explorer & x|
File Edit W%iew Favorites Tools Help ‘ a'
P ; e S tL s
@ Back - Q - D @ \-_;j | p Search WFavorltes @ D{Ev =1 ] - _J .ﬁ
Address IE http:Hdevfln.gmls.ln.gow‘psm‘fsupl,I'EMF'LOVEEJ'ERP,I'C,‘PV_MRIN_MENU.PV_REQ_STATUS‘GBL?FO|dErPath=F‘ORTAL_ROOT_OBJECT‘EPCO_EPROCUREMENT.EF'_Ij =)
Home
3
e Window | Help | Custorize Page |
Requisition Print
Run Control ID: PRINTREQ Report Manager Frocess Monitor IR
Language: | English 'I  Specified  Recipient's
Business Unit: oooe1 O
o ¥ Approved
Requisition 1D: oooooozess G Select Al
¥ Canceled —I
From Date: e ¥ Completed
Through Date: El ¥ Open
¥ Pending
Requester: |
|on Hold AND Noton Hold >
Bl Save | JSLReturnto Search | | [=] Motity Eradd | ] UpdateiDisplay
|2 Done ’_ E- ’_ ’_ ’_ &0 Internet

Ejstartl (CREN"-] [ Inib: - Micrasoft Gutlook | B8 R From nan QP4 items ”@ Manage Requisitions ... E L ey i) H

« P 159em
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The following screen is used to select the Server on which the process will be run. In the Server
Name field set the field to blank. This allows the process to run on the first available server.
Once the Server Name field is set to blank clicking the OK button will run the creation process.

2 Manage Requisitions - Microsoft Internet Explorer

File Edit Wiew Favorites Tooks  Help | &

@Ba(k - Q - E @ (h|pﬁear(h *Favnrltes @| &2- :;, - \_J 33

Address [&] http:j{devfin.gmis.in.gov/psp/fsup L {EMPLGYEE [ERP/c/PY_MAIN_MENU.PY_REQ_STATUS, GBL?FolderPath=PORTAL_ROOT_OBJECT EPCO_EPROCUREMENT.EP_I = | Go

Mew Windaw | Help | Customize Page |

Process Scheduler Request
User ID: M233168 Run Control ID: PRINTRER

Server Name: I - | runpae:  [02/F22007 1
Recurrence: =l Run Time: [zo0:04Pm Resetto Current DaterTime |

Time Zone: =N

Process List

Select Description Process Name Process Type Type ‘Fonmat Distribution
=2 Indiana Requisition FPORGQO10 SOR Report Weh ~| |POF - | Distribution

QK I Cancel I

] Done [TEIT [ [ 4 nkermet
&) start | [cler-] [E53] tnibox - Microsaft Outlook | B Rea from nan QP items ... |[£7 Manage Requisitions ... By ey i 2 [« 200em

After clicking the OK button you will be taken back to the Requisition Print screen. Once here
click the Process Monitor link.

i Manage Requisitions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help ‘ ax

Qe - - (%] 2] :b|pSearch 5 Favorites @| - i - )3

Address I@ httD:Udevfin.gmis.in.gov!DsDJ’FsuD1.I’EMPLOYEEJ’ERP.I’CJPV?MAIN?MENU.P\LREQ,STATUS‘GBL?FoIderPath=PORTAL7ROOT,OBJECTEF‘CO?EF‘ROCUREMENT.EP?I;I Go

Mew vindow | Help | Customize Page |

Requisition Print

Run Control ID: FRINTREGQ Report Manager Process Monitar run_|

Language: English 'I @ gpecified T Recipient's

Business Unit: 0ODB1 | QL

Requisition ID: 0000002888 | QL ¥ Rpproved A1l |
¥ canceled

From Date: [ M completed

Through Date: £l ¥ Open

M Pending
Requester: [
[on Hald AND Mot On Hold =]
& save LUReturn to Search [=] Motity I S 2dd I £ UpdateDisplay
/&) Done

= T
ﬁstartl oS e & 1nbox - Microsoft Gutlook | B Req from non QPA items ||@ Manage Requisitions ... AL g e ey Sl e 9 159 PM
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After clicking the Process Monitor link the following screen will allow the PDF creation process to
be monitored and to be able to access and print a copy of the requisition PDF. At this screen
your process will be the top line listed. You want the Run Status column to be Success and the
Distribution Status column to be Posted. If either of these is not what is required, you will need to

click the Refresh button about every eight (8) seconds or so until both have become the required
status.

Once all statuses are what they need to be, then click the Details link to be taken to the next
screen.

a Manage Requisitions - Microsoft Internet Explorer

=1=x]
File Edit W%iew Favorites Tools Help

eBack - "\‘-) - d @ \-_;] | ;) Search *Favorltes €}| [i:'\:v :\, ] - _J ﬁ

=

Address I@ http:Udevﬁn.gmls.ln.gow‘psm‘fsup1,I’EMPLOYEEJ‘ERP,I'CJPV_MRIN_MENU.PV_REQ_STATUS‘GBL?FOIderPath=F‘ORTAL_ROOT_OBJECT‘EPCO_EPROCUREMENT.EP_Ij GO
ORACLE’

Home
3

Mew Window | Help | Customize Page | 5

Process List | Semerlist |

User ID: |M233168 QL Type: = | Last: H Refresh
Server: 'l HName: a Instance:l

tol

Run vl Distribution ¥ Save On Refresh
Status:

i
Status
Process List

Customize | Find | view Al | 81 First [ 1.0 ot a [F] Last

Select Instance Seq. Process Type $ User Run Date Time Run Status w Details
= 2607935 SQR Report FORGQO10 M233168 02/22/2007 2:00:04PM IND Queued [IA Details
= 2607865 SQR Report FORFQO1 M233168 02/21/2007 2:15:08PM IND Sugress Fogted Dtails
= 2607864 Application Engine FS_BF M233168 0272172007 2:11:49PM [ND

= 2607863 SQR Repart PORGO10 M233168 02/2172007 2:07:58PM ND £ d 3

Go hack to Reguisition Print

B save | [=] Netify |

Process List | Server List

|@ Process Instance: 2607935

’_ E— ’_ ’_ ’_ &0 Internet
l’tfstartl (CREN"-] Inbox - Microsoft Gutlook | B8 R From nan QP4 items ”@ Manage Requisitions ...

i’ X uww [ Ll R} =i «Q] 2:00 PM
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At this screen you will need to click on the View Log/Trace link.

2j Manage Requisitions - Microsoft Internet Explorer =] x|

File Edit wiew Favorites Tools Help ‘ o

Qe - & - (%] (2] Lh|;)5&arch ' Favarites @| = -3

Address [&] htrp: fidevfin.gmis.in. gov/psp/Fsup L IEMPLOYEE [ERP/e/PY_MAIN_MENU.PY_REQ_STATUS GBL7FolderPath=PORTAL_ROOT_OBJECT EPCO_EPROCUREMENT.EP_{ = | Go

ew Window | Help | Customize Page | =

Process Detail

Instance: 2607865 Type: SQR Report

Name: PORFQ01 Description: Indiana RFQITE print

Run Status: Success Distribution Status: Posted

' Hold Request

" Queue Request

7 Cancel Request
" Delete Request

' Restart Request

Run Control ID: DISPATCH_RFQ
Location: Server
Server: PSMNT

Recurrence:

Request Created On: 02/21/2007 ZA1511FM IND Earameters Transfer

Run Anytime After:
Began Process At:

Ended Process AL:

022142007 215:08FM IMND
022142007 2:15:24PM IND
022142007 215:37PM IND

Message Log
Batch Timings

Wiew Loo/Trace

ok | _cancer | ||
]

B [ [ wenee
B [« R zoaem

&1 Process Instance: 2607935

:Bstartl [CYEN"] Inbo - Microsoft Gutlook | &7 Req from non OP4A items .. ||@ Manage Requisitions ...

After clicking the View Log/Trace link you will see the following screen and you will be looking for
a link with the ending of PDF. This link will give you a PDF of your requisition. To open and print
the PDF you will need to click the link. This might open a security alert box, click yes and the
requisition PDF should open up. At this time print a copy of the PDF and close.

3 Manage Requisitions - Microsoft Internet Explorer =& =]

B

File Edit Wiew Favorites Tools  Help ‘

Q@ rk - @ - (%] [B] | O e lpraverites €2 | £3- T - )3

address [{&] http: fidevfin.gmis.in.gov/psp/Fsup LIEMPLOYEE [ERP/c/PY_MAIN_MENU.PY_REQ_STATUS, GBL?FolderPath=PORTAL_ROOT_OBJECT EPCO_ERROCUREMENT.EP_| ™| o

ew Window | Help | Customize Page | =

View LogiTrace

Process Instance: 2607865
SGR Report

Report ID: 12382549 Message Log

Name: PORFQO1 Process Type:

Run Status: Success

Indiana RFQUITE print

Distribution Node: HTTRP

Expiration Date: IUEJQSIQUU?

File List

Name File Size {bytes) Datetime Created

PORFGQO1 2607865 PDF 3,238 0202142007 215:37 433000PM IND
FPORFQO1 2607865.0ut 219 0202102007 2:15:37.433000PM IMD
S0R PORFOO1 2E07EA610g 1,574 0242142007 215:37 433000FPM IMD
Di bute To

D n 1D Type Distribution ID

Uger M233168

Return

&] Process Instance: 2607935

MStartI [CYEN"] Inbox - Microscft Outiock | Req from non QPA ikems ... ||@ Manage Requisitions ...

(=i
=] & Internet
m’ Lk kot ki, =i |« 21 201 PM

To finish your processing see the user guide titled: Expediting
Requisition to PO.
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