RICOH Requisition Guide
Copiers, Printers, Fax Machines, Scanners, and Multifunction Devices
Original 2/16/2018 Revision 2/22/2018

FSSA Administrative Services Contact: Mike Huth jonathan.huth@fssa.in.gov

Step 1. Receive recommendation from Ricoh.

The first step in the Ricoh recommendation process is to receive a recommendation on what
products are suitable for your location from Ricoh. In order to do this you must contact or speak
with one or both of the following:

Chris Johnson, Government Accounts Manager, Indiana

317-329-6088 Chris.johnson@ricoh-usa.com

Phil Napariu, Senior Technology Specialist

317-329-6121 Phil.napariu@ricoh-usa.com

Chris Johnson and Phil Napariu will work with you to determine what machines, features, and
monthly volume of copies will suit the specific needs at your location. They will send you an
email or a document with the specific part and item numbers that will be used to create the
requisition. The recommendation will generally look something like this:

Recommended Unit

Band 4 Color - Ricoch MPC4504ex (45 PPM) Copy/Print/ Scan/Fax wi/Staple Finisher,
Enhanced Locked Print, Additional Paper Tray (2 x 1,000) and Network Install

ltem ID: MPCA504EX-C*19156269
Product Components

« ESP XGPCS-15D

« BRIDGE UNIT BU3070

« MP C4504EX

« FAX OPTION TYPE M20

« LCIT PB3260

« FINISHER 5R3210

« CONFIGURE ASSEMELY FOR RICOH MPC4504EX
« MPC4504EX STARTUP SUPFLIES

43 Month Lease $ 127.23 / month

B&W Service 5 0055/ B&W impressions
Color Service 3 .04/ color impression
Phil Napariu

Senior Technology Specialist

RICOH USA, INC.
6325 Digital Way, Suite 400

Indianapolis, IN 46278
Office: 317-329-6121
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Going forward in this guide the above recommendation will be the example used, but the details
of your specific recommendation should be used when creating your own purchase requisition.

You will also need to have an estimate of how many B&W and/or Color copies your machine will
use each month. Work with Mike Huth to determine your estimated monthly usage. For this
example we will use 2000 copies for both B&W and Color each month.

Step 2. Create normal requisition in PeopleSoft.

The next step is to begin creating a requisition in PeopleSoft Financials as you would for
any other requisition. In PeopleSoft under eProcurement select Create Requisition.

OoRACLE"

Favorites Main Menu > eProcurement > Create Reguisition
L 3
Create Requisition (3 _Buyer Ce”te_r —
LD Create Requisition |

sp'Eﬂlfy Busines =] Manage Requisitions

D Manage Requisition Approvals

Reports

*Business Unit: D P

=] My Profile
*Requester: D Procurement Training & Resourc

QK

Enter your Business Unit and Requester 1D, and click OK.

OoRACLE

Favorites Main Menu > eProcurement > Create Requisition

Create Requisition

Specify Business Unit and Requester

*Business Unit: 00405 aQ, Family & Social Svcs Admin
*Requester: J330874 aQ, Huth,Jonathan-00405
QK
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Creating internal requisitions for Ricoh machines must be done in a specific way in order to
properly order, receive, invoice, and pay Ricoh in future fiscal years. Each Ricoh lease is for 48
months (4 years) spanning 4 or 5 fiscal years depending on the start date, and the requisition
will contain a line for each component of the machine for each fiscal year. For example, a
complete Ricoh requisition for one machine (B&W and Color copies or impressions) that begins
on 2/1/2018 will have the following lines:

Line 1 Ricoh Machine 4 MON FY 18
Line 2 Add-ons (such as stapler or hole punch, if any) 4 MON FY 18
Line 3 B&W Impressions FY 18

Line 4 Color Impressions FY18

Line 5 Ricoh Machine 12 MON FY 19
Line 6 Add-ons (if any) 12 MON FY 19
Line 7 B&W Impressions FY 19

Line 8 Color Impressions FY 19

Line 9 Ricoh Machine 12 MON FY 20
Line 10 Add-ons (if any) 12 MON FY 20
Line 11 B&W Impressions FY 20

Line 12 Color Impressions FY 20

Line 13 Ricoh Machine 12 MON FY 21
Line 14 Add-ons (if any) 12 MON FY 21
Line 15 B&W Impressions FY 21

Line 16 Color Impressions FY 21

Line 17 Ricoh Machine 8 MON FY 22
Line 18 Add-ons (if any) 12 MON FY 22
Line 19 B&W Impressions FY 22

Line 20 Color Impressions FY 22

Note: As of 1/1/2018 Mike Huth creates the Ricoh purchase orders from the purchase
requisition you create, so he can assist you in setting up the requisition at any step of the
process.
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One the first page of Create Requisition you should add a Requisition Name that references
Ricoh and conforms to your department policies on naming requisitions, add Vendor
“0000005509,” Location “000004,” and the appropriate Ship To and Location for your office.

ORACLE

Favovlitas Main_l\"lenu > ePru-u.ll'ement » Create Requisition

Create Requisition

IEI 1. Define Requisition 2. Add ltems and Services \ﬁ 3. Review and Submit |
Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: Q@ Family & Social Sves Admin

*Requester: [J339874 @, Huth, Jonathan-00405

Requisition Name: [W353 Ricoh Lease 2/15/18 Priority:

~ Line Defaults

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

Vendor: IIW Q I Vendor Location: I bosoos @ |

Buyer: [ Q Category: [ ]@  unitof Measure: [ e
Shipping Defaults

Ship To: W Q Modify Onetfime Address

Due Date: | 5] Attention: [

3 Bl , =t 1
Accounting Defaults Personalize | Find | B | ##  First £ 1 071 O Lozt

EW O Details [ Asset Information |

Location GL Unit Fund Account Program Dept Bud Ref PC Bus Unit Project
wosFssatr | [o0a0s || [ | Q| Q | Q B Q| Q |
£ >

Confinue |

Once those are entered click on “2. Add ltems and Services.”

ORACLE

Favorites Main Menu > eProcurement > Create Requisition

Create Requisition

“jl 1. Define Requisition 2. Add ltems and Services \g 3. Review and Submit ‘
Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: Q, Family & Social Sves Admin

*Requester: |J3393?4 Q) Huth, Jonathan-00405

Requisition Name: |Ricon New Lease 405 2-15-18 Priority:

¥ Line Defaults

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fislds.

Vendor: 0000005509 Q, Vendor Location: 000004 Q
Buver: ] Catennrv: Q. LInit of Measura: Q.
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Step 3. Enter Ricoh Punchout.
Under “2. Add Items and Services” click on the “Web” tab.

ORACLE’

Favgﬁt&‘; Mainvru'lenu ¥ ermvrement » Create Reguisition

Create Requisition
E‘ 1. Define Requisition 2. Add ltems and Services \E‘ 3. R

Add lines to the requisition, specifying the information necessary to procure each item or service.
Search: |

=

o B

(v = i Favorites | Templates | Forms || Web | Special Reguest |

Browse Catalog &
*Select a catalog: [All ltems UNSPSC v| « Choose from av

- dropdown list
Il 00000000 « Navigate cateqgq

* View items in a

category name
* Use the checkb
to search belr)w]
Then click on “Ricoh, USA.”
ORACLE
Faun_ritm Main_Menu » eProuIement » Create Reguisition
Create Requisition
|E‘ 1. Define Requisition 2. Add Items and Services B  3.Review and Submit |
Add lines to the requisition, specifying the information necessary fo procure each item or service.
Search: | &, Search

 Catalog | Favortes | Templates [ Forms \m.’ Special Request |

Direct Merchants &}

bz

Personalize | Find | L | BEEH

Logo Merchant Description

mEE Staples Office Supplies, Inkjet Carfridges, and Toner
NaPA

@ 77>  Hewlett Packard IT Hardware

RICOH | Ricoh. USA Multifunctions, Scanners & Faxes

FisTengl  Fastenal

el Graybar

=, Slaples Facility MRO — Paper/Janitorial Products and Dispensers

Kbl i Kimball Office

Review and Submit
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You should now be in the Ricoh Punchout, and your screen should look like the image below. If
it does not, your web browser will not allow you to properly use the punchout. You will either
need IT to change the settings on your web browser, or you will need to use an alternate web
browser such as Firefox or Chrome.

ORACLE'
Home | Woddst | Addtofavores | Sgnout
Faviites | Main Meny » ePTowurement »  Create Requeston
RICOH Hello, STATE OF INDIANA user A (s
imagine. change. 7 @ e in your can Thore we Noeg o i rweel.
Products  Order Center  Support Q . S R
Total oy o
: by 1
Browse the Equipment a
Contact: Ricoh Government Account Manager
BAND 1 - The Ricoh MPI01SPF is a 30 ppm . . 9
RICOH BAW multifunctional device. It is &1 Chris Johnson
MP3I01SPF configured with ¢... view mare 317-329-6088
BAND 2 - The Ricoh MP2555 is a 25 ppm BAW
RICOH multifunctional device. It is
MP2555 configured with cop... view mone
BAND 3 - The Ricoh MP3055 is a 30 ppm BAW Build Your Own Bundle User Guide - This section -
RICOH multifunctional device. It is will detail the steps to order a custom
MP3055 configured with cop... view mone multifunctional device. Please visit the following
website of micro links for detailed information on the
BAND 4 - The Ricoh MPA0SS is a 40 ppm BAW
RICOH multifunctional device. It is
MP4055 configured with cop... view morne
< 1 2 3 4 5 >
BAND 5 The Ricoh MPS0SS is a 50 ppm BAW
RICOH multifunctional device. It is
MP5055 configured with cop... view mone

Step 4. Search for Machine/Product.

In the upper right side of the Ricoh Punchout is a search bar where you will search for
every line to add to the req. For this example we will be creating a requisition for the following
product:

Ricoh MPC4504ex $127.29 / month
No add-ons

B&W Service $.0055

Color Service $.04

In the search bar type in the name of the Ricoh product and click search. In this example we
will search for “MPC4504ex.”
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Hello, STATE OF INDIANA user
-"EJ' (@) Iterns in your cart

MPC4504ex x Q

The punchout will then return three results. If you see the correct machine at the correct price
($127.29 in this example) click on “Add to Cart.” If you do not see the correct price listed, at the
very bottom click on “View more Equipment results.”

Results for "Mpc4504ex”

Refine the results further by selecting a catalog below.

Equipment

[E;] Equipment 15 results
Band 4 Color - Ricoh MPC4504ex Band 4 Color - Ricoh MPC4504ex Band 4 Color - Ricoh MPC4504ex
(45 PPM) Copy/Print/Scan {45 PPM) Copy/Print/Scan (45 PPM) Copy/Print/Scan
w/5taple Finisher, Additional wi/Staple Finisher, Additional wi/Staple Finisher, Cabinet,
Paper Tray (2 x 1,000), Enhanced Paper Tray (2 x 550), Enhanced Enhanced Locked Printing and
Lol:ket_i_ Prln - Locked Prlntl Ne'ty\.-_n_r_k_l_njsta_ll________

- - F
AV Lease Pa}'l'ﬂEI‘iT Amount FIY Legse PE‘;'I'I'IEI'\T Amount FNIW Leass Pa].rnentﬂrnoum
$121_75/month $119.72/month $113.91/month

Add to Cart Add to Cart Add to Cart

Wiew more Equipmeant rasufts

Once you have found the correct product at the correct price, click “Add to Cart.”
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Band 4 Color - Ricoh MPC4504ex
(45 PPM) Copy/Print/Scan/Fax
wi/Staple Finisher, Cabinet,
Enhanced Locked Printing and
Network Insta ...

=

Band 4 Color - Ricoh MPC4504ex
(45 PPM) Copy/Print/Scan/Fax
wi/Staple Finisher, Enhanced
Lacked Print, Additional Paper
Tray (2x1...

=

Band 4 Color - Ricoh MPC4504ex
(45 PPM) Copy/Print/Scan/Fax
w/Staple Finisher, Enhanced
Locked Print, Additional Paper
Tray (2x5..

=
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IV Lease Fayment Amaount

$119.45/month

FIV Lease Payment Amcunt

$127.29maonth

FIAV Lease Fayment Amount

$125.26/month

Add to Cart Add to Cart

Clicking “Add to Cart” will bring you to a screen that says you've successfully added the product
to your cart. Next use the same search bar in the upper right to search for “Service.”

Hello, STATE OF INDIAMA user

RICOH
H i1 liems in vaur carf

imagine. change.
Products  Order Center  Support Senvice Qi

Home > Results Contact: Ricoh Government Account
Manager

&4 Chris Johnson

317-329-6088

You have successfully added: Band 4 Color - Ricoh MPC4504ex (45 PPM)

Copy/Print/Scan/Fax w/Staple Finisher, Enhanced Locked Print, Additional Paper Tray (2
x 1,000} and Network Install to your cart

Cart Subtotal (1 item): $127.29  Go to Cart

Step 5. Search for B&W/Color Service.

Searching for “Service” will bring up both B&W and Color copy service at different rates.
Look for the B&W Service at the quoted rate, and remember to click “View more Equipment
results” if necessary. In this example we will find B&W copies at $0.0055.
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Required BAND 1 Full Service -
B/W Rate of $0.0065 per copy

Item ID: PS-PROVVPBPPF

19 results —

Required COLOR BAND 4 and 5
Full B/W Service - Rate of

$0.0055 per copy

Itemn ID: PS-Al

$0.0065

for purchase only

Add to Cart

After you add that to the cart, it will return you to the screen after you searched for “Service.”

$0.0055

for purchase only

Add to Cart

RI COH Hello, STATE OF INDIANA user

imagine. change. 57 @ temsin your cart

Products  Order Center  Support Senvice Q

Home > Results Contact: Ricoh Government Account
Manager

&4 Chris Johnson

317-329-6088

B

You have successfully added: Required COLOR BAND 4 and 5 Full BAV Service - Rate of

$0.0055 per copy to your cart

Cart Subtotal (2 items): $127.30  Go to Cart

Look for your Color service at the recommended rate. In this example we will look for $0.04. If
your requested machine is only B&W, then skip adding Color service.
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Required BAND 6b Full Service - Required COLOR BAND 4 and 5 Required COLOR BANDs 1,2,3
B/W Rate of $0.0032 per copy Full Service - Color Rate of $0.04 Full Service - B/W Rate of $0.006
tern ID: PS-CONTRSERVICES per copy per copy

tem ID: PS-CONN tem ID: PS-CONND

R S RICOH RICOH
]
H

$0.0032 $0.04 $0.006

for purchase only for purchase only for purchase only

Add to Cart Add to Cart Add to Cart

Add this to your cart and you have now completed the first fiscal year of your requisition. You
should have three items in your cart at this point (four items if your machine had an additional
add-on such as a stapler or hole punch).

of $0.04 per copy to Jyour cart

Cart Subtota||{3 items): $127.34| Go to Cart

Step 6. Repeat steps for four more fiscal years.

You have added a machine plus the B&W and/or Color service for the first fiscal year of
your requisition (in this example FY 18), and you must now complete Steps 4 and 5 for each
remaining fiscal year. In this example we will add the machine, B&W service, and color service
a total of four additional times (FYs 19 — 22). When complete you should have either 15 items
in your cart (if your recommended machine does not have an add-on such as stapler or hole
punch) or 20 items in your cart (if an add-on is included) at the upper right corner of the screen.

10
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Hello, STATE OF INDIANA user
=7 019) | ttems in your cart

oo

=1

Contact: Ricoh Government Account
Manager
&2 Chris Johnson

317-329-6088

Hover your mouse over the cart icon, then click on View Cart.

Hello, STATE OF INDIANA user
1@' (15) Items in your cart

1
mm ¥ Of items: 15 ]
ntac _
anag  Total Price: $636.68
Chri
7-32!
Total Due: $0.25

You will now be able to see all of the lines of your cart, and his is your chance to make sure you
have the correct product and rates in each line. You also can change the order of the lines here

if necessary.

11
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Tep

Top

Showing 1-15 of 15 cart: lnes

Band 4 Color - Ricoh MPC4504ex (45 PPM) C
ltmm ID: MPCASO4EX-C* 18156265

UMNSFSC Code: BO161800

Leases Lease: FWY | Lease Payment Amount: 12728 Konthly

Required COLOR BAMD 4 and 5 Full BAV Serv
ftem ID: PS-ADVDEY

UNSPSC Code: BO161800

Required COLOR BAMND 4 and 5 Full Service -
Hem ID: PS-CONN

UNSPSC Code: BO161800

Page 12 of 24

If everything is correct, click “Submit” at the bottom to bring these lines to the requisition you

created.

Cart Total: $636.68

By clicking Submit you agreg that the

Submit

order shall be governed by your master
agreement with Ricoh.

Page Top

2 2017 Ricoh USA, Inc. All Rights Reserved.

You will know your lines transferred to the requisition properly if on the right side of the screen

you see a summary of all lines.

12
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Create Requisition
|\|jE 1, Datins

[k 2. Add noms and Services B .8oviow ang Submit |

wach ibem or service.

Office Sugpbes, Inkjet Cartridges. and Tones

IT Hardwarn
Mutifunctions, Seanners & Faxes

MO = Papariiantonal Prodscts and Despensan

Page 13 of 24

teme | wondm | Asoseravestes | tagn s

ORACLE
[Favaites | Main Menu. 3 efrocurement ) Créate Risquisition

Heguistion Susima:
Dowcr

RICOH Band 4 Colof - Rico
RICCH. Required COLOR BAND..
RICOH. Requined GCOLOR BAND.

RICOH: Band 4 Color - Rico...
(RICOM. Required COLOR BAND,
RICOH, Required COLOR BAND,
RICOH Band 4 Color « Fico.

RICOH Reguired COLOR BAND

RICOH Riquined COLOR BAND.
RICOM: Band 4 Color - Rico..

FICOH: Requined COLOR BAND.
RICOH. Regquited COLOR BAND,
RICOH: Band 4 Color - Rico..

RICOM.: Reguined COLOR BAND:
RICOH: Required COLOR RAND

Teksl L
Total Amcesnt (LS00

Step 7. Adjust requisition line amounts.

Next you will need to adjust the quantities and chart fields. Start by clicking on “3.

Review and Submit.”

ORACLE’

Favorites | Main Menu > eProcurement » Create Requisition

Create Requisition

2. Add Items and Services

E‘ 1. Define Requisition =

\ﬁ 3. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: |

( Catalog || Favorites | Templates [ Forms \ﬂ.’ Special Request

Direct Merchants |} Personalize | Find | ! gofg I Last
Logo Merchant Description
| Siaples Office Supplies, Inkjet Cariridges, and Toner
NAPA
¢ F2»  Hewlett Packard IT Hardware
RICOH Ricoh USA Multifunctions, Scanners & Faxes
Fistent Fastenal
aremati.  Graybar
sy, Slaples Facility MRO — Paper/Janiterial Products and Dispensers
Krbel Al Kimball Office
Review and Submit

& Search

13



RICOH Requisition Guide Page 14 of 24

After clicking “3. Review and Submit” you will see all of your lines with a Quantity of 1.

ORACLE"

Favnvlites MainvMenu > ercu'rement > Create Requisition

Create Requisition

Review the details of your requisition, make any necessary changes, and submit it for approval.

1. Define Requisition El% 2. Add ltems and Services & 3. Review and Submit ‘

Business Unit: |00405 | Family & Social Svcs Admin Priority:
*Requester: (4339874 < Huth, Jonathan-00405
Requisition Name: [Ricoh New Lease 405 2-15-13

Requisition Lines i

b RICOH: Band 4 Color - Ricoh MP  RICOH USA INC FKA 1.0000 | Month 127.29000 12?.290%@
IKON OFFICE ;
SOLUTIONS
P2 RICOH: Required RICOH USA ING FKA IKON 1.0000 | Each 0.00550 0010
COLORBAND 4a OFFICE SOLUTIONS
Fs RICOH: Required RICOH USA INC FKA IKON 1.0000 | Each 0.04000 0.040 BTy
COLOR BAND 4 a OFFICE SOLUTIONS
b4 RICOH: Band 4 Color - Ricoh MP RICOH USA INC FKA 1.0000 | Month 127.29000 12?.290@@
IKON OFFICE ;
SOLUTIONS
b5 RICOH: Required RICOH USA INC FKA IKON 1.0000 | Each 0.00550 0.010 B¢y
COLOR BAND 4 a OFFICE SOLUTIONS
b6 RICOH: Required RICOH USA INC FKA IKON 1.0000 | Each 0.04000 0.040 By
O COLOR BAND 4 a OFFICE SOLUTIONS B
b7 RICOH: Band 4 Color - Ricoh MP  RICOH USA INC FKA 1.0000 | Month 127.29000 12?_290%0
IKON OFFICE 3
SOLUTIONS
P8 RICOH: Required RICOH USA INC FKA IKON 1.0000 | Each 0.00550 0010,
g COLOR BAND 4 a OFFICE SOLUTIONS R

On this screen you will need to change the Months for the machine and the total number of
copies on the corresponding lines. Remember that the first 3 lines (4 if you have an add-on) are
a set for the first fiscal year, the next 3 lines are for the second fiscal year, etc. In the example
used for this guide the PO starts on 2/1/2018. The first fiscal year set of lines will run from
2/1/18 to 5/31/18 (4 months), and the B&W and Color impressions lines will be 2000 copies per
month (8000 copies per line).

ank RICOH: Band 4 Color - Ricoh MP RICOH USA INC FKA Month 127.29000 508160 gy
IKON OFFICE ;
SOLUTIONS
POz RICOH: Required RICOH USA INC FKA IKON 8,000.0000 | Each 0.00550 44000z
COLOREBAND 4 a OFFICE SOLUTIONS
FOs3 RICOH: Required RICOH USA INC FKA IKON 8,000.0000 | Each 0.04000 320.000 B
COLOR BAND 43 OFFICE SOLUTIONS

14
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Now the first fiscal year is set with the correct quantities. Repeat the same steps for the
remaining fiscal year sets of lines. Remember that the second, third, and fourth sets of fiscal
years will be for 12 months. In this example each of those machine lines (Lines 4, 7, and 10)
will have 12 months. The impressions lines (Lines 5, 6, 8, 9, 11 and 12) will have 2000 copies
times 12 months totaling 24000 each. Lastly, the final fiscal year set of lines (Lines 13, 14, and
15) will have 8 months and 16000 copies.

Line Description Vendor Name Quantity UOM Price Total |
Pt RICOH: Band 4 Color - Ricoh MP  RICOH USA INC FKA 4.0000 Month 127.29000 509.160 =
IKOM OFFICE )
SOLUTIONS
b2 RICOH: Required RICOH USA INC FKA IKON 8,000.0000 Each 0.00550 44,000
COLORBAND 4 a OFFICE SOLUTIONS
bs RICOH: Required RICOH USA INC FKA IKON 8,000.0000 Each 0.04000 320.000 e
COLORBAND 43 OFFICE SOLUTIONS
P4 RICOH: Band 4 Color - Ricoh MP  RICOH USA INC FKA 12.00000 Month 127.29000 1527480
IKON OFFICE )
SOLUTIONS
b s RICOH: Required RICOH USA INC FKA IKON 24,000.0000 Each 0.00550 132.000 FB(
COLOREAND 43 OFFICE SOLUTIONS
6 RICOH: Required RICOH USA INC FKA IKON 24,000.0000 Each 0.04000 960.000 =1
0 COLOREAND 4 a OFFICE SOLUTIONS R
b7 RICOH: Band 4 Color - Ricoh MP  RICOH USA INC FKA 12.0000 Month 127.29000 1527480 m
KON OFFICE )
SOLUTIONS
8 RICOH: Required RICOH USA INC FKA IKON 24,000.0000) Each 0.00550 1320002
[ COLOR BAND 4 a OFFICE SOLUTIONS E
P RICOH: Required RICOH USA INC FKA IKON 24,000.0000 Each 0.04000 960.000 =™
COLOR BAND 4 a OFFICE SOLUTIONS
P10 RICOH: Band 4 Color - Ricoh MP  RICOH USA INC FKA 12.0000  Month 127.29000 1527480 &y
IKON OFFICE
SOLUTIONS
b RICOH: Required RICOH USA INC FKA IKON 24,000.0000 Each 0.00550 132,000 E
COLOREAND 43 OFFICE SOLUTIONS
Pz RICOH: Required RICOH USA INC FKA IKON 24,000.0000 Each 0.04000 960.000 Ea
COLORBAND 4 & OFFICE SOLUTIONS
Pgs RICOH: Band 4 Color - Ricoh MP  RICOH USA INC FKA 8.0000 Month 127.29000 1.018.320 @
KON OFFICE )
SOLUTIONS
b4 RICOH: Required RICOH USA INC FKA IKON 16,000.0000 Each 0.00550 88.000 [Ey
COLORBAND 43 OFFICE SOLUTIONS
P15 RICOH: Required RICOH USA INC FKA IKON 16,000.0000 Each 0.04000 640.000 =
COLOR BAND 4 a OFFICE SOLUTIONS

Note: This example is for one machine on this requisition. If your requisition will have two or
more of the same machine on the requisition, keep the same number of lines but increase the
number of months and copies corresponding to how many machines you will have. For
example on Line 1 we entered 4 Months because we have one machine needed for the last 4
months of FY 18. If we are requesting two of the same machines for this period of time we
would still enter the single line but give it 8 Months. Later on when we receive the invoices from
Ricoh we will pay 4 Months from that line against the first machine, and 4 Months from that line
against the second machine. If you were to have three of the same machine, you would enter
12 Months, and so on. The same applies to the impressions lines. For two machines, Line 2
would have 16,000 Each instead of 8,000 Each. If you are requesting two or more different
machines, then those machines will have to be on separate lines. This example has 15 lines for
one machine. If we requested two different models, our requisition would have 30 lines (15
lines for the first machine, and 15 lines for the second).

15
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Step 8. Adjust requisition line chart fields.

Next you will need to adjust the chart fields for each requisition line. To begin this open
each three line set by fiscal year by clicking on the three small arrows to the immediate left of
each line.

Requisition Lines i
ot RICOH: Band 4 Color - Ricoh MP  RICOH USA ING FKA 4.0000 Month 12729000 509.160 z
IKON OFFICE )
SOLUTIONS
oz RICOH: Required RICOH USA INC FKA IKON 8,000.0000 Each 0.00550 44.000 E13
COLORBAND 42 OFFICE SOLUTIONS
2 RICOH: Required RICOH USA INC FKA IKON 8,000.0000 Each 0.04000 320000 E(
COLOR BAND 4 a OFFICE SOLUTIONS
b4 RICOH: Band 4 Color - Ricoh MP  RICOH USA INC FKA 12.00000 Month 12720000 1,52?_430%0
IKON OFFICE )
SOLUTIONS
Prs RICOH: Reguired RICOH USA INC FKA IKON 24,000.0000 Each 0.00550 132.000 Fay
COLORBAND 42 OFFICE SOLUTIONS
6 RICOH: Required RICOH USA INC FKA IKON 24.000.0000 Each 0.04000 960.000 =
m] COLORBAND 43 OFFICE S0I UTIONS DE'Q

Once you have clicked the arrow for the first fiscal year set you will see all of the line
information.

16
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Guant LI
Tt RICOH: Band 4 Color - Ricoh MP RICOH USA INC FKA 4.0000  Month 127.29000 5040160 Eéo
IKON OFFICE
SOLUTIONS
[ Consclidate with other Reqs ["] Orverride Suggested Vendar

Shipping Line: 1 Due Data: iy Quantity: 4popn Prices 42720000

Status: Active *5hip To: 405FSSATT @ Modify Onetime Address

Attention To: [Huth, Jenathan-00405

*Distribute By: SpeedChart: &

Chartfiajda1 Charshalde2 Details Desails 2 Aszed Irformation Agsat |nfanmation 2 Budget Informatian

Ling Stabus Dist Typa  “Location auantity Percant Merchandisa amt GL Unit
1 Open [sD5FsSAZE a £0000) [ 100.0000 509.160 00405 a, =]
g2 RICOH: Required RICOH USA ING FKA KON 2,000.0000 Each 0.00550 44000 2,0

COLORBAND 43 HAND 45 OFFICE SOLUTIONS
|| Consolidate with other Reqs || grverride Suggested Vendaor

Shipping Line: 1 Due Data: i Quantity: 2.000.0000 Frice: 1.00550

Status: Active *5hip To: 405FSSATT |y  Modify Onetime Address

Attention To: [Huth, Jonathan-00405

*Distribute By: SpeedChart: [e}

G Charelds? | Details | Delaile 3 || Assel nformation || Asset inanmatien 2 [ Budgat Informasian
—

Ling Stabus Dist Typa  “Location Quantity Percent Merchandiss amt GL Unit
1 Open [4nsFE5azE & | £,000.0000) | 100.0000] 44 000(00405 a =]
‘s RICOH: Required RICOH USA ING FKA IKON 8,000.0000 Each 0.04000 320.000 [z,

COLORBAND 48 OFFICE SOLUTIONS
[ Consclidate with other Reqs ["] Orverride Suggested Vendar

Shipping Line: 1 Due Data: iy Quantity: £.000.0000 Price: 0.04000

Status: Active *Ship To: 405F5SATT O Modidy Onetime Addrese

Attention To: [Huth, Jonathan-00405

*Distribute By: SpeedChart: &

Chartfialds1 Charshalds2 Diatails Datails 2 Asged Irformation Asgat |nfarmation 2 Budgst Infarmatian

Ling Stabus Dist Typa  “Location auantity Percant Merchandisa amt GL Unit

1 Open [405FE5AZE 'l £,000.0000] [ 100.0000 32000000405 | [=+|[=
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For each of the three lines click on “Chartfields2.”

Requisition Lines §§

01 RICOH: Band 4 Color - Ricoh MP RIGOH USA ING FKA 4.0000  Month 127.29000 508160 T
IKOM OFFICE
SOLUTIONS
|| consalidate with other Reqs || override Suggested Vendor
Shipping Line: 1 Due Date: |E| Guantity: 40000 Price: 127 20000
Status: Active *5hip Ta: 405F55A17 a M Onetime Address
Attention To: [Huth, Jonathan-00405

*Distribute By: SpeedChart:  a

Chartfialds1 Charshe kis2 Details Desaijls 2 Assed Irformation Asgat |ndarmartion 2 Budget Information
Ling Status Dist Typs  “Locafion Quantity Parcent Marchandles amt GL Unit
1 Open [405F55A22 a | £.0000 | 100.0000 509.160|00405 O [=]
Tz RICOH: Reguired RICOH USA INC FEA KON 50000000 Each 0.00550 44000 =37

COLOREAND 43 HAND 4 5 OFFICE SOLUTIONS
[ consclidate with other Regs ["] override Suggested Vendor

Shipping Line: 1 D= Date: & Guantity: 2,000.00p0 Frice: 0.005RD

Status: Aitive *5hip To: A05FSSAIT | Modify Onetime Address

Attention To: [Huth, Janathan-00405

*Diistribute By: SpeadChart: liq

Detaile 2 | Assed Irformation || Asset Information 2 || Budget Infarmation

Ling Stabus izt Type  “Locatlon Quantity Percent Marchandiss Amt GL Unit
1 Open [405F55A28 A |l 5.000.0000 | 100.0000 44000(oo4ns oy =
3 RICOH: Reguired RICOH USA INC FKA IKON B.000.0000 Each 0.04000 320000 [z,

COLOREAND 43 OFFICE SOLUTIONS
[ Consalidate with other Reqs ["] override Suggested Vendor

Shipping Line: 1 Due Date: |E| Guantity: 8,000.0000 Price: 004000

Status- Aotive *5Ship To: 405FSSA1T o M Onetime Addrass

Affention To: [Huth, Jonaihan-00405

*Distribute By: SpeedChart:  a

Desails 2 Assed Informalion Agset |nformation 2 Budget Information

Ling Stabus izt Type  “Location Quantity Percent Merchandiss Amt GL Unit
1 Open [405F55A2E a | 8,000.0000 | 100.0000 32000000405 O [+][=]

18
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From here you must make sure that the Account for the machine line is 591010, and the
Account for the impressions lines are 533040. Under Fund, Program, Dept, PC Bus Unit,
Project, and Activity enter the information specific to your location/department. Under Bud Ref
enter the fiscal year these three lines are for. In this example, the Bud Ref is 2018. Once
complete these three lines will look like this:

Vendor Nama Guant UOM
T RICOH: Band 4 Calor - Ricoh ME RICOH USA ING FKA 40000 Month 127.20000 500.160 a0
IKOM OFFICE
SOLUTIONS
[ Consolidate with other Regs [ override Suggested Vendar

Shipping Line: 1 Duwe Date: [, Guantity: 40pop Price: 127.26000

Status: Active *5hip To: 405F5SA17 | Modify Onefime Address

Attention To: [Huth, Jenathan-00405

*Distribute By: SpeedChart: 4

Accounting Lines Parsonalize | Find |view 21 | BV | 3 mra B om0 D Law
Chartfieldst |50 o7l Detsis || Defale2 | pssetinfamation | Asse fnfemation 2 | Budge Irformation
Fund ‘Account Program Dapt Bud Rel PC BugUnit  Project
||5411u o, [5et010 o [Fesi0  |oy (270000 o [E07E o [00405 |0y [05FSSAADMINGTA, c:l
4 b3
v e RICOH: ﬁufred RICOH USA INC FKA IKON 8.000.0000) Each 0.00550 44000 L:él(:)

LA SANU S 3 OFFICE SOLUTIONS
|| Consalidate with other Reqs || override Suggested Vendor

Shipping Line: 1 Duwe Date: i, Quantity: 2,000.0000 Price: 0.00550

Status- Active *Ship To: A0GFSSATT @ Modify Onetime Address

Attention Ta: [Huth, Jenathan-00405

*Distribute By: SpeedChart: la

Shl AL L Parson Fing

Chartfisldst |00 =70 | Detsls || Defals2 | Assetlnfornasion || Assel frfrmation 2 | Bucge! Infsrmation

Fund Account Program Dapt Bud Ral PC BugUnit  Project
54110 |0 |533040 |0, |Foe10 |0y [Z19000 ) [E018 ), [00405 |0 [S05FSSAADMINGTA aQ,
< > |
= 3 RICOH: uired RICOH USA INC FKA IKON 8.000.0000 Each 0.04000 320.000

O L
LIRLNBANIYE OFFICE SOLUTIONS
[ Consolidate with other Regs [ override Suggested Vendar

Shipping Line: 1 Dwe Date: &) Guantity: £,000.0000 Price: 0.04000

Status- Active *Ship To: A0GFSSATT @ Modify Onetime Address

Attention To: |Huth, Jonathan-00405

*Distribute By: SpeedChart:  la

Accounting Lines

Chartfields1 Chartfisdds? Dbl Defails 2 fisset Infamation Asged Information 2 Budge! Information

Fund ‘Account Program Dapt Bud Rel PC BugUnit  Project

[s4110 |G [533040 |3y [FBE10 2y ([219000 O |[2018 O, [B0405  |Q [405FSSAADMINGTA aQ,

19



RICOH Requisition Guide Page 20 of 24

Close these three lines by clicking on the small arrow on the left side again. Now your first fiscal
year lines (Lines 1, 2 and 3 in this example) are complete. The remaining sets of lines will now
need the same information entered, so open up the next fiscal year lines (in this example Lines
4, 5, and 6) by clicking on the small arrows on the left.

‘Vemdor Heime Sugnt
RICOH: Band 4 Color - Ricoh MP RICOH USA INC FEA 40000  Month
IKON OFFICE
SOLUTIONS
RICOH: ﬁufred RICOH USA INC FEA KON 8.000.0000 Each
LI BANL 43 OFFICE SOLUTIONS
RICOH: ﬁui‘ed RICOH USA INC FKA IKON 8,000.0000 Each
et o B OFFICE SOLUTICONS
[] 4 RICOH: Band 4 Color - Ricoh MF RICOH USA INC FEA 12,0000 Month
IKON OFFICE
SOLUTIONS
[] 5 RICOH: uired RICOH LISA INC FEA KON 24 0000003  Each
LIALRBANLI 4 3 QOFFICE SOLUTIONS
[ 6 RICOH: %uired RICOH USA INC FKA IKON 240000000 Each
Nl . =i Fn) ol [l el ] T 0 Fm 7 N [

Once these lines are open complete the same process as the first set of lines. Remember that
the machine lines need to have Account 591010 while the impressions lines need to have
Account 533040 entered. Also remember that this set of lines will be for the next fiscal year, so
set Bud Ref to that correct year. In this example Lines 4, 5, and 6 will have a Bud Ref of 2019,
etc.

Step 9. Complete the requisition.

You now have only a few small steps to complete the requisition. Below the lines of the
requisition set “*Requisition Type” to QPA.

P 14 RICOH: Required RICOH USA INC FKA IKON [
COLOR BAND 4 a OFFICE SOLUTIONS
15 RICOH: Required RICOH USA INC FKA IKON [
COLORBAND 4 a OFFICE SOLUTIONS
[] Select All / Deselect All
L & Add to Favorites [ Add to Template(s)
*Requisition Type:[QPA v|
[ ] Send to Vendor (] Show at Receipt []Shown a
5 Check Budgst =, Pre-Check Budget
E'u Save & submit .El Save & preview approvals

20
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Next you will need to add a justification comment that includes the 7 Ricoh Justification
Questions with your answers, plus additional requisition and location information. Start by
expanding the Comments area by clicking the small arrow on the right side of the comments
box.

*Requisition Type: [QPA v
2
[] send to Vendor ] show at Receipt [ shown at Voucher M1 Approval Justification
93] Check Budget = Pre-Check Budget
Fa Save & submit i Save & preview approvals x Cancel requisition Find more items

You will now have a much larger area to type in. Copy and paste the following text into this box:

Delivery Address:

BU:

Previous PO:
Location:

Number of machines:
Point of Contact:

Justification Questions/Answers for Ricoh MFD’s

1. Was Chris Johnson, Ricoh Account Manager, or Phil Napariu, Senior Technology
Specialist involved in recommending this requested device? (Yes/No)

2. Identify make and model of all requested devices. (If printer-include whether it will be
used as a networked device or as a personal desktop. If personal desktop printer-
include reason.)

3. Identify all functions that the equipment will perform (i.e. Print, Copy, Fax, Scan, Color)
4. Identify all physical addresses where the equipment will be delivered for usage (align
device to address).

5. Identify the average total monthly volume this requested device will fulfill.

6. Identify all make and models that will be eliminated as a result of the new devices,
while identifying whether the eliminated devices are lease returns or owned.

7. Include additional comments that would be important for the IDOA reviewer.

Periods of Performance:
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Note that the Point of Contact should be the person at the specified location with whom Ricoh
can coordinate delivery. Once you have added the above text into the comment box, provide
the information and answer the justification questions. In the example used throughout this
guide, the comments look like:

Delivery Address: Rm W353 (Contract Management) 402 W. Washington St Indianapolis,
IN 46207

BU: 00405

Previous PO: 13555331

Location: FSSA Contract Management W353

Number of machines: 1

Point of Contact: (Contact Name) (Contact Phone Number)

Justification Questions/Answers for Ricoh MFD’s

1. Was Chris Johnson, Ricoh Account Manager, or Phil Napariu, Senior Technology
Specialist involved in recommending this requested device? (Yes/No) Yes

2. ldentify make and model of all requested devices. (If printer-include whether it will be
used as a networked device or as a personal desktop. If personal desktop printer-
include reason.) Networked MPC4504ex

3. Identify all functions that the equipment will perform (i.e. Print, Copy, Fax, Scan, Color)
Print, Copy, Fax, Scan, Color, w/Staple Finisher

4. Identify all physical addresses where the equipment will be delivered for usage (align
device to address). 402 W. Washington St Indianapolis, IN 46207 FSSA/DMHA W353
(Contract Management)

5. Identify the average total monthly volume this requested device will fulfill. 2000 B&W,
2000 Color

6. Identify all make and models that will be eliminated as a result of the new devices,
while identifying whether the eliminated devices are lease returns or owned. Replacing
Ricoh MPC4502 (Lease Expired 9/1/2017).

7. Include additional comments that would be important for the IDOA reviewer. This lease
will serve 20 employees in the contract management office and is the only resource
available.

Periods of Performance:
2/1/18-6/30/18
7/1/18-6/30/19
7/1/19-6/30/20
7/1/20-6/30/21
7/1/21-1/31/22
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Click “Return.”
' Requisitions
? Help
BL: 00405
Previous PO: 13555331 o)

Location: F55A Contract Management W353
Mumber of machines: 1
FPoint of Contact: Jonathan Huth 317-232-1146

Justification Cluestions/Answers for Ricoh MFD's

1. Was Chris Johnson, Ricoh Account Manager, or Phil Mapariu, Senior Technology Specialist involved in
recommending this requested device? (Yes/Mo) Yes

2. ldentify make and model of all requested devices. (If printer-include whether it will be used as a
networked device or as a personal deskiop. If personal desktop printer-include reason.) Networked
MPC4504ex

3. ldentify all functions that the equipment will perform (i.e. Print, Copy, Fax, Scan, Color) Print, Copy, Fax,
Scan, Color, w/Staple Finisher

4. ldentify all physical addresses where the equipment will be delivered for usage (align device to address).
402 W. Washington St Indianapolis, IN 46207 FSSADMHA W353 (Contract Management)

A ldentify the average total monthly volume this requested device will fulfill. 2000 B&W, 2000 Color

@. Identify all make and models that will be eliminated as a result of the new devices, while identifying
whether the eliminated devices are lease returns or owned. Replacing Ricoh MPC4502 (Lease Expired
Q/M12017).

7. Include additional comments that would be important for the IDOA reviewer. This lease will serve 20
employees in the contract management office and is the only resource available. Vv

|Perinds af Performance:
. Retum

Underneath these comments, make sure “Approval Justification” is checked.

*Requisition Type:[QPA v|
?
BU: 00405
Previous PO: 13555331
[ send to Vendor [ show at Receipt [ shown at Voucher ] Approval Justification
o5 Check Budget =N Pre-Check Budget
Fa Save & submit ] Save & preview approvals 1 Cancel requisition Find maore items
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After everything has been entered correctly and you have checked for accuracy, click “Save &
Submit.” Budget Check will be taken care of after your requisition has been reviewed.

*Requisition Type:|Qpﬂ v|
2
BU: 00405
Previous PO: 13555331
[ send to Vendor [ show at Receipt [] Shown at Voucher 2] Approval Justification
€5 Check Budget = Pre-Check Budget
Eig Save & submit s Save & preview approvals x Cancel requisition Find more items

You have now submitted the requisition for a new Ricoh lease. Contact Mike Huth at
jonathan.huth@fssa.in.qov and give him the requisition number for review. Once your
requisition has passed all approvals a purchase order will be entered and submitted to Ricoh.
Ricoh will then make contact with you to set a delivery date and time.

If you have any questions or run into problems contact Mike Huth, or Garry Lear if Mike is not
available.
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