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FULLERTON

The Requisition Data Entry page provides a tool for identified CSUF employees to enter requisitions
directly into CMS. It is designed to automate and standardize the requisition process across the entire
campus. Once the requisition has been created it must be approved by the appropriate authority. A copy
of the requisition (before approved) can be printed and routed through appropriate channels, if additional
approvals are needed. Once the requisition has been approved Contracts and Procurement will convert
the requisition into a purchase order. Funds are pre-encumbered once the requisition is approved by the
approver.

Frequency: ad-hoc (as needed). Transactions will occur throughout the year.

Main bienu »
Create a New . ﬁ Fullerton Customizations
e ey Bl Fullerton Customizations
RGQUISI'[IOI’] b B = Grant Oracle Permissions GL BD
PO Grart Oracle Permissions from TaklesiViews GL folder for al GL customizations Budgets
I Query Recharees Budlet Transters
= Grant Oracle Permissions [FEIFRS Account happing
[ Reporting Tools EIFRS Sub-Code Mapping
Sten 1 - PeopleTonls PO —
FO
Requistions by Queries

Commitment Entry.

Navigate to the REQ Entry
page:

[ Po
Home > Fullerton 5

Customizations > PO > REQ o
Data Entry ﬁ Requisitions

Main Menu = Fullerton Customizations =

Fullerton REG Eritry
=] BEG Diata Ertry
REG Inguiry
Preparer PO Print

REG Approval

Step 2
REQ Data Entry

To create a new requisition,
Add

Find an Existing Yalue Add a New Value

click

Add

Find an Existing Yalue | Add a Mew Value
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Step 3

In the Header Information box,
complete the required fields:

e REQ Type
e Requester
e VendorID: (See step 4b)

Optional entry fields

e Rush

New Vendor: (See step 4a)
Apply Tax to all Lines
Copy Values on Insert

Header Information

ReqID MWEXT

I” New Vendor Vendor ID

Req Date

REQ Type | Reqgular Order =| Preparer  Arhur, Lori

10/01/2008  Status  Open [ 'Rush
Requestor

Q

O Apply Tax to all Lines (8.75%)
¥ Copy Values on Insert

Field

What do | need to enter?

ReqlD

No entry required. Requisition ID number
automatically assigned by CMS.

Req Date

No entry required. Req Date defaults to the date
the requisition was created and saved.

Status

No entry required. Defaults initially to Open.

Rush

Optional entry. Check box if requisition is a
rush. A date field box will open. Enter the date
the requisition needs to be submitted to the
vendor. Rush is defined as an order that is
clearly not a matter of public health and safety
but needs immediate action taken by C&P. The
buyer will evaluate the request based on
reasonableness: need date/lead time, dollar
amount, and risk assessment (services). All
rush requests will require a statement entered
into the comments section giving justification for
expediting the purchase. Buyer will contact
user for questions or notification.

Req Type

Required entry. Enter the requisition type.
Options are:

e Commodity Blanket

e Regular Order

e Service Blanket

e Service Order

Preparer

No entry required. Preparer is the person (user)
who prepared the requisition.

Requestor

Required Entry. Type the name and extension
of the person requesting the requisition even if it
is the same as the Preparer.

New Vendor

Check box if the vendor is not listed under
Vendor ID.

Vendor ID

If the vendor exists, use theO\ to locate and
select the vendor.

Applies Tax to all
Lines (8.75%)

Check box to apply 8.75% sales tax to all lines
when inserting new rows.

Copy Values on
Insert

Check box to copy all values (chartfields,
amounts) when inserting new rows.
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Step 4a

If you select New Vendor, you
will need to enter the following
information in the Vendor
Details box:

e Vendor& Name

Address

City, State, Zip

Phone Number

Identify if Vendor 204 Form
has been sent to the vendor.
Taxpayer Identification
Number (TIN) if known.

Header Information

ReqID MNEXT Req Date 10/01/2008 Status  Open ™ Rush
REQType [Regular Order =| Preparer  Arthur, Lori Requestor
[¥%iNew Vendor Vendor Details |Yendor's Name: (2]
Address: :|
City, State, Zip:
Phane Mumber: I Apply Tax to all Lines {8.75%)

Indicate if 204 Farrn has been sentto the vendor, if so when: 3 & Copy Values on Insert

Step 4b

To look up a vendor, click % .

Only the first 300 results will be
displayed.

To find the vendor you wish to
use, you may need to filter the
results by one of the following
criteria:

e Vendor ID

e Short Vendor Name

e Name 1 (Full Name of
Vendor)

When you find the vendor,
click anywhere on that vendor
line to select the vendor.

Header Information

Req ID MEXT Req Date 1000172008
REQ Type | Regular Order =| Preparer  Arthur, Lori

Vendor ID | ‘ : ,

™ New Vendor

Look Up Vendor ID

SetiD: FLCMP

Vendor ID: Ibgginswithd|

Short Vendor Name: [ ;gins with =] | Q
Name 1: [eegins with < Q
LookUp | Clear | Cancel |Mﬂ

Search Results
Cnly the first 300 results can be displayed. Enter more infarmation above and search again to reduce the numhber of search results.
First [] 1100 of 300 y Last

0000000001 USTREASURY-001 LIS TREASURY DEPT (blank)
0000000002 CEUFULLERT-001 CSUFULLERTOMN (hlank)
0000000003 FINAMCIALA-001 EIMANCIAL AGEMNT hlank;
0000000004 FRAMCHISET-001  FRAMCHISE TAX BOARD (hlank)
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Distribution to one chartfield string
—LSte S L"fwmau' Description ReqOty UOM  UnitPrice Allocate Exp : o E'
1 [Blanket PO ton Lot [apoood [amt 5] 500000 [ Taxable
As long as the requisition
status remains open you can lh“ﬁm,ﬁﬂﬁmmmlﬁ%&—'
make any necessary changes 1 100 soonoo| 10000 [beoons O D @ o057 Q[ @ A  acrosnq [
to any field. 1.00 500000 100.00 Line Total 5,000.00
Line Information Distribution to more than one chartfield string
Complete the following fields L"mma"' Description T R e e e e s S ﬂ
1 [Blanket PO ton Lot [ spoood [amt 5] 500000 [ Taxable
e Line Description Distribution Information frg  Fist Mooz [Pian
¢ Req Qty [Gne — Touanity | Amount| percent| Account | Funa | Dent | Pronram | Ciss | Proicst [eiwerto | |
e UOM 1 os0| 250000 5000 (60003 Q [THEFD (G (10057 @ @ | @ Q[cPossoqy (] [
. . z os0| 250000 5000 [seooos @ [THEFD CQ [otes @ [ [ @[ a [cPosana 3 [
° Unlt Prlce 1.00 5,000.00  100.00 Line Total 5,000.00
* Allocate Expenses Field What do | need to enter?
Note: When you enter the Line Information
guantity and unit price the Line Description A brief description of the line item.
information is populated to the Req Qty The guantity you are requesting for each line item.
Distribution Information line. UoM The appropriate unit of measure. Defaults to EA
(each).
To add a line information row Unit Price The price per unit.
click ], Allocate Expenses How you are allocating expenses: by Quantity or by
To remove a line information Amount. Defaults to Amt (Amount).
row cIickEl. Taxable Check if goods ordered within each line are taxable.
Distribution Information
Distribution Information Quantity The total quantity for each chartfield. Entry not
Complete the following fields, if required if using one chartfield string (information
required: brought forward from Line Information).
Amount The total amount being charged to the chartfield
e Quantity string. This field is automatically calculated. No entry
e Amount is required.
e Percent Percent The percentage of the order being charged to
e Account respective or multiple chartfield string(s). Optional
e Fund entry if user is using Quantity or Amount.
e Dept Account Entry required. The account number the item is
e Class being charged to.
e Project Fund Entry required. The Fund the item is being charged
e Deliver To to.
Dept Entry required. The Dept ID the item is being
To add a distribution charged to.
information row Click. Program Leave blank unless otherwise instructed by
To remove a distributed Accounting Services. :
information row C|iCkE|. Class thlonal entry. Only reqwred if you are charging the
item to a Class. Extension of department.
Project Optional entry. Only required if you are charging the
item to a Program. Extension of account.
Deliver To Entry required. Where the item is being delivered to.
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Req Total

This section calculates a total
for your requisition including
tax (if applicable).

REQ Total
Total Ext Price
Total Tax Amount

10,000.00
825.00

Total REQ Amount 10,825.00

What do | enter?

No entry required. This field calculates total
price for all goods entered.

No entry required. This field calculates total tax
for all taxable goods entered.

No entry required. This field calculates total for
all goods entered (ext price + tax).

Field
Total Ext Price

Total Tax Amount

Total REQ
Amount

Step 6

Comment Information
Enter comments if applicable.

If you would like the comment

printed on the PO, place a v
in the Print Comment on PO
box.

To add a line, click .
To remove a line, click El.

First [« 1cf1 Last

Comment Information Finct
Comment Nbr 1 [¥iPrint Comment on PO

FE

Per my conversation with Mr. Smith, an educational discount of 20% is to be given.

What do | enter?
No entry required. Auto assigned by CMS.

Field
Comment Nbr

Print Comment on
PO

Check this box if you want the comment to
appear on the purchase order. This includes
shipping/handling and discounts.

Note: if this is an internal comment do not
checkmark box.

Step 7

Click@l. A requisition ID

(Req ID) will be automatically
generated by CMS.

Optional: You may print the
requisition before sending it for
approval.

Note: Please review your work
before sending it for approval.

Once the requisition has been
sent for approval, it can no
longer be modified, unless it is
returned by the Approver.
Also, the requisition status will
change to Pending Approval.

Header Information

Req Date  10/01/2008

Arthar, Lari

Req ID 0000004023

ommaodity Blanket

-

Preparer

™ New Vendor Vendor ID 0000000276 O pELL

CSUF Date Last Revised: 4/14/2009

Page 6 of 22




Requisition Data Entry

LTS Business Process Guide
‘1 Desk Manual

Find an Existing
Requisition

Step 1

Click ﬂl and a list of

all requisitions with a status of
Open will display.

To narrow your results, you
have the option to filter by
entering one Requisition ID.

REQ Data Entry
Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

Find an Existing Value Add a Mew Value

Requisition ID: [ pagins with «] |

@ Clear | Basic Search [ Save Search Critetia

Find an Existing value | Add a Mew Yalue

Step 2

When you click ﬂl all

requisitions will display.

Click the requisition you want
to view.

Search Results

Firzt E 1-2 of 2 |E| Las=t

Requisition 1D |[Requisition Date |Preparer 1D (Requester

0ooooo4023 01-0CT-08 200434735 Lyn Ledyard, 7777

Qooooo4024 01-0CT-08 200434735 Lovi Arthur, 7777

The REQ Data Entry page
displays.

Header Information
Req ID 0000004024 Req Date 10/0142008  Status  Qpen [ Rush
REQType |RegularOrder =] Preparer  rthur, Lon Requestor |Lori Ahur, 7777
™ New Vendor VendorID 0000000155 |, apc USD

¥ Apply Tax to all Lines (8.75%)

¥ Copy Values on Insert

Line Information Find | “igw &1 First 1] 1 of 1 [+ Last
Line Line Description Req@ty UOM  UnitPrice Allocate Exp Ext Price =
1 [#PS Laptops [ 1000 [Ea Q| 1,00000 [ow =] 1000000 ¥ Taxable
825.00

Distribution Information Find  First [l 10f 1 [ Last

Line Quantity Amount| Percent| Account Fund Dept. Program Class Project |Deliver To ’_I_
10.00  10,00000  100.00 [6BO0D3 O [THEFD Q10057 Q Q Q |CPOB30 G, =]

10.00 10,000.00  100.00 Line Total 10,825.00

REQ Total
Total Ext Price 10,000.00
Total Tax Amount 825.00

Total REQ Amount 10,825.00

Comment Information Find First [ 1of 1 [ Last
Comment Nbr 1 I” Print Comment on PO =

Attachment Information

Add  Del  View rynahigto attach afile, FAX any backup documentation to x5230. Print and use

Attachment & this page as the coversheet and write the requisition number on all pages
Print Send for Approval Copy From Cancel
& Pracess Monitor I ®
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Optional Processes

After you have saved a
Requisition, you may choose
to perform the following
optional processes:

Add an Attachment
Print

Copy From

Cancel

The following pages contain
detailed instructions on how to
perform each process.

Attachment Information

Attachment

Add Del View

&

Print
é Process Monitar

Send for Approval Copy From Cancel
& B X

Process Description
Add Adds an electronic attachment to the requisition.
Print Prints a copy of the requisition.
Copies an existing requisition to a new requisition
Copy From with the requisition date defaulting to the current
% date.
Cancels the requisition. It does not delete the
Cancel requisition from the system.

CSUF Date Last Revised: 4/14/2009
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Add an Attachment

Add Del View
Note: The #AAdd an Attachment &

At t a c hfonetioraldy is
only available when the

requisition has been saved. Attachment Type Description
Add Adds a document to the requisition. The attached
If you have more than one file & document is saved in the server.
tcitattﬁiﬂ’ ZIP aII(l;II?IS then Del Deletes a file that is attached to the requisition. This
aftach the zipped fiie. i} deletes the file from the server.
Note: You may attach View Allows the user to view the file that is attached to the
Microsoft 2007 documents. B requisition.
Step 1 Attachment Information

Add Del View
Add Attachment &

Click on the ‘é} icon.

Step 2

Click on the %l icon Upload | Cancel

to search for the document on
your computer you would like
to attach.

Browse.. |
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Step 3

The Choose File window
opens. Search for the
document you want to attach.

Click on the name of the

document, then.

File Upload

21|

Lok i I fedy Documets

j Q 2 e

) Attendance

) CMS Finance

| )E-Content

HRMS

) Misc Docs

)My Adobe Captivate Projects
) My Music

[y My Pictures
)My Received Files
s My Shapes
™My videos

) Mews Folder

) Outlook.

) Personal

) Training

L) Training Docs and Guides (Non-CMs)
T AccessandComplianceFarm, pof

fidoB6.tmp
p

ﬁ~

File name: I.&ttachment.pdf

j Open

\

Files of bype:

| &l Files

j Carcel

A

Step 4

After selecting the document,

click —2Rload |

Menu

®

= Fullerton Customizations
[ GL

= REG Data Entry
= BE& Inguiry
= Preparer PO Print
= EEG Appraval

528 ADacuments and Settingsilarthurihy Documents\Atta| (Browse...
+ Requisitions Upload Chancel

The document is now
attached.

To view the attachment, click
View
on the @ icon.

To delete the attachment, click
Del

on the ﬁ icon.

Attachment \Attachment pdf

SSSSESE———————
Attachment Information

Add Del View

om B
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Step 5 Attachment Information
Add Del View
Click @5&' to save your Attachment Aftachment pdf | 5
changes.
Print Send for Approval
= Process mMonitor W
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Print a Requisition

Note: Print functionality is only
available when the requisition
has been saved.

Step 1

REQ Data Entry

Header Information

ReqID 0000004024 ReqDate  10/01/2008 Status Qpen [:Rush

REQ Type | Reqular Order | Preparer  Arthur, Lori Requestor [LoriAhur 177
n0000N01R5 | O, mpc USD

I New Vendor Vendor ID

~ Apply Tax to all Lines (8.75%)

¥ Copy Values on Insert

i First (41 1 of 4 ] Lo
Ext Price =

Line Information

Line Line Description ReqQty UOM  UnitPrice Allocate Exp
1 |)<FS Laptops [ 1000 [Ea Q| 1,00000 [ow =] 1000000 ¥ Taxable
£25.00

Distribution Information Find  First [l 10f 1 [ Last

Amount Percent| Account Fund Dept Program Class Project |Deliver To ’_,_
100.00 [660003 O [THEFD & [10057 & Q Q Q [cPosan &y, =]

Line Quantity

1 10.00  10,000.00

10.00 10,000.00  100.00 Line Total 10,825.00
REQ Total
Total Ext Price 10,000.00
Total Tax Amount 82500
Total REQ Amount 10,825.00

First [1] 1af 1 [+ Last
I” Print Comment on PO =

Comment Information Find
Comment Nbr 1

Attachment Information
Add Del  View If unable to attach a file, FAX any hackup documentation to 35230, Print and use
Attachment &

this page as the coversheet and write the requisition number on all pages.
g—

Print Send for Approval Copy From Cancel
=) rocess Monitar 4 X

N

Step 2

Message appears on the
oK

screen, click

Windows Internet Explorer X|

N

The prink request For REQ "0000004024" has been submitted. {31000,9)

Please go to the Process Monitor to review this report,

Step 3

Click Process Monitor .

Process Maonitar

Step 4

A new window opens.

Click ﬂl until Run

Status = Success and
Distribution Status = Posted.

Process List | Semver List

View Process Request For

UserID: (300484735  C, Type: -| Last: 1 |Days
Server: 'I Name: ‘ Q \nstame:| to
Run +| Distribution e

Status: Status

[ save On Refresh

Customize | Find | View 211 % = 10002 [P] (gt

Process . Distribution |
Select | Instance :|Erocess Type Name |user Run Date/Time De
Select | Instance Seq. |Process T) o User Run Date/Time Run Status Status |Ik ails
- 75929 SOR Process FULPO100 800484735 11/24/2008 10:30:03AM Success Posted ¢

Process List

CSUF Date Last Revised: 4/14/2009
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Process List | Senver List

SteQ 5 View Process Request For
User ID: (800484735 QL Type: “ltast | 1 [Days =] Refresh
Click Details Server: 'I Hame: I Q. Instance: | to |
J Ri |—_|v Distributi |—;[
Sltl:tus: SI:I:s on ¥ Save On Refresh
Process List
Select Instance@ Process Type :;?ﬂc% User Run Date/Time
Il 75929 SQR Process
Process Detail
Step 6 Process
Click View Log/Trace. Instance: 75929 Type: S0R Process
Name: FULPO100 Description: REC Print
Run Status:  Success Distribution Status: Posted
Run  [MundateProcess
Run Control 1D:_.0000004024  Hold Request
Location: Server " Queue Request
[
Server: PSUNX el Lo
" Delete Request
Recurrence:

" Restart Request

Request Created On: 11/24/2008 10:30:03AM PST FParameters Transfer
Run Anytime After:  11/24/2008 10:20:03AM PST Message Log
Began Process At 11/24/2008 10:30:30AM PST Batch Timings
Ended Process At 11/24/2008 10:30:43AM PST View Log/Trace
View Log/Trace
Step 7 Report |
ReportID: 49063 Process Instance: 75929 Message Log
Click the PDF file. Name: FULPO100 Process Type:  SOR Process

Run Status: Success

REC Print
Distribution Details

Distribution Node: FFULSTG Expiration Date: 11/26/2008

File Size (bytes) Datetime Created

1594 11/24/2008 10:20:43.000000AM PST
73512 11/24/2008 10:20:43.000000AM PET
711 11/24/2008 10:20:42.000000AM PET

Distribute To
Distribution ID Type *Distribution 1D
User 800484735
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The requisition opens in a new
window.

Step 8

To print the requisition, click
Tt

=

Step 9

When finished printing the
requisition, close the
requisition window and the
process monitor window.

& - IE https:,f,icmsdev4F-repnrts‘calstata‘aduJ‘psrepnrtsJ‘FFULSTGHQDﬁS)’fqun1[ﬂ % || X IGnngIe

Fle Edt GoTo Favorites Help

ﬁ '1'?? @https:,if:msdev4f-rspurts.:alstate.edup’psrspurtsp’FFU..‘ | |
g

AR - fub - |7bPage - () Tools -
1 G L -+

H)E &- M eeF=- )@ R~ -
S U1 ERTON Purchase Requisition

Vendor: Requisition Id: 0000004024
Requisition Type: Regular Order
Preparer Arthur, Lori
Requester: Lori Arthur, x7777

Approver

ABCUSD
16700 NORWALK BLVD
CERRITOS, CA 90701

Date: 10/01/08
Status: Open

Date

[ Total Price

Line |Dist | QTY | Unit Price |UOM | Descripticm
1] I I I IPE Laptope

10 1.000.00 EA £60003-THEFD-10057F

10,000.00
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Copy From

You can use this feature to
copy from an existing
requisition.

Step 1

Copy From
Click =

Note: When using the Copy
From feature, it does not copy
the following items:

Rush

New Vendor
Attachment
Comment Information

Header Information

Req D NEXT ReqDate  10/01/2008 Status Open I Rush

REQ Type |Regular Order A Preparer  Arthur, Lori Requestor
Q

I” New vendor Vendor ID

r Apply Tax to all Lines (8.75%)

[¥ Copy Values on Insert

First [4] 1 or 14 [H Last

Line Information

Ext Price =

Line Line Description Req Qty uom Unit Price  Allocate Exp
1 A T 000 [LoT @ | 000 [ay =l ooo [ Taxable
]

Distribution Information Find First (41 1 or1 [ Last

Line Quantity Amount Percent| Account Fund Dept Program Class Project |Deliver To

1 & Q & & Q Q4 [cPog30 =
Line Total 0.00
REQ Total
Total Ext Price 0.00
Total Tax Amount 0.00
Total REQ Amount 0.00
‘Comment Information d First (4] 1 of 1 [ Last

™ Print Comment on PO FI[=

Bl
=

Comment Nbr 1

ttachment Information
Add Del View Ifunable to attach a file, FAX any backup documentation to x5230. Print and use

Attachment this page as the coversheet and write the requisition number on all pages.

Print Send for Approval

opy From Cancel
=] %

Step 2a

Enter the Req ID or click A 1o
view all requisitions you
created.

REQ Entry Copy Requisition

Copy Requisition

| Q

ReqID

Ok | Cancel |

CSUF Date Last Revised: 4/14/2009
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Step 2b

Select the requisition to copy.

Look Up Req ID

Requisition ID: | begins with ||

Requisition Date:lz = hm El
Req Status: = - | j
Name: |begin5 withj|
Requester: |begin5 withj|
Vendor Name: |begin5 withj|
Look Up | Clear | Cancel |ElaSiCLUUKUD

Search Results

First [4] 1-3 of3 [p]| Last

Vie! l
Requisition 1D Requisition Date|Req Status [Hame Requester Vendor Name

0000004023 01-0CT-08 Open Arthur, Lori Lyn Ledyard, x7777 DELL COMPUTERS LF
0000004024 01-OCT-08 Open Arthur, Lori Lori Athur, x¥777  ABC USD
0000004025 01-OCT-08 Open Arthur, Lori Lori Arthur, 7777 (blank)

Step 3

cnckLl.

REQ Entry Copy Requisition

Copy Requisition

ReqID 0000004025 Q)

< QK |> Cancel |

CSUF Date Last Revised: 4/14/2009
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A new REQ Data Entry page
will display. All fields, with the
exceptions of Rush, New
Vendor, Attachment, and
Comment Information, are
copied into the new requisition.
The Req ID number will be

6 N E Xiiitibthe requisition is
saved.

Step 4

Make any necessary changes.

Click%. A requisition ID

(Req ID) will be auto generated
by CMS.

REQ Data Entry

Header Information

Reaid - NEX Header Information sy
REQ Type |Regular Order -
™ New Vendor Vendor Req I} NEXT
r ines (&.
REQ Type |Reaqular Order v| 3T (e

[¥ Copy Values on Insert

Line Information

First [ 1 of 1 [ Last

Find | View Al

Line Line Description RegQty UOM Unit Price  Allocate Exp Ext Price F[=
1 [%PS Laptops =] [ 10000 EA @ [ 150000 [o = 1so00000 [ Taxabie
= 12,375.00

Distribution Information Find

First E 1of1 E Last

Line Quantity Amount|  Percent| Account Fund Dept Program | Class Proiect |DeliverTo | | |

1] 100.00 150,000.00 100.00 [560003 4 [THEFD & [10057 @ Q Q Q [crogzny =

100.00  150,000.00  100.00 Line Total 162,375.00
REQ Total
Total Ext Price 150,000.00
Total Tax Amount 12,375.00
Total REQ Amount  162,375.00
'Comment Information Find First [E] 10f1 [¥] Last
Comment Nbr 1 [” Print Comment on PO =
ttachment Information
Add Del View Ifunable to attach a file, FAX any backup documentation to x5230. Print and use
Attachment this page as the coversheet and write the requisition number on all pages
Print Send for Approval Copy From Cancel
[=] X
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Cancel a Requisition

Step 1

Open the requisition through
Find an Existing Value tab.

Note: Preparers can only
cancel requisitions with an
AOpend Status.
requi sition is

REQ Data Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Requisition ID:| begins with »||

Search | Clear | Basic Search B Save Search Criteria

Search Results
View All

First E| 1-3 of 2 E| Last

X —— ——
either cancel the requisition or 0000004024 D1_OCT_EIB 800484735 Lm' -‘3«E|E'thllrElr ITKTTT
return the requisition to the — =
0000004025 01-0CT-08 800484735 Lor Atthur X7 777
Preparer.
Ste 2 . Req D 0000004025 Req Date 10/01/2008 Status QOpen ¥ Rush |10/31/2008 B
To cancel the reqUISItlon, REQType |Regular Order <] Preparer  arhur, Lori Requestor |Lor Athur, x7777
CancEI ¥ Mew Vendor Vendor Details |Vendor's Name: 123 Corporation

X

Address: 800 N. State College Bivd
City, State, Zip: Fullerton, CA 92821

Phone Number: 714-278-2011 j o SR ESDE M= E.d)

C“Ck Indicate if 204 Form has been sent to the vendor, if so when: LI ¥ Copy Values on Insert
Line Information First 4] 1 o1 [ Last
Line Line Description ReqQty UOM  UnitPrice Allocate Exp Ext Price =
1 [XPS Laptops =] [ 10000 [EA (@ [ 150000 [aty =] 15000000 [ Taxable
LI 12,375.00
Distribution Information Find First 1] 10f1 [ Last
Line [ Amount|  Percent| Account Fund Dept Proaram Class Proiect |DeliverTo | |
1 100.00 150,000.00 100.00 560003 @ [THEFD @ [10057 @ Q Q Q [cPosanqy =
10000  150,000.00 10000 Line Total 162,375.00
Total Ext Price 150,000.00
Total Tax Amount 12,375.00
Total REQ Amount  162,375.00
Comment Information Find First Al 1 0f 1 [ Last
Comment Nbr 1 ¥ Print Comment on PO =
Shipping is $200.00 ;I
|
Add Del View If unable to attach a file, FAX any backup documentation to x5230. Print and use
Attachment & this page as the coversheet and write the requisition number w
Print Send for Approval Copy From Cancel
=) Process Monitor & x
a———
Step 3 . ) . . .
This option will cancel Requisition 0000004025 (31000,4)
. Yes . i inue?
Click to confirm Do you wish to continue?
you want to cancel the Yes Mo
requisition.
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SteQ 4 Windows Internet Explorer |

1 Requisition "0000004025" has been canceled. Use the REQ Inguiry o view this canceled document, {31000,5)
Click .

REQ Data Entry
Sendlng a RGQUISItIOI’] Enter any information you have and click Search. Leave fields blank for a list of all values.

for Approval

Step 1
=lep 2 Requisiﬁonl[}:lbegins withj|

Open the requisition through
Find an Existing Value tab. Search | Clear | Basic Search B Save Search Criteria

Search Results

View All First E| 1 E| Last

Requisition ID Requisition Date Preparer |D|Requester
0000004022 0M-0CT-08 200484735 Lyn Ledyard, x7777
0000004024 01-0CT-08 800434735 Lori Athur x7777

0000004025 01-0CT-08 200484735 Lori Atthur, X7 777

REQ Data Entry
=tep 2
ReqID 0000004025 ReqDate  10/01/2008 Status Open " Rush
H o ieiti REQT) Regular Order x| Preparer  Arhur, Lori Requestor |Lor Arthur, x7777
Click ™ to send the requisition e b ed
¥ New Vendor Vendor Details |Vendor's Name: 123 Corporation B
for approval. Address: 800 N. State College Blvd
City, State, Zip: Fullerton, CA 92831 .
Fhone Number. 714-278-2011 I T = )
Indicate if 204 Form has been sent to the vendor, if so when: =l = Copy Values on Insert

. . Line Information Find | View Al First H] 10f1 [ Last
Optlonal: You may prlnt the Line Line Description ReqQty UOM  UnitPrice Allocate Exp Ext Price FE=
requisition for your records or if 1|XF‘S Laptops ﬂ [ 10000 [Ea @ [ 150000 [ay =] 15000000 [ Taxable
id 12,375.00
additional approval is required ey —— Fng Fret [0 2 or1 B Last
before Sendin it for a roval Line Quantity Amount Percent| Account Fund Dept Program Class Project |Deliver To
) g pp 10000 150,00000  100.00 [550003 (4 THEFD 4 [10057 @ Q Q Q [crosz0 @ [+ [=]
via CMS. 100.00  150,000.00  100.00 Line Total 162,375.00
Total Ext Price 150,000.00

Total Tax Amount 12,375.00

Total REQ Amount  162,375.00

Comment Information

Find  First ] 1 or4 [ Last

Comment Nbr 1 ¥ Print Comment on PO =
Shipping is 520000 E
Add Del View If unable to attach a file, FAX any backup documentation to x5230 Print and use
Attachment

&Athis page as the coversheet and write the requisition number on all pages.

Print end for Approval Copy From Cancel
=] Process Monitor = %
a—————
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Step 3

A default approver will
automatically be selected. If

REQ Entry Send for Approval

REQ Send for Approval

ReqID 0000006833 Preparer Arthur, Lori Requestor Amir Dabirian, x7777

Valid Approvers

you need tO Change the Select  |Approver ID Approver Hame Emiail ID Type

heck th 1 300484735 Arthur, Lori larthur@exchange fullerton_edu Altemnate
approve_r, check the 2 ¥ 892248626 Ledyard, Lyn lledyard@exchange fullerton edu Alternate
appropriate box. -

. OK QK | Cancel
Click.
Note: You can only select 1 approver.

Step 4 Windows Internet Explorer x|

You will receive a message
that the requisition has been
sent for approval.

click L% vou wi

be taken back to the REQ Data
Entry page.

": Requisition “"0000004024" has been sent For approval bo ' ", (31000,7)

ze the REQ Inguiry to view this document.
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Field Name Definitions

The following table is a list of CMS field names and their definitions used throughout this guide.

Field Definition
Header Information
Req ID Requisition ID number automatically assigned by CMS.
Req Date Date the requisition was created.
Status Status of requisition. May be Open, Pending, Approved, Complete or
Canceled.
Preparer Individual preparing the requisition. Automatically recognized.
Req Type Type of requisition
Requester Individual requesting the requisition. May be different than Preparer.
Rush Rush is defined as an order that is clearly not a matter of public health
and safety but needs immediate action taken by C&P. The buyer will
evaluate the request based on reasonableness: need date/lead time,
dollar amount, and risk assessment (services). All rush requests will
reguire a statement entered into the comments section giving
justification of the purchase. Buyer will contact user for questions or
notification.
New Vendor Box selected if no vendor exists in lookup table.
Vendor ID ID number assigned to each vendor.

Applies Tax to all Lines
(8.75%)

Check mark to apply 8.75% sales tax to all lines when inserting new
rows.

Copy Values on Insert

Check mark to copy all values (chartfields, amounts) when inserting
new rows.

Line Information

Line Line number

Line Description Description of the line item.

Req Qty Number of items ordered.

UOM Unit of Measure (Each, Gross, etc)
Unit Price Cost per item

Allocate Expenses

Expenses can be allocated by either Quantity or Amount

Ext Price

Total cost of item (quantity X price)

Taxable

Check if goods ordered within each line are taxable.

Distribution Information

Dist

Distribution line number

Quantity Quantity charged to the distribution

Amount Amount charged to the distribution

Percent Percent charged to the distribution

Account Captures financial transactions such as Assets, Liabilities, Fund Equity,
Revenues, and Expenditures. It provides the detail breakdown for
Balance Sheet and Revenue/Expenditure reporting and is the lowest
level of detail required for campus-wide reporting.

Fund Represents the source of money related to financial transactions.

Dept Defines academic areas, research units, or administrative offices with

an appointed manager that has programmatic, operational, fiscal and/or
budgetary responsibility for a specific set of activities and
projects/grants.
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Program Leave blank unless otherwise instructed by Accounting Services.

Class Provides for any special cost reporting needs a division, department or
other organizational unit may have that are not met by the campus-
wide reporting values defined in the other chartfields. Extension of
department.

Project Identifies a discrete set of activities. The values should be considered a
further breakdown of CMS Account values. Activities associated with
this chartfield may span multiple Departments, Funds and/or Accounts.
Extension of account.

Deliver To Location where merchandise is to be delivered or location of Requestor.

REQ Total

Total Ext Price

No entry required. This field calculates total price for all goods entered.

Total Tax Amount

No entry required. This field calculates total tax for all taxable goods
entered.

Total REQ Amount

No entry required. This field calculates total for all goods entered (ext
price + tax).

Comment Information

Comment Nbr

Auto assigned by CMS.

Print Comment on PO

Comment is populated on the purchase order.

Attachment Information

& Adds a scanned document to the requisition. The attached document is
saved in the server.
m Deletes a file that is attached to the requisition. This deletes the file
from the server.
& Allows the user to view the file that is attached to the requisition.
= Print
% Send for Approval
] Copy From
b4 Cancel
Bl save | Sends the information you've entered on the page to the database.
Save when you come to the end of a component. The Save command
always updates the data for all pages in a component. Upon save, the
system displays the Saved message in the upper-right corner of the
page.
[=] Medityy | Not used at CSUF. Notifies a user via worklist / email of a task that
needs to be completed.
E} Add Creates a new requisition.
Llpdatell'[)igpla':lfl Finds an existing requisition. This button brings the user back to the

Search page.

+[E Previous in List |

Displays the previous requisition in your search results grid.

45 Mesd in List

Displays the next requisition in your search results grid.
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