State of Idaho Purchasing
Office of the State Controller
Division of Statewide Accounting

PURCHASING USER MANUAL

THE REQUISITIONS STATUS SCREEN

INTRODUCTION

The Status screen displays a list of requisitions that have been saved in the application
and allows you to find requisitions by several criteria. A requester can check on the status
of their requisition by viewing the Status column or by opening the specific requisition to
view the status and/or Receipt info of each line item. NOTE: A requisition could have
several line items each with a different status, so an individual line item status may not be
reflected in the overall requisition status.

Figure 1 - Requisitions Status screen

Status Requisition * Approval Reporits
Req # Tracking # Status |Active or recently received -l kind
Request Date Range [All Requisitions 7] | to | Vendor ] ™ Templates
[ My Requisitions Departments: |~My Departments~ o Reset
E: Requester Req'd Date Description Status
Approve 113 DSA0TO03 MERIDETH 121372007 Employee Supplies Awaiting Line Approval
Fiscal 111 DSA0T004 SUAHNNE 12/04/2007 Office Awards Function Awaiting Fiscal Coding
Edit 115 DSA0TODS TU AHH 03/20/2008 TEST PROCESS Requisition Rejected
Approve 128 DSAOTOOT TU AHH 12M14/2007 testing Awaiting Line Approval
Authorize 130 DSA08001 MERIDETH 01282008 215 testing Awaiting Authorization
Select 204 DSA03002 DAH 03/13/2008 Ready for Purchasing

By default, the application displays requisitions that are Active or Recently Received
and, if your agency has created Requisition Departments, are in the departments that you
belong to (My Departments).

Purchaser can also view the same requisition status through the Req Status screen. The
features and functionality is the same as it is for the Requisitions Status screen.

Figure 2 - Purchase Orders Req Status screen

PO Status ' Req Status ' Requisition ° Assign PO Reporis

Req # Tracking # Status [Ready for Purchasing B g |

Request Date Range |A|I Requisitions j | to | Vender =] [ Templates

" My Requisitions Reset

Requester Req'd Date Description Status

Select 252 DEODD JAMES 04/02/2008 Wheels Ready for Purchasing

Select 204 DSA08002  DAN 0311372008 Ready for Purchasing

Select 235 DSA08015  MERIDETH 03/26/2008  Grant Busint 00 Ready for Purchasing
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Purchasing

LIST OF REQUISITIONS

The bottom section of the screen displays a list of requisitions. The list is organized by
column headers to show the following information:

e Trk#. The number of a requisition that is in process but has not been completed.
To identify requisitions that do not have requisition numbers.

e Req#. The requisition number (if the requisition has been completed).

¢ Requester. The name of the person who created and saved the requisition.
e Req’D Date. The date the requisition was created and saved.

e Description. The description of the requisition (if one was entered).

e Status. The status of the requisition, such as Awaiting Line Approval, Awaiting
Fiscal Coding, Ready for Purchasing, Line Item Rejected, Awaiting Authorization,
Itemize in Progress, All Items Received, Some Items Received, All items received
or cancelled, or New Requisition. NOTE: A requisition could have several line
items each with a different status, so an individual line item status may not be
reflected in the overall requisition status.

1. To sort the requisition list, click a column header to sort by. For example, click
Requester to sort by the requesters’ names in alphabetical order.

Figure 3 - Column headers

Status Requisition  Approval Reports

Req #: Tracking #: | Status: [Active or recently received | i _|

Request Date Range:lnll Requisitions j | to \ " Templates Revel

"' My Requisitions Departments: |-My Departments~ j

Tik #Req # Requester Req'd Date Description Status

Apfirove" L L L
Fiscal 131 DSAOT009 JAMES 121202007 notebooks Awaiting Fi
|Approve 130 DSA0B081 MERIDETH 0172812008 215 edit error Awaiting Al
Select 204 DSA0B002 DAN 03/13/2008 Ready for P
Fiscal 207 DSA05003 SUANNE 03/13/2008 [TEMS. Awaiting Fi

2. To open arequisition, click the Select, Edit, Authorize, Fiscal, or Approve, link
next to it to complete the process as indicated in the Status column.

Figure 4 - Open a requisition

Status Requisition ° Approval Reports
Req # Tracking # Status |Active or recently received B find
Request Date Range |AII Requisitions j | to | [T Templates
[T My Requisitions Departments: [~My Departments~ B Reset
Trk# Req # Requester Req'd Date Description Status =
Approve 113 DSADTO03 MERIDETH 12M3/2007 Employee Supplies Awaiting Line Approval
Fiscal 11 DSA0T004 SUANNE 12/04/2007 Office Awards Function c Awaiting Fiscal Coding )
Edit 115 DSADTO05 TU ANH 03/20/2008 TEST PROCESS Requisition Rejected
Approve 128 DSA0MTO0T TU ANH 12M4/2007 testing Awaiting Line Approval
Authorize 130 DSA08001 MERIDETH 01/28/2008 215 edit error Awaiting Authorization
Select 204 DSA08002  DAN 031372008 Ready for Purchasing

Purchasing User Manual

Requisitions Status Screen
Rev. Date: 06/23/2008

Page 2

pages combined 11/21/2011 2 of 21



State of Idaho Purchasing
Office of the State Controller
Division of Statewide Accounting

TO SEARCH FOR A REQUISITION

1. The first section of the Status screen contains search criteria to find requisitions.
Select from the following:

Req #. The requisition number (if the requisition itemization has been
completed).

Tracking #. The tracking number of a requisition that is in process (saved).
Status. The status of the requisition.
Requisition Date Range. The date range the requisition was created and saved.

Departments. Available only if your administrator has created Requisition
Departments. Also, this menu will not be seen if a user is only a requester. A
department is a group of users organized however an agency needs — e.g., by
function or location, etc. A requisition or purchase order assigned to a
Department can then be processed by the users in that department.

My Requisitions. Check this to find only those requisitions created and saved by
you. (Not all users will have this option. It will not be seen if a user is only a
requester.)

2. Click Find.
3. If desired, click Reset to reset the criteria to defaults and then click Find.
If you are having difficulty finding a requisition, try the following:

1. Uncheck My Requisitions (if applicable).

2. Change the Departments (if applicable) — try All Departments.

3. Change the Status — try All Requisitions.

4. Click Find.
TO FIND A PURCHASE ORDER NUMBER OF A
REQUISITION

Once a requisition has been saved to a purchase order (either ordered or in the process of
being ordered), the status may be ‘Ready for Purchasing’ or the line item status may be
‘Assigned to PO’. On the Requisition Status screen, you can check the purchase order
number, the status of the items, the name of the purchaser, and if any of the items have
been received.

1. From the Requisitions menu, click the Status tab.
2. Click Select next to a requisition with a status of Ordered.
3. Check the Receiving info check box.
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Figure 5 - Requisition receipt info

Purchasing

Department Req# L= Tracking # Hew Requisition | sae | print Preview |
RAD: Research and Development 6548-5 298
Need by [ [04/25/2008 All or Nothing [ Req Notes [ Req Atch [J]
Desc |Binoculars
| Make Template |
Status Ordered
Requested by Edited by
JAMES (04/18/2008) JAMES(04/18/2008) Void Requisition |
Add Item Clear All ltems I
Total: $445.00 ™ vendor Info [ coding Info (¥ ReceivingInfo ) *Press F3 for Lookup)|
Hotes Atch Status Iem # Description Purchaser PO# Receiver Rct Date
Menu (7] [%] Ordered 333-ABC Binoculars PAM 6235-5x
Menu (7] [%] Ordered 3456AMC Binoculars PAM 6235-5x

The requisition items, the purchase order number, the name of the purchaser, etc. will be

displayed.

You can also run a Purchase Order report and search by the requisition number. See the
Reports document for more details. The report will display the purchase order number

that the requisition items were added to.

Report Menu

=Choose Report Criteria Purchasing Report
TC| B Index| B PCA| E| Encumb| E Grant|

PO Status |

PO Dept ~| WorkFlow -

j Project | j j

Fund|

j Req status|

PO Create Date [F RequestDate| B

j Item Statusl

|

PO Create Range|Ng"e

Ell

™ Requisition Format (PDF only)
sortby (% Reg# (F ReqDept

¥ Show All Detail (PDF only)

™ Show Requisition/PO Detail (PDF only)
™ Show ‘Coding Detail (PDF only)

™ Show Receiving Detail (PDF only)

PDF Report

to| Request Range [None = to|

PO# ’7 Invoice # ,7 Searchable PO Fields Use "%" for wildcards
Vendor # sfx| Name | Bus Name |
Address | city | State
Requisition # Searchable Item Fields Use "%" for wildcards

dor # Name | Bus Name |
Address | City | State Doc

[¥ PO Format (PDF only)
Sortby PO# " PODept ¢ POVendor ¢ POStatus  StateContract ¢ POCreateDate ¢ POPrintDate ' PO Order Date

@ Req Status 1% Req Create Date

TXT Report CSV Report Reset
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PURCHASING USER MANUAL

CREATING A REQUISITION

INTRODUCTION
A requisition is required in order to create a purchase order. Any user with access to the
Purchasing application can create a requisition.

e Any requester can create a requisition from the Requisitions menu, Requisition
screen.

Figure 1 - Requisitions menu to Requisition tab
© Administration

« Purchase Orders

© Receiving

Status Y Requisition ¥ Approval " Repors

P

i P
Department Req # =] Tracking # Mew Requisition Save |
[~Select Department~ -

BFY [2008 Need by [ [01/14/2008 All oF Nothing [ Req Atch [

Description:

| Makel

Status: New Requisition Make Te]
Requested by Edited Inz

e Any Purchaser can create a requisition from the Purchase Orders menu,
Requisition screen. In addition, a Purchaser can create a requisition on behalf of
another person. NOTE: A Purchaser’s requisition must be approved through the
Requisitions menu, Approval tab or authorized, if required by the agency’s
process, on the Requisitions menu, Requisition screen).

Figure 2 - Purchase Orders to Requisition tab

© Requistions © Administration

# Purchase Orders ﬂ

« Receiving

PO Status YReq Status YRequisition YAssign ~ YPO YReport

Req# =] Tracking # HNew Requisition | save |

WRK: Worker Dept
Need by [F [11/13/2008 All or Nothing ™' Req Atch (7]

Desc |

Status New Requisition

Requested by Edited by Created for
ROCHENDA E
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CREATE AND SAVE A REQUISITION

There are no required fields to initially save a requisition. Your agency may require
certain fields for you to complete.

ENTER REQUISITION HEADER INFORMATION

1. Click the Requisition tab and enter “header” information — the department, the
requisition number, notes, etc. Depending on your agency’s processes, select or
enter the following:

2. If your agency has created requisition departments, select a Department.
= If you belong to only one department, it will be displayed by default.

= If your agency has not created requisition departments, there will be no
Department menu and one is not required.

Figure 3 - Requisition Department
Status Requisition  Approval Report

Department Req# [ Tracking # New Requisition Save | Print Preview
~Select Department~ <A

~Select Department~ .
RADIResearchardDevalopmen s All or Nothing I Req Atch [7]

WRK: Worker Dept
=T

T Make Template

Status New Requisition
Requested by Edited by

3. Enter a requisition number in the Req # field. If your administrator set up
automatically assigned requisition numbers, this field will not be displayed.

4. Type a description in the Description field. Do not use special characters or
symbols, including &, ', *“, <, and \.

5. Click Save. A tracking number (Tracking #) is automatically assigned so that the
document can be tracked in the application. If the Requisition Department is
manually entered, it won’t be saved yet. If the requisition number is automatically
assigned, it will not be assigned yet.

Figure 4 - Requisition ready for line items

Requisition Report
Department Req# [+ Tracking # New Requisition sae | print Preview |
[RAD: Research and Developmei -] [08-45566 538
Need by [ [11/13/2008 All or Nothing ™ Req Notes Req Atch [
Desc ildi
[Building tools T |
Status New Requisition
Requested by Edited by
JAMES (11/06/2008) JAMES {11/06/2008) Delete Reqli!;iﬁ()nl
Add Item Changes Saved Clear All ltems |
Total: $0.00 ™ Vendor Info " CodingInfo [~ ReceivingInfo  *Press F3 for Lookup
Notes Atchltem # Description Qty UIN*  Price SubTotal WorkFlow[Vendoriio |

6. Click Delete Requisition if you decide to delete the requisition after you have
saved it, but before the Itemization is complete.
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ADDITIONAL REQUISITION INFORMATION

Other information you can add is available if needed for your particular situation or your
agency’s purchasing processes.

1. If desired, enter a Need by date or select a date using the calendar icon. This will
indicate to the purchaser that you want to have your request fulfilled by that date.

2. Check the All or Nothing check box, if desired. This will indicate to the purchaser
that you require all of the items in your requisition, and if they cannot be purchased
together, then the items should not be purchased.

3. If desired, click the Req Atch icon to attach scanned documents applicable to the
requisition in general. You can add attachments at any time in the process. NOTE:
You can also attach documents to individual line items using the Atch icon. See
Attaching Scanned Documents.

4. The Req Notes icon becomes available after you click Save. Click the icon to add
comments in general or notes for the purchaser, or whatever is applicable to the
requisition. Do not use special characters or symbols, including &, ', “, <, and \.
You can also add notes to individual line items using the Notes icon next to a line
item.

5. Click Save when finished adding additional information.

ADD LINE ITEMS TO THE REQUISITION

Once the requisition is saved, you can begin adding items.
1. Click Add Item. A grid will be displayed for you to enter line item details.

Figure 5 - Add Item

Status Requisition * Approval Report

Department Req# | Tracking # Mew Requisition | Save | Print Preview
RAD: Research and Developmei ] ‘0345565 538

Need by [ [11/13/2008 All or Nething 'l Req Notes Req Atch [

Desc ildi

|Eu|ld|ng tools Make Template

Status Mew Requisition

Requested by Edited by

JAMES (11/06/2008) JAMES (11/06/2008) Delete Requisition
Add Item Itemize Complete Clear All ltems
% :$ 0.00 ™ vendor Info [ codingInfo I ReceivingInfo  *Press F3 for Lookup

Notes Atch Status ltem # Description Qty i Price SubTotal WorkFlow
Menu -] 0oo 0.00 -

2. Enter an Item #, if needed.

3. Enter or edit a description in each Description field as needed. Do not use special
characters or symbols, including &, *, “, <, and \.

4. Enter a quantity in the Qty field.

5. Select a unit of measure from the U.M. menu, e.g., Each, Box, Dozen, etc. (Select
More... in the menu to select from all of the available units of measure.)

Purchasing User Manual Creating a Requisition
Rev. Date: 11/21/2011 Page 3

pages combined 11/21/2011 7 of 21



State of Idaho Purchasing
Office of the State Controller
Division of Statewide Accounting

6. Enter the price for a single unit of measure in the Price field. The SubTotal field
will automatically calculate the Price multiplied by the quantity (Qty).

7. If known, select a workflow from the Workflow menu. (A Workflow is not
required until fiscal coding is completed.)

8. Continue to click Add Item to add as many items needed for your requisition. The
total amount of the requisition will be displayed.

Figure 6 - Total amount

Add Item | Itemize Complete | Clear All items
Total: $120.00 ™ vendor Info " CodingInfo [~ ReceivingInfo  *Press F3 for Lookup
Notes Atch Status item # Description Qty [T Price SubTotal WorkFlow
Menu 15222 Hammer 3 IEach ~| 30.00 B0.00IAccounting -
Menu 451222 #12 Hails| 2 Box x| 15.00 30.00 IAcc ounting -

9. If you want to save the requisition and line items so that you can finish it later,
click Save.

10. If you are finished adding items to the requisition, click Itemize Complete.

ADDITIONAL REQUISITON LINE ITEM ACTIONS

1. Todelete a line item or duplicate a line, click Menu next to that line item. NOTE:
All line item menu options will be available after you click Save (see the
Requisition Line Item Menu section below).

2. If needed for your agency’s process, check the Vendor Info check box and enter a
vendor name and address.

= Enter just a vendor name and the application will save it. The purchaser can then
use this to look up the actual vendor number.

= Enter a valid vendor number and suffix and press TAB, the application will
automatically enter the vendor name and address.

= Enter an invalid vendor number/suffix, but you must then also enter a vendor
name.

The purchaser may add or update the vendor information with the actual vendor
number and vendor name when a purchase order is created. Click Save when
finished adding vendor information.

Figure 7 - Vendor info

[
Add Item | Coding Complete | Error: Vendor Name may not be blank. Clear All tems
Total: $120.00 ¥ Vendor Info [~ CodingInfo [~ ReceivingInfo  *Press F3 for Lookup
Notes Atch Status Item # Description VendorNo Sfx Vendor Name Business Address Ci
Menu D Awaiting Fiscal Coding 15222 Hammer Ace hardware
Menu [®] Awaiting Fiscal Coding 451222 #12 Nails 2544122333 01 [
il

3. Click Void Requisition if you need to void it before it gets approved. (After it is
final approved the status will be “Ready for purchasing” and the purchaser must
cancel the requisition items.)
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4. If your agency has created requisition departments, and you have not yet selected a
Department, you will be prompted to do so.

5. The requisition will be “Awaiting Authorization” or “Awaiting Fiscal Coding”,
depending on how your Purchasing administrator has set up your agency.

6. If you are a “Coder” in the application, continue with entering fiscal coding on the
requisition.

REQUISITION LINE ITEM MENU

After saving a requisition with line items added, you can use the line item Menu for a
variety of functions. (Prior to saving, you can only delete or duplicate a line or show the
history or the full description.)

Add ke | ltemize Cumpletel Changes Saved
Total: $400.00 Cvendorinfo " Codinginfo [ Receipt Info
Notes Atch Status ltem # Description M Price SubTotal WorkFlow
hacne ren Al Packs 4 |Ea-:h 'I 60.00 240.00 Iwﬂ
Delete Line ltern
n Duplicate Line Item a2 Packs 2 |Each =] s0.00 160.00 |wr1

Create Freight Item
Show History

Show Full Description
Request Price Check.
Edit Ship-To Address
Edit Bill- To Address

The menu functions include:

e Click Delete Line Item to delete the line item.
e Click Duplicate Line Item to create another row that is a duplicate of that line.

e Click Create Freight Item to create another row to enter freight charges
separately. This line will be associated to the line item selected. The purchaser will
not have to select this row to add to a purchase order — it will be part of the
requisition line item.

e Click Show History to view the actions taken on the requisition.

e Click Show Full Description to see the complete text of the Description field.
You can also double-click the Description field to show the complete description.

e Click Request Price Check to send an alert to a purchaser to verify the cost of that
line item.

e Click Edit Ship-To Address to select a specific shipping address from a list that is
maintained by your agency’s Purchasing administrator. Only required if you do not
want to use the default address or if no default address is present.

e Click Edit Bill-To Address to select a specific billing address from a list that is
maintained by your agency’s Purchasing administrator. Only required if you do not
want to use the default address or if no default address is present.
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TO DELETE OR VOID A REQUISITION

1. Click Delete Requisition if you decide to delete the requisition after you have
saved it, but before the Itemization is complete.

2. After itemization is completed, click Void Requisition to void it before it gets
approved.

3. After the requisition is final approved, the status will be “Ready for purchasing”
and the purchaser must cancel the requisition items.

TO FIND THE PURCHASE ORDER NUMBER OR STATUS
FOR A REQUISITION

Once a requisition has been ordered, you can check the status of the items, the purchase
order number, the name of the purchaser, and if any of the items have been received.

1. From the Requisitions menu, click the Status tab.
2. Click Select next to a requisition with a status of Ordered.
3. Check the Receipt info check box.

Figure 8 - Requisition receipt info

Department Req# =|
RAD: Research and Development 6546-S

Need by T [o4/25/2008

Desc [Binoculars

Tracking #
208

New Requisition save | print Preview |

All or Nothing [ Req Notes Req Atch [

Make Template

Status Ordered

Requested by
JAMES (04/18/2008)

Edited by
JAMES(04/18/2008)

Void Reguisition

Clear All ltems

I Vendor Info " CodingInfo M Receiving Info ) *Press F3 for Lookup)
Purchaser PO # Receiver Rct Date

PAM 6235-5x

Total: $445.00
Notes Atch Status Item #
Menu m Ordered 333-ABC

Description
Binoculars

Menu m Ordered 8456AMC Binoculars PAM 6235-5x

The requisition items, the purchase order number, the name of the purchaser, etc. will be
displayed
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PURCHASING USER MANUAL

CHANGING THE DEFAULT SHIPPING OR BILLING
ADDRESS

INTRODUCTION

The agency’s Purchasing administrator will set up default shipping and billing addresses
to be printed on all requisitions or purchase orders. When appropriate, a user may change
the shipping or billing address. A requester can change the addresses on a requisition line
item and the purchaser can change the addresses on a purchase order line item (i.e., a
purchaser can effectively override the address that the requester has changed). Approvers
can view the addresses to verify them, but cannot change them.

TO CHANGE THE SHIPPING OR BILLING ADDRESS

1. Click Menu next to the line item that you want to change the shipping or billing
address.

2. Click either Edit Ship-to Address or Edit Bill-to Address, depending on the
change needed.

3. A pop-up window will display a list of addresses. These addresses are entered by

your agency’s Purchasing administrator. (If no addresses are displayed or the
address you would like to use is not displayed, contact your administrator.)

Add ltem | ftemize Comple

- coen | %
Menu ] walkt
Addr Name  Group Contact Stree
D = = - walktl
Delte Line ltam Select Peace Officer  RegionI At Training Specialist Tim Christense 250 Mortt
DupestelLis e Select Peace Oficer RegonDl At Training Specialist Larry Johnson 700 S Stre
Create Freight Item Select Public Health  Council Pete T Cenarrusa Bldg, Attn: Fathleen P 450 West
Shaow History Select Public Health  Council Pete T Cenarrusa Bldg, At Fathleen P 450 West
Select Ralbroad House Glen Cooper 7413 Mali
E gt ShinT o Addiass Select (SCO Accng  Accousting At Judy Husfloen 700 Sk
Edit Bil-To Address | Select |SCO Division CS Apple Support ATTH: Deborsh Wonch 700 West
Select |Support Sves Region 3Lab  Appl BackgroundFingerprnting Den Seath 700 5 St
S‘eletl Worker Address Worker Group Juba Rlobenson 800°W. M5

&

4. Click Select next to the address to use instead of the default address.
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5. Check the Apply to all Line Items if you want to use the selected address for all
items of the requisition.

6. Click Save.
7. Click the x on the pop-window to close it.

Figure 2 - Exit the Address window

A

A https:/ / pss.sco.idaho.gov - Edit Address - Microsoft Internet Explorer

- Select Shipping Address

Save | ™ Apply to all Line Ttems Cancel

Addr Name Group Contact Street

Select TANE ADPPTE ER AT 1045 PTRE ATE SECTTETTY EW™ STTTTE S50

8. Complete the requisition or purchase order according to your agency’s process.
9. Click Print Preview to view the changes or to review the addresses as an approver.

Figure 3 - Requisition Print Preview.

Requisition Description Keep Together O Attachment O
Automotive Parts
ltem No Quantity um Prica

Itern Description
Itam Billing Address

—b Item Shipping Addrass
1 Each 215.00 0.00 $215.00

air intake

Attn: Rebecca K Thomason, 650 West State room 100, PO Box 83720 Boise ID, 83720 (208) 3321824
Julia Robertson, 800 W. Main Street Sun Valley Id, 83566 (208) 5551111 201
T

Each 120.00 0.00 §480.00
Shocks
Attn: Rebecca K Thomason, 650 West State room 100, PO Box 83720 Boise |ID, 83720 (208) 3321824
Attn: Supervisor Donald Peck, 209 E Lewis Pocatello ID, 83201 (208) 2329474
Subtotal $695.00 £0.00
Total $695.00
Requisition Notas
Purchasing User Manual Changing the Default Shipping or Billing Address
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PURCHASING USER MANUAL

ADDING SEPARATE FREIGHT OR SHIPPING

CHARGES

INTRODUCTION

In some cases, you may need to add a separate line item for freight or shipping charges to
a requisition if required by your agency’s process or for certain vendors or types of
purchases. Freight line items can be added at any point up until the fiscal coding is

marked as Coding Complete.

TO ADD A FREIGHT OR SHIPPING LINE ITEM TO A

REQUISITION
1.

Figure 1 - Adding a line item

Click Add Item to enter the line item(s) for the goods you are requesting.

Status Requisition * Approval Reports
Department Req# =l Tracking # New isition | ( Save |) Print Preview
BHS: BUREAU OF HOMELAND SE~ 159
Need by T 01/14/2008 All or Nothing Req Notes Req Atch [7]
Description:
[Packs
Status: New Requisition Make Template:
Requested y: Edited by:
JAMES (01/08/2008) JAMES (01)08/2008)
Clear All tems
Total: $0.00 ™ vendor Info [ codingInfa [ Receiving Info *Press F3 for Lookup
Motes Atch Status ltem # Description M Price SubTotal WorkFlow
@ Packs o ~Select UM~ ~| 0.00 0.00 | ~Select WorkFlow~ =
2. Click Save.
3. Click Menu next to the line item that you want to add freight charges to.

Figure 2 - Line Item Menu

Add tem | temize Complete I

Total: $400.00
Notes Atch Statusltem #
Al

Changes Saved

[~ Wendor Info

Description
Packs

A
Delete Line ltem

n Duplicate Line ltem
Create Freight [tem
Show History
Show Full Description
Request Price Check
Edit Ship-To Address
Edit Bill-To Addiess

A2 Packs

[T Coding Info | Receiving Info

L Price SubTotalWorkFlow
Each -| 60.00 240.00 [wid
Each ~| 80.00 160.00 | w1
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4. Click Create Freight Item to create another row to enter freight charges
separately.

5. Enter the Price for the amount of the charges and select a Workflow.

Figure 3 - Freight Charge line item

Add kem | Itemize Complete | Clear All kems
Total: $400.00 ™ Vendor Info " CodingInfo ™ Rept Info *Press F3 for Lookup
Notes Atch Status lem # Description Qty B SubTotal WorkFlow
Menu D A Packs 4 Each ~| 60.00 240.00 |Worker hd
Menu D A2 Packs 2 Each -| 80.00 160.00 |Worker d
Menu Freight a2 Packs 1

Freight Charge  3.00 8 |Worker B

6. When finished with adding requisition line items and freight charge line items,
click Itemize Complete.

7. Depending on your agency’s process, the requisition will be ready for either
authorization or fiscal coding.

8. A freight charge line item can be coded differently than the requisition line item if
needed. A freight charge item can also be approved or rejected separately from the

line item.
Purchasing User Manual Adding Freight or Shipping Charges as a Separate Line
Item
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ENTERING FISCAL CODING ON A REQUISITION

INTRODUCTION

The Status of each requisition is displayed. You could select a requisition that is
Awaiting Fiscal Coding, or you can filter the list to make it easier to find a requisition.
To filter the list, lick the Status drop down menu, select Awaiting Fiscal Coding, and
then click Find. Click Fiscal next to a requisition on the Status screen. If you are set up
as a Fiscal Coder and have completed a requisition, simply check the Coding Info check
box on the Requisitions screen.

Your agency may require another user to authorize the requisition, which can be done
before or after the fiscal coding is entered and saved. If your agency’s Purchasing
administrator has enabled automatic authorization of requisitions, no authorization steps
are required.

TO ENTER FISCAL CODING

On the Requisition screen:
1. Check the Coding Info check box to display the fiscal code fields.

Figure 1 - Coding Info

Status Requisition * Approval Reports
Department Req # =l Tracking # New Requisition Save Print Preview
[BHS: BUREAU OF HOMELAND SE>] B0B00013 155
BFY 2008 Need by T [o1114/2008 All or Nothing ™ Req Notes Req Atch
Description:
[Packs
Make Template
(Status: Awaiting Fiscal Coding)
Requested hy: Edited by: = —
TIM {01/0712008) JAMES (01/07/2008) Void Requisition
Add tem | Coding Complete | Changes Saved Clear All items:
Total: $400.00 ™ Vendor Info ¥ Coding Info ) ™' Receipt Info *Press F3 for Lookup
Motes Atch Status ltem # Description IC* R RefDoc* Sfx Mod PCA* Index ExpSub* Dil RewvSub* |
Menu [®] Awaiting Fiscal Coding A1 Packs
Menu [*] Awaiting Fiscal Coding A2 Packs
| |

2. If necessary, review the Req Notes, Req Attachment, or the line item Notes
and/or attachments (Atch).

3. Enter the transaction code in the TC field. If you are not sure which transaction
code to use, you can look up transaction codes and select one (see below).

Purchasing User Manual Entering Fiscal Codes on a Requisition
Rev. Date: 06/23/2008 Page 1
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4.

Press TAB or click into another field. Transaction codes determine which fiscal
codes are required, and the required fields will be highlighted in pink. You can save
your work at this point and finish the coding later. However, these fields will be
required at the time the coding is marked as complete.

Figure 2 - Required fiscal codes

additem | Coding Complete | Clear All ftems

Notes

Total: $0.00 I~ Vendor Info ¥ CodingInfo [ Receipt Info “Press F3 for Lookup

Atch Status tem # Description IC* R BRefDoc* Sfx STARS Mod Index* PCA ExpSub* Dil RevSub* Dil
[*] Awaiting Fiscal Coding 1 Kleenex 230 r

Complete the remainder of the fiscal coding (Index, PCA, subobject, etc). A fiscal
code field that is designated with an asterisk (*) can perform lookups or
validations. To look up or search for a fiscal code, choose a field marked with an
asterisk, place the cursor in the field, and press F3.

a. Inthe look up window, enter any combination of search criteria (transaction
code, PCA or Index, or whatever is applicable to the data element). You can
enter just the first few numbers or letters to find a code that begins with those
letters or numbers or use the wildcard (%).

Click Find.

Click the fiscal code you want to use. The fiscal code will be automatically
entered in the fiscal code field, and if the fiscal code has been set up to
automatically lookup other fiscal codes, those codes will be entered as well.
For instance, a PCA can have the PCA, Budget Unit, and Fund automatically
entered.

d. If you enter a fiscal code in one of these designated fields without using the
look up, press TAB and the code will be validated. Invalid fiscal codes will be
highlighted and an error message will be displayed.

Figure 3 - PCA look up example

Menu
Menu
Menu
Menu

4]

Add ttem | Coding Complete 2 Clear All tems
Total: $4,182.98 “input search crteria Use “5%* for wikcards I MFe, [ | Receiving Info  *Press F3 for Lookup
Notes Atch Status Cancel Sfx BFY Moudex' PCA ExpSub* Dtl Re|

Awaiting Fiscal Co| 2008

PCA  Description BFY Fund Dt
Awaiting Fiscal Co| | 01010 ADMINISTRATION 2008 2008
01020 STATEWIDE ACCOUNTING 2008
Awaiting Fiscal Co| | 01030 STATEWIDE PAYROLL 2008 2008
02040 COMPUTER SERVICE CENTER 2008
Awaiting Fiscal Co| | 03099 DISASTER SUBGRANT 2008 2008
01010 ADMINISTRATION 2007
01020 STATEWIDE ACCOUNTNG 2007

[ R

01030 STATEWIDE PAYROLL 2007
02040 COMPUTER SERVICE CENTER 2007

6. Typically the purchaser will select an appropriate vendor for a purchase order.
However if needed for your agency’s process, you can check the Vendor Info
check box and enter a vendor name and address.
= If you enter a valid vendor number and suffix, the application will look up and

automatically enter the name and address.
Purchasing User Manual Entering Fiscal Codes on a Requisition
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= You can enter an invalid vendor number/suffix, but you must then also enter a
vendor name.

The purchaser may add or update the vendor information with the actual vendor
number and vendor name added by the purchaser when a purchase order is created.

7. When finished, click Coding Complete. Any missing or invalid fiscal codes will
be highlighted.
8. The requisition will be ready for the first level approval — there is no need to route
the requisition to a specific approver.
Once the fiscal coding is complete, the requisition cannot be changed. A Purchaser can,
however, make changes to the quantity, price, and unit of measure of individual line
items.

ENCUMBRANCES

When the requisition items are encumbered (e.g., using a TC 215) and added to a
purchase order and the purchase order is finalized (ordered), then the Purchasing
application will send a TC215 to STARS. Other TCs are not sent to STARS. A purchase
order marked as Not Invoiced or PCard Purchase will not send any transactions to
STARS, unless overridden by the Purchasing administrator.

If the quantity changes for an encumbered line item that has not been sent to STARS (i.e.,
has not been ordered), the quantity for that item is modified in the TC215 that will be sent
to STARS.

When a purchase order with encumbered line items is voided (deleted), the application
will send a TC225 for each encumbered line item and delete any line items of the
purchase order in the Purchasing application table that have not been ordered. For these
line items, if the MOD field is blank, STARS will treat it as a partial just as if the user
had entered a “P”. If the user enters an “F”, STARS will finalize it.

ADDING OR DELETING LINE ITEMS

A fiscal coder can add or delete items to a requisition. On the Requisitions screen:

1. Click Add Item.

2. Enter a Description, quantity (Qty), unit of measure (U.M.), Price, and select a
Workflow. Do not use special characters or symbols, including &, *, “, <, and \, in
the Description field.

3. Click Save.
4. You will be prompted to enter the correct fiscal coding.

To delete a line item:

1. Click Menu next to a line item.
2. Click Delete Line Item.

Purchasing User Manual Entering Fiscal Codes on a Requisition
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PURCHASING USER MANUAL

APPROVING A REQUISITION

INTRODUCTION

Requisitions, or requisition line items, are approved based on the workflow they are
assigned to. A workflow is the path for routing a requisition to a person or a group of
people for approval. Each workflow can have as many approval levels and as many
approvers as needed.

A requisition can be made up of several line items and each can be assigned to different
workflows. Therefore a requisition may need to be approved by several different
approvers before it is ready for purchasing.

The requisition line items and the approvers must be assigned to the same workflow in
order for the approvers to be able to approve those line items.

In addition, your agency may use Requisition Departments. If your Purchasing
administrator restricts approvals by department, the approvers must be assigned to the
same Requisition Department as a requisition in order to approve it.

Furthermore, your Purchasing administrator may set up approver rules for each approver,
restricting them to approving items based on dollar amount or a certain type of fiscal
code(s).

Finally, your Purchasing administrator may enable certain approval restrictions, such as
restricting approvers from approving their own requisitions.

See the Requisitions You Are Unable to Approve section for more information.

Purchasing User Manual Approving a Requisition
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TO APPROVE THE REQUISITION

1. Depending on your agency’s process and the role you have been assigned by your
administrator, open a requisition to approve:

= Click Approve next to a requisition on the Status screen (The Status may be
Awaiting Line Approval or Awaiting Requisition Approval, depending on
the status of the line items in a requisition.)

= Click the Approval tab if you have completed the fiscal coding of the

requisition, are authorized to approve your own requisition, and now need to
approve it.

Figure 1 - Status screen
Status Requisition * Approval Reports

Req #: Tracking #: Status: |Active or recently received j il

Request Date Range: [All Requisitions 7] | to | " Templates Reset
" My Requisitions Departments: |~Mv Departments~ j
Trk #Req # Requester Req'd Date Description Status
Fiscal 207 DSA08003 SUANNE 03132008 ITEMS Awaiting Fi
212 DSA08007 JAMES 0372008 Leatherman Wave Awaiting Li
Select 98  SYSO07001 MERIDETH 11132000 Ready for P
Select 204 DSA08002 DAN 0313/2008 Ready for P

2. If necessary, click the Req Notes, Req Atch, or the line item Notes and/or
attachments (Atch) to review any information that helps you determine whether or
not to approve the requisition line items.

Figure 2 - Notes and Attachments icons

Status Requisition ° Approval Reports
Department: DSA Req #: DSA0S007 Tracking #: 212
BFY: 2008 Need by: 03/24/2008 { ReqNotes Req Atch [J) )

Description: Leatherman Wave
Status: Awaiting Line Approval

Approve Reject All

Total: $420.00 [” show VendorInfo [~ Show Fiscal Coding Titles

.
Motes Atch Status ltem # Description Qty UM Price SubTotalEncumb Sfx Mod TC R IndexPCA SubOhijDtly

Men waﬂinQWurker Level1 87T  LeathermanWave 6 Each $70.00 $420.00 230 3512 01030 5101

3. If needed, check the Show Fiscal Coding Titles check box to display and review
the fiscal code titles. (An approver cannot change fiscal coding, but can reject a line
item for fiscal coding changes.)

Figure 3 — Show Fiscal Coding Titles

Unapprove I

" Show Vendor Info { ¥ Show Fiscal Coding Tit@

Description Oty UM Price SubTotalEncumb Sfx Mod TC R IndexTitle PCA Title

eatherman Wave 6 Each $70.00 $420.00 230 3512 DSP REAPPROPRIA 01030 STATEWIDE PAYRO &
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a.  You can also move your mouse pointer over a fiscal code to display the title in
the browser’s status bar, especially if the title is truncated the Show Fiscal

Coding Titles.
Figure 4 - Use mouse pointer to display title
Total: $109.95 " Show Vendor Infe ¥ Show Fiscal Coding Titles
Notes Atch Status Item # Description Qty UM Price SubTotal BU Title

Menu / Avwaiting Fiscal Officer 34455 Hammer 3 Each §29.99  §80.97 SCBA 0001 GENERAL FUND 67-

Menu Awaiting Fiscal Officer 10222 Hails 2 Box $9.99 51998 SCBA GENERAL FUND 67-

_‘I // :
LGENERALFUNDG?—W&,G?—QW.) — [T T T T TR

4. If needed, check the Show Vendor Info to display and review the vendor
information, if available.

5. If needed, click Menu next to a line item and click Show Full Description to
display the full text of the Description field.

6. To approve the requisition line items:

a. Toapprove all line items of the requisition, click Approve. The Approve
button will only be active if the approver has rights to approve every line item.

b. To approve individual line items of the requisition, click Menu next to a line
item, and then click Approve Line Item.

c. After the final approval, a requisition can only be rejected or cancelled by a
purchaser.

Figure 5 - Approve button and Menu

Status: Awaiting Line Approval

( Approve ) Reject All

Total: $420.00 ["'Show Vendor Info [ Show Fiscal Coding Titles

Notes Atch Status tem # Description Oty UM Price SubTotalEncumb Six Mod TC R IndexPCA SubObjD|
Me: [*] Awaiting Worker Level 1 LeathermanWave 6 Each $70.00 $420.00
Show History
Show Full Description

Wiew Ship-To Addiess
View Bill-To Address

TO REJECT THE REQUISITION LINE ITEMS

NOTE: A requisition can also be voided on the Requisition screen. However, after the
final approval, a requisition can only be rejected or cancelled by a purchaser.

a. To reject all line items of the requisition, click Reject All. If your Purchasing
administrator has enabled e-mail notification, an e-mail will be sent
automatically to the requester. Click OK when prompted.

b. To reject an individual line item of the requisition, click Menu next to a line
item, and then click Reject Line Item (or Reject all lines if it is an "All or
nothing" requisition). Click OK when prompted.

Purchasing User Manual Approving a Requisition
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c. If your Purchasing administrator has enabled e-mail notification, an e-mail will

be sent automatically to the requester.

Figure 6 - Automatic e-mail

@ Ma" - [New Memo][New \Message][Rep\y'][Replyto All '][Forward '] [ Follow Up '][Folder'][Copy Into Me-
A| Who & "\ ‘Dale ¥ ‘Tlme |Slze < |/\| Subject ~
% Inbox SASAdmin 11/19/2008 08:16 AM 2555 Requisition "WRKE0031'
Al Drafis . F————— F—— p—
T4 Sent Preview w
E? Follow U From <SASAdmin@idaho govz To teri
oflaw Lp Subject Requisition 'WRK30031' o
= Junk Mail
‘Ej Trash El
= 'D' = Line Item 'Nails'
eue - Rejected by: JACE
Open
ftem & Line Item Comments:
@ [GWI] Ticket number. PFHR-?CA‘? Type and size of nails no longer available from any vendor
P
Da‘abasj;;gh/;"m”ma Rejected by JACE on 11/19/2008 8:16:15 AM

pages combined 11/21/2011

7.

REQUISITIONS YOU ARE UNABLE TO APPROVE

Shaded requisitions or line items are ones that you cannot approve. Open the requisition
as you would to approve, and then click a line item Menu and Show Reason to find out
why you cannot approve the item.

When finished approving, the requisition status will be Ready for Purchasing.

Figure 7 — Items you cannot approve

Status Awaiting Line Approval
Approve |

Total: $12,200.00
Notes Atch Status
Menu 7 [*] Awaiting Mgr
[®] Awaiting Mgr
Sl Show Histaory |

Show Full Description

Yievs Ship-To Address
Wiew Bill-To Address

Cannot approve this
line item

[~ show Vendor Infe [~ Sho

R

Encumb

Price SubTotalTC
$200.00 230

Item # Description Qty WIM
Microwaves 2 Each  $100.00

boats 2 Each $6,000.00 $12,000.00 230

There may be restrictions set by your Purchasing administrator, such as:

e You are not part of the requisition workflow.

e You are not part of the Requisition Department and your administrator has
restricted approvals by department.

e The line item(s) has fiscal coding or a dollar amount which your approval rules do
not allow you to approve.

e You created the requisition and you are an approver, but the administrator has

restricted approvers from approving their own requisitions.

Approving a Requisition
Page 4
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