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Creating a Requisition

Concept
A Requisition is structured in MaineStreet to aid in the enfryeguisitions. The structure
combined with the default hierarchy speeds up thegss of entering data to create a requisition.

Requisitions consist of four basic elememigaders, lines, schedules, anddistributions. Each
requisition has one header, which can have mullipés. Each line can have multiple schedules,
and each schedule can have multiple distributidhs.schedule defines where you want the line
items delivered. The distribution defines interimébrmation for the schedule, such as the way in
which accounts and departments should be chargeddgurchase and the total price each
department should pay.

A Requisition in MaineStreet Purchasing can hawe afrfive different statuses during its life
cycle: Approved, Canceled, Complete, Open, andPending Approval.

The Requisition page enables you to determine éfi@udts to use for creating requisitions. This
page also enables you to enter line descriptionsljfsnlines as needed, and establish schedules
and distributions (delivery and internal accountimgrmation).

Defaults: Many of the fields will default for you and may imay not allow you to change them.
Defaults can be general in nature, sucRamiisition Date, Accounting Date, PO type, and
Distribute By; others are campus specific, suctBasness Unit; while others are user specific,
such a£MPLID, Ship To, andDistribution (Chartfield Combination). Most fields can be
changed to reflect the needs of the particular Réan.

Requisition Defaults Page: The Requisition Defaults page allows you to eimttarmation once

if it should apply to the entire requisition. Fo@enple: If the requisition contains multiple lines
and theUnit of Measure for each line i€A., you can enter EA on the Requisition Defaults Page
and it will default to theJnit of Measure field for all lines. Likewise, you can enter disttion
information and it will default to the distributidields for all lines.

NOTE: All fields may be changed at théne Level after the fact. So, for example, if you had 5
items and they all went to one distribution exaampe, enter the distribution for the majority in the
header. Then you only have to change the one droept

It is recommended practice that you find ydandor 1D andL ocation information before you
navigate to the Requisition page. Refer to\leador | nquiry for Requisitioners
topic/documentation for instructions. This topiovers how to enter a Requisition and
Requisition Defaults.

Please refer tdhttp://www.maine.edu/pdf/VendorinquiryForRequisiters.pdf
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MaineStree!

Navigation

‘# MaineStreet

Personalize Content | Lavout

Menu
Search:

(€]

[> University of Maine System
- Employee Self-Service

[ Supplier Contracts

[» Vendars

[ Purchasing

[+ eProcurement

[+ Accounts Payable

[- eSettlements

[+ General Ledger

[ Set Up Financials/Supply Chain
[ Waorklist

- Reporting Tools

> PeopleTools

— Return to Poral

— My Personalizations

— Lly System Profile

— Wy Dictionary

Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out

Help

Step Action

1. From the Financials menu, click tRar chasing link.

[ Purchasing

2. Click theRequisitions link.

3. Click theAdd/Update Reguisitions link.
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Procedure

‘A MaineStreet

Home | Workiist | MuttiChannel Console | _Add to Favorites | _Sign out
=3

New Window | Help | 2,
Requisitions

FEind an Existing Value ¥ Add a New Value \

Business Unit: UNMS05|C
Requisition 1D: I:l

Add

Eind an Existing Value | Add a New Value

Step Action

On theRequisitions page, make certain tiald a New Value tab is selected.

Click the Add button.
Add
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‘# MaineStreet

Home | Worklist | MultiChannel Console | Add to Favorites | _Sign gut

New Window | Help | Customize Page |

Maintain Requisitions

Requisition
Business Unit  UMS05 Status: Pending
Requisition ID:  NEXT Copy From Budget Status: NotChicd T
[[]Hold From Further Processing
=
*Requester; Q Reguester Marme Requisition Defaults

Requester Info Add Comments

Requisition Date: 03/06/2008
Requisition Activities

Origin: ONL On-line entry

*Currency Code: l:l Dollar
Accounting Date: | 0810612008 |5

Tofalr Amount: 0.00 UsD

First [4] 1 o1 [ Last

Customize | Find |
3 Contract Seurcing Centrol

Status 3 Wender Information N Item Infermation 3 Adtributes.

Line Item Description Quantity *UOM  Category Price Aot Stails
1| || =6 o000 |[ | o [o 0.00 Pending OwEEE
Gota: | -More.. 3

B save | [=] Metify ‘ 1y Refresh | [E+Add | JE Update/isplay

NOTE: Users may customize screens in MaineStreet. Theedsily has provided 2 customize
views of the Requisition screen to make creatirgidisimple requisitions easier. For informati

bn

on customizing your requisition screen s€estomizing Screensin MaineStreet”.
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Step

Action

5.

Use theRequisition page to create requisitions online. Using thisspggu can
enter item information, modify lines as neededaldsth schedules and
distributions, and define delivery and accountimigimation. The following
fields and links appear in théeader section of the page:

Requester: Displays the ID of the person logged into theesysand entering the
requisition.

Requisition Date: Defaults to the current system date.

Origin: Provides information about the origin of the rsiiion. ONL means the
requisition is being generated online.

Currency Code: Displays the requisition transaction currency.

Accounting Date: Determines the open period or allowable open datge for
budget checking a requisition.

Requisition Defaults: Where you can enter defaults that apply to thigeen
requisition. You can override defaults at the lisehedule, and distribution level
Add Comments: This link takes you to the Header Comments pagerg/you
can enter comments for the transaction. You cagr entinigue comment or select
from predefined standard comments.

[72)

Click theRequisition Defaults link to specify the defaults applicable to the
requisition.
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# MaineStreet

Home | Worklist | MultiChannel Console | Add to Favories | _Sign out
(=
Maintain Requisitions

Requisition Defaults

| >

Business Unit:  UMS05 Requisition Date:  08/06/2008 [ PO Type | Regular Order Vl ]
Requisition 1D: MEXT Status: Pending
O Default If you select this option, the default values entered on this page are freated as pari of the defaulting logic and are only

applied if no other defaultvalues are found for each field. If default values already exist in the hisrarchy, they are used,
and the values on this page are not used.

© Override If you selectthis option, all default values entered on this page override the default values found in the default
hierarchy.

Buyer: l:lQ Unit of Measure: I:lQ
Vendor I Vendortocaton: | [a
Category: I:lQ Vendor Lookup

Ship To: 5000000010 |, EDUCATION & HUMAN *Distribute by:
DEVELOPMENT
More PO Defaults

Ultimate Use Code: l:lQ One Time Address

speeccnars [ A

Details Asset Information
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund .
1 [[msosa | | R Ja @l Ja[  Jaf | @l Ja[
b
< >

Step Action

6. On theRequisition Defaults page, the first step is to look up and select the
appropriate Purchase Order (PO) Typ@ Type is a required field that
categorizes the type of procurement being made Pthhd@ YPE must match the
specific procurement type. Also see PO Type Cluarinformation on Header
Comments, Hard Copy PO, and Receiving that is #&ssakwith each PO Type.

Click thePO Type drop-down arrow.

@ Please refer tchttp://www.maine.edu/pdf/PurchaseOrderTypes.pdf

Step Action

7. For this example, we will click oRegular Order to select it.
|Regular Order |
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A MaineStreet
Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out
=
Maintain Requisitions ~
Requisition Defaults
Business Unit:  UWMS05 Requisition Date:  08/06/2008 [ oR Yy Regular Order v
Requisition 1D: MNEXT Status: Pending
O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used
@ Override If you select this option, all default values entered on this page override the default values found in the default
hierarchy.
Ber ) it lossre: |,
Vendor Rk Vendortocato ||
ship To: [s000000010 |2, EDUGATION & HUHAN “Distribute by:
DEVELOPMENT
WMore PO Defaults
Utimate Use Code: l:lq One Time Address
SpeedChart: [ =
Details Asset Information | [FZ¥)
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
L |[umsos]a, | o o[ Jaf lal_Ja[ & o &
i
< >

Step

Action

On the remainder of thHRequisition Defaults page, enter defaults that you wish
to apply to the entire requisition. You can ovegritefaults at thene, schedule,
and dstribution levels.

In the Default Options section of the page, if you select hefault option, the

new default value/s you enter are assigned onlg ibther value/s are assigned
from system defaults. If you select tB®erride option, the new value/s overrideg
any value/s assigned from system defaults.

NOTE: Most of the time Override is what you need. Befid when changing
this to Default because whatever you enter herddowibverwritten by the systen
defaults.

In theLine section of the page, enter your EmplID into Bwger field.

Last changed on: 2/19/2009 9:43 AM Page 7



Process Document
Financials 9.0: Creating a Requisition MaineStrex

‘# MaineStreet

Home | Workiiet | _MultiChanne! Console | _Add to Favorites | _Sign out
ER
Maintain Requisitions

Requisition Defaults

| >

Business Unit:  UMS05 Requisition Date:  08/06/2008 PO Type | Regular Order v
Requisition 1D: MEXT Status: Pending

Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only
O Defauit

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used

@ Override Ifyou select this option, all default values entered on this page override the default values found in the default
hierarchy.

Buyer: 0099999 Q Unit of Measure: l:lQ
Vendor: l:lQ Vendor Location: l:lq
category: L & Vendor Lookup

Ship To: 5000000010 |Cy EDUCATION & HUMAN *Distribute by:
DEVELOPMENT
More PO Defaults

Ultimate Use Code: l:lQ One Time Address

Seechart ||

Details Asset Infermation
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund.
1 luwses|c | | la[_Ja la[_Ja[ Ja | la[_Ja[
bl
£ bd

Step Action

9. Enter the Vendor ID in théendor field.

10. EnterM | SC in the Category field.

Note: This is the only category used by UMS at thisatim

11. Use thdJnit of Measure field to enter a default unit of measure for the
Requisition.

Page 8 Last changed on: 2/19/2009 9:43 AM
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‘# MaineStreet

Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out

[E
Mew Window | Help | Customize Page | iy,

Maintain Requisitions

Requisition Defaults

Business Unit:  UMS05 Requisition Date: 08/06/2008 PO Type | Regular Order ~
Requisition ID: MNEXT Status: Pending
) Default Ifyou select this option, the defaultvalues entered on this page are treated as part of the defaulting legic and are only

applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used

@ Override If you selectthis option, all default values entered on this page override the default values found in the default
hierarchy.

Buyer: 009998y a, Unit of Measure: Q
Vendor: 0000016713 Q Vendor Location: |:|Q
Category: Q Vendor Lookup

Ship To: 5000000010 |, EDUCATION & HUMAN *Distribute by;

DEVELOPMENT
More PO Defaults

Ultimate Use Code: l:lq One Time Address
speedchart |2

Details Asset Information | [FH
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
T [Jomsos | Q| R Ja] al__Ja[ Ja] By [ __Jaf
ud
< H

Step Action

12. Enter the location code for your campus in\leador Location field.

Note: For additional information on looking up Vendoofation information,
refer to thevVendor Inquiry for Requisitioners UPK Player topic and process
document.

Please refer tdittp://www.maine.edu/system/mainestreet/documegisdd
rinquiryforRequisitioners.doc
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(=3

Maintain Requisitions

‘# MaineStreet

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Custornize Page | /&, #

Requisition Defaults

Business Unit:  UMS05 Requisition Date: 08/06/2008 PO Type | Regular Order A

Requisition ID: NEXT Status: Pending

©) Default Ifyou selectthis option, the defaultvalues entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

® Override Ifyou selectthis option, all default values entered on this page override the defaultvalues found in the default
hierarchy.

Buyer: 1055394 Q Unit of Measure:  [EA |Q

Vendor: 0000016713 Q Vendor Location: 5000012629  |Q

Category: Misc Q Vendor Lookup

Ship To: 5000000010 |Q, EDUGATION & HUMAN “Distribute by:

More PO Defaults

Ultimate Use Code: l:lQ One Time Address

DEVELOPMENT

[

SpeedChart:
Details Asset Information | [F=TH 1
Dist Percent GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref Project Affiliate  Fund
1 [umsos]ex | @ al la[_Ja[ Ja | @l Jaf
L
< >
Step Action

13.

In theSchedule section of the page, use tBiip To field to enter/change the
University location to which the vendor will shilpet order. Normally, your usual
location will default for you.

Use theDistribute by drop-down list to select how you want to distriotite cost.
Your choices are eithéxmount or Quantity. Note: Do notselect the Percent
option here. Although it is possible to distribbiepercent (see below), the
system won't let you select it in the drop down méere.

Distribute by Quantity or Percent:
You can set up multiple distribution lines and tleerter the percentage or quantity
for each distribution in the Distribution Detailthe sum of the line distribution
percentages must equal 100 percent.

Distribute by Amount:
You will not be able to enter the amounts on tlaiggbut you will at theine
Level.

Page 10

Last changed on: 2/19/2009 9:43 AM



Process Document
Financials 9.0: Creating a Requisition

Home | Worklist

MuttiChannel Console | _Add to Favorites | _Sign out

MNew Window | Help | Customize Page | B, &

Maintain Requisitions

Requisition Defaults

Business Unit:  UMS05 Requisition Date:  08/06/2008 PO Type | Regular Order -
Requisition ID: MNEXT Status: Pending
O Default If you selectthis option, the defaultvalues entered on this page are treated as part of the defaulting logic and are anly

applied if no other defaultvalues are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used
@® Override If you select this option, all default values entered on this page override the defaultvalues found in the default
hierarchy.

Buyer: 0099999 (=} Unit of Measure: Q
Vendor: 0000016713 Q Vendor Location: 5000012629| Q.
Category: MISC L3 vendor Logkup

Ship To: 5000000010 |, EDUGATION & HUMAN *Distribute by:
DEVELOPMENT
More PO Defaults

Ultimate Use Code: l:lox One Time Address
SpeedChart: [
Details ! Asset Information

Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund

1 |[umsos|c | Q lal_Ja [ Jal & Q la[_Ja[
]

< &

Step Action

14, Click theDistribute by drop-down arrow.

15. Click onQuantity to select it.
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Home | Workiist | MultiChannel Console | _Add to Favorites | _Sign out

(E[
New Window | Help | Custornize Page | 5, #

Maintain Requisitions

Requisition Defaults

Business Unit:  UMS05 Requisition Date:  08/06/2008 PO Type | Regular Order ~
Requisition 1D: MEXT Status: Fending
©) Default If you select this option, the defaultvalues entered on this page are treated as part of the defaulting legic and are anly

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used

© Override If you select this option, all defaultvalues entered on this page override the default values found in the default
hierarchy.

Buyer: 0055559 Q Unitof Measure:  EA |Q
Vendor: 0000016713 Q Vendor Location: 5000012629 Q
Category: MIsc Q Vendor Lookup

Ship To: 5000000010 |, EDUCATION & HUMAN “Distribute by: v
DEVELOPMENT
Ultimate Use Code: l:lQ One Time Address
specacnare | [a
Details Asset Information
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 |lumsos]ax | Q| @l Ja o[ Jal aj | _l  Jaf
b

< L

Step Action

16. Select thévl ore PO Defaultslink to enter defaults for the Requisition Header.
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HWutiChannel C: &

New Window | Help | Customize Page | B,

Requisition Header Defaults

Billing Location: B500000001 |2, payment Terms ID: o\ Due in 30 days

Dispatch Dispatch Method: _PIint v

[C] Amount Only Receiving Required
Freight Terms Code: |DEST_ALLWEQ,  ship Via Code: BESTWAY O

When the dispatch method on the PO is set to print, the employee
named below will receive a pdf file containing the actual PO for
printing and sending to the vendor. You can change the employee to
whom the pdf file is sent by selecting another name using the
prompt. Click OK when done.

Note: If the PO Type is Prepaid, the pdf file is sent to the user for
your campus who is responsible for getting the check cut that needs
to go with the order. This name cannot be changed.

UseriD |0099994 Q Ernployes Mame

oK Cancel |  Refresn |
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Step Action

17. TheRequisition Header Defaults page contains thiilling Location, Payment
Terms, Dispatch Method, Freight Terms Code, Ship Via Code, and theDispatch
andAmount Only checkboxes. These fields will default for you buynbe
changed as needed. (TRReceiving Required checkbox cannot be changed.) Use
the Look Up Icons or Drop Down Menus to search seldct from the available
choices.

Billing Location: The Billing Location IDs start with the letter "Bollowed by
the Business Unit number.

Payment Terms|D: This defaults from the payment term on the VeAdmration
record. You can override it if the term for thisrgliase should be different.
Dispatch checkbox and Dispatch Method: The Dispatch checkbox is normally
checked, indicating that the purchase order wilkkéet to the vendor. The
Dispatch Method is normally “Print” but may be ched. If the PO Type is ClI
(confirming invoice) both the checkbox and thiddiwill be blank and cannot be
changed. Th®ispatch Methods are:

Print -The PO is created in a PDF file, which is serth®Requisitioner via the
worklist. The Requisitioner prints the PO, pladda ian envelope and mails it to
the vendor. The Requisitioner or the Approver damose to have the PDF go tg
someone other than the Requisitioner. Prepaid si(@ Type Prepaid) require
special handling. For them, the PDF is sent tosigdated staff member who wil|
ensure that when the PO is mailed it is accompanyeal check.

FAX -This feature is currently not being used by thévdrsity of Maine System.
E-mail -This method should only be used when the persteriag the requisition
or purchase order knows that the vendor acceptdy@mail. The staff member
must verify that there is a valid e-mail addresstmnAddress page of the vendar
file that corresponds to the ordering address ervémdor Location being used for
the order.

Phone - When the dispatch method is Phone, the systeomass that you are
calling in the order to the vendor and it doesswestd the order to the vendor. Use
PO Type “Confirming Order” on the requisition. ket vendor requires a paper
copy of the order in addition to your phone catluyshould not use the dispatch
method of Phone. Instead, in addition to phoninthéorder, use Print dispatch,
and use the PO Type of “Confirming Order.”

Electronic Data Exchange (EDX) - Electronic data exchange should only be used
if the vendor is set up for it.

Amount Only checkbox: Normally this is left unchecked. Chduk box if you
want to receive by dollar amount rather than byngjtia For example, a
requisition for personal services. The item qugnsitset to one (1) and the dollar
amount is set at $2000.00 and you will receive ipleltinvoices for varying
amounts. You will be able to receive the amountbich you're being invoiced.
Freight Terms Code and Ship Via Code: Use the look up icon to select from the
available choices. Refer to the “Understandingdfrel erms” document for mor
information on the proper use of these terms.

D
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@ Please refer to:
http://www.maine.edu/pdf/UnderstandingFreightTepds.

@ Please refer tdhttp://www.maine.edu/pdf/DispatchMethods. pdf

‘A MaineStreet

Home | \Worklist | MutiChannel Console | _Add to Favorites | _Sign out
(=13

New Window | Help | Customize Page |

Requisition Header Defaults

Billing Location: B500000001 |2 payment Terms ID: Q Due in 30 days

Dispatch Dispatch Method: | Print -

[] Amount Only Receiving Required

Freight Terms Code: \DEST_ALLWLZL  ship Via Code: BESTWAY |G

When the dispatch method on the PO is set to print, the employee
named below will receive a pdf file containing the actual PO for
printing and sending to the vendor. You can change the employee to
whom the pdf file is sent by selecting another name using the
prompt. Click OK when done.

Note: If the PO Type is Prepaid, the pdf file is sent to the user for
your campus who is responsible for getting the check cut that needs
to go with the order. This name cannot be changed.

UserID |0099999 Q Employee Name
oK | Cancel | Refresh|

Step Action

18. When finished, click th©K button.
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# MaineStreet
Home | Worklist MuttiChannel Console Add to Favorites Sign out

=3
Mew Window | Help | Customize Page | h, |

Maintain Requisitions

Requisition Defaults

Business Unit:  UMS05 Requisition Date: 08/06/2008 PO Type Reqular Order >3
Requisition 1D: NEXT Status: Pending
) Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each fisld. If default values already exist in the hierarchy, they are used,
and the values on this page are notused.

@ override Ifyou select this option, all defaultvalues entered on this page override the defaultvalues found in the default
hierarchy.

Buyer: 00999449 L Buyer Mame Unit of Measure: Q
Vendor; 0000016713 Q. NASHVILLE CHEMICAL Vendor Location: 5000012629 Q
Category: Misc Q wendor Lookup

Ship To: 5000000010 |2, EDUCATION & HUMAN “Distribute by:
DEVELOPMENT
More PO Defaults

Ultimate Use Code: l:IQ One Time Address

SpeedChart: [ -

Details Asset Information
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 [omsosja | | lal I ol Ja[ & | lal__Jaf[
>,
a 3

Step Action

19. On theRequisition Defaults page, click th&ne Time Address link.

Page 16 Last changed on: 2/19/2009 9:43 AM
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‘A MaineStreet
_Home | Worklist | WultiChannel Console | Add to Favorites | _Sign out
(=
New Window | Help | Customize Page |
Req One Time Address Default
Business Unit  UMS05 Requisition Date:  08/06/2008
Requisition 1D: MNEXT Status: Pending
Address
Prefix: l:l
ountry: Q nited States
I —— N —
Address 1: | ‘ Ext: l:l
Address2 | | e ]
Address 3. ‘ ‘
Address 4: | |
City:
S s S —
State: [ a
0K | Cancel | Refresh |
Step Action
20. Use theReq One Time Address Default page to enter a Ship-To address that

not a University address for special shipments.

Click theOK button when finished entering the address.

Last changed on: 2/19/2009 9:43 AM Page 17
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‘A MaineStreet

llultiChannel Console | _Add to Favorites | _Sign out

(E[
New Window | Help | Custornize Page | 5, #

Maintain Requisitions

Requisition Defaults

Business Unit:  UM305 Requisition Date: 08/06/2008 PO Type | Regular Order ~
Requisition ID: MNEXT Status: Pending
() Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other defaultvalues are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used

© Override If you select this option, all defaultvalues entered on this page override the default values found in the default
hierarchy.

Buyer: 0099389 O, Buyer Mame Unit of Measure: Q
Vendor: 0000016713 O, NASHVILLE CHEMICAL Vendor Location: 5000012629 Q
Category: misc a Vendor Loakup

Ship To: 5000000010 |Q, EDUCATION & HUMAN *Distribute by:
DEVELOPMENT
More PO Defaults

Ultimate Use Code: l:IQ One Time Address
[ SpeedChart: < ]

Details Asset Information
Dist Percent GL Unit Account Oper Unit Fund Dept Program  Class Bud Ref Project Affiliate Fund
1 | |[umsos]a | |2 | YN @l Jal & || o[ Jal
be
<3 2

Step Action

21. Use theSpeedChart field to enter a default SpeedChart. The SpeedGéature
enables you to use a code that contains presebditdns. After a SpeedChart is
created, it can be used to speed up data entrgtoibdtion lines.

Page 18 Last changed on: 2/19/2009 9:43 AM
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‘# MaineStreet

=

Maintain Requisitions

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | o5, 4

Requisition Defaults

Business Unit:  UMS05 Requisition Date: ~ 08/06/2008 PO Type | Regular Order v
Requisition ID:  NEXT Status: Pending
©) Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other defaultvalues are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used
@ Override Ifyou select this option, all default values entered on this page override the defaultvalues found in the default
hierarchy.
Buyer: 0083599 T, Buyer Marme Unit of Measure: Q
Vendor: 0000016713 Q) NASHVILLE CHEMICAL Vendor Location: 5000012629 Q
Category: WMISC Q. Wendor Lookup
Ship To: 5000000010 |2, EDUGATION & HUMAN *Distribute by:
DEVELOPMENT
Maore PO Defaults
Ultimate Use Code: I:IQ One Time Address

SpeedChart:

—

Details Asset Information
Dist Percent L Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 | ||ursos|e | <Y ol & ol Jal & | Y =Y
b
4 g

Step

Action

22.

In theDistributions section of the page, in the distribution line, tise
Percentage field to specify the percentage of the order giathat is to be
distributed on the distribution line(s).

Note: This will default to 100% but may be changed ltiple distributions are
required. If you are adding more distribution linelsange the percent field in the
first distribution line to the appropriate percaggdefore adding additional
distribution lines.

Refer to Step 13 of this exercise for more information regarding distributions.
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Financials 9.0: Creating a Requisition MaineSreet

=

Maintain Requisitions

# MaineStreet
Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out

Mew Window | Help | Customize Page | nm %

Business Unit:

Requisition 1D:

O Default

@ Override

Buyer:
Vendor:
Category:

Ship To:

Requisition Defaults

Waore PO Defaults
Utimate Use Code: | | One Time Address

[IEN Requisition Date:  08/06/2008 PO Type | Regular Order ~

MEXT Status: Pending

Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other defaultvalues are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are notused.

If you select this option, all default values entered on this page override the defaultvalues found in the default
hierarchy.

0099994 Q. Buyer Name Unit of Measure: Q
0000016713 Q. NASHVILLE CHEMICAL Vendor Location: 5000012629 Q
WMISC Q, Vendor Lookup

5000000010 |C EDUCATION & HUMAN *Distribute by:

DEVELOPMENT

L Ja

SpeedChart:
Details Asset Information | [F=7H 1
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 [ odfumsosa | | Al Ja] [ Jal o LY LY Y
st
a |

Step

Action

23.

The remaining fields at€hartfields. Enter the appropriate Chartfield combinati
for this requisition. At a minimumAccount, Fund andDept are required.
Program, Project, Class andOper Unit may also be used.

To begin, enter the appropriakecount code in the Account field.

24.

Enter the appropriateund code in theFund field.

25.

Enter the appropriateepartment code in theDept field.

Note: If more distribution lines are needed, click theign at the end of the first
distribution.

Page 20
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Process Document
Financials 9.0: Creating a Requisition

Home | Workiist | MuftiChannel Console | Add to Favorites | _Sign out

~

Requisition 1D: NEXT Status: Pending

If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

C Default i sel I
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are notused.

© Override Ifyou select this option, all default values entered on this page override the default values found in the default

hierarchy.

Buyer: 0093089 Q. Buyer Mame Unit of Measure: Q
Vendor: 0000016713 Q  NASHVILLE CHEMICAL Vendor Location: 5000012620 | @

Category: MISC Q Vendor Lookup
Ship To: 5000000010 | EDUCATION & HUMAN *Distribute by:

DEVELOPMENT
More PO Defaults

Ultimate Use Code: l:lQ One Time Address

speedchars |2

E Details ! Asset Information

Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Fund
1 [100.0000] [umsos|@, 51000 e | | oo | [s3s0e81 @ | e | e [ e [ e | la[
OK | Cancel | Refresh
¥
3

|~

Step Action

26. When finished entering your requisition defauliick theOK button.
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Financials 9.0: Creating a Requisition

‘RﬁalneStl-cet

| =
Mew Window | Help | Customize Page | 15,
Retrofit field changes to "all" existing requisition lines/schedules/distributions.....
Business Unit:  UMS08 Requisition Date: 05/29/2008
Requisition ID: MNEXT Status: Pending
For Line and Schedule defaults, Select "Apply’ to apply changes to all lines and schedules
For Distribution defaults, Select'Apply to apply changes to the Distrib Line.
Example: If you select ‘Apply for Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition
Select'Apply to All Distribs’ to apply changes to all distribution lines on the requisition
Mark All O Unmark Al
Customize | Find | View All | E First E| 1100713 0 Last ]
Apply Distrib Line Field Name Field Value Apply to All Distribs
O Buyer 0039993
O Vendor 0000016713
| Category MISC
O Unit of Measure EA
IFl Wendor Location 5000012629
F 3hip To 8000000017
0o o1 Pct 100
o 1 GL Unit UMS06 0
|| 1 Account 61000 |
O 1 Fund 00 O
OK | Cancel ‘ Refresh
Step Action
27. Once you set your requisition defaults, changesarely made to them. If you

must apply changes to your default settings ta alt€hartField value on a
distribution line, or a Vendor, for instance, theu will be presented with the
Retrofit page after saving the changes.

The Retrofit page acts as a query, asking you wtieimges made on the
Requisition Defaults page you'd like to propagate to pre-existing reitjon
lines.

Note: If you change the vendor or vendor location ne@uisition header, you
MUST make sure that the change is retrofitted texasting requisition lines. If
you don't, the requisition will not source corrgdth a purchase order.

- Click theView All button to view all the lines on this page.

- If you only want the changes to apply to spegifie-existing distribution lines,
check theApply box for those lines.

- If you want the changes to apply to ALL pre-exigtdistribution lines, place a
checkmark in thdark All box.

When ready, click th&K button.
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Financials 9.0: Creating a Requisition

Maintain Requisitions

Home | Workiist | MutiChannel Console | Add to Favorites | _Sign out

Mew Window | Help | Customize Page | &,

Requisition

Business Unit:

Requisition ID:

B

*Requester:

Origin:

UMS0S Status: Pending
NEXT Copy From Budget Status: NotChicd T

0099999 &, Reguester Name Reguisition Defaults

Requisition Date: 08/06/2008
ONL On-line entry
*Currency Code: l:l Dollar

Accounting Date: | 08/06/2008 |

[] Hold From Further Processing

Eequester Info Add Comments
Requisition Activities

Total Amount: 0.00 USD

First [4] 1 or 1 (M Last

Status oy Vendor Information i ttem Information 0 Atftributes i Contract

Line ltem Description Quantity “UOM Cateqory  Price Aot Statas
aal | =] 8 fooooo || o] e [o 0.00 Pending CBHERE
*Go to: ‘ -Mare... W

& save | [ Notfy | o Refresn | Eiadd | JE UpdateDisplay

Step

Action

28.

On theRequisitions page, enter a description of the item/s you arerand in the
Description field.
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Financials 9.0: Creating a Requisition MaineStrex

‘A MaineStreet

Home | Worklist | _WuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page |

Maintain Requisitions

Requisition
Business Unit:  UMS05 Status: Pending
RequisitionID:  NEXT Copy From Budget Status: MotChikd T
[1Hold From Further Processing
=
*Requester: 0099999 C, Reguester Mame Requisition Defaults

Reguester Info Add Comments
Requisition Activities

Requisition Date: 08/06/2008
Qrigin: QML Online entry

*Currency Code: l:l Dollar
Accounting Date: 08/06/2008 |[+

Total Amount: 0.00 USD

First [1) 1 of 1 [} Last

Line Customize | Find |
N Vender ion ltem Infermation i Aftributes e Contract Sourcing Contrels

Line Item Description Quantity *UOM Category Price Amount Status
1R | 1Q [computers| =8 [ooooo || @] @ Jo | 0.00 Pending CEEEE
“Gotor |- More.. v

B save ‘ [=] Motify | % Refresh | Ex Add Update/Display

Step Action

29. In theQuantity field, enter the quantity of the item/s you ardesing.

30. Enter the appropriate Unit of Measure in theM field.

31. Enter the default category into t@ategory field.

32. In thePrice field, enter the price for the item/s.
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Maintain Requisitions

Worklist | _HMultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page |

&

0099999 Q, Reguester MName

Requisition Date: 03/06/2008 Requester Info

*Requester:

Origin: oML On-line entry

“Currency Code: Dollar
Accounting Date: |08/06/2008 |5

Status | Vendor Information

Requisition
Business Unit:  UMS05 Status: Pending
Requisition ID:  NEXT Copv From Budget Status: Motchkd T

[1 Hold From Further Proces sing

Reguisition Defaults
Add Comments
Reaquisition Activities

Total Amount:

" ltem Information

0.00 UsSD

e | Find |
Contract | Zourcing Controle

" Attributes

5] Savel [ Notify | 5 Refresh |

Line ltem Description Quantity *UOM Category Price Amount Status
1 | |2, [computers & s |[Ea o [msc|a [200000 | 0.00 Pending @Eﬂ = EE
[-mare v

*Go to:

Er Add Update/Display

Step Action

33.
=

Click theLine Comments icon to access theine Comments page.

Last changed on: 2/19/2009 9:43 AM
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Process Document

[
Financials 9.0: Creating a Requisition MaineSreet

Home | Worklist

MultiChannel Console | _Add to Favorites

Sign out

New Window | Help | Customize Page | 2
Line Comments

Business Unit:  UMS05 Requisition Date:  08/06/2008
Requisition ID: ~ NEXT

Status: Pending Line: 1
*Sort Method: *Sort Sequence: _son |
[comments

\ First 4] 1.0f1 [+ Last
Copy llem Specs Comment Status:  Active rEETEE

Copy Standard Comments

T

[ sendtoVendor [ Shown atReceipt [ Shown at Voucher
Attachment Aftach e Delete Email

From -= REQ UMS05-NEXT

OK Cancel Refresh

Step Action

34.

Use theLine Comments page to maintain line comments.

Click theOK button when finished.
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Maintain Requisitions

MultiChannel Console | _Add to Favorites | _Sign out

Hew Window | Help | Customize Page | /&,

Requisition

Business Unit:  UMS05

Requisition ID: NEXT Copy From
-

*Requester: 0095399 @, Reguester Mame

it . q
Requisition Date: 08/05/2008 Requester info

Origin: ONL

*Currency Code: l:l
Accounting Date: |08/06/2008 |3

QOn-ine entry

Dollar

N Vendor

A ltem Information N Aftributes

Status: Pending
Budget Status: NotChkd T

[ Hold From Further Processing
Requisition Defaults

Add Comments
Requisition Activities

Total Amount:

10,000.00 USD

N Contract

Sourcing Controls

Details Y Ship To/DueDate '  Status
Line Item Description Quantity *UOM Category Price Amount Status
16| |2 [computers =& [so000 |[Ea |@ |misc @ [2,000.0000( 10,000.00 Pending CEEEE

B save | [=] Motify ‘ ) Refresh ‘

*Go to: ‘ More b4

S Add Update/Display

Step Action

35.

Click theLine Details icon to open th®etailsfor Line 1 page..

Last changed on: 2/19/2009 9:43 AM

Page 27




Process Document "
Financials 9.0: Creating a Requisition MaineStrees

Maintain Requisitions

'‘# MaineStreef

Worklist | _MuliChannel Console | Add to Favorites | Sign out

Mew Window | Help | Customize Page | 1=

Details for Line 1

Requisition ID: NEXT Item: Computers
Line: 1
[ Do Mot Print Line

Buyer: 0089993 (&} Line Status: Pending
Buyer Name: Buyer Name Buyer Infarmation
Category Code: Misc View Hierarchy Amount: 10,000.00 USD
Category: Wisc Document Base Amount: 10,000.00 USD
Category Description: Wiscellaneous
*Transaction ltem Description:

‘Cnmputers I@

S EEEE

OK

Preferred Language Item Description:

Expand All Collapse All

‘ Cancel | Refresh

Step

Action

36.

Use theDetailsfor Line page to view and/or update details about the LTihés
page has thBo Not Print Line check box and th&mount Only check box (the
Amount Only box is also on théttributes tab).

Do Not Print Line: Check this box if you do not want the line tonpron the PO.
For example, on a Personal Service Contract, we tteenter the contract dollar
amount on line one and an additional amount to cexpenses over and above
the contract amount. In order to encumber theafiobunt both lines should be
entered on the requisition but you only want lin® print, therefore you would
check the “Do Not Print” box for line 2.

Amount Only: Amount Only is explained under the “More PO Dédffsiusection
of this document. When used on the “More PO De$ayage it applies to all
lines. When used here it applies only to the line.

NOTE: Any changes made on this page apply only tolthat For example, you
would not want to change vendor information here.

Click theOK button.
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Process Document

Financials 9.0: Creating a Requisition

Maintain Requisitions

IuttiChannel Console

Mew Window | Help | Customize Paae |

Add to Favorites | _Sign out

Add Comments
Requisition Activities

i ‘ q
Requisition Date: 08/06/2008 Reouesternfo

Origin: OMNL
*Currency Code: l:l
Accounting Date; 0B/06/2008 |

OrHline entry
Daollar

Total Amount:

Requisition
Business Unit:  UNS05 Status: Pending
Requisition ID:  NEXT Copy From Budget Status: NotChkd T
[] Hold From Further Processing
=
*Requester: 0099999 T, Reguester Name Requisition Defaults

10,000.00 USD

Customize | Find

First [ 1 or 4 [M] Last

& save ‘ [=] Notify | k) Refresh |

Status i Vendor Information B tem i Aftributes Contract Sourcing Controls
Line ltem Description Quantity *U0OM Category Price Amount Stal
1By @, [computers = | (50000 |[ea |& (msc|@ [2.000.0000] 10,000.00 Pending
*Go to: | More: e

B+ Add Update/Display

Step Action

37.

On theRequisitions page, click thé.ine Schedule icon to change thgéhip To
address and to access Distribution page.

Last changed on: 2/19/2009 9:43 AM
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Process Document )

Financials 9.0: Creating a Requisition MaineStrex

Home | \Worklist | MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page |

Maintain Requisitions

Schedule
Business Unit:  UMS05 Requisition Date: 08/06/2008
Requisition 1D: NEXT Status: Pending

Return to Main Page

1 Item: Computers Quantity: 50000 Each Amount: 10,000.00 USD

Sched ZShip To uanti Price Amount Status
1 B |boooocay =1 |s.0000 2,000.00000 10,00000 52 Active =

Add Ship Te Comments

B Save| [=] Notify ‘ s Refresh | [EAdd | Updateiisplay

Step Action

38. On theSchedule page, click the- button to add mor&hip To lines. Click the

Look Up icon adjacent to tHship To field to search for and select the Ship To
location(s) needed.
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Explorer User Prompt

Script Prompt:
Enter number of rows to add
Cancel

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page |

Schedule
Business Unit: UMs0s Requisition Date: 08/06/2008
Requisition ID: MEXT Status: Pending

Return to Main Page

First 4] 4 o1 [ Last

1 Item: Computers Quantity: 5.0000 Each  Amount: 10,000.00USD
4] 4 of 1 [ Last
Details
Sched *Ship To uanti Price Amount Status
1 E% 50000¢(3, =1 |5.0000 2,000.00000 10,000.00 E?‘. Active =
Add Ship To Comments
& save ‘ [=] wotify | 4 Refresh | ErAdd | updateDisplay

Step Action

39. Click theOK button.
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Financials 9.0: Creating a Requisition MaineSreet

Home | Worklist

MultiChannel Console | _Add to Favorites | Sign out

New Window | Help | Customize Page | \&

Maintain Requisitions

Schedule
Business Unit:  UMS05 Requisition Date: ~ 08/06/2008
Requisition 1D: NEXT Status: Pending

Return to Main Page

Find | view Al First 4] 1 or1 [H Last
1 Item: Computers Quantity: 50000 Each Amount: 10,000.00 USD
Customize | Find
Details
Sched *Ship To uanti Price Amount Status
1 B [soo00tQ = [s0000 | [2.000.00000 10,00000 5% Active =
2 & [s0000d@ = [o.0000 | [o.o0000 0.00 5 Actve =

Add Ship To Comments

B save | [=] Notify | 4 Refresh |

[Es Add Update/Display

Step Action

40. One-Time Address: If you need to ship to @ne-Time Address click theShip to
Address (envelope) icon.
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‘# MaineStreet

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out
=

New Window | Help | Customize Page | &)

Maintain Requisitions

Requisition ShipTo Address

Requisition ID: NEXT Item; desks
Line: 1 Status: Active
Schedule: 1

B

Location Code: 5000000010

Country: UsA United States

Address 1: EDUCATION & HUMAN DEVELOPMENT

Address 2: University of Maine

Address 3: 5766 SHIBLES HALL RM 125

Address 4:

City: ORONO In City Limit
County: Postal: 04469-5766
State: ME Maine

OK ‘ Cancel | Refresh

Step Action

41. Click on the expand section arrow adjacer®te Time Address.

L D

42, Click theOK button.
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Home | Workist | MuttiChannel Console | _Add to Favorites
=3

Sign out

New Window | Help | Customize Page |

Maintain Requisitions

Schedule
Business Unit: umMsos Requisition Date: 08/06/2008
Requisition ID: MEXT Status:

Pending
Return to Main Page

i Vi First 1) 4 of 1 L2 Last
1 Item: desks

Quantity: 50000 Each Amount:

Quantity Price Amount Status
=1 [s.0000 20.00000 10000 5 Active F =

Add Ship To Comments

& save I [=] Motify I s Refresh

EeAdd Update/Display

Step Action

43. Click theDistribution button.
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MaineSte: Financials 9.0: Creating a Requisition

‘# MaineStreet

Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out

=13
New Window | Help | Custamize Page | /&,
Maintain Requisitions
Distribution
Requisition ID: NEXT Item: desks
Line: Status: Active
Schedule:
Ship To: 5000000010  EDUCATION Quantity: 5.0000 EA
Amount; 100.00 USD
speedChart: | |\ Multi-SpesdCharts
Chartfields Details Asset Information ' [==¥)
Distrib Status Percent Quantity Amount GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project
1 0pen [100.0000 50000 100.00 [UMS05|C, (51000 =N |@ oo |o [s3s0ss1 @ | =] =N e |
0K ‘ Cancel ‘ Refresh |
& B
Step Action

44,

If you did not enter the Distribution on tRequisitions Defaults page you can d
it here. If you entered the Distribution on fRequisitions Defaults page, you car
still make changes here.

NOTE: Changes made here apply only to the line.

Click OK to go back to the schedule page.

O
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# MaineStreeb

| ElkS

Maintain Requisitions

Viorklist [ _MultiChannel Console | Add to Favorites | Sign out

Mew Window | Help | Customize Pane |

Schedule
Business Unit: UM305 Requisition Date: 08/06/2008
Requisition ID: NEXT Status: Pending

Return to Main Page

desks

Quantity: 5.0000 Each

Amount:

Customize | Find | %

Details
Sched *Ship To uanti Price Amount Status
Add Ship To Comments
B SaveI [=] wotify | % Refresh EvAdd | [ Update/Display
Step Action
45, Click theReturn to Main Page link.
Feturn to Main Page
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Home | Worklist | MuliChannel Console | _Add to Favorites

Sign out

New Window | Help | Customize Page | .5,

Maintain Requisitions

Requisition
Business Unit:  UMS05 Status: Pending
Requisition ID: ~ NEXT Copv From Budget Status: NotChkd T
] Hold From Further Processing
52
“Requester: 0099999 Q. Reguester Name Regquisition Defaults
Requisition Date: 08/06/2008 Reguester Info Add Comments
Requisition Activities
Origin: OML On-line entry
*Currency Code: |:| Dollar
Accounting Date: |08/06/2008 |5
Total Amount: 10,000.00 USD

i Wendor Information 3 ttem Information i Adtributes
Line Item Description Quantity *UOM Category Amount Status
16| |2 [computers S| so000 EA [MisC | Multiple 10,000.00 Pending

*Go to: | More v ‘

& save | [=] Notify | i Refresh ‘

ErAdd Update/Display

Step Action
46. On theRequisition page, click theAdd a Row icon ().
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MaineStree!

-

Explorer User Prompt

Script Prompt:

Enter number of rows to add

[]

MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | n5,

Add Comments
Requisition Activities

Requester Info

On-line entry

Requisition Date: 08/06/2008
Origin: ONL

*Currency Code: |:|
Accounting Date: |08/06/2008 |5

Dollar

Total Amount:

Requisition

Business Unit:  UMS05 Status: Pending

Requisition ID:  NEXT Copy From Budget Status: NotChkd T
[ Hold From Further Processing

52

*Requester: 00939539 Q Requester Mame Requisition Defaults

10,000.00 USD

Contract '} Sourcing Controls

| First (4] 1 or 1 [M] Last

*Go to:

B save | Motify | L Refresh ‘

Details | Ship To/Due Date |  Status  § Vendor nformation | ltem Information §  Attributes |
ine ltem Description Quantity *UOM Category Price Amount Status
1B | |2 [computers =| @ 50000 EA [MisC  |Q multiple 10,000.00 Pending W ERE

| Mare:

]

ErAdd Update/Display

Step Action

47.
Requisition. "1" appears by default.

Click theOK button.

When the prompt appears, enter the number of ijpe

wish to add to the
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Process Document

MaineSte: Financials 9.0: Creating a Requisition

‘# MaineStreet
Home | Worklist [ MultiChannel Console | Add to Favorites

Maintain Requisitions

Sign out

Mew Window | Help | Customize Page |

Business Unit:

Requisition 1D:

=

*Requester:

Origin:

Requisition

Requisition Date: 08/06/2008

*Currency Code: l:l Dollar

Accounting Date: | 08/06/2008 [#1)

UMS05 Status: Pending
MEXT Copy From Budget Status: Not Chi'd nﬁ
[Hold From Further Processing

0099999 Q. Requester Name Requisition Defaults

Requester Info Add Comments

Requisition Activities
ONL On-line entry

Total Amount: 10,000.00 USD

First (1) 12 02 [V Last

Customize | Find | View /
0 Contract Sourcing Controls

Status i Wendor Information 0 ltem Information B Attributes

Line Item Description Quantity *UOM Category Price Amount Status
1R |2 [computers | % 50000 EA [WISC |@ Multiple 10,000.00 Pending CHEEEE
[zﬁzﬂ la | =] & o000 |[ ]| o fo 0.00 Pending ] CBEEE
*Go to: | Iore s |

B save | [=] Motify | L Refresh | ErAdd | JF Update/Display

Step

Action

48.

On the new requisition line (line 2), enter aatgdion in theDescription field.

49.

Enter the appropriate quantity in Qeantity field.

50.

Enter the appropriate Unit of Measure in theM field. .

51.

Enter the appropriate category in @etegory field.

52.

Enter the appropriate price in tReice field.
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# MaineStreet

Maintain Requisitions

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | 1=

Requisition

Business Unit:  UMS05 Status: Pending

Requisition ID:  MEXT CopyFrom Budget Status: NotChkd S
[] Hold From Further Processing

=

*Requester: 0099999 Q. Reguester Narre Requisition Defaults

Requisition Date: 08/06/2008
Origin:

*Currency Code: I:l Dollar
Accounting Date; |08/06/2008 |1

Reguester Info Add Comments

Requisition Activities
ONL On-line entry

Total Amount: 10,000.00 USD

Customize | Find | Vies First 4] 1-2 of 2 ] Last

Status | Vendor Information 7 ftem Information ' Aftrbutes Y Contract Sourcing Controls
Description Quantity *UOM Category Price Amount Status

B save | [=1 Motify ‘ ) Refresh | Sk Add Update/Display

&, [computers =] [5.0000 |[Ea |@ msc | [zo00.0000] 1000000 Pending CEEEE
[ [shipping Costs =] 88 [1o000 [[ea |a msc |a[12500 | 0.00 Pending CHERE
*Go to: | More... w

Step

Action

53.

If you entered Schedule/Distribution informatiom theRequisition Defaults
page it will default to this line when the requiisit is saved. If you did not enter
on the Requisition Defaults page you need to entere. To do so, click the
Schedule icon to add the Ship To information and Dietribution icon to add the
Chartfield information. When the information is cplete clickOK, then click
Return to M ain Page before saving the requisition.

54, Click theSave button.
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Maintain Requisitions

Home | Worklist | ultiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | /5

Requisition
Business Unit:  UMSD5 Status: Pending
Requisition ID: 5000034373 Copy From Budget Status: MotChikd B
[ Hold From Further Processing
*Requester: 0095393 T, Reguester Name Requisition Defaults
. requester info Add Lomments
Requisition Date: 08/06/2008 Requester Info Add Comments
Reaquisition Activities
Origin: ONL On-ine entry
*Currency Code: l:l Daollar

Accounting Date: E‘J

Total Amount: 10125.00 USD

First [ 1.2 072 0] Last

Customize | Find | View A

Status i Wendor Information i ftem Information 0 Aftributes o Contract Sourcing Controls
Description Quantity *UOM  Category Price Amount Status

12 |2 [computers =& [s0000 |[Ea |@ [msc | [z000.0000( 10,000.00 Pending WS R [
2k | [shipping Costs S8 (10000 |[EA |Q [msc  |@ [125.00000 | 125.00 Pending CHERE
*Go to: ‘...More - v
=] Sava| [=] Hotify | s Refresh ‘ Eradd | & UpdateDisplay

Step

Action

55.

After saving the requisition, notice thaRaquisition I|D has been generated.

The Status field displays the requisition status. A statu®efding indicates the
requisition is eligible for the approval processstatus ofApproved indicates the
requisition is approved.

Note: requisitions with a status @fanceled andCompleted are not available on
this page and can only be viewed udRegjuisition Inquiry page.

If desired, select thelold From Further Processing check box to temporarily
prevent further processing of the requisition. Témuisition will not be eligible
for approval, unapproval, cancelation, closure or sourcing to a purchase order.

NOTE: Now that you are familiar with all the screensaoRequisition you may
find “How to Enter a Simple Requisition” document one that you want to keep
close at hand. “How to Enter a Simple Requisitistéps through the process
using the minimum amount of information necessargrier to create a
requisition. If simple requisitions are normally attyou do and do not need to
change or enter optional fields, as shown in tleeipus exercise, you may find
this helpful. “How to Enter a Simple Requisition”
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Worklist

MuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Custamize Page |

Maintain Requisitions

Requisition
Business Unit:  UMS05 Status: Pending
Requisition ID: 5000034378 Copy From Budget Status: Mot Chi'd ﬂﬁ
1 Hold From Further Processing
=
*Requester: Q Requester Name Requisition Defaults

Requester Info Add Comments
Reaquisition Activilies

Requisition Date: 08/06/2008
Origin: OMNL On-line entry

*Currency Code: Dallar
Accouning ot 08052005

Total Amount: 10,125.00 USD

st E LZDfZE

oy Vendor Infermation oy tem Information oy Attributes
Line  Item Description Quantity *UOM  Cateqory  Price Amount Status
16 | € [computers =] £ [s.0000 |[EA |@ msc  |@ [2,000.00000 10,000.00 Pending CEERE
2B | [snipping Costs =] 8 [1.0000 |[EA |@ [msc | [125.00000 | 12500 Pending CHEERE
*Go tor | More v

B Savel [=] Notify | i Refresh | E‘+Add| UpdateIDtsp\ayl

Step Action

56. End of Procedure.
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