REQUISITION INITIATION 9.1

OVERVIEW

REQUISITIONS — REQUESTS FOR PURCHASE

This section outlines the steps necessary to enter a Requisition into the FAST
Financials System.

Departmental Users (a.k.a. Initiators, Requesters) will initiate a request for
purchase by utilizing the online Requisition functionality in the FAST
Purchasing module to initiate a request for purchase. Identification of where
expenses should be charged will be entered on the Requisition and will carry
forward automatically to the PO, the Receipt and finally to the Voucher.

Individuals are identified in each of the units with authority to initiate
requests for purchases of goods and services. They are given the FAST
security role of USF_POREQINIT which enables them to enter requisitions and
push them into Workflow, the FAST approval routing process.

Requisitions approved by the individuals with departmental authority for
approving purchases and expenditures move along to the Purchasing
Department for final approval and the creation of a Purchase Order.

The Purchase Order, not the requisition, is USF’s official document
authorizing the department to purchase the goods or services requested.

Sections will provide navigation, screenshots, data selection information and
procedure.

A Purchasing Hands-on Job Aid is available for experienced initiators who
need only reminders.

Additional Fast Purchasing Manuals are available for related purchasing
functions.
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STEP 1 Navigate to the Requisition Page

NAVIGATE TO THE REQUISTION ADD/UPDATE PAGE BY USING THE MAIN MENU AND
SELECTING: PURCHAING - REQUISITIONS- ADD/UPDATE REQUISITIONS

ORACLE

Favorites | Main Menu
- : -
Search Menu:

| | ®

Accounts Payable w Menu has been sorted alphabetically
Accounts Receivable bodindowe. Al

Asset Management » [jmorning. Please
Background Processes
Biling

Commitment Control
Customer Contracts
Customers

Employee Seff-Service
Enterprise Components
eProcurement

General Ledger

Grants

Inventory

Manager Self-Service
PeopleTools

Project Costing
Purchasing

Reporting Tools

Fersonalize

- \Diew Details

r v T T rwwrrvrrvrowrow

3 Procurement Cards 4

3
Resource Management &3 Purchase Orders
1 Receipts 3

Services Procurement B

Set Up Finandials/Supply 1 (& REEEeT 1 Reports b
Supplier Contracts
Travel and Expenses
Tree Manager

USF Menu Items
Vendors

Waorklist

D Change My Password
[E My personalizations
[E] My System Profile

3 Review Requisition Information 3
[£] Add/update Requisitions
[E] Approve Amounts

crrooocrcroopocreoccrooccocooccoco @

v T r v

STEP 2 Add Requisition Criteria
THE FOLLOWING SCREEN APPEARS:

Requisitions

Find an Existing Value Add a New Value

Business Unit: [TAMPA @
Requisition ID: |:|

Find an Existing Value | Add a Mew Value
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The system should pre-select the Add a New Value tab

Select the Purchasing Business Unit for this Requisition if it does not default in

Note: The Purchasing Business Unit represents the entity for which the purchase is being
made and will default in from the Requester’s default setup. This value can be changed if
necessary. The available values are as follows:

TAMPA - Tampa & FIPR purchases excluding Physical Plant
PPLNT - Purchases made by Tampa Physical Plant

STPTE - St Petersburg Campus purchases

SRSTA - Sarasota Campus purchases

LKLND - Polytechnic Campus purchases

The General Ledger Business Unit used for accounting purposes is always USFO1. Do not
confuse business units, there are several more used in FAST.

Allow the Requisition ID to default to ‘NEXT’. Do NOT type in this box. This will flag
the system to automatically assign the Requisition ID. Requisitions from the
Sarasota Business Unit will begin with 006, those from St. Petersburg will begin with
007, those from Polytechnic with 008 those from Physical Plant with 009 and the
Tampa Requisitions will remain 000. Requisitions are 10 digits long. E.g. a Sarasota

Requisition will be 0060001123.

Click on the Add button to get to the Maintain Requisition page

STEP 3 Review Maintain Requisition Page

THE FOLLOWING SCREEN APPEARS:

Maintain Requisitions

Requisition

Business Uni: TAMPA Status Open =4

Requisition ID: NEXT Budget Status: Not Chicd L=t

Requisition Name: Copy From [JHoid From Further Processing
/

< *Requester: ALES

W 11172011

origin: — . Online

- Y Dallar

Currency Code: Total Amount: 0.00 USD

Accounting Date: 111712011 G

B L ]
Ship To/Due Date | Status |~ Vendor Information
B Merchandise
Line Description Quantity UOM  Category Price —— Status
1R 2 [0.0000 a @ 0 0.00 Open O E B E

fiew Printable Version *Go to: Ware v

5l save | [ Notify | i Refresh [k Add | | 7] Update/Display
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STEP 4

4.1 Chartfield
String

REQUISITION INITIATION 9.1

Verify the correct Requester name is your own user id

Do not enter or change information on this page until you have added default information

on the Requisition Defaults page

Click on the Requisition Defaults hyperlink to change your defaults (if necessary) and to select

the Vendor.

Enter the Requisition Header Default Information

Maintain Requisitions

Requisition Defaults

Business Unit: TAMPA Requisition Date: 117292011
Requisition 1D: MNEXT Status: Open
O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are 4.1 Default

only applied if no other default values are found for each field. If default values already exist in the hierarchy, they 6 .

are used, and the values on this page are notused. OpthnS — Do NOT
@ override If you select this option, all defaultvalues entered on this page override the default values found in the default Change

hierarchy, only non-blank values are assigned g
Buyer: @, Unit of Measure: @,
Vendor: @, Vendor Location: @,
Category: @ Vendor Lookup

" 4.1 Ship To
Ship To: T_CTRL_REC@, TAMPACENTRM RECENING *Distribute By: Quantity v p
Due Date: [+
Ultimate Use Code: @,
Attention To: Dne Time Address
SpeedChart: @
IS
)| Asset Information
Dist Percent  GL Unit ‘U]::' Fund Account  DeptiD Product Initiative z;taus Proje . Budget Date Lacation
4.1 Location
—> USFO-@, [TP2@, |[10000/@, @, |[350000@, [000000@, |0o0DOOD @ @, —O—WW LiBos1s @
OK Cancel Refresh

The system does not read this part of the Requisition. It will only read what is on the
Requisition Line and each line’s Schedule and Distribution.

NOTE: The Header Default page is a template for the lines of the Requisition which will be
added after the template is filled out.

Information entered here will be placed on each Line of the Requisition. Its intent is to save
unnecessary and repetitive input.

Rev. March 2013

4.1 Review Default Values

Some values will default in based on the Requester setup, all of which can be
overridden by changing the default values on this page or individual on the

requisition lines which will be added
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o Ship To location - identifies the shipping information that the vendor
needs

e Location - identifies the building and room code for central receiving to
deliver the goods

o (Chartfield String - identifies where the cost of the purchase will be
charged to in the General Ledger.

Note: The Default Option is set to “Override” do NOT change this option or the
values you enter may be changed

4.2 Enter Chartfields
Enter the chartfields for the purchase, if the default chartfields are incorrect.

Frequently changed chartfields are Fund, Product and Initiative.

DO NOT ENTER AN ACCOUNT NUMBER
Account numbers are added by the Item Category on each line of the requisition.

If a Project is being used, the PC Business Unit must be selected before the project
number can be entered.

Sponsored Research projects use PC Business Unit GRT01
Construction (PECO) projects use PC Business Unit USF01

All projects require an Activity to be selected.

Chartfields should be obtained from a department authority that has budget
responsibilities.

F: Asset Information
PC Bus

Fund Account DeptiD Product Initiative Unit Project Activity 1D Budagd

Oper

Dist Percent GL Unit Unit

1 [UsFo-@, |[TPA@, [20000@, | @, (3500009, (000000, ||D0DOOOD @, ||GRTOV®, ||6119125400 @, |BUDGET @, | 12/08

NOTE: The Initiative field defaults to the far right of the page. Use the
Customization feature to move the field to the left. See Step 15 Customization

Rev. March 2013 Purchasing 9.1 Page 7



REQUISITION INITIATION 9.1

4.3 Add Vendor

Each requisition should have only one (1) vendor. Vendors should be selected using
the Vendor Lookup. This will ensure the vendor is currently active and open for
ordering in the system.

Maintain Requisiticns

Requisition Defaults

Business Unit: TAMPA Requisition Date: 1i29/2011

Requisition ID: NEXT Status: Open

Default Options

O Default Ifyou select this 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 notused

® Override Ifyou select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned

Buyer: @, Unit of Measure: @

Vendor: o LoCaS @

Category: @ Vendor Lookup

Ship Tor T_CTRL_REG®, TAMPA CENTRAL RECEMNG “Distribute By:

Due Date:

Ultimate Use Code: @,

Attention To: [ One Time Address

Distribution

SpeedChart: @,

ey

Customize | Find | View 211 B |

§

Distributions
@ Asset Information

Dist Percent  GL Unit 0"‘“ Fund Account  DeptiD Product Initiative :gif“’ Project Activity ID Budget Date Location
1 UsFoi@, |TPAZ, [10000@, @, [250000@, ([000000@, [0oODODOOD (@, @ @ | @, 1172912011 LiBos1s @,
oK Cancel Refresh

Click on the Vendor Lookup link

Enter a vendor name and click the Search button. Itis best to enter only part of the
Vendor name and use the wildcard % for this purpose.

Vendor Search

Search Criteria

Hame: FISHER SC% ShortName:
Alternate Vndr Name:

City: State: @
Country: Q Postal:
Class: Q Type: @

( icatchm| 1to90rg (M ] B [
S T— | customize | Find | view a1 BV | 38 First K1 14 or9 D sy
ndor 1D Location Address Short Vendor Name Name 1 Withholding Applicable
( 000po01157 3970JOHNS 2 FISHERSCIE-005 FISHER SCIENTIFIC COMPANY LLC M
00001157 3970JOHNEC 2 FISHERECIE-005 FISHER SCIENTIFIC COMPANY LLC M é 43 Search
[J ooo0001157 4500TURMBE 28 FISHERSCIE-005 FISHER SCIENTIFIC COMPANY LLC M
results
[1 oooo001157 FOBOX40470 12 FISHERSCIE-005 FISHER SCIENTIFIC COMPANY LLC M
Vendor Detail Address
OK | cagl | Refresh |
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REQUISITION INITIATION 9.1

Vendor addresses are indicated by the ‘Location’ code. The first line of the vendor’s
address is displayed up to 10 characters.

To view the complete address, click the ‘Sel’ box and then the Address link at the
bottom of the page.

Address
SetiD: UsFsl Vendor ID: 0000001157
Country: USA United States
Address 1: 3970 JOHNS CREEK CT STE 500
Address 2:
Address 3:
City: SUWANEE
County: Postal: 30024-0000
State: GA Georgia
OK Cancel Refresh

Click OK to return to the Vendor Search results.

Once the correct address of the vendor is ascertained, Select that vendor by
checking the appropriate box and click the ‘OK’ button.

This action will return you to the Requisition Defaults page.

The vendor id, name and location will appear on the header.

Maintain Requisitions

Requisition Defaults

Business Unit: TAMPA Requisition Date: 12/05/2011
Requisition ID: MNEXT Status: Open
©) 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.

- opuon, all default values entered on this page ove! - ound in the default
hierarchy, only nen-blank values are assigned.

& override

@, Unit of Measure: @,
0000001157 @, FISHER SCIENTIFIC COMPANYVendor Location: 3070J0HNS @,
LLC
Category: OJ Vendor Lookup
Ship To: T CTRI RFCE® Tamps CENTRA RECENMNG SMictriby s Do Quantity v

NOTE: DO NOT ENTER A BUYER NAME. Buyers are assigned by the Workflow
process. Make sure this field is blank at this point in the requisition entry process.
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Referto New Vendorinformationon the AccountsPayablevebsiteat
4.4 New Vendor _ . .
http://www.usf.edu/business-finance/controller/payment-services/vendol

e vendor is not in the Fast system, the requisition can still be created.

Obtain a W9 form from the vendor. The USF format is online here is the best

form to use fo
The W-9 should be scaimed as an Adobe .pdf file.
The W-9 MUST have a physical

address does not have to be used as
verification and audit purposes.

d email address. The physical
ing address but must be supplied for

Enter a Standard Comment e REQ Standard Comment id NEWYV and attach the
scanned W-9 to the commeént. See Step 12 Enter Requisition Comments, below

Add/Update Requisition page to add specific items to the requisition.

STEP 5 OPTIONAL: Enter Requisition Name

A requisition name can be entered to provide an additional search criterion when
searching for a requisition or group of requisitions.

The name is an alpha/numeric character field that is not case sensitive. Itis not
restricted by user id.

Using an event, semester, name, course, the Requisition Name should be coupled
with the user’s id or the department number for best results.

This is an optional field. If it is not used, the requisition number will populate this
field.
STEP 6 Enter Line Information

Each, different commodity or service being ordered is given a separate line on a requisition.
The multiple of each item is indicated by the quantity field.

Important Note: Requisitions must have a Line 1. Do not under any circumstances delete
Line 1 from any requisition or the requisition will not flow through the system.
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Commodities should be entered with broad descriptions which narrow down to specific
details of the item.

Examples:

Drescription:
Tahle, Steelcase #2343, 26560, brushed chrome

Description:
Ammonia solution 0.5 M in diokane, #4076, 100ml

Services should include dates, rates, deliverables and billing information

Examples:

Description:
Website development, October 1-30, 2011 @ $a0/hour, montly biling|

Description:
Rental stage equipment for Homecoming, Mo, 1-3, 2011,

In the 2nd example, the equipment is being rented for 2 days and this will be
indicated in the quantity (2) and unit of measure (day)
6.1  Enteritem description

Type the description in the Description field. The information will scroll as it is
being typed in.
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Maintain Requisitions
Requisition
Business Unit: TAMPA Status: Qpen g X
Requisition ID: 0000185244 Budget Status: Mot Chic'd ﬂﬁ
Requisition Name: |0000185244- [JHold From Further Processing
*Requester: ALES 2, plisha Ales Requisition Defaults
Add Comments
isiti . 121052011 [ Requester Info EEE—
*Requisition Date: Requisition Activities
Origin: ONL @, Online
. usD Dallar
*Currency Code: ;I Total Amount: 300.00 USD
Accounting Date: 12/05/2011 El
Customize | Find | View 1 | B Firet EI 4 of 1 I  ast
" Ship To/Due Date || Status | Wendor Information
. L . . Merchandise
Line Description Quantity oM Category Price I — Status
1 B [equipment for =i & [20000 DAY@, [RENTFUF2, [150.00000 300.00 Open O m E =

An alternative is to click the Modal icon to open the entire field:

Customize | Find | Vizw First KN 4 of4 I Last
' Ship To/Due Date || Status | Vendopfformation
Line Description K Quenity uoM Category Price ferchandis®  status
1/ [ [equipment for] T & 300.00 Open O B =l
Wiew Printable Version *Go to: More: v ‘
|[5] save | [=] notity | [£% Refresh | |y Add | [ 5] Updateiispiay |

Description:
Rental stage equipment far Homecoming, Mo, 1-3, 2011

Yy
| ok | Jcancel | Refresh |
Y, |

Click OK when complete
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6.2 Enter Quantity being ordered
N\

Customize | Find | View A1 | B
Ship To/Due Date Status Wendor Information
. - . . Merchandise
1

Line Description N Quantity uom Category Price R — Status

1/ [Rental stage = &2 I Ja | @ | JEDEY T O e
/iew Printable Version *Go to: ...More... v|
5] save | [=] Notity | [£2 Refresh | [Eh Add | | 5] Updatef

6.3 Enter Unit of Measure (UOM)

Use the drop-down search icon to view available units. Frequently used UOMs are:

EA  Each

LOT Lot (often used for amount only purchases)
CTN Carton

CS Case

HR  Hour

Look Up UOM

Unit of Measure:| begins with |+ ‘

: Look Up Clear Cancel :Bagw\_ggkug

Search Results
Mg 100 First (4] 1-132 of 132 [§] Last

Unit of Measure Description Short Description
AT Average Cost Dollars
=hil<] BAG 15

2 BAG 25

] BAG 50

Barrel - Liguid Measure 52
Box

BARREL

Bushel - Dry Measure

Cubic Centimeters
Card

Select the UOM by clicking on it

Here, DAY has been selected
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Line Customize | Find | View A1 B [ 8 First BT q
Ship To/Due Date Status Vendor Information
—

. - . " . Merchandise
Line Description Quantity uom Category Price Amount Status

1/ [Rental stage =il & [2.0000 DAY[@, || @, | | 0.00 Open @
View Printable Version *Go to: _Mare_..
=] save | [=] motify | [¢3 Refresh | By add | [55 U

6.4 Enter Item Category

IMORTANT: Please read the About Item Categories in Appendix Il at the end of this manual
for a full explanation of how Item Categories are organized and the GL Account numbers
and Matching tolerances that are established for each category.

Click the Look-up icon and select an Item Category.

Each category should reflect the general description of the good/services being purchases.

Search by using general terms in the Category ID field:

| Look Up

Look Up Category

USFSI
hegins with + (RENT /

s begins with |/

: Look Up Clear Cancel :Elasic Lookup

Search Results

Wiew 100 First [4] 1-4of4 3] Last
Cateqgory Description

RENT FURNITURE EQU Rent Furniture Equipment
EEMT MEETIMNG ROOMS Rent Lease Meeting Room
REMT MEETIMNG SERY| EentMeeting Business Services
EEMNTAL OTHER Eent Expense ltems

The Description can be used for more specific definitions if there is a problem
finding a good match:
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LIS L LU, THUL s =y

| Look Up %

| A~

! Look Up Category

| setiD: USFSI
| egory: | heging with »

| Description:| contains w ||[Equip

el :Elasic Lookup L4

Search Results

Wiewy 100 First |ﬂ 1-39 of 39 |ﬂ Last
Category Description

BpIMAL EQUIFMENT Anirnal Equipment =§5000
ATHLETIC EQUIPMENT |Athletic Equipment Sports Gyim
COPIER EQUIPMENT  |Copier Equipment Duplicating
| DORMITORY EQIIPMEN Darmitary Equipment =§5000
EDUCATIONAL EQUIPMW Educational Classroom Eguipmen
ELECTROMIC EQUIPME Electronic Equipment =§5000
BUILDIMG EQUIPMENT Equipment HYAC Signage
MEDICAL EQUIPMEMT | Equipment far Healthcare
LAB PROCESSIMG EQU Equiprment for Lab Experiments

Use the “contains” parameter to find the word within the Category ID or Description.

For an individual commodity that costs less than $5000, select an Item Category
with Supply as part of the Category ID or in the Description.

Individual items costing $5000 or more are considered Assets of the University and
are recorded, tagged and reported to the state.

These items are considered ‘Capital Equipment’. Look for Item Categories with
‘Equip’ or ‘OCO’ (Other Capital Outlay) in their Category ID or Description.

The Item Category selected will place an Account number on the Distribution of the
requisition line being entered.

For Sponsored Research Projects, user should refer to the Rosetta Stone for a
correlation between Item Category GL Expense Account numbers and their roll up

to Budget Accounts

6.5 Enter Unit Price

This is the price of the individual item. The Unit Price will be multiplied by the quantity to
calculate the total cost of the line.
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2x$150 = $300

Customize | Find | View 21| B

Ship To/Due Date Status Vendor Information

- i - " ; Merchandise
Line Description Quantity uom Category Price Amount Status
1 [ [Rental stage = 2.0000 DAY[@, [RENTFUFZ, || 15000000 300.00 Open q

6.6 Save the Requisition

After entering the first line, save the requisition by clicking the Save button at the bottom
left of the screen.

A requisition number will be assigned.

If the Requisition Name is not used, the Requisition Number will appear in the Requisition
Name field.

Maintain Requisitions

TAMPA

0000185244
[oo0o185244

Status: Open =4 X
Budget Status: Not Chicd i

Requisition 1D:

Requisition Hame: [ Hold From Further Processing

*Requestel™ OQ Alisha Ales Reguisition Defaults
Add Comments
= : 12/05/2011 Requester Infa EEEE———
Requisition Date: & Requisition Activities
Origin: ONL @, Online Document Status
*currency Code: Dollar
Accounting Date: 12/05/2011 [

Total Amount: 300.00 USD

Select Lines To Display

Line: @, To: @, Retrieve

Customize | Find | View Al BUp 2 First Bl 4 074 I3 Last
@ Ship To/Due Date || Status || Vendor Information
N Merchandise
Line Description Quantity UoM Categary Price p— Status
1 2 [Rental stage =i & [2.0000 DAY/@, [RENTFUF2, |[150.00000 300.00 Open QO [E ®|=
*Go to: More

e to Search | 1] Notity | Refresh 6.4 Save

e

If more information is added to the requisitions, make sure to Save every few lines to
ensure the changes will not be lost.

6.7 Add Lines to Requisition

Click the plus + sign to the right of the first requisition line.
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Maintain Requisitions

Requisition
Business Unit: TAMPA Status: Open =4 X
Requisition ID: 0000185244 Budget Status: Mot Chkd s
Requisition Hame: [oo0o185244 [ Hold From Further Processing
~ Header
*Requester: ALES @, alisha Ales Requisition Defaults
Add Comments
* fisiti . 12/05/2011 Requester Info ——
Requisition Date: B Requisition Activities
Origin: ONL @, 0nline Document Status
*Currency Code: Dallar Amount Summary
i . 12052011 [
Accounting Date: Total Amount: 300.00 USD
Select Lines To Display

Line: @, Tor 2| Retiieve |
(7]

" Ship To/iue Date || Status || Vendor Information |

Line Description Quantity *uoMm Category Price :::‘::mm'se Status
1 [ [Rental stage =& & [20000 DAY @, [RENTFUF, [ 150.00000 300.00 Open
View Printable Version *Go to: -More...
& save  |[Gh Retumto Search | [ Notify = i Refresh (Bt [ElipgatcDisplay,

Enter the number of additional lines you expect to need in the dialog box that

appears and click OK

= Add/MJpdate Requisitions - Microsoft Internet Explorer provided by Information Technology Services
i r

B3]= reouistrons. cousroereath (] 8 ][9] [ 89 Live 52

Exploren User Prompt

Script Prompt:

sLgurnber of rows to add:

ti- 8 =

Hnme|w

Main Menu > Purchvasing > Requi.vs'rtions » Add/Update Requisitions

1 New Window @
Maintain Requisitions

Requisition
Business Unit: TAMPA Status: Open ™ X
Requisition 1Dz 00007185244 Budget Status: Mot Chi'd ﬂa
Requisition Name: |UUUU1 85244 [ Hold From Further Processing
~ Header
*Requester: ALES @, Alisha Ales Requisition Defaults
Add Comments
* isiti . 12/05/2011 [5] Requester Info EEE—
Requisition Date: ] Requisition Activities
Origin: ONL @, Online Document Status

*Currency Code: UsD Dollar
i . 12/05/2011 [+
Accounting Date: Total Amount: 300.00 USD

Additional blank lines appear on the requisition to complete.
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Maintain Requisitions

Requisition

Business Unit: TAMPA Status: Open 4 X
Requisition 1D: 0000185244 Budget Status: Not Chk'd sy
Requisition Name: ‘0000135244 [ Hold From Further Processing
*Requester: ALES @, Alisha Ales Requisition Defaults
Add Comments
isiti . 12/05/2011 [H]Requester Info e
“Requisition Date: Requisition Activities
Origin: ONL @, Online Document Status
“Currency Code: Dol
i . 12i05/2011 [
Accounting Date: Total Amount: 30000 USD

Line: @, To: @, Retrieve

Customize | Find | View 1 | B | B8 Firet O 1q0r 1 Last

Ship To/Due Date || Status || Mendor Information

Merchandise

Line Description Quantity *uom Category Price e Status
1/ [Rental stage =i & [2.0000 [DAY/@, [RENTFUF@, |[150.00000] 300.00 Open QEl E =
2B 21 & [0.0000 & @& 0.00 Open O ED| [ | B [=]
= i € [0.0000 S ] 0.00 Open O | 8 &=
4R I € [o.0000 R S ] 0,00 Open O E | REE
Wiew Printable Version *Go to: | Mare v|

If more lines are needed click the + sign and repeat.

6.8 View Additional Lines on Requisition

The Requisition Add/Update page is defaulted to display a limited number of lines

on a page.

To scroll to additional lines, use the line display feature to the right. Use the arrows
to scroll up and down each set of lines and the ‘Last’ and ‘First’ links to go to last line

or back to line 1.

Rev. March 2013 Purchasing 9.1
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Maintain Requisitions

Requisition
Business Unit: TAMPA Status: Pending A X
Requisition ID: 0000184951 Budget Status: Valid

Requisition Name: |UUUU1 54951 [ Hold From Further Processing

“Requester: Michelle C. Miller ~ Beduisition Defaults

Edit Comments
*Requisition Date:

Requester Info

Requisition Activities

Origin: ONL Online Document Status

*Currency Code: ush Dallar Amount Summary

Accounting Date: 0712612011

Total Amount: 106,070.81 USD

Pre-Encumbrance Balance: 106070.81USD
Select Lines To Display

Customize | | ind | View Al | B | #

First 1 4-10 of 92 I |t
" Ship To/Due Date || Status || Wendor Information |

. R . a - Merchandise
Line Description Quantity uomM Category Price e K/
S-MHRR-S3 (SIGNATURE) 37X4"
1/ MULTI-/2 RCK W/ STAINLESS B3 [4.0000 EA ;&%SFIRUCT'ON 2,389.000( 9,596.00 Pending om E
STEEL SLOTS (GREEN POST)
= R-LOGOAY LARGE ARCH CONSTRUCTION ' =3
2| S sTom LOGO 1, [4.0000 EA IAJOR 49.00000 196.00 Pending om =
= R-LOGO-SEC MILLED LOGO CONSTRUCTION ' =
BB | T 1 [s.0000 EA s £0.00000 400.00 Pending om =

S-BAHRTB (SIGNATURE) TOP

Using the View All link, the page will display up to 15 requisition lines.

To navigate to specific lines, use the Select Lines to Display and enter the lines from
line number xxx to line number xxx and click Retrieve

Amount Summary

Total Amoys

“Encumbrance Balance:

Select Lines To Display
Line: 550 To: 70@,|  Retieve |

Customize | Find | View All| B (2

First | 110 of 92 B | a5t

I : Vierchandise
Category Price [—— Status
ES_J%SFIRUCHON 2,399.000( 9,596.00 Pending Q 3 @

The system will warn that any changes made to the PO up to this point will be saved.

Click “OK.”

The system will return only the lines requested.
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- - Regussior info SR
Requisition Date: I—‘ i Requisition Activities
Origin: Online Document Status
“Currency Code: Dallar
Accounting Date: Total Amount: 106,070.81 USD
Pre-Encumbrance Balance: 0.00 USD
Select Lines To Display
Line: 853 To: [ 702  Retrieve
i Customize | Find | View A1 B | B Fret T 45016 ) Last
Ship ToDue Date | Status || Mendor Infarmation
Line Description Quantity *UOM Category Price ;'I;roc:::dlse Status
Bl CONSTRUCTION =
65 2 FREIGHT CHARGE 2, [1.0000 ol 340.00000 840.00 Pending Qm B =H
019-110-5 CARDILLO LEATHER CONSTRUCTION
B a ) =
66 I_—|‘§| ElElTT 4"BACKTAPERED TO 2 Ea 6.0000 EA WAJOR 29.95000 179.70 Pending O [EE] E ﬂ
1/2" FRONT - SMALL
019-110-M CARDILLO LEATHER CONSTRUCTION
= o ! =
67 B BELT- 4 BACK TAPERED TO 2 B [3.0000 EA o lor 29.99000 239,92 Pending [ == | N o |
1/2° FRONT - MEDIUM
019-110-L CARDILLO LEATHER CONSTRUCTION
B a ) =
88 B BELT- 4 BACK TAPERED TO 2 B [5.0000 BA o oR 29.99000 179.94 Pending [ == | N = |
1/2"FRONT - LARGE
019-110-XL CARDILLO
=i - CONSTRUCTIONM " =5
59 F LEATHER BELT - 4" BACK 2, [4.0000 EA o lor 29.99000 119,96 Pending [ == | N o |
TAPERED TO 2 1/2" FRONT - XL
Eh CONSTRUCTION =
70 & FREIGHT CHARGE 2, [.0000 LOT  alor 40.00000 40.00 Pending om B R
View Printable Version *Go to: ..More v
E save | [0t Returnto Search | |[=] Mtify | [ Refresh | ElAdd | .

Select a new range of lines to retrieve or return to Search to pull up the entire PO

again.

6.9  Optional: Add ‘Attention To’ Information

The Schedule page is normally left alone by initiators. (Please see Step 7.1
Understanding Nested Information on Requisitions)

In the situation where a requisition has multiple lines that are intended for several
different people, the user can keep track of what item belongs to whom by
indicating that person on the ‘Attention To’ field on the Schedule of the requisition

line for that item.

Rev. March 2013

Purchasing 9.1

Page 20



REQUISITION INITIATION 9.1

Maintain Requisitions

T W TITUUW i (e [ UStoliZe - age

EERITY

Requisition

Business Unit: TAMPA Status: Open =
Requisition ID: NEXT Budget Status: Not Chicd i
Requisition Name: |UUUU1B5157 Copy From [ Hold From Further Processing

“Requester: HMOUTTAK @, Hasnaa Mouttaki ~ Requisition Defauts
Add Comments

. L . 011312012 Reqguester Info ——

Requisition Date: B ] Requisition Activities

Origin: QML 2, Online

. UsD
Accounting Date: 01132012 [

Customize | Find | View 10| i |
" Details Ship To/Due Date || Status | Mendor Information

- 5 b 5 Merchandise
Line Description ‘Quantity uom Category Price Amount Status
1 B [DicHLOROMETHANE =120 &8, [1.0000 EA (@, [cCHEMIC®, | 9400000 94.00 Open
2 [ [TMLviaLs, =i & [1.0000 EA @, [cCcHEMIC®, [149.81000 149,81/ Open
3 B 100 PTFECAPS 15- =) & [1.0000 EA @, [ccHEMIC®, | 3308000 33.08 Open
View Printable Version *Go to: ..Maore... v‘
|[F] save | |=] Notify | |3 Refresh | [E
Click on the Schedule icon for requisition line 1
Maintain Requisitions
Schedule
Business Unit: TAMPA Requisition Date: 07/29/2011
Requisition ID: 00001857167 Status: Pending
Return to Main Page N

AH-110 64 ch EEG/ERP amplifie ‘Quantity: 1.0000 Each  Merchandise Amt:

= = Merchandise
"
Sched Ship To ‘Quantity Price | Amount Due Date Attention To Status

1) B T_cTRL REC| =1 1.0000 [27,310.0000( 27,310.00 e

ind | view All Firs L 1076 I | ast

Add Ship To Comments

[Fl save | [oh Returnio Search | ] Previousin List | = Nextinlist| [Z] Notity | [£3 Refresh |

Click ‘View All’ on the Line bar
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Requisition

Line Numbers
TAMPA Requisition Date: 07/29/2011

0000185167 Status: FPending

Find | View 1 First ) 160f6 1| Last
AH-110 64 ch EEG/ERP amplifie Quantity: 1.0000 Each Merchandise Amt: 27.310.00 USD

i

Customize | Find | View A1 B | 28 First B g 051 I Last

Quantity Price [HETIIED Due Date Attention To Status

Amount
27,310.00000 |27,310.00 [anne Jones | | B Active Al X

CA-118 WaveGuard cap. 64 shiel Quantity: 1.0000 Each erchandise Amt: 2 675.00 USD

Customize | Find | View A1 B | 28 First B g 051 I Last

Sched *Ship To Type in the different individuals Attention To Status
B 1_ctrorec =] who will get these items Kurnar Olgran || G Active Al X
a em: 4C-100 Adapter from Waveaquard quantity: 2.0000 Eadqy Merchandise Amt: 950.00 USD

i

Customize | Find | View A1 B | 28 First B g 051 I Last

I . . Merchandise .
Ship To Quantity Price I — Due Date NentlonTo Status
1 B T_cTrRL_REC | = 2.0000 47500000 | 950.00 | B [annedones| | | R Active Al X

View All displays the Schedule for each Requisition Line. Type in the individual
name or any other information desired such as room number. The field is limited to
30 characters.

When the receipt for some or all items is created, the Receiving Report will display
the information. (See the Receiving manual on the Purchasing Manuals page)
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CAT#0339112C, 1CSE

CRACLe  Reertin: POTEDLD FecpleZoft Furchacing Fage No. 1
User ID: NDELLAPC RECEIPT DELIVERY DETAIL REFORT Run Date anz
Run Control: RECV-DLY-NMDELLAFO Run Time 12:55:05PM
Location  NEST107 NATURAL & ENV SCIENCES BLDG Recsiving EU TAMPA Reoatver ID DOD303654
Adarecs UNIVERSITY OF SOUTH FLORIDA TAMPA CAMPUS Wendar ooooaoiis? FISHER SCIENTIFIC COMPANY LLC
4202 EAST FOWLER AVENUE msosipt Dats 11302012
TAMPA FL 33520
Aeosipt Status Recamed
Elll of Lading
Phaone
Buliding Fioar
Item ID Purohacs Order Requiction Dellversd To
Asevin  Ism Dscoription DictiZooepted Gty LUOM  Dus Date FOBU  Buyer Fequectsr DeivepfOsts  Attention To
1 1.0000 EA 1132012 TAMPA  DDOO1E037D D0O01303%5
DICHLOROMETHANE, CAT# D3720, LPO Hasnaa Moutiakl Anne Jones
20
2 1.0000 EA 1132012 TAMPA  DDOO1803TD D0O01803%5
TML VIALS, 1000CNT, CAT#0333726 LFO Hasnaa Moutiakl Kumar Oigran
3 1.0000 EA 1132012 TAMPA  DDOO1E037D D0O01303%5
100 PTFE CAPS, 15-425, LPo Hasnaa Moutiakl Anne JoNes

Receiving Report with Attention To information

STEP 7 Change or Split Chartfields on Requisition Lines

Occasionally there is a need to change the chartfield on a requisition line to a different

chartfield. This may be for a different product or fund.

For the purchase of some items or services, the cost is being split between two or more

areas and the cost has to reflect this split distribution.

Although the Requisition Header default allows for split distribution over all lines, this

often requires difficult calculation of percentages that are often wrong.
The best place to split the charge is on the requisition line, itself.

7.1  Understanding nested information on Requisitions

Each requisition line copies the vendor, shipping and chartfield information that
was entered on the Requisition Header Default page. This page is NOT read by the
system when budget checking and processing. This page is a template and the
information on it is placed on each line of the requisition created.
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If the information is not on the template when the line is entered, the information will
not appear on the line and the system may find that line in error or it may ignore the
line completely.

The information from the default page creates a Requisition Header.

The Header contains payment terms, Requester information, accounting dates and
links to other pages within the requisition and elsewhere in the system.

Maintain Requisitions

Requisition
Business Unit: TAMPA Status: Qpen ™ )(
Requisition ID: oooo1a5244 Budget Status: Mot Chik'd ﬂa
Boguicition blamo.: . el olehhromhuntions
L

Details Ship TouDue Date

Status “endor Information

*‘Requester: ALES @, Alisha Ales Requisition Defaults
Reguester Info &dd Commenls
Reguisition Date: 12052011 [ Requisition Activities
Origin: ORL @ Online Docurent Status
*Currency Code: l:l Dollar Amount Surmmary
Accounting Date: 1200552011 Ei;l Total Amount: 30000 UsD

Select Lines To Display

Line:

e ™ [ a|

el

Retrieve

)3 First K g or1 D0 Lot

. . P a q Merchandizse
Line Description Quantity oM Category Price Amount Status
1 B |Rental stage JEL £ [2.0000 DAY/@, [RENTFUIZ, [ 150.00000 300.00 Open O E R
Wiew Printable Yersion *Goto: More... v
. Save | .|_6~f‘Returnto Search. | .E Natify | .S Refresh | -[LAdd | . Update Display |

The Requisition Line contains the item Description, Item Category and Vendor
name.

Each Requisition Line has an associated Requisition Schedule.

To view the Schedule, click the Schedule icon to the right of the line.

T = T =
Ship ToiDue Date Status “'endor Information
Description Guantity UM Category Price x‘::f::(ndise Status
1 & [Rental stage @ 20000 Davia, [RENTFUIQ, [ 150.00000 300.00 Open o =l
“/iews Printable Yersion *Go to: . More. hd
JETI | [Ehpehent ok | [Eel mogies | (7w p
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Requisition Line Schedule

Maintain Requisitions

Schedule Refers to Requisition Line 1 of 1
Business Unit: TAMPA Requisition Date: 1200572011

Requisition ID: 0ooo18a244 Status: Qpen \

Beturn to Main Page

1 ftem:

Eental stage equipment for Hom Quantity:

2.0000 Days  Merchandise Amt:

e - Merchandise :
Sched Ship To Guantity — Due Date Attention To
1 % T_CTRLG, = |2.UUUU 140.00000 300,00

[ |Alisha Ales

=5 Active A

Refers to Schedule 1 of 1

Add Ship To Comments

. Save | E‘?\Returnto Search | =] Netify | 2 Refresh |

dod | | ] Updatdisplay |

Each Requisition line should only have one Schedule.

The Schedule contains the Ship To address, the quantity and the unit price. The
system allows multiple Schedules for each line, however users should NEVER create
an additional Schedule for a requisition line. This will create problems with the
transaction due to the way the university handles its processes.

To View the Chartfields for the line, click on the Distribution icon

Schedule
Business Unit: TAMPA Requisition Date; 120582011
Requisition ID: 0000185244 Status: Open

Return to Main Page

Find | iews &0 First K3 1 of 1 3 Last
1 Item: Rental stage eguiprment for Horm Quantity: 2.0000 Days  Merchandise Amt; 300.00 USD
Schedule Customize | Find | e 2 2l 2 Firet Kl qorq D Lact
Details
Sched *Ship To Quantity Price r::::t“dise Due Date Attention To Status
1 B [TcTrie, = [2.0000 150.00000 | 300.00 5 [Alisha Ales = gHive A |FEE

Add Shin To Comments

. Save | E{\Returnto Search | .E| Matify | .e Fefrest | .[LAdd | . UpdateDisplay |
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Requisition Distribution Line

\Note: This view has been Customize to hide unused fields and rearrange other fieldﬁ

Maintain Reguisitions

Distribution e Requisition Id
Requisition ID: 0ooo18s5244 L ent for Hom
Line: 1 Requisition Line Number
Schedule: 1 \H
i : iciti 2.0000
Ship To TCTRL_REC Requisition Schedule Number D
*Distribute By: Quantty 3 20000
Merchandise Amt: 300.00 UsSD
SpeedChart: @, Wulti-SpeedCharts
N
Details | AssetInformation | Bucget Information
- . Merchandise . Oper . PC Bus . o
Distrib Percent Quantity Amount GL Unit Account Unit Fund DeptiD Bud Ref  Product Initiative Unit Project Activity ID
1 en |100.0000 2.0000  300.00 USFO13, [56000 @, [TPAQy, |[20000Q, |350000C, &, |00oo00@,  |ooooooo G |GRTOYG, |6119125400 @, |BUDGET @,
OK Cancel fresh

Requisition Distribution Number

Requisition lines may have many Distribution lines associated with them.

Distributions are nested up to one Schedule and the Schedule is nested into the Line.
The Lines, in turn are nested into the Requisition Header. (Do not confuse the
Requisition Header with the Requisition Header Defaults.)
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7.2 Changing a chartfield

See screenshots in 7.1 above

Find the Schedule icon to the right of the Requisition Line to be changed and click on
it.

Click on the Distribution icon on the Schedule.

On the Distribution page type over the chartfield value with the new chartfield
value.

Maintain Requisitions

Distribution
Requisition ID: 0000185244 ftem: Rental stage equipment for Hom
Line: 1 Status: Active Click in the field and type in the
Schedule: 1
Ship To: T_CTRL_REC TAMPA CENT Quantity: 20000 oo NEW ProJECt Or use the Look Up
“Distribute By: Open Quantity: 20000 icon to the right.
Merchandise Amt: 30000 U
SpeedChart: @, Multi-SpeedCharts

Customize | Find | View 21 B

Defails | AssetInformation | Budget Information

- N Merchandise N Oper — PC Bus N -
Distrib Percent Quantity — GL Unit Account Unit Fund DeptiD Bud Ref  Product Initiative Unit Project ctivity 1D

1/Open |100.0000 2.0000 |300.00 USFO°@, [56000/@, [TPAQ, (200002, ([350000Q, @, [ooooo0@, ([ooooooo @, [cRTOR (6119125400 BUDGET
OK | Cancel  Refresh

Click OK to return to the Schedule.

| Look Up X

~

Look Up Project

' Project: [oegins with (v |

Description: | begins with |||

LookUp || Clear | Ganeel |Basic Lookup

Search Results
Only the first 300 results of a possible 3292 can be displayed

View 100 First [q] 1300 ot 300 [3] Last
Project Description

[00000000005837 Fudan UniviHua Shan Hosp Suban

000000000005838 Yanderbilt Univ Subadreermant
000000000005864 Influence of Lactation on Post
000000000007493 Pratocal # Pra00n01300 (CAPTN-
000000000010765 LAM Clinics Redistry Database

0261100100 Server for TraCS System

0261100200 LISF Police Tan Reader Project

0311100000 Sexual Violence Prevertion Pro

0349100000 Electronic Test Score - Systern v
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On the Schedule page, click Save.

Click Return to Main Page link to return to the Add/Update Requisition page.
/

Schedule
Business Unit: TAMPA Requisition Date: 12082011
Requisition IDj 0000185244 Status: Open

Eeturn to ain Page

1 Item: Eental stage equipment for Horn Quantity: 2.0000 Days Merchandise Amt: 300.00 UsD

Schedule Customize | Find | iew &) g
Details
PO - - Merchandise _
Sched Ship To Quantity Price Amount Due Date Attention To Status
1B [T_cTRLa, = [2.0000 15000000 300.00 [ |Alisha Ales 5 Active A (E[=
Add Ship To Comments
Save  )[ShReturnto Search | [ Metity | [ Refresh | [“hadd | | Updateisplay |

If changes need to be made to additional requisition lines, it is unnecessary to return
to the main page each time.

On the Schedule, users may scroll up and down line numbers using the Line bar and
clicking the arrows

Schedule
Business Unit: TAMPA Requisition Date: 12082011
Requisition ID: nonn185244 Status: Open

Eeturn to bain Fage

Schedule

P o 2 Merchandise -
Sched Ship To Quantity Price Amount Due Date Attention To Status
1B [T_cTria, = [z.0000 115000000 300.00 [ |Alisha Ales 5 Active A H[=
Add Ship To Comments
Save | [ohReturnto Search | |[Z] Matify i Refresh “hAdd UpdateDizplay
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7.3 Split Chartfield Distribution
The chartfield can be split either by quantity or by amount.

7.3.1 Split by Quantity:

Maintain Requisitions
Requisition
Business Unit: TAMPA Status: Fending A X
Requisition ID: 0000190382 Budget Status: Valid
Requisition Name: |00001 90382 [JHold From Further Processing
+ Header
*Requester: DDEKLE Deborah D Dekle  Reaquisition Defaults
Edit Comments
* isiti . 1211312011 Requester Info
Requisition Date: _ Requisition Activities
Origin: Online Docurnent Status
*Currency Code: usD Dollar Amount Summary
i . 12132011
Accounting Date: : Total Amount: 13,984.75 USD
Pre-Encumbrance Balance: 0.00 USD
Select Lines To Display
Line: @, Tor @, Retrieve |
Customize | Find | Views A1 | B First K 43073 I Laat
@ ) sShipTo/DueDate || Status | Vendor Information |
—
. S~ . " . Merchandise
Line Description Quantity UOM  Category Price I — Status
= TELEPHONE ! =
1 |_—|'§| avaya 9608 gray phones EEJ. 50.0000 EA SUPPLY 173.24000 8,662.00 Pending Q EY|
?
Click the Schedule Icon
Maintain Requisitions
Schedule
Business Unit: TAMPA Requisition Date: 12M302011
Requisition ID: 0000190382 Status: Pending

Return to Main Page

Find | View Al First £l 1 0f3 D Last
1 Iltem: avaya 9603 gray phones Quantity: 50.0000 Each  Merchandise Amt: 8,662.00USD

has L |
Customize | Find | View Al | B | # First K1 1051 O Last

" Details

. - . Merchandise .
Sched *Ship To Quantity Price Amount Due Date Attention To us
1 % T_CTRL_REC | =1 50.0000 173.24000 8,662.00 [ |Deb0rahDD& |_§‘" Adfive A X

N

Then click the Distribution icon

Type over the quantity and change to a reduced quantity
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Maintain Requisitions

Distribution

Requisition 1D: 0000190382 Item: avaya 9608 grav phones

Line: 1 Status: Active

Schedule: 1

Ship To: T_CTRL_REC TAMPA CENT Quantity: 50.0000 Ea
*Distribute By: Quantity Open Quantity: 25.0000

Quantity reduced to 25  [1andise Amt: 8,662.00 USD

SpeedChart: @

e
Customize | Find | View Al B | 5 First K1 4 074 I Last

WEGEENEI | Details || AssetInformation || Budget Ipfefimation

Distrib Percent QuantiMﬁhandise GLUnit  |Account °PS"  |Fund Dep Initiative
Amount Unit .
1/0open [ 50.0000 25.0000 4,331.00 UsFo1@, (52020 @ [TPAQ, (03408, (034 Click + button W @I
QK Cancel Refresh

Scroll to the right and click the add + button

In the dialog box that appears, enter the number of additional chartfield lines
you need and click OK.

In this example the 25 items are being split into two more chartfields:

r

Explorer User, Prompt : 5. REQUISITIONS. GEL 7Folder]

et Prompt In the dialog box, enter the
Enter number of rows o adet Carcal | [F 3ot o number of additional lines
<= needed and click OK

Favorites | Main Menu > Purchasing > Reguisitions > Add/Update Requisitions

Maintain Requisitions

Distribution

Requisition ID: 0000190382 Item: avaya 9608 gray phones

Line: 1 Status: Active

Schedule: 1

Ship To: T_CTRL_REC TAMPA CENT Quantity: 50.0000 ga

“Distribute By: Quantity Open Quantity: 25.0000
Merchandise Amt: §,662.00 USD

SpeedChart: @, Multi-SpeedCharts

Customize | Find | view 41| BV B8 First £ 4 o4 1 Last

[EVUEER  Detaile || Asset Information Budget Information

Distrib Percent Quantity rrif::t”d'“ GLUnit  Account 3:;'

1/ 0pen | 50.0000 25.0000) 4331.00 USFOT®, ([52030/@ [TPA@ [03408@ [034s00@ | @ ([m1500/@ ([ooooooo [, ==

OK | Cancel | Refresh |

Fund DeptiD Bud Ref Product Initiative

On each line, type in the quantity and the chartfields desired and click the OK
button

Complete the new lines with the quantities and chartfield strings needed for
each
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Maintain Requisitions

Distribution
Requisition ID: 0000190382 Item: avaya 9608 gray phones
Line: 1 Status: Active
Schedule: 1
Ship To: T_CTRL_REC TAMPA CENT Quantity: 50.0000 EA
*Distribute By: Cuantity Open Quantity: 50.0000
Merchandise Amt: §,662.00 UsSD
SpeedChart: @, Multi-SpeedCharts
Customize | Find | View A1 | B | 8 Fist T 43073 [ Laat
Detaiz || Asset Information Budget Information
. 5 Merchandise . Oper -
Distrilr Percent Quantity e — GL Unit Account Unit Fund DeptiD Bud Ref  Product Initiative
1 0Open || 50.0000 25.0000 |4,331.00 UsFo-@, |[s2030(@, lﬁQ 034063, (0343003, @, |[m1500 @, |ooooooo |G 1| [=]
2 Open | 500000 | 250000 4,331.00 usFo-@, | @, [TPA2, (024069, [034800, @, |r1s00 @, [ocooooo @, ][]
3 Open 0.0000 |0.00 USFO-@, @, lﬁq 0234062, |034300Q, @, |Im1500 @, |ooo0000 |, ]| [=]
QK It Cancel It Refresh ]

Note that the 2nd line automatically calculates the remaining quantity.

Instead of calculating the total of each line, the lines can be added one by one
and each time the new line will reflect the balance. (See Amount Split below)

Maintain Requisitions
Distribution
Requisition ID: 0000190382 Item: avaya 9608 gray phones
Line: 1 Status: Active
Schedule: 1
Ship To: T_CTRL_REC TAMPA CENT Quantity: 500000 EA
*Distribute By: Quantity Open Quantity: 50.0000
Merchandise Amt: 8,662.00 USD
SpeedChart: 2, Wulti-SpesdCharts
Customize | Find | View 20 | B | B8 Firat B 43073 0 Last
Details Asset Information Budget Information
. e ——————————————————
e PETEETY T Amount Lo ) e — TR s
1/Open | 50.0000 25.0000) 4,331.00 USFO-@, |[52030/@, [TPAQ, (03405, (03400, @, IT1500 @ 0000000 @ | =)
2 Open | 20,0000 10.0000] 173240 UsF0'@, (52030 @, [TPAQ, [100009, (0348002, @, |[m3002 @ |oooo000 (@, ]| [=]
3 Open | 30.0000 15.0000 2,598.60 USFO-@, (52030 @, [TPA@, (03405, (0348002, @ [IT1500 @ |oo00000 (@ [+ (=]
oK Cancel | Refresh
Completed quantity split.
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7.3.2 Split by Amount

Maintain Requisitions

Requisition
Business Unit: TAMPA Status: Fending A X
Requisition 1D: 0000190387 Budget Status: Valid
Requisition Name: "30001 90387 [JHold From Further Processing

*Requester: Sharon G Jacobs  Reduisition Defaults
Edit Comments
* iciti . Requester Info T
Requisition Date: _ Requisition Activities
Origin: Online Document Status
“Currency Code: Dollar | Amount summary |
Accounting Date: Total Amount: 11.000.00 USD
Pre-Encumbrance Balance: 0.00 UsD

Line: @ To: O, Refrieve |

Customize | Find | View Al | E First K 1011 I Last
BEETEM  Ship To/Due Date || Status | Wendor Information |
. - . . Merchandise
1
Line Description Quantity UOM  Category Price e — Status

2012 Science Coalition

=n Institutional Membership MEMBERSHIP . EG)
1B Ges. Dates of Senices. | FL[1.0000 1Y | 11,000.000 11,000.00 Pending Om =

010112123112

View Printable Version *Go to: ...More...

5] save | [G Returnto Search | [fZ] Previous inList | 4] NextinList| [ Notify | & Refresh | ([Ewcasd] [Eupdatemizplay)]

Navigate to the distribution by clicking on the Schedule and Distribution
icons (See 8.3.1 above)

Maintain Requisitions

Distribution
Requisition ID: 0000190387 Item: 2012 Science Coalition Institu
Line: 1 Status: Active
Schedule: 1
Ship To: T_UTA_RSCH OFFICE OF Quantity: 1.0000 LOT
Distribute By: Open Quantity: 10000
Merchandise Amt: 11,000.00 USD
SpeedChart: @, ulti-SpeedCharts
Distributions Customize | Find i First K0 4011 I Last
" Details | Assetinformation || Budget Information |
Distrib Percent Quantity Merchandise o) it account %P7 Funa DeptiD BudRef Product Initistive
Amount Unit
1/0pen [100.0000 1.0000 | 11,000.00 UsFo-@, [62100(@, [TRAQ, [18350@, [7en100@, @, 0000009, |DEPTMNT @, =

OK | Cancel | Refresh |

Using the dropdown box, change the “*Distribute by” from Quantity to
Amount
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Maintain Requisitions

Distribution

Requisition 1D: 0000190387 Item: 2012 Science Coalition Institu
Line: 1 Status: Active

Schedule: 1

Ship To: NEFICE OF Quantity: 1.0000 LoT
*Distribute By: Open Quantity: 1.0000

L Merchandise Amt: 11,000.00 USD
SpeedChart:

~
customize | Find | view A1 | 2 First Kl g op 1 O agt

S GHE  Detais || Asset Information Budget Information

Merchandise Oper

Distriby Percent Quantity P —— GL Unit Account Unit Fund DeptiD Bud Ref  Product Initiative
1 Open [100.0000 1.0000/ |11,000.00 USFO-@, |[g2100 @, lﬁq, 18350Q, [790100@, @, (0000002, |DEPTMNT @, [l =]

OK | Cancel | Refresh

NOTE: If the requisition has already been budget checked, the *Distribute By field may be
grayed out.

Click the Cancel button to return to the Schedule. Click the blue triange to the left and then click
on the Distribution icon again.

Maintain Requisitions

Schedule
Business nit TAMPA Roqushicon Date: 12rzon

Roquisition I0: 0000120007 Stats: Pending

1 e 2012 Scierice Coallion Instly  Quantiey: 10000 Batch  morchandise Amt: 11.000.00 USD
Lot

Sched *3hip To Guantity  Price el S, ] Attension To Status
1 B TuTaREd, = (10000 11,000.00000 | 11,000.00 [ [Sharen G Jacot L3 Ache A *l

401 Shin To Commants

) Save LN Rewm o Sewch | T Prevousmlsl| o) Nednist ] Mesy o Rewesh L b
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Explorer User Prompt BN = recusrions aeLFoker=miFavoRITES
Script Prompt:
Enter number of raws to add:

[ South Florida

Cancel |

Favovr'rtes Mainvl\-'lenu » Purchasing > Requisitions : Add/Update Requisitions
: - -

Maintain Requisitions

Distribution

Requisition 1D: 0000190387 Item: 2012 Science Coalition Institu

Line: 1 Status: Active

Schedule: 1

Ship To: T_UTA_RSCH QOFFICE OF Quantity: 1.0000 LoT
*Distribute By: Open Amount: 11,000.000

Merchandise Amt: 11,000.00 USD
SpeedChart:

@, Multi-SpeedCharts

Customize | Find | view A1 | B | 35 First £ g oF4 O Last

Chartfields Details

Asset Information Budget Information
Distrib Percent Merchandise o) 4yt |account  (OP%"  |Fund DeptiD Bud Ref Product Initiative
Amount Unit
1 Open [100.0000) [8900 UsFO1@, [62100/@, [TPAQ, [18350@, [790100@ @, |(ooooo0@, |DEPTMINT @, ||£| =]
QK Cancel Refresh

Change the amount of the line to the amount to be charged to the current
chartfield and click the add + button

Use 1 for the number of additional rows regardless of total number needed,
and click the OK button.

Maintain Requisitions

Chartfields Detailz

@, Multi-SpeedCharts

Distribution

Requisition ID: 0000190387 Item: 2012 Science Coalition Institu

Line: 1 Status: Active

Schedule: 1

Ship To: T_UTA_RSCH OFFICE OF Quantity: 1.0000 LoT
Distribute By: Open Amount: 11,000.000

Merchandise Amt: 11,000.00 USD

SpeedChart:

customize | Find | View Al BV | 38 First Kl 142072 D | ast
Aszset Information Budget Information
L Merchandise . Oper L
Distrib Percent GL Unit Account A Fund DeptiD Bud Ref Product Initiative
Amount Unit
e e e e S TR ==
2 Open | 12.0000  [2100.00 USFO- @, @, [tPAQ, [18350@, [790100@, @, [o00000@, [DEPTMNT @, [+ [=]
Cancel Remesn

The system calculates the balance. Enter the new chartfield string for the new line.
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If additional distributions are needed, do it one line at a time so the system can
calculate the balance on each line. No calculation of % is necessary.

5. REQUISITIONS, GEL?Folder=MyFAVORITES
Script Frompt: [T = Leave the number 1, and click OK
Enter number of roves to add: F Sauth
Cancel
<

Fa\rovr'rtes MainvMenu » Purchasing > Reguisitions > Add/Update Requisitions
i - -

Maintain Requisitions

Distribution

Requisition 1D: 00001903287 Item: 2012 Science Coalition Institu

Line: 1 Status: Active

Schedule: 1

Ship To: T_UTA_RSCH OFFICE OF Quantity: 1.0000 LoT
*Distribute By: Open Amount: 11,000.000

Merchandise Amt: 11,000.00 USD
SpeedChart: @, Multi-SpeedCharts
customize | Find | View A BV | 35 First B 42072 I Last
Details Asset Information Budget Information
Distrib Percent Merchandise o) it account  OP°T  Fund DeptiD Bud Ref Product Initiative
1 0pen | 809021 [8,900.00

usFo1@, (52100 @, [TPAQ, [18350@, [7o0100@, | |@, (000000, [DEPTMNTIE,
usFo'@, [s2100 @, [TPAQ, hoooo @, [re0100@, | @, [ooo000, [ooooooo (@,

2 open | 19.0909  [1000.

OK || Cancel | Refresh |

On line 2, change the amount to the amount desired on the next chartfield string

Click the add + sign to the right and then the OK on the dialog box

Note the new balance is calculated
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Maintain Requisitions

Distribution

Requisition 1D: 0000190387 Item: 2012 Science Coalition Institu

Line: 1 Status: Active

Schedule: 1

Ship To T_UTA_RSCH OFFICE OF Quantity: 1.0000 LoT
“Distribute By: Open Amount: 11,000.000

Merchandise Amt: 11,000.00 USD

SpeedChart: @, Multi-SpeedCharts

am
Customize | Find | View Al] Bl | ¥ First K 1-30f3 ] Last

e CUT S Detaile | Asset Information || Budget Information

Distrib Percent Merchandise |0 it |account  °P"  |Fund DeptiD Bud Ref  Product Initiative
1fppen [ 809001 ([2,900.00 [lUsFoi@, [62100/@, |[TPAQ, [18350@, (7901003, @, [ooo000/@, |[DEPTMNT|@, & |[=]
2ppen [ 90909 (100000 [lusFoi@, ([62100/@, |[TPA®, [10000@, (7301003, @, |[oooooo/@, |[ooooooo |@, ®l|[=
3ppen | 10.00000 [1,100.00 [usFo-@, | @, [tPe@, [183509, [7901002, @, [000000@, [DEPTMNT @, [+][=]
OK ancel Refresh |

When splitting the distribution is complete, click the OK button to return to the

Schedule page

Maintain Requisitions

Schedule

Business Unit: TAMPA Requisition Date: 121312011

Requisition ID: 0000190387 Status: Pending

Return to Main Page

Line Find | View All First K} 40f4 I3 Last

1 Item: 2012 Science Coalition Institu ~ Quantity: 1.0000 Batch  Merchandise Amt: 11,000.00 USD

Lot
Schedule Customize | Find | View a0 | B | 38 Fist B g of 0 0 Last
Sched *Ship T Quant P Merchandise Due Dat Attention Ti stat
el iplTo uantity rice T ue e ention To us
1 B [T_utA_Rs@, = [1.0000 11,000.00000 |11,000.00 ) [sharon GJacat 2 Active A X |®
e Refresh: ELAdd _-.—::-..—

Click Save.
Click the Return to Main Page link.

When the chartfield string or the vendor must be changed on all lines, the requisition can
be Retrofit. See Step 13 Making Changes to the Requisition.
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STEP 8 Change Status to Pending

After lines have been added, the requisition status needs to be changed from ‘Open’ to
‘Pending’ in order to perform budget checking.

Maintain Requisitions

Requisition

Business Unit: TAMPA Status: b 4
Requisition 1D: 0000183815 Budget Status:

Requisition Name: |UDDD1E3515 [ Hold From Further Proce

*Requester: JSADLER @, Joyce L Sadler Requisition Defaults
Edit Comments
- isiti . 07/08/2011 [§ Requester Info EdL-ommens
Requisition Date: @, Special Process Amt Requisition Activities
Origin: Only Ete Document Status
*Currency Code: Daollar Amount Summary
Accounting Date: 0710812011 5 Total Amount: 3,985.00 USD

Select Lines To Display
Line: @, To: @, | Retrieve |

customize | Find | view A1 | B | 3 Fret Kl 4011 |

" Ship To/Due Date || Status || Vendor Information |
Line Description Quantity WOM  Category Price :I:lz;:::indise Status

1| [FinisH =i & [ 0000 LoT/@, [oFFICES@, [3885.0000f 3,885.00 Open CmE A
View Printable Version *Goto: More |
[E) save |G ReturntoSearch | [t Previousinlist | 4] 1eaiinict| (] Notity | &3 Refresh [Evdd) [ Unsatd

Do you wish to save the current document? (10250,336)

Ifyou choose Yes, document will be saved. Ifyou choose Mo, dacument will
notbe saved.

If the requisition is not saved, this message may appear. Click the Yes button.

Click on the green check box to the right of the word ‘Open.’
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Status: Fending x
Budget Status: NoTCTRd i
(] Hold From Further Processing

Lequisition Defaults
dit Camments
equisition Activities
locument Status

The status will change to ‘Pending.’

Maintain Requisitions

Requisition

Business Unit: TAMPA Status: Pending x
Requisition ID: 0000183583 Budget Status: Not Chi'd B
Requisition Name: [oooo183583 [[] Hold From Further Processing

*Requester: KSURGEON @, Kristine § Surgeon Requisition Defaults

Edit Comments

* . 07/0712011 EﬂRE& uester Info

Requisition Date: Requisition Activities

Origin: OHL [, Online Document Status

“Carrency Cods: oo

i . 07/07/2011 [
Accounting Date: Total Amount: 30.00 USD

Select Lines To Display
Line: @, To: @, Retrieve

i
Customize | Find | View Al B | i First Kl g or 1 I Lact

Ship ToDue Date || Status || Mendor Information

Merchandise

Line Description Quantity “UOM  Category Price Status

Amount
1B [Grays-IN =i B [1.0000 EA @ [PROMOTI®, | 30.00000 30.00 Pending O E EE

ew Printa ersion *Go to: More v |

save | |G Beturnto Search | [t] PreviousinList | s ] textinlit| 2] Motify | |£3 Refresh Eloddd,| [FlUpdateDispla

Save the page by clicking the Save button in the lower left corner, or continue to budget
check the requisition to pre-encumber the funds.

Saving the page will not budget check the requisition but the requisition will remain in a
pending status.

Important: Check to see if the vendor appears on all lines of the requisition by clicking the
‘Vendor information tab.’ Click ‘View All’ to see all lines. If the vendor is not on all lines,
refer to the Step 13 Making Changes to the Requisition, for fixing the problem by
Retrofitting the Vendor.
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Maintain Requisitions

Requisition
Business Unit:
Requisition ID:
Redquisition Name:

i

*Requester:
*Requisition Date:
Origin:
“Currency Code:
Accounting Date:

TAMPA
0000190666
00001 30666

ILUKARNIK
122172011
OhL

usD
1202172011

Detsils || Ship ToDue Date || Statu
Line W

Vendor Information tab.
View lines for vendor.

adiurm Thiogunate,

=0 Fisher BioReagents Tryptone
"2l (Granulated), 500 g

Figherbrand* Redi-Tip* Pipette

Irmgard Lukanik
Reguaster [nfo

Online

Dallar

Vendor

= Kanarmycin Sulfate (Wihite Powder),
AR Fisher BioReagents, Poly Elomeﬁgmooum157

=, Fisher BioReagents Yeast Bxdract
B (Granulatedy, 500 o 0000001157

0000001147

Status: Pending A X

Bu
O

Beguisition Defaults
Edit Comments
Eequisilion Aclivities

Click ‘View All’ or use
the scrolling options to
view all the lines.

Document Status
Total Amount:
Pre-Encumbrance Balagﬁ: 0.00 UsD \j
Line: @, To: @, Rety
S £ ]
Vendor Hame Lacation
ISHER SCIENTIFIC COMPANY LLC 4500TURNBE +]
FISHER SCIENTIFIC COMPANY LLC 4500TURNBE =]
FISHER SCIENTIFIC COMPANY LLC 4500TURNBE ]
HER SCIENTIFIC COMPARY LLC 4500TURNBE *]
FISHER GCIENTIFIC COMPANY LLC 4500TURNBE =l
FISHER SCIENTIFIC COMPANY LLC 4500TURNBE ]

STEP 9

Budget checking the requisition does several things.

[t automatically saves the transaction.

Budget Check the Requisition

Budget checking will cause the funds to be deducted from the available balance indicated

on the chartfield string. Budget must be set up in the chartfield string which is being used
on the requisition. Some budgets, grants and RIA (initiatives) in particular will fail budget
checking if there are insufficient funds available.

Budget checking is also the point at which Workflow approval routes are set up. Workflow
is the process that moves the requisition through levels of approval until the requisition is
‘sourced’ via ‘autosourcing’ an internal process.

Routes must be in place before the requisition is budget checked. If they are not, the
requisition will route to the Workflow Administrator (a default route) and remain

unapproved.
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Maintain Requisitions

Requisition
Business Unit: TaMPA, Status: Pending
Requisition ID: 0000190674 Track Batch: 1 Budget Status: Mot Chikd
Requisition Name: |oooo190674

CIHold From Further Processing

‘Requester: CECKS Crigtina Micole Requisifion Defaults

Ecks Edit Comments
omuisition Date: ETThTE Reguester Info Requisition Actiities
q d ) Document Status
Origin: aRL Onling
“ 4 o = Dalar Amount Summary
urrency Code:
Total Amount: 28912 UsD
i : 1272102011
Accounting Date: Pre-Encumbrance Balance: 0.00 UsD

Select Lines To Display
Line: @, To @, )

Ship To/Due Date N 'Status N 'yendor Information

A - a q Merchandise
Line Description Quantity UOM Category Price rm—— Status
1 @, OFFICIATING 53 |1 0000 LOT /@, |ATHLETICE, | 28512000 28912 Pending

wiew Printable Version *Goto: LMore.. v

Sl save | [ShReturntoSearch | f] PreviousinList | W] Nestinlist | =] motity | £ Refresh | kg | update/Disy

Click the Budget Checking icon and the system will start processing

Processing symbol | o e
Maintain Requisitions

Requisition

Busmness Uni; TaMPA Stitus: Pending AX
Hequistion i) O0ODYODETE  Track Balch: 1 Dudget Status: Mot Chidd E;'S‘
Requisation Name: 0000190674

[l From Farther Processing

‘Resquaster; CECHE

“Requisition Date:

Ol

“Currency Code:

ok diind) Total Amousi: %012 USD
ccounting Data: T w— 900 USD

LS S JolusDale || Bl Yerhe bdometon | [TH

Merchandise
Line Mocaiption Casslity WEM Categary Pricn Rtadirn
1 M, [GFFICIATING & @ oo LoT @, [ATHLETICA, [ 289.12000 230,12 Pending Q| e
Whirer Printable Yersion Gt More »~
(i seve  MRetuminSearch T Previesinlet | s | NedmUmt ety | (O3 fownan |eddd | Updstefupley

When the budget checking process is complete the Budget Status will read ‘Valid’ providing
that the budget is available.
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Maintain Requisitions

Requisition
Business Unit:

Requisition ID:

-
*Requester:
*Requisition Date:
Origin:

*Currency Code:
Accounting Date:

Requisition Name:

) Ship To/Due Date

Line Description

J/iew Printable Version

|5l save | [2hReturnto Search

TAMPA
0000190674 Track Batch:
00007130674

OFFICIATING SERVICES FOR
1@y MEN'S SOCCER FGCUWVS. 5T
LOWIS O 951811

CEGKS Cristina icale
Ecks Edit Comments
- Frequision Actiities
AT Docurment Statis
ML online
UsD Dollar
12012011 Total Amour:
Pre.Encumbrance Balance:
Line: Q, To: [ Fr=r——
Stetus | Wensor Information
_ .. 3 Merchandise
Quantity UOM  Category Price ot Status
& [1.0000 weF  [PilEne 289.1 2000 289,12 Pending

[=] Notify |+ Refresh

Status: Pending A X
1 Budget Statu Yalid

CIHold From Fu wetsing

Eequisition Defaults

SERVICE

*Goto: More

28312 UsD

[kt Updste/Display

Refer to Appendix I if the Budget Status returns an Error.

An Adobe .pdf file can be created at this point to save or print. (See Step 12 Print the

Requisition.)

STEP 10

Enter Requisition Comments

Comments are used to enter additional information and attach documentation and other

required information to justify or explain the purchase request.

There are 2 types of comments on a requisition; Header Comments and Line Comments

10. 1 Requisition Header Comments

Header Comments are used for general information that pertains to the requisition
and for the addition of necessary documents.

Examples include:

e New or revised vendor

e WO

o After the fact justification

e Quotes

¢ Independent Contractor Worksheet
e Logo Approval
e Special delivery or billing instructions

e Location information for purchase of equipment

e Justification

e Contract information
e Instructions to vendor
e Legal authority for purchase
¢ Bid information
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e State contract
e Single source justification

The Header Comment is also used by Purchasing for

e Legal authority
Approval of documents

e Communication between the Purchasing Agent and Requester with needed
information, documentation or clarification requests or comments

10. 2 Requisition Line Comments

Line comments should only be used for expanding a description of the specific item
on that line.

Examples include:

e (Continued definitions that exceed the character limit of 256
e Special instructions to the vendor that pertains only to the item

10. 3 Enter a Header Comment

Maintain Requisitions

Requisition
Business Unit: TAMPE Status: Open 4 )(
Requisition ID: 0000189234 Budget Status: Mot Chik'd i)
Requisition Name: |DDDm 29234| [CIHold From Further Processing
*‘Requester: ATOTTE @, Donna J Ayotte Requisition O
Requester Info fabl o azne
. . . ; 4
Requisition Date: 11/08i2011 EJ Eequisition efities
Origin: CkL @, Online Dacument Status
“Currency Code: UsD Dallar Amount Summary
Accounting Date: 11082011 el Total Amount: 42250 USD
Select Lines To Display
Line: @, To: @, Retrieve

i
Customize | Eind | Wiew A | E | # First Bl 1-30r 3 O ot

Details Ship To/Due Date Status
Line Description Yendor Vendor Hame Location
1/ [FLORIDA IMCLUSION |DUDDUB1079 G, (CITRUS COUNTY SCHOOLS 1007WMAING G [+] [=]
2B [FLORIDA IMCLUSION 2 |DUDDU31079 @, CITRUS COUNTY SCHOOLS 1007WMAINE Dy [+]|[=]
3 [ [FLORIDA INCLUSION 3 |DUDDU31DTB @, (CITRUS COUNTY SCHOOLS 1007WMAING Gy = =
view Printable Yersion *Go to: . More.. v
Save | [CPRetumtoSearch | 1) PreviousinList | o] Nextinlist | (] Notity | £ Refresh [Chacd 2 UpdsteDisplay

Click on the ‘Add Comments’ link
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Header Comments

Business Unit: TAMPA Requisition Date: 110272011
Requisition ID: 0000189234 Status: Open
rieve Active Comments Only Retrieve
*Sort Method: Comment Time Stamp v *Sort Sequence: Ascending
Use Standard Cormments Comment Status: Active
[] send to Vendor [ Show at Receipt
[ show at Voucher
Attachment: Attach Wiew Delete

From -» REQ TAMPA-D000188234

0K Cancel Refresh

Inactivate  [+]

2¢

Email

Place the cursor in the space provided and type in the information

Header Comments

Business Unit: TAMPA Requisition Date; 120062011
Requisition ID: 00001490126 Status: open
Retrieve Active Comments Only Retrieve
*Sort Method: Comment Time Starmp v *Sort Sequence: Astending

e Sort

Up to 2000 characters can

Use Standard Comrments
be added to each comment

/|

£ a
Inactivate [+

Wendor to provide vitae prior to assigning instructors

¥|Send to vendor Cshow at Receipt

[show at Voucher

Al N Aftach Wi Delate

From-= REQ TAMPA-D000190126

° ancel Refresh

el

Email

The message can be made available by selecting one of the buttons below the

comment:

Send to Vendor - if selected, the comment will be printed on the Purchase
Order. Select this for information the Vendor must see or for any bid,
contract or regulation that applies to the requisition. Checked comments will
be printed at the bottom of the Purchase Order once it is processed.

Show at Voucher - this comment will be made available to Accounts Payable

during the voucher process

Show at Receipt - this comment will be made available to the Receiver when

areceipt is entered for goods or services

When finished, click the OK button to return to the Main Page.
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Maintain Requisitions

Requisition
Business Unit:
Requisition ID:
Requisition Name:

*Requester:
*Requisition Date:
Origin:
*Currency Code:
Accounting Date:

Ship ToDue Date

TAMPA

0000180126

[poooranizs ]
[avoTTE |, DonnaJdayate
[iziei2011 |yRecuesterini
Jone  J@onine

1 2062011 5

Status | Wencor Information

Status: Open 4 x
Budget Status: Mot Chik'd ﬂﬁ

CIHold From Further Processing

Requisition Defaults

Edit Comments

Eequisifion Acfivities

Docurnent Status

Amount Summary

Total Amount: 13500 USD
Select Lines To Display

Line: @, To: @, Retrigve

Merchandise

Line Deseription Quantity oM Category Price frm— Status
1 & [FLORIDAINCLUSION 2, [2.0000 [EA @, [EDUCAT@, | 3250000 65.00 Open Ol E | ®=E
2 [ [FLORIDAINGLUSION 7, [2.0000 [EA @, [EDUCATH®, | 3250000 £5.00 Open Qw E k=
3 B [FLORIDAINCLUSION 7, [2.0000 [EA @ [EDUcATN®, | 3z.50000 £5.00 Open Ol [E ==

Wiew Printable Version “Goto: LMare... v

5l save | [ ReturntoSearch | =] Notity | |£* Refresh [Chndd | |/ Updateisplay

Note that the requisition header now says ‘Edit Comments.” This is an immediate
indicator that Header Comments are on the requisition.

Remember to ‘Save’ the requisition or the comment will be lost.

10. 4 Add More Comments

Header Comments

Business Unit; TAMPA Requisition Date; 1262011
Requisition ID: a00n01801 26 Status: Open
¥iRetrieve Active Comments Onhy Rettieve
*Sort Method: Comment Time Stamp v *Sort Sequence: . son

Comments

First Kl 10f1 D p—

Uze Standard Comments Comment Status: Active Inactivate

Wendar to provide vitae prior to assigning instructars (L
[#1Send to Vendor [ Show at Receipt

[CIshow at Voucher

Associated Document

Attachment: Attach Wiew || Delete | Email

From-= REQ TAMPA-00001901 26

0K Cancel | Refrash |

To add additional comments, click on the ‘Add’ icon

A new, blank comment will be created.
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Header Comments

Business Unit: TAMPA Requisition Date: 121062011
Requisition ID: 0000190126 Status: QOpen

[ Retrieve Active Comments Only Retrieve
*Sort Method: Carmrent Time Stamp b *Sort Sequence:

Comments
Use Standard Comments Comment Status: Artive

Contract document

[ send to vendor

[Cshow at Receint
['show at Voucher

Associated Document
Attachment: Atach | Wiew | Delete | Email
From-» REQ TAMPA-0000180126

0K Cancel | Refresh

Note that the Comment line now shows 2 of 2 indicating that this is the 2nd comment

of 2 on the requisition. The arrows and ‘First’ and ‘Last’ allow the comments to be
scrolled through.

Header Comments

Business Unit: TANMPA

Requisition Date: 120652011
Requisition ID: 0000180126 Status: Open
[“IRetrieve Active Comments Only Retrieve
“Sort Method: Corment Tirme Starmp b *Sort Sequence:

Comments
Use Standard Comments

Comment Status: Inactivate [+

Contract docurment

[ send to vendor

[JShow at Receipt
[ show at oucher

Associated Document
Attachment: atach || view || Delete | | Email
From-= REQ TAMPA-0000180126

0K Cance\: Refresh

Click ‘View All’ to see all comments
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Business Unit: TAMPA Requisition Date: 120612011
Requisition ID: 00001380126 Status: Open
Retrieve Active Comments Onky | Retrieve
*Sort Method: Comment Time Stamp b *Sort Sequence: . Gort
7 TN
Comments 3 H
Yse Standard bomments Comment Status: Inactivate  [+]
“endor to provide vitae prior to assigning instructors ﬁ'@
[¥]Send to Vendor [ Show at Receipt
[show at Woucher
Associated Document
Attachment: Attach View Delete Email
From -= REQ TAMPA-00001901 26
Use Standard Comments Comment Status: Active Inactivate [+
Corfract ancument g
Clsend to vendor [Cshow at Receipt
[Cshow at voucher
Associated Document
Attachment: ptach || view | Delete | Email
From -= REG TAMPA-00001301 26
oK | Cancel Il Refresh

Click ‘View 1’ to return to the one comment view

10.5 Enter a Line Comment

These comments should only be used for specific information on the specific line

item, such as additional description or vendor instruction

Maintain Requisitions

Requisition

Business Unit: TAMPA Status: apen & x

Requisition 1Dz 0000190126 Budget Status: Mot Chik'd ﬂ@

Requisition Name: [oooa1 601 36 [CIHold From Further Processing
L ——
*Requester: WQ Donna.J Ayatte Requisition Defaults

Edit Comments

*Requisition Date: WBM Requisition Acivities

Origin: ML @, Online Crocument Status

“Curroncy Code: U olar
Accounting Date: [tzoezott 5 Total Amount: 195.00 USD

Select Lines To Display

Line: @, To: @, | Retrieve

Ship ToDue Date Status Wendor Information

Merchandise

Line Description Quantity *UOM  Category Price i Status
1 &, [FLORIDAINCLUSION () 8, [2.0000 Es (@, [EDUCATI@, | 2250000 65.00 Open O B =

[FLorRIDAINCLUSION 0 [2.0000 Es (@, [EDUCATI@, | 2250000 65.00 Open O @ ==

3R [FLoRIDA INCLUSION 2 R [2.0000 Er @ [EDUCATHG, | 3250000 §5.00 Open B [
“Wiew Printable Yersion “Goto: More hd
Save | |[obRetuntoSearch = wotity | £ Refresh Sy UpdateDisplay |
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Click on the Line Comment Icon. Note that the icon is a blank cartoon ‘balloon.’

Line Comments

Business Unit: TAMPA Requisition Date: 12/062011
Requisition ID: 0000140126 Status: Open Line: 3
Retrieve Active Comments Onhy Retrieve
*Sort Method: Comment Time Starmp v *Sort Seq o Ascending 9| [~Sort
Comments Al First K14 071 O Lact
Use Standard Cormmeits Comment Active Inactivate Undo [+]
Status:
Use ltern Specifications
Do not begin selection until Aptil (L

{¥!send to Vendor
[ show at Voucher

Attachment:

From -= REQ TAMPA-00001801 26

ok | cancel | Refresh |

[Jshow at Receipt

Associated Document

Aftach Wi Delete Email

Line comments work the same way as header comments. Add the comment, select

‘Send to Vendor’ and click OK.

Maintain Requisitions

Requisition
Business Unit: TAMPA Status: Open (4 X
Requisition ID: 0000180128 Budget Status: Mot Chikd =3
Requisition Name: [ovoo190126 [CIHold From Further Processing

Ship ToDue Date | Stalus

“Requester: AYOTTE @, Donna J Ayotts Requisition Defaults
o Edit Comments

*Requisition Date: 12/06/2011 i Info Fequisiion Aclviies
Origin: oML @, Online Docurnent Status.
*Currency Code: UsD Dollar Amount Summary
Accounting Date: 12/08i2011 el Total Amount: 195.00 USD

Select Lines To Display

Retrieve

tne: [ @ Te [ @

wendor nformation

Merchandise

Line Description Quantity "UOM Category Price e Status
1 B [FLORIDAINCLUSION (2 &7 [2.0000 EA @ [EDUCATHG, | 3250000 65.00 Open LFm @ =
2 B [FLORIDAINCLUSION (2 & [2.0000 EA (@, [EDucAThG, | 3250000 65.00 Open O [E R =
3 B [FLORIDAINGLUSION (1 &7 [2.0000 EA (@, [EDucAThG, | 3250000 65.00 Open @' EN2E

View Printable Version *Gato: More v

[F save [ Returnto Search | | Netity | |4 Refresh [Chadd | | Updatemisplay

Note that the cartoon balloon now appears to have writing it in indicating that a

comment has been added.

Click Save.
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10. 6 Standard Comments

Standard Comments are pre-written comments that are available for anyone to use
to save typing type and standardize text.

Requesters will typically use a Standard Comment Type of ‘REQ’ to add requisition
comments, but other types are available as well.

A list of commonly used Standard Comments is in Appendix III.

Header Comments

Business Unit: TAMPA, Requisition Date: 12/06/2011
Requisition ID; 0000190126 Status: apen
¥!Retrieve Active Comments Only Retfriewe |
*Sort Methou: Comment Time Starmp v *Sort Sequence: Sort

Inactivate [+

Comment Status:

~umments
< \Jse Standard Comments
I ——

(2

[sendto vendor [ Show at Receipt
[Ishow at voucher

Associated Document

Attachment: Attach Wien Delete Email

Frarn -= REQ TAMPA-00001801 26

OK Cancel Refrash

On the Comment page, click the ‘Use Standard Comments’ link

Standard Comments

Comments

*Action:

< Comment Type: |REQ @, Comment ID:  |[COMNF @,
M 011212012 “Status; '
Description: | |
Short Desc: ]
Comments:
</C:>ancel Refresh
N
g
Type in the ‘Comment Type’ and ‘Comment ID” and hit the Enter Key or click the ‘OK’

button
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Header Comments

Business Unit: TAMPA Requisition Date: 12/06/2011
Requisition ID: 00001901 26 Status: Open
Retrieve Active Comments Only I Retrieve
*Sort Method: Comment Time Stampa v *Sort Sequence: . Sort

Comments
Y

Comment Status: Active Inactivate | (4]

CONFIRMING ORDER - DO MOT DUPLICATE @@
THIE CONFIRMS AVERBAL ORDER PREVIOUSLY PLACED WITH YOUR FIRNM

[ send to Vendor Oshow at Receipt
[Jshow at voucher

Associated Document
Attachment: I Aftach View | Delete | Email

Only one Standard Comment can be selected per comment page, but that comment
can be edited

Select ‘Send to Vendor’ or any other box, if desired, then add more comments or
Click ‘OK’ to return to the main page.

Rev. March 2013

Purchasing 9.1

Page 49



REQUISITION INITIATION 9.1

10. 7 Standard Comment Search

If the Comment Type and ID are unknown, use the search features

Sl

Search Results
Ve 11

Look Up Comment Type

Lookug: || Clear | Gancll - i Lo

Standard Comments

Comments

*Action: [ copy cormment v

Comment Type: @ Comment ID: @

Effective Date:  [09/1212012 | *Status: ATTE

Description: |

snortpese: /[ ]

Comments:

7 ¥

Look Up Comment ID

usFsl

St ugFa!

Standard Commemt Ty hegns win « Stanetd Comement Typec REQ

Description: bagna wih & Starudnd Commend | bapne win
Desciiption: gt win

Look g Clear | Cancwl [asiclachun

it [ e g st Search Results

= Vi 100 Firet [ v w3l g Lt
e Comemen
WIE

Click on the Comment Type and ID to select the values

Standard Comments

Comments

*Action: [ Copy Comment v|

Comment Type: |REQ @, Comment ID:  [COMF &,
*Effective Date: 0101252012 *Status: Active

Description: |Conﬂrming Crder |

Comments:

COMFIRMIMNG ORDER - DO MOT DUPLICATE \Ed|
THIS COMFIRMS AVERBAL ORDER PREVIOUSLY PLACED WITH
YOLIR FIRM.

OK Cancel Refresh

The Standard Comment selected is displayed. If it is the right one, click OK to bring

the comment into the requisition where it can be edited if necessary.

Rev. March 2013

Purchasing 9.1

Page 50



REQUISITION INITIATION 9.1

Header Comments

Business Unit:
Requisition ID:

TAMPA
0000190126

Requisition Date:
Status:

12/08/2011
Open

Retrieve Active Comments Only Retrigve

*Sort Method: Cornment Time Stamp v *Sort Seyuence: Ascending v Sott
Use Standard Comments Comment Status: Active Inactivate  [+]
COMFIRMING ORDER - DO NOT DUPLICATE g
THIS GOMFIRMS A VERBAL ORDER PREVIOUSLY PLAGED WITH JOHN SMITH OF 141061 2
¥ Send to Vendor [Jshow at Receipt
[Cshow at Voucher
Attachment: Attach Wi Delete Email
QK Cancel Refresh
10. 8 Attaching Documents
FAST supports the addition of documents to the Requisition. Many purchases

require additional documentation and these must be added to the requisition by the

Requester.

The preferred format is an Adobe .pdf file. These take up the least amount of space
in the system and are viewable in all browsers. Other formats may not be viewable
by Purchasing

Each comment can hold one document.

The document file name is limited to 64 characters. Each document is connected to
the requisition and comment number so long, complicated file names are not
necessary and can cause problems.

Documents are attached to Comments from the user’s directory in the same way
attachments are made to emails.
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Business Unit: TAMPA Requisition Date: 022012
Requisition ID: 0000191077 Status: Approved
Retrieve Active Comments Only Retrieve

*Sort Method: | Comment Time Stamp "| *Sort Sequence: Sort
Comments Find | View Al First ) 1.0f5 D Last

Use Standard Comments Comment Status: Active | Inactivate | [+]

Executed agreement on file. @@

[] send to Vendor [[] show at Receipt
[] show at Voucher

Associated Document

Attachment: [itachs| [Viewses| [sebeleiess|  []Email

From -= REQ TAMPA-0000191076

oK Cancel Refresh

Type in a description of the document and click the ‘Attach’ button

=l »

| |(Browse..

Upload | Cancel |

Click the “Browse...” button

Choose File to Upload [

Look in: I 1= Temparary Files j QT -
([ )Backup fior Ed Programs @Oracle training. pdf
() Maffitt Labs @oracle.pdf
My Recent 174702, pdf 8 0rg Bud Rollup 181039, docx
Dactments 881150177, pof PO Change Request 181162,pdf
@ TH 150610, pdf PO CLOSE REQ 010512, pdf
- 120506, pdf @Purchase Order Change Request P
Desktop 91T Invoice.pdf [ PURCHASING OVERVIEW 8.docx
- @Amberly.xls @R ‘Witherspoon. pdf
J @ARC prices. pdf @]Roman sh.docx
- [')'mumems THARC remit address.pdf THu_poForM_ar4r4sz.pdf
@DC Mews,pdf @Witherspoon 010912, pdf
@FAST 8.9 Purchasing Owerview,pdf @WUSF.XIS

@]Fisc & Bus Asst.xls
= 1tem cat.xls

< 4

My Metwork, File name: IKonica pdf j Open I
Places
Files of type: IAII Files [* 7] ;I Cancel |
=l

=
=
1 Elg
b 3 T
b=l
=
@

1 a descriotion of the document and click the “Attach’ button
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Find the file in your directory as you would for attaching a document to an email

Click ‘Open’

File Attachment

ChDocuments and Settings'\WDELLAP OWy Dncumenta‘u“ Browse... |
: Lpload Cancel

Click the ‘Upload’ button

Header Comments

Business Unit: TAMPA Requisition Date: 01n2i2omz
Requisition 1D: 0000191077 Status: Approved
Retrieve Active Comments Only Retrieve
=Sort Method: Comment Time Stamp d *Sort Sequence: I Sort
0 21 d | View A 10 »
Use Standard Comments Comment Status: Active Inactivaty +
Add a new
Executed agreement on file. comment for @
additional
[[] Send to Vendor [] Show at Receipt
[[] Show at Voucher
< Attachment: Konica.pdf Afach ) View || Delete | []Email

Click OK and save
when attaching or

oK % deleting a comment

The ‘Attach’ button is now grayed out and the ‘View’ button is activated.
The file name appears on the page.

To see the document, click the ‘View’ button.

Click OK to return to the Main Page and click ‘Save’

To Delete the document, click the ‘Delete’ button, Click ‘OK’ and ‘Save.” Documents are deleted
upon save. A new document can be added in its place.

If more than one document needs to be added, simply add a new comment by clicking the ‘Add’
icon.
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STEP 11 Approve Requisition into Workflow

The requisition is now ready for approval by the department. Most departments have only
one level of approval. The requisition must be approved by a Requisition Manager in order

11.1 If Entering into Workflow Immediately
Click the “Go To Approve Amounts” link

= T
Maintain Requisitions
Requisition

Business Unit: TAMPA Status: Pending A X
Requisition ID: 0000217204 Budget Status: Valid

Requisition Name: [pooo217204 [JHold From Furtner ProBssing o\ 0o e

S ——™
*Requester: l:l Jennifer L Zeien Requisition Defaults
Hernandez Edit Comments

“Requisition Date: |:| Requester Info Requisition Activities

Origin: Online Document Status

*Currency Code: Dollar

Accounting Date: Total Amount: 8925.00 UsD

Pre-Encumbrance Balance: 000 usD

Select Lines To Display
Line: QT Q. Refrieve

11.2 If entering into Workflow at a later time

If the requisition isn’t ready for approval when it is complete, it can be pushed into
Workflow at a later time. Make sure to Save the Requisition before leaving the page.

Navigate: Purchasing - Requisitions - Approve Amounts

Favorites . Main Menu > Worklist > Worklist
Search Menu:

Rev. March 2013

(3 Purchasing
Refres [ Inventory
' 3 eProcurement
3 services Procurement
3 Sourcing
3 Engineering

3 Reguisitions

{3 Request for Quotes
3 Vendor Rebates
3 Purchase Orders
3 Receipts

9 Manufscturing Defintions 1 Retum To Vendor

3 Production Control
3 Configuration Modaler
£3 Product Configurations

3 Procurement Cards
3 Supplier Schadules
(3 Analyze Procurement

Worklisi &
. 3 USF Menu Trems 4 | |
Detail viev Employee Self-Service y [ilters: )
m 3 Manager Self-Service N 3 Reconcile Requisitions @
o 3 suppler Contracts » | Activi 3 Review Requisition Information
Reports
3 1720,
sennirer | &1 Customers amount, ] Add/Updata Requisiions 001
Herange (3 Partners q [5] Requester's Workbench oL
3 Products 4 X 2270
J Catalog Management v ] Approve Amounts EQE%Z
Vees JHIE o o ens , hamolnt, [E] Approve ChartFields o
1 Customer Contracts ) Manage Requisition Approvals 100
o ord ) [E) stage For Loading %
Yves J Hic Order Managament | AMOUNt . [ Load Requistions =
3 Pricing Configuration 4 EU 2
3 Customer Retums ) |5 Update Direct Shipments &
o3 Trems y [5] Budget Check
£ Cost Accounting ) [E] Entry Event Request
2 vendors ) [5] Purge Load Requests
Approval Workflow
3 Procurement Contracts 4 g aee

D Maintain ReqWorkflow Routings
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Favorites Main Menu > Purchasing > Requisitions > Approve Amounts

Amount Approval

Enter any information you have and click Search. Leave fields blank for a list of|

Find an Existing Value

Limit the number of results to (up to 300): |300
Business Unit:| = v [TamPa @,
Requisition ID: | begins with |UUUU183999

‘ Search ’ Clear |Basic Search [ Save Search Criteria

Enter the Requisition number and click Search.

11.3 Approve into Workflow

Requisition Amount Approval

Unit: TAMPA  Req: 0000189339 Requester: Alisha Ales =
Instance ID
Approval Instance
Vendor 1D 0000010635 COGENT COMMUNICATIONS View Printable Req
“Approval Action: Approval Status:
Ci it

Amount Details

Requisition Date: 111092011

Total Amount: 30,000.000 Dollar
Total Base Amount: 30,000.000 Daollar

Fletails | Req Distrib Chart

The requisition will be in ‘Initial’ status.

Click the ‘Save’ button.

Rev. March 2013

Purchasing 9.1

Page 55



REQUISITION INITIATION 9.1

Warning -- This transaction needs Reg_Approver approval. Enteritinto
workflow? (107 ,4)

This transaction must be approved. Ifyou click Ok, the systerm will route itto
someone who can approve it; ifvou click Cancel, you can change the

transaction without forwearding it.

Cancel |

This or a similar warning will appear as a reminder that further departmental
approval is required before the requisition can receive final approval.

Click the OK button.

Requisition Amount Approval

Unit: TaMPA  Req: 0000189330 Requester: Alisha Mes L

Instance i

Approval Instance
Vendor ID 0000010835  COGENT COMMUMICATIONS Wiew Printanie Req.
*Approval Action: Apprive ~  Approval Status; @

Comment

Requisition Date: 1092011

Tetal Amount; 30,000 000 Dollar

Totnl Base Amount: 30,000 000 Dowar

[ Bave | (G Rolurn bo Search || Nobly |
Jfoproval | Detals | Beg Diskib Chir

The Approval Status will change to ‘In Process’

Requisition Initiation is now complete.

If you choose, you may create an Adobe .pdf file to save or print the requisition.

*** Interested in the Workflow process? Click here: Workflow ***

11.4 Limited Purchase Orders (LPOs)

Most requisitions will require review and approval by Purchasing. After approval
by the department Requisition Approver/Manger, the requisition will route to a
Purchasing Agent.

Some requisitions do not require additional approval by Purchasing. These are
requisitions that total less than $1000 and are for supplies and repairs. After
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approval by the Requisition Manager, the requisition will source to a Purchase order
without further review.

The preferable method to handle small purchases is through the university’s
Procurement Card (PCard) program.

STEP 12 Print the Requisition
On the Add/Update Requisition page, pull up the requisition.

ORACLE"

Favuvrrtes i MalnvMenu » Purchasing > Requisitions > Add/Update Requisitions

Requisitions
Use the following search to look for an existing Requisition

Find an Existing Value Add a New Value

Limnit the number of results to (up to 200y |300

Business Unit: zl WQ,
Requisition ID: begins with v [[0000190736]

Requisition Name: begins with V||

Requisition Status: = v | -
Origin: begins with v || @,
Requester: begins with | O‘
Requester Name: begins with | @,

Hold From Further Processing O

ensitive
( Search lear |Basic Search [&F Save Search Criteria

Find an Fxisting Value | Add a New Value

Click on the Find an Existing Value tab, enter the requisition number, name or any other
variable and click the Search button
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Favo'm:es Mam'Menu > Purchvasmg > Requgmns » Add/Update Requisitions

............... Turziuivn
Requisition
Business Unit: TAMPA
Requisition ID: 0000190736
Requisition Name: \0000190735

*Requester: Faye AMaciaszek
*Requisition Date: [01022012 | Reauesterinfo
Origin: OML Online

*Currency Code: USD Dollar

Accounting Date: 110312012

@ Ship To/Due Date

A X

Status:
Budget Status:

Pending
Valid

[J Hold From Further Processing

Requisition Defaults

Edit Comments

Requisition Activities
Document Status

Amount Summary

Total Amount:
Pre-Encumbrance Balance:

@, To: Q:

14,616.84 USD
0.00 USD

Line: Retrieve

First K 4 0r 1 I Last

=y
Customize | Find | View 21| B |

SERVICE: 01/2012

< View Printable Version
Search  [=] Motify | |i Refresh

Status || Wendor Information
Line Description Quantity “UOM  Categor Price Merchandise g,
< Amount
MOVE CONTENTS OF AMY
. ALMAN'S HOME FROM PARKER, MOVE =
1 o, To TaMPA FL DATES OF P [10000 LOT  enpLoves 146816840 Lol likendng Cw E &

*Go to: Maore

Click the ‘View Printable Version’ link

This brings up the Report Manager - Administration page

Favovrrtas Maln_Menu & Raportlrlg Toolk > Report Manager

List Explorer Administration Archives

1 New Windo

View Reports For

Minutes |+

: Refresh

List | Explorer | Administration | Archives

Report Pres Reques
select £ netnoe Description Dtarm format Status  Details
; : 01/03/2012  Acrobat "
oS AR R LEEE
2500614 3739301 Requisition Print SQR 14T1BPM (pdn Posted  Details
Selem All EDESEIEH All
[ DEEE [ Glick the delete button to delete the selected report(s)
Save

Click the Refresh button occasionally until the print job appears and has a status of ‘Posted.’

Click on the report name ‘Requisition Print SQR’ and the .pdf file should open.

Either save it or print it.

When complete, close the browser window or tab with the .pdf file, then close the browser

window or tab on the Report Manager - Administration page.
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This will return you to the Add/Update Requisition page.
STEP 13 Making Changes to the Requisition
13.1 Change Description, Quantity, Unit of Measure, Iltem Category, Unit Price

If the requisition is in an Open status, the description field is easily changed by
typing over the existing text or using the dropdown to select a new UOM or Item

Category

st
Customize | Find | View 21| B | 3 First B g orq 0 Laat

Ship TofDue Date || Statuz | Vendor Information

Merchandise

Line Description Quantity *UomM Category Price P Status
1B |2u11-1T =2 & [gyooo LOT @, [ATHLETIC 350.00000 350.00 Open O = EE
view Printable Versio “Go to: Mare... v

Place cursor here and delete, \/

backspace or insert new text. Use dropdown to select
a different value.

-
Customize | Find | View 41 | B | B First 0 g orq O Last

@ Ship To/Due Date || Status || Wendor Information
=

Merchandise

Line Description Quantity *Uom Category Price na—— Status
1 B |[so11-12 = & 20000 EA |@, [LABORAT@, [100.00000 350.00 Open CmE R

View Printable Version *Go to: .More... v|

< 5] save | )|§I~ Return to Search | 5] Previous in List | [4=] NextinList | [=] Notify | |2 Refresh | [Ekeadd| [ElUpdateDizplay

Click the Save button

If the requisition is in a Pending status, Quantity and Unit Price can be changed, but
an additional step is necessary to change the Description or Item Category

i Customize | Find | View A1 1BV | B8 First K1 g 071 I Last
@ Ship To/Due Date Status Vendor Information
Line Description Quantity *UoM Category Price kﬂ;r::::dise Status
;i';”tf‘:: SO0 g 11 0000 LoT gg&?GREEMENT £61,739.00 £61,739.00 Pending Qm E H
View Printable Version *Go to: ..Maore... V|
: Save: |§\f‘ ReturntDSBarch: Previous in st v;|:| Next in List: El Motify 8 Refresh D.. Add Update/Dizplay

Click on the Details Icon to the left of the line
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Maintain Requisitions

Details for Line 1
Requisition 1D: 0000190861 Item: Subagreement 61191117-00 K, W

Line: 1
Line Details

Buyer: MAHERMANDEZ Line Status: Pending X

Buyer Name: Michael A Hernandez Buyer Information Amount Summary

Category Code: SUBAGREEMENT $25M View Hierarchy Merchandise Amt: §61,730.00 USD
Category 1D Subagreeme Document Base Amount: 661,739.00 USD
Description: Subagreement after 15t $25000

Transaction ltem Description:

Subagreement 51191117-00 K| Modification 4

Preferred Language Item Descripfion:

Expand All Collapse All
F Vendor Information

On the Line Details page, click on the Blue Triangle (Blue Delta, Change Icon.)

Maintain Requisitions

Details for Line 1

Requisition 1D: 0000190861 Item: Subagreement 61191117-00 K. M

Line: 1

Line Details

Buyer: |MAHERNANDEZ @, Line Status: Pending )(

Buyer Name: Michael AHernandez Buyer Information m
Category Code: SIUBAGREEMENT 525M View Hierarchy Merchandise Amt: 661,739.00 USD
Category ID: Subagreeme Document Base Amount: 661,739.00 USD
Description: Subagreement after 1st $25000

“Transaction Iltem Description:
Subagreement 61191117-00 K, Modification 4

Preferred Language ltem Description: Field is open for editing

Spellcheck is available on this page

Expand All Collapse All
¥ Vendor Information
¥ Item Information

¥ Contract

¥ Sourcing Controls

( OK ) Cancel | Refresh |

N

The description field will open to allow changes. When complete click the OK
button

If to the other fields are needed, simply click OK after clicking the Blue Triangle and
the requisition will return to the main page for changes
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Line: @, To: @, Retrieve
=i 4] ]
Ship To/Due Date Status Wendor Information
. L . . . Merchandise
Line Description Quantity uom Category Price I — Status
1 B [subagreement =@ [ [1.0000 LOT/2, [SUBAGRE®, [661739.001 661,739.00 Pending QOB E R
View Printable Version *Go to: ~More... v
( [§] save * Return to Search 4| MextinList |[=] Notify | &% Refresh [Es Add

As always, Save the requisition.

NOTE: BE CAREFUL AND DO NOT ACCIDENTLY CLICK THE RED “X”. If you do the
following message will appear:

Canceling a requisition line will be tracked. Continue? (10100,128)

Yes MNao

\When you mark a requisition line as canceled, the system does not allow any further changes to this requisition line. Press OK to create a change track record for this line and its schedule(s).

Click the NO button.

This will return you to the Main Page. Click the Details Icon again.

13.2 Using Retrofit Feature to Change Vendor and Chartfields

Vendor

Sometimes the wrong vendor is selected or a different vendor used. This

change must be made on all lines of the requisition.

Click on the Requisition Defaults link and then the Vendor Lookup to find the

correct vendor (See Step 4)

Click the selected vendor from the lookup

If the vendor is not in the system, delete the Vendor id number and Vendor

Location
Click OK
Chartfields
Type over the chartfields with new values

Click OK
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Retrofit Page

Retrofit field changes to "all" existing requisition lines/schedules/distributions.....

Business Unit: TAMPA Requisition Date: 11/04i2011
Requisition ID: 0000189100 Status: Open

For Line and Schedule defaults, Select"Apply to apply changes to all lines and schedules.
Far 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  unmarkAll
customize | Find | view A | B | 2 Fist K1 4 q0ra D et

Apply Distrib Line Field Name Field Value Apply to All Distribs

¥ Vendor 0000009735

O “Yendor Location 1223DICKIN

N GL Unit USFO1 O

F 1 Fund 10000 F

OK Cancel Refresh

After changing the vendor (or deleting it) and a chartfield (in this example the Fund
is being changed) clicking OK will take you to the ‘Retrofit’ page

Retrofit field changes to "all" existing requisition lines/schedules/distributions.....

Business Unit: TAMPA Requisition Date: 11/04i2011
Requisition ID: 0000189100 Status: Open

For Line and Schedule defaults, Select ‘Apply to apply changes to all lines and schedules.
Far 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  Unmarkal
Customize | Find | view A1 | B 2 First K1 g g 014 I Lact
Apply Distrib Line Field Name Field Value Apply to All Distribs
Vendor 0000009735
YVendor Location 1223DICKIN
F 1 GL Unit USFO1 |
1 Fund 10000 1

< oK | Ca)m | Refresh

If you click the ‘Mark All’ link, all boxes in the ‘Apply’ column will be checked.

The ‘Unmark All’ link will remove all checks

Alternatively, selected boxes can be individually checked by clicking on it
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Here, there is no point in changing the GL unit as it is already USFO1.

This changes the Requisition Line information for the vendor on all lines and

changes the first Distribution of each requisition line

If there are more distributions that need to be changed, the boxes on the ‘Apply to

All Distribs’ column should be checked
Click the OK button

In the case of multiple distributions that do not all need changing, those changes

must be made to the individual Distributions of each line.

To check to see if the vendor has been placed on all lines, click the Vendor Info tab

Maintain Requisitions
Requisition
Business Unit: TAMPA Status: Open e )(
Requisition ID: 0000189100 Budget Status: Not Chicd L
Requisition Name: 0000129100 [ Hold From Further Processing
-
*Requester: ITGUILLAU @, Tiffany Marie Reqguisition Defaults
Guillaume Edit Comments
*Requisition Date: 11/04/2011 [5 Reauester Info Reaquisition Activities
Origir: ONL @, Online Document Status
*Currency Code: Dollar
Accounting Date: 11/04i2011 El Total Amount: 4,400.00 USD
Line: @, To: Q@ Retrieve
N L
Details Ship To/Due Date (=
Line Description T Vendor Hame Location
1 B2 [Geraldine walther = 1 0000009735 WL  UNIVERSITY OF MIAMI 1223DICKIN @,
View Printable Version *Go to: More
[5) save | [G" ReturntoSearch | [Z] Notify |& Refresh b Add

To check the distribution change, click on the Schedule Icon and then the

Distribution Icon.

13.3 Changing Chartfields on Individual Lines

If changes are being made to only some lines of distribution and not others, then the

change has to be made line by line.

See Step 7.1 and Step 7.2
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13.4 Cancel a Requisition Line

NOTE: Never cancel or delete line 1 of a Requisition. Instead, change the
description, UOM, quantity, [tem Category and Unit Price.

If the Requisition is in an Open or Pending Status and Not Yet Budget Checked

Maintain Requisitions

Requisition

Business Unit: TAMPA Status: Open 4 X
Requisition ID: 0000190354 Budget Status: Mot Chk'd iy
Requisition Name: |00001 90354 [ Hold From Further Processing
*Requester: AYOTTE @, Donna J Ayotte Requisition Defaults
Add Comments
* isiti . 1211312011 Reguester Info T
Requisition Date: B ) Requisition Activities
Origin: ONL 3, Online Document Status
“Currency Code: Dollar Amount Summary
i . 1211312011 El
Accounting Date: Total Amount: 16250 USD
Select Lines To Display
Line: @, To: O, Refrieve |

Customize | Find | View All | i

m

7
| #

First L4 1-2 of 2 Last

' Ship To/Due Date | Status || Mendor information |
Line Description Quantity *UOM  Category Price ::I'Cfm“di“ Status
1B [FLORIDA = & 20000 EA @ (EDUcATI®, [ 3250000 £5.00 Open [n 3= 1 =]
2| [FLORIDA =@ & [3.0000 EA @ (EDUCATI@, [ 3250000 97 50 Open OwE
[View Printable Version *Go to: _.More... vl

|Eetrddy| | lipdsieDisplay,

[F] save | [Gh Returnto Search | tZ] PreviousinList | |fZ] NextinList| =] Notify | i3 Refresh |

Simply click the Delete Row icon

Delete Confirmation

Delete currentrselected rowes from this page® The delete will occurwhen the
transaction is saved.

OK ) Cancel

Click OK on the dialog box

Line: Q, To: O, Refrieve |
i Customize | Find B Fret B qor1 O Last
" Ship To/Due Date || Status || Vendor Information |
Merchandise
Line Description Quantity *Uom Category Price T Status
1/ [FLorDA =@ & [2 0000 EA @, [EDUCATI@, [ 3250000 55.00 Open O eg| @ [=]
View Printable Version *Go to: ...More. v|
(\ save | | Returnto Searcn | [ PreviousinList | 4] Netinlist| ] Notity | &3 Refresh | (Etita| [EUndatcmispiay)
) | | | |Se-Add | |Zl UpdateDispiay |

\_/
And click Save
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If the Requisition is in a Pending Status and Has been Budget Checked

Maintain Requisitions

Requisition

Business Unit: TAWMPA Status: Pending A X
Requisition ID: 0000190336 Budget Status: Valid

Requisition Name: [pooo1s0z36 [ Hold From Further Processing
*Requester: LDELGADO Lizette Charriez- Requisition Defaults

Delgado Edit Comments

*Requisition Date: 121212011 Reguester Info Requisition Activities

on ONL Online Document Status

rigin: ol
*Currency Code: UsD Dollar [ Amount Summary ]
Accounting Date: 121272011 Total Amount: 555000 USD

Pre-Encumbrance Balance: 0.00 USD

Select Lines To Display

Line: @, To: @[ Retieve |

Ship To/Due Dife jendor Information

Line Descrilmonv Quantity “UOM  Category Price Lomere i

Amount e
Lodging for Pedestrian
_ Assessment participants
1 ﬁ% from 11812 - 113112 (10 50.0000 EA TRAVEL IN STATE 99.00000 4,950.00 Pending | E
rooms for 5 nights at $99
each)
=n Meeting space rental for 4 RENT MEETING . =
2[5 | e 1012 1115011 3 [.0000 EA  oeru 150.00000 §00.00 Pending o =
View Printable Version *Goto: More vl
Click the Status tab
Maintain Requisitions
Requisition
Business Unit: TAMPA Status: Pending A X
Requisition ID: 0000190336 Budget Status: valid
Requisition Hame: |UDDU190335 [ Hold From Further Processing
*Requester: LDELGADOD Lizette Charriez- Requisition Defaults
Delgado Edit Comments
*Requisition Date: 1201212011 Requester Info Requisition Activities
origin: ONL Online Document Status
*Currency Code: us Dallar
Accounting Date: 1212/2011 Total Amount: 5,560.00 USD
Pre-Encumbrance Balance: 0.00 USD

Select Lines To Display
Line: @, To: O Retrieve

Customize | Find | V

Details. Ship To/Due Date Vendor Information

Line Description

Status
1 Lg, Lodaging for Pedestrian Assessment participants from 1/8/12
L=

- 11312. (10 rooms for 5 nights at 599 sach) Pending A *x
2 % WMeeting space rental for 4 days. 1/912 - 113111, Pending A
View Printable Version Goto: [Hhore =

5] Save | (ot RetumntoSearch ] Previousinlist | s Nextinlist | | Notity | |3 Refresh |

Click the Red “X” on the line to be canceled (NOTE: DO NOT CANCEL LINE 1)
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Canceling a requisition line will he tracked. Continue? (10100126}

Whenyou mark a requisition line as canceled, the systern does nat allow any

further changes to this requisition line. Press Ok to create a change track
record for this line and its schedule(s).

Click Yes

T, = 10 =Y TRENTETE T

" Detais || Ship To/Due Date Vendor Information |

Line Description Status

=: Lodging for Pedestrian Assessment participants from 1/8/12 .
11 B | 31312 (10 rooms for 5 nights at 599 each) FEETE A X e

2 [ Meeting space rental for 4 days. 1/912- 113111

View Printable Version

*Go to: ~More... v|

( [E] save | Yt Returnto Search | (=] PreviousinList | [y5] MextinList| =] Notify | i3 Refresh |
N~—

||:!|. Add| | lpdate/Dizplay

The line will display a ‘Canceled’ status
Save and Budget Check again
13.5 Cancel the Requisition

If in Pending Status and Budget Checked

Maintain Requisitions

Requisition

Business Unit: TAMPA Status: Pending
Requisition 1D: 0000190335 Budget Status: Valid
Requisition Name: ‘UUDU‘\QU335 [[J Hold From Further Processing
“Requester: JENNIFERD Zhen Lin L Du Requisition Defaults
Edit Comments
b : 2012/20 Reqguester Info
Requisition Date: =l i ) Requisition Activities
Origin: ONL Online Document Status
*Currency Code: uso Dollar
i : 1212/2011
Accounting Date: Total Amount: 150500.00 USD
Pre-Encumbrance Balance: 0.00 USD
Select Lines To Display

Line: @, Tor 2, Retieve |

Customize | Find | \

Ship To/Due Date | Status | Vendor Information

Line Description Quantity *UOM  Category Price :‘:‘fl:';""‘“ Status
EL Subagreement 6118114400~ SUBAGREEMENT - ol
1R 20 modncaton 1 2, [1.0000 LOT | gzem 150,500.00 150,500.00 Pending om 3
View Printable Version “Go to: More. ~]

|5] save | [Gh ReturntoSearch | 1] PreviousinList | (4] Mextinlist| =7 wotity | &% Refresh |

[EIR=RTT y
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Click the big, red X’

Canceling a requisition will cammit any changes made and prevent further
changes. Continua? {10100,7)

When you mark a requisition as complete or canceled, the systerm does not
allow any further changes to the requisition. Any changes made, however, will

be stored on the reguisition.

Ifyou have any more chanoes to make to this requisition, do not mark it as
complete or canceled at this time. Make the other changes, then return to

change its status.
C | ves “) Ma |

Click ‘Yes’

I e
“n

Wait for the system to process

Maintain Requisitions

Requisition
Business Unit: TAMPA
Requisition ID: 0000190335 Track Batch: 1
Requisition Name: 0000190335

Line: @, To: @, Retrieve

2 First K1 1 071 I Last

Customize | Find | View A1 B | 2

" Ship To/Due Date || Status || Vendor Information |

. L . . Merchandise
Line Description Quantity *UOM  Category Price Amount Status
= Subagreement 6119114400 SUBAGREEMENT . T
1B AQ, modification 1 4 [1.0000 LOT | cor 150,500.00 150,500.00 Pending Om E
View Printable Version “Go to: ..More... ~|
[5] save | [oh Returnto Search | [t] PreviousinList| [y] NextinList| [ Notify | |{3 Refresh | [Ekeada) [EUndateDisplay)

The status will change to ‘Canceled’

Click the Budget Check icon
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Requisitions
Use the following search to look for an existing Requisition
b Add a New Value

Limitthe number of results to (up to 300): {300

Business Unit: = v ITAMPA @,
Requisition 1D: begins with |+ (0000190335

Requisition Name: begins with |+

Requisition Status: = w

Origin: begins with | v @,
Requester: begins with |+ @,
Requester Name: begins with |+ Q,
Hold From Further Processing O

DCESE Sensitive

Search Clear |Basic Search [&F Save Search Criteria

No matching values were found.

Find an Existing Value | Add a New Value

When budget check is complete, the system should return to the Search page

If in Pending Status and Budget Checked

Follow the above procedure; however the requisition will not have to be budget

checked

STEP 14 Copy a Requisition

0ld requisitions can be copied into new requisitions and changed for current needs. This is
especially helpful during the start of a new fiscal year when old blankets and maintenance
agreements need to be replaced.

Favorites © Main Menu > Purchasing > Reguisitions > Add/Update Requisitions

Reguisitions
Find an Existing Yalue

Business Unit:[Tampa @,
Requisition ID: | ExT

< Add

Find an Existing Yalue | Add a Mew Value

Navigate to the Add/Update Requisitions page.

Click the ‘Add’ button.
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Maintain Requisitions

Requisition
Business Unit:
Requisition ID:

Requisition Hame:

‘Reduester:
*Requisition Date:
Origin:
*Currency Code:
Accounting Date:

TAMPA
HEXT

o
[onzmz pyRecuesterinfo
ML @, Online

uso

0141262012 ]

Dallar

Status:
Budget Status:
Copy From

Reguisition Defaults
Add Comrments

Reguisition Activities

Amount Summary

Total Amount:

[CIHold From Further Processing

Open
Mot Chik'd

0.00 Ush

Click the ‘Copy From’ hyperlink

Maintain Requisitions

Copy Requisition

Header
Business Unit:

Requisition ID: o001 panng @

Requisition Name: | @

Req Status: I—Q Origin: I—OQ
Requester: | @,

Requester Name: | @,

Requisition Date: lirs_]j To: ’7@
Vendor SetID: Yendor Lookup

Wendor ID: [ @ vendorDetails Wendor Name: |

Item SetiD: Item ID: |

Item Description: | Clbirect Ship

Department:

@,

Requisition

Sel Req ID Requigition Hame:
0000163004
Ol Cancel Refresh

E First K11 0F1 I Last

Customize | Find | %
Status Origin Requester
Complete OkL TEHAN

oy

Enter the requisition number to be copied and click the Search Button.
The requisition is automatically Selected.

Click the OK button.

If the requisition being copied was entered by another Requester, the following

message will appear:
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The zource requester (HRHODES) is different from the target requester ), copy® {10150,186)

All copied defaults will remain unchanged. Do yau want to copy?
res R[]

This means that the information tied to the original requester will be copied into the
requisition; requester information, default chartfields, ship to information

Click the ‘Yes’ button. All this information can be changed.

Maintain Requisitions

Requisition
Business Unit: TAMPA Status: Gpen 74
Requisition 1Dz MNERT Budget Status: MNat Chk'd ﬂa
Requisition Name: [IHold From Further Processing
5
*Requester: TSHAM @, Moelella T Shaw Requisition Defaults
Edit Cornments
“Requisition Date: 011212012 [ Renuester Inf Requisiion Acliities
Origin: QML @, Online
“Currency Code: usD Dollar Total Amount: 20,000.00 LSD
Accounting Date: 011212012 ]

Ship To/Dus Date | Status || Vendar Intormation

Line Description Quantity *UOoM Category Price :‘A:'r::r;ndise Status
1 B lUsE T Payment gt 0 €8 [1.0000 Es (@, [BAMKING @, [20,000.0001 20,000.00 Open @ E HE
Wiew Printable Yersion “Goto: More -

|5l save | [Z]notity | |2 Refrash [Fhadd || 7] UpdstsDisplay

All the requisition information is copied into the requisition page.

Change the Requester ID to your own if necessary.

Changing Requester will change the default setiings

ShipTo IDto T_CTRL_REC

Qrigin to GRIL

Location Code to LIBOATS

GL Business Unitta LISFO1
Department to 350000
Operating_unit to TRA

Fund_code to 10000

Froduct to 000000

Chartfield1 to 0000000

Retrofitto existing lines? (10150,147)

Changing Reguester will change the default eetting like ShipTo ID, Location, Crigin Department ID |, Account and other ChariFields. Click es'to retrofifapply the default values from Reguester to the
existing lines? Click ™o'to change only the default sefting. Click 'Cancel' to reset the Requester to the previous value.

hizs: Mo Cancel

The system verifies the default settings.

Click the ‘Yes’ button.
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Maintain Regquisitions

Requisition

Business Unit: TAMPA Status: Open 4

MEXT Budget Status: Mat Chkid <)
Requisition Name: ‘ CopyFrom CTHold From Further Processing
*Requester: ALES @, Alisha Mles Requisition Defaults
Edit Comments

*Requisition Date: 0141 202012 [ Benuester Info Eequisilion Activities

Origin: anL @, Online Amount Summary

“Currency Code: (U]:]s] Dallar Total Amount: 2,416.00 USD

Accounting Date: 01122012 El

[ Ship ToDue Date || Status || Vendor Information | [F=28)

Merchandise

Line Description Quantity oM Category Price I Status

1 B [OFFICIATING {7, [1.0000 LOT @, [ATHLETICQ, [2,415.00001 2,415.00 Open O = =
Wigw Printahle Yersion *Goto; Mare w
[Fleave  [Zlnstity | |23 Refresh [Ehadd | |5 UpdateDisplay |

The Requester information is now updated yet the description, vendor and
comments remain the same.

Click the Requisition Defaults link

Maintain Requisitions

Requisition Defaults

Business Unit: TAMPA Requisition Date: 0151202012
Requisition ID: MEXT Status: Cpen
Default Options
O Default Ifyou select this option, the default values entered an 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 select this option, all defaultvalues entered on this page override the default values found in the default
hierarchy, anly non-blank values are assigned
Line
Buyer: 1L @, Catherine Annette Ballance Unit of Measure: @,
Vendor: 000003116 :O. LISF FOUNDATION NG Vendor Location: 4202EF O (D
Category: Highlight Buyer id, then click the Delete

button on your keyboard
Ship To: T_CTRL_RECG, TAMPA Ty w

Due Date: &
Uttimate Use Code: @,

Attention To: | One Time Address

SpeedChart: @,

ihutions

Asset Information |

Dist Percent GL Unit Fund Account DeptiD Product Initiative Project

Unit

f [ Jusrie [l [ & @& Ja & Q[ [

Oper PC Bus
Unit

Okl || Cancel || Refresh |
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Highlight and Delete the Buyer name. This is very important. If the buyer is no
longer with the university, the requisition will not be routed to the correct
Purchasing Agent.

iaintain Requisitions

Requisition Defaults

Business Lnil: TAMPA Rarquissition Dtz 0122012

Requisition I HEXT Status: Open

[verauOptions |
O pataunt you select thiz opton, M defaull values enterad on ihis page s1e freated s pan of the deraulting logic and s

onily sopkied It o other defsultvalues are found far each feld. If defaultvalues slreacy existin ne hierarchy, they
are uga, and the values on this page are not used

& cwerrica Hyau selved this apSion, all delall vale:
hiesarchy, oty non-bank values

priferid on this page averide the difas® values found inthe defaall
il

Buyer: Y Ui of Measure: @
igrudunr: 0000003116 @, USF FOUNOATION ING ‘endor Location: 420ZEFOW @,
Categuone Q@ vanfor Lookug
O S
Ship Ta: T_CTRL_RECG, TAMFACENTRAL RECENING —— Quarility v
Dua Date: )

Uit L Cuc: a

Attention To; e Tione Aduriess

SpeedChant: 4
Digtriions
[ SR Anantindemalien TR
Oper PC Bus Sau,
st P it GL tnit s Tend Account Deptit) Product Indtiative Project At L1
erce Eag co P 7o ! i ale uity Tyl
' i | [UeFova, fRea, [1ooosa, | ‘a, [Dep200:@, 000000/, [DoDoDOD @, | a, | 3, a,
QK cancel | Refash

Make any necessary chartfield or vendor changes and retrofit the changes
(see Step 13 - Making Changes to the Requisition)

Retrofit field changes to "all" existing requisition linesischedulesidistributions.....
Business Unit: TAMPA Requisition Date: 011122012
Requisition ID: MEXT Status: Open

For Line and Schedule defaults, Select Wpply'to apply changes to all lines and schedules
For Distribution defaults, Select Apply' to apply changes to the Distrib Line

Example: [fyou =elect Apply' for Distrib Line 3, the change i applied to each Distrib Line 3 on the requisition.
Select Bpply to All Distribs' to apply changes to all distribution lines on the requisition.

Mark All o Unmark All
Retrofit Field Selection & & | Find Bl 2 bt K g7 of12 O Lo
Apply  Distrib Line Field Hame Field Walue Apply to All Distribs
Buyar
Yendor nooonoz116
F Yendor Location 420ZEFOW
O Ship To T_CTRL_REC
O 5L Unit USFO1 O
O Oper Unit TPA, O
1 Fund 10009 |
Ok | Cancel | Refresh

Click OK
Comments should be reviewed and edited as needed.

Continue to complete the requisition.

Rev. March 2013 Purchasing 9.1 Page 72



REQUISITION INITIATION 9.1

STEP 15 Create Amount-Only Requisition Line

A new feature in 9.1 is the ability for users to make requisition lines ‘Amount Only.” This
feature must be applied line by line.

Most Amount-Only requisitions should have only one line. However, in some cases like
Copier Leases, one line may need to be amount only (copy overages) and the other line left
as a Quantity (fixed monthly charges.)

Amount-Only lines must have a Quantity of 1 and a UOM of ‘LOT.

15.1 Follow Steps 1 through 6

15.2 Line Details Page

Maintain Requisitions

Requisition
Business Unit: TAMPA Status: Cpen =4 x
Requisition ID: 00001380401 Budget Status: Mot Chik'd s
Requisition Name: |DDDD1 a0401|

[IHold From Further Processing

*Requester: MCMILLER @, Michelle C. Miller  Beouisifion Defaulls
B ter i d Camments
*Requisition Date: 0172012 [y REdueslerini Requisition Actiities
Origin: oML @, Online Docurnent Status
*Currency Code: USD Dallar Amount Summary
Accounting Date: onyama [5 Total Amount: 100,000.00 USD

Select Lines To Display

Line: Q, To: @, Retrieve

Customize | Find | *iew A B First K101 D Last
Details Ship TouDue Date Status Wendor Information
_ L _ N _ Merchandise
Line Description Guantity UOM Category Price Amount Status
B2 [Fpeiliies Froject#ars-3 (2 €3 [1.0000 LOT @, |COMSTRIG, 100,000,001 100,000.00 Open (o)== R |
Wiew Printable Yersion *Go to: Mare... b
Save | [P ReturntoSearch | ] Previousinlist | [#5] MestinList | [=] Watity | &% Refresh By UpdateiDisplay

After entering the Unit Price, click on the Line Details icon to the left of the line to be
made Amount-Only.

15.3 Select Attributes
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Maintain Requisitions

Details for Line 1

Requisition 1D; 00001490401 ftem:

Line: 1

Buyer: ]—Q Line Status: Qpen

Buyer Name: Buyer Infarmation
Category Code: CONSTRUGCTION MpJoR  Yi2w Hierarchy Merchandise Amt: 100,000.00 UsD

Category ID: Constructi Docurnent Base Amount: 100,000.00 USD

Description: Construction Major

*Transaction item Description:

‘Faci\it\es Project#373-3 Administration Building Fl‘%

Preferred Language Itemn Description:

Expand All Collapse All
» Vendor Information

b wem it . ation

b A utes

~ Contract
¥ Sourcing Controls

| [al’8 H Cancel H Refresh \

Click on the arrow to the left of the Attributes line to expand it

15.4 Select Amount Only flag

Maintain Requisitions

Details for Line 1
Requisition ID: onoo1an401 Itermn: Eacilities Project #373-3 Admi
Line: 1

Line Details

Buyer: | @, Line Status: Qpen

Buyer Hame: Buyer Information Amount Summany

Category Code: CONSTRUCTION MaJOR  fiew Hierarchy Merchandise Amt: 100,000.00 USD
Category ID: Constructi Document Base Amount: 100,000.00 USD
Description: Construction Major

*Transaction ltem Description:

|Fac|lmes Project #373-3 Administration Building r@@

Preferred Language tem Description:

Expand All Collapse All

> Wendor Information
P ltem Information

Physical Nature: [Goods [] Amount Only
aca.bricelsetlor

[Cinspection Required
Inspect ID:

¥ Contract
¥ Sourcing v ntrols

[s]78 || ncel H Refresh \

Click on the box to the left of ‘Amount Only’ to select it.

Click OK.

NOTE: Do Not Alter the Other Areas Under the ‘Expand All’ Hyperlink

Rev. March 2013 Purchasing 9.1 Page 74



REQUISITION INITIATION 9.1

15.5 Add Header Comment
Amount-Only lines require different Price Tolerances than other lines.

Please add a Header Comment telling your Purchasing Agent that you made the
requisition line Amount-Only.

The PA will need to make note and change the tolerances once the requisition
becomes a PO.

Regardless, a receiver will be able to receive by amount when the PO is in
Distributed status.

Incorrect tolerances will create Matched Exceptions. Should this be the case, remind
the Purchasing Agent to correct the tolerances. The Purchasing Agent is listed as the
Buyer on the Purchase Order.

15.6  Optional: Split Chartfield Distribution

Only after changing the line to Amount Only should any chartfield split take place.
Follow Step 7

15.7 Quantity Notification

If the following message appears, the requisition line was given a quantity larger
than 1.

The gquantity will be setta 1 for an amaount anly line. The system will reprice the line. Cantinue? (10150,238)

The Reguisition guantity will be setto 1 for an amount anly line, the systerm will reprice the requisition line for you.
Yes o

Adjust the Unit Price so it is the total price expected to be paid from the line.
15.8 Allocation Notification

If the following message appears, the steps for creating the requisition were not
followed in order.

This will cause the system to split the distribution using delivered round-up
features that will change the amounts distribute.
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4llncate the changed amount based on the split distribution® {(10200,397)

Selecting "Yes"will allocate the amount hased on the existing distribution percentages. Selecting ™o’ will require a manual update ofthe distribution lines.
Yes Mo

Either start over or uncheck Amount-Only, unsplit the Distribution, save.

Change the line to Amount Only and then split the chartfield.

STEP 16 Customization of Chartfield String

FAST offers various ways to customize pages. The two that best serve the Requisition
Initiation process are Customization of Chartfields and View All

As delivered, chartfields are displayed on distribution pages that can be changed to
make viewing and entry easier.

To see all the chartfields USF uses, one must scroll across the page. The order of the
chartfields may not be the most logical one for the user.

[ New wWindow \ZJHelp  [# CUSIOMiZe Page Hd hip
Maintain Requisitions
Distribution
Requisition 1D: 0000190285 ftem: 12.01.2011-E#7814-One Test"Br
Line: 1 Status: Active
Schedule: 1
Ship To: T_FMHI_REC TAMPA FMHI Quantity: 1.0000 LoT
*Distribute By: Quantity b Open Quantity: 1.0000
Merchandise Amt: 450257 USD
SpeedChart: @, pulti-speedCharts
7 Detailz Asset Information Budget Information
R . Merchandise . Oper PC Bus .
Distrib Percent Quantity e — GL Unit Account Unit Fund DeptiD Bud Ref  Product Unit Project
1 Open |[100.0000 1.0000 450257 USF0-@, |([53500|@, |[TPA@, ([20000@, |[582002@, @, [ooo000@, ([GRTO{®, |[s82011830
0K Cancel : A Fa) PP
Scroll right to see Project Activity and Initiative >
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Test"Br

1.0000 LoT

1.0000
450257 UsSD

PC Bus
Unit

Bud Ref  Product Project Activity 1D

Source

v Category

. [ @ [ooooo0/@, [GRTO'@, [5820118300

@, |[BUDGET

Q Q| @, |

bl |[=]

Click on the ‘Customize’ link that appears on the blue line above the chartfields

Favorites
-

! Main Menu : Purchasing > Requistions > Add/Update Requisitions

artfields

]

la
Distrib (frozen)
Status (frozen)
ercent (frozen

Merchandise Amount
GL Unit

Account

Cper Unit

Fund

DeptiD

Bud Ref

Product

PC Bus Unit

Project

Activity 1D

Source Type
Category
Subcategory

Initiative

Tab Details

*Location

Statistics Code

Open Quantity

GL Base Amount
Base Currency
Exchange Rate Detail
Tab Asset Information
AM Unit

Profile ID

CAP #

Sequence

Tag Number

Empl ID

Capitalize

Cost Type
Description

Tab Budget Information
Budget Status
Budget Date
Merchandise Amount
Pre-Encumbrance Balance

=

Hidden
Frozen

=
=

=

Descending

All the fields shown on the chartfield line are listed to the left.

Some fields are marked (frozen) which means they will not move as changes are
made. Some fields can be (hidden) if they are fields the user does not need to see.
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By highlighting the field, it can be hidden, frozen or moved up and down.

_—— e
Favorites i Main Menu > Purchasing » Reguistions > Add
- - - b -

Tah Chartfields (frozen) [
Distrib (frozen) = D]
Status (frozen)

Percent (frozen)

Quantity [ Hidden
Merchandise Amount [ Frozen
GL Unit

Account

Oper Unit

Fund

DEEHD

Product
PC Bus Unit
Project

Source Type

Initiative

Highlight fields to be hidden

Select Hidden by clicking in the box. Note the fields are marked (hidden)

Favuvr'rtes MainvMenu » Purchasing » Requistions > Add

Tab Chartfields (frozen) (]
Distrib (frozen)
Status (frozen)
Percent (frozen)

Ci

Quantity [] Hidden
Merchandise Amount [Ifrozen
GL Unit

Account

Oper Unit

Tah LeTa
*Location
Statistics Code

Open Quantity
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= —————————————
Favnvr'rtes MainvMenu 5 Purchasing » Requisitions > Add

Tab Chartfields (frozen) (&)
Distrib (frazen) = D]
Status (frozen)

Percent (frozen)

Quantity [ Hidden
Merchandise Amount ClErozen
GL Unit

Account

Oper Unit

Fund

DeptlD

Bud Ref (hidden)

Product

PC Bus Unit

Project

Activity ID

Source Type (hidden)

Category (hidden)

Subcategory (hidden

Tab Details
*Location

The Initiative can be moved to the Product. Highlight it.

Favorites | Main Menu > Purchasing > Requisitions » Addil
L4 H - b -

Tah Chartfields (frozen) @< | Move Up button

Distrib (frozen) »
Status (frozen) @&
Percent (frozen)

Quantity [ Hickdle
Merchandise Amount [Frozen
GL Unit

Account

Qper Unit

Fund

DeptlD

Bud Ref (hidden)

Product

PC Bus Unit

Project

Activity ID
Source Type (hidden)

Move Down button

Click the Move Up button to move it up. This moves the field to the left on the
distribution page.

Click the Move Down button to move a field down and to the right on the
distribution page.

Click the Preview button

CUmency

Pre-Encumbered Base Balance
Base Currency

Commitment Control Close Flag

oK Cancel Preview :COQE Setftinas
Distributions Customize | Find | View A
Details. Asset Information Budget Information
R . Merchandise . Oper PC Bus N -
Distrib Percent Quantity Amount GL Unit Account Unit Fund DeptlD Product Unit Project Initiative &y
1 Open 100.0000 1.0000 4,502.57 USF1 53500 TPA 20000 582002 000000 GRTO1 5820118300 0000000 2
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Initiative still in the wrong place? Click the ‘Move Up’ button a few more times and

Preview again
Currency
Pre-Encumbered Base Balance
Base Currency
Commitment Control Close Flag
oK || Cancel | Preview | Copy Settings
Distributions Customize | Find | View Al
Details Asset Information Budget Information
" Merchandise ) Oper L PC Bus .
Distrib Percent Quantity — GL Unit Account Unit Fund DeptiD Product Initiative Unit Project A
1/0pen 100.0000 1.0000 450257 USF01 53500 TPA 20000 58200 000000 0000000 GRTO1 5820118300 B
Perfect!

Favorites Main Menu > Purchasing > Requisitions » Add/Update Reguisitions
Frozen columns display under every tab.

Tab Chartfields {frozen) &
Distrib (frozen) = ®
Status (frozen) Merchandise Amount
Percent (frozen Oper Unit

Quantity [ Hidden Quantity [ pescen|
Merchandise Amount [CIFrozen Product
GL Unit
Account
Oper Unit
Fund
DeptlD

Bud Reflhiddeni

Initiative
PC Bus Unit

Diroioet

To sort a select group, highlight the fields to sort and click the ‘Add to Sort’ button

If the entire group of fields is highlighted, the order can be reversed by using the
Move Up and Move Down buttons. Or select just one field to move.

The Descending button will allow the field to be opened to all distributions on a
multi-distribution requisition line.

Click the OK button at the bottom left.
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aintain Requisitions

Distribution
Requisition 1D: 0000190295 Item: 12.01.2011-E#7814-One Test "Br
Line: 1 Status: Active
Schedule: 1
Ship To: T_FMHI_REC TAMPA FMHI Quantity: 1.0000 LOT
Distribute By: Open Quantity: 1.0000
Merchandise Amt: 4,502.57 USD
SpeedChart: =Y Multi-3peedCharts
Chartfieids IR Asset Information Budget Information
Distrib Percent Quantity :";?S::‘dlsa GL Unity  Accountw ﬁr?:: Fund DeptlD Product Initiative EEIFUS Project
1/Open [100.0000 1.0000) |4,502.57 USFO'@, 535002, ([TPAQ, (200009, (5820022, (0000002, (0000000 (@, ([GRTOE, (5820118300 @

OK || Cancel | Refresh |

Compare the new distribution image with the image at the beginning of this section
to see the difference.

The Customization on the Requisition Distribution page will NOT automatically be
carried over to other pages with distributions. (The Copy Settings feature uses
Public Profiles which are not used at USF.)

Pages such as the Header Default and Requisition Inquiry need to be customized
individually.
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APPENDIX I - Common Error Messages and Warnings

Save Warning

| Save Warning

You have unsaved data an this page. Click Ok to go back and save, or Cancel
to continue.

0] || Cancel

This is a warning that the user is leaving a page that has unsaved data. If the information is
unneeded, click Cancel to navigate elsewhere in the system.

If the information on the page, click OK and save the transaction or all newly added
information will be lost, then proceed.

Budget Status Error

Favorites Main Menu > Purchasing > Reguisitions > Add/Update Requisitions
Elnew window DHelp [

Maintain Requisitions
Requisition

Business Unit: TAMPA

Requisition ID: 0000184116
[oooo18a11s

Requisition Name:

“Requester: LKANDL @, Loretta Sue Kandl  Requisiion Defaults
Edit Comments
* isiti . 07/13/2011 EﬂRe uester Info EE——
Requisition Date: Requisition Activities
Origin: ONL @, Online Document Status
—

A budget error indicates that budget is not valid for the chartfield string used in the
requisition.

To review the error, click on the word ‘Error’
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Business Unit:

Search

*Exception Type:

Maximum Rows:

Requisition Exceplions Line Exceptions

TAMPA  Requisition ID: 00001841155
v Override Transaction (i} g
100 More Budgets Exist

Advanced Budget Criteria

Customize | Find | View A1 | B | #8

ETNew Window (Z7Help

First Bl 4-3of 3 B4 | ast

Exception More Detail ﬁ
Mo Budget Exists Wore Detail
Mo Budget Exists WMare Detail
Mo Budget Exists Mare Detail

[5] save | [ Returnto Search | (] Notiy |

Transfer

GoTo. &
GoTo.. 5
GoTo .. 5

[

This page shows that the error is ‘No Budget Exists’ in the ‘ORG’ ledger for the chartfield.
The ‘Org’ ledger contains E&G, Auxiliary, Local and pass through funds.

Other ledgers are used for different funds:

CC_DRG - RIA, Initiative
CC_GM_CHD - Sponsored Research Child ledger, specific to a Budget Account
CC_GM_PAR - Sponsored Research Parent ledger, overall spend on the grant
CC_PR_PAR - Construction project

Click the Details link to see if the chartfields on the requisition line are correct.

The Details link displays the chartfield string and the amount on the requisition line

Requisition Line Drill Down

Transaction Line Identifiers

Business Unit: TAMPA Requisition 1D: 0000184118 FLine
Number:
Schedule: 1 Distribution Line: 1
Transaction Line Details
Operating Unit Fund Code Account Department Product Initiative
TPA 10000 51040 108000 ARWODO4 0000000
Line Status: Error
Budget Date: 0711312011
Line Amount: 30,000.00 usD
Quantity: 1.0000
oK

Click the OK button to return to the Error page
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B NEW WINUOW L\ Rel|
Requisition Exceptions i
Business Unit: TAMPA  Requisition ID: 0000184116 5
*Line Status: Error 7 Override Transaction 6 /| Hq
Maximum Rows: 100 More Lines Exist
Line From: Q Line Thru: Q
Search
B s 0
[ Line Chartfields Line Amount
Line Distribution Line Schedule Budget Date GL Business Unit
{ 1\ 1 077132011 USF01
@ 21 1 07132011 UsFo1
=8 an 1 0713201 USF01
[5] save [ Returnto Search | [T Motify
Requisition Exceptions | Line Exceptions

The Line Exceptions tab shows which Schedule (should always be Schedule 1) and
Distribution lines are in error (should there be multiple distributions. Tabs are available
for chartfield string and amount.

Click bWtion Exceptions tab and click on the lover Budget Chartfields tab.

ne Exceptions

TAMPA  Requisition ID: 0000184116 J"_EE|

*Exception Type: Error = Override Transaction i ] = F‘q
Maximum Rows: 100 More Budgets Exist
Search Advanced Budget Criteria
] First K1 D]
Budget Override
Details Oper Unit Fund Account DeptiD Product Initiative g:—t‘?m%(
1 & usF CC_ORG TPA 10000 88250 109000 AMWO04 0000000 2012
2l & usFl CC_ORG TPA 10000 88250 109000 ARWO04 0000000 2012
3 @ usFM CC_ORG TPA 10000 88250 109000 AMWO04 0000000 2012

|5l save | |ot Returnto Search | |[Z7] Motify

Requisition Exceptions | Line Exceptions

These are the budget chartfields that the requisition distribution is rolling up to.

Note the different Account number. This is a Budget Account. The Account on the
requisition distribution is the Expense Account.

Expense accounts roll up into Budget accounts for reporting and budgeting purposes.

Check to ensure the Item Category selected on the Requisition line is correct for the item or
service you are purchasing. The Item Category assigns the Account number to the line. It
may be that the category is wrong for purchase.
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The Item Category list shows the accounts that are assigned. It is possible that a similar
category with a different account number will suffice.

If not, contact the individual responsible for the department’s budget or the Grant
Specialist in Research Financial Management, should this be a Sponsored Research or RIA
fund, to discuss a transfer of funds or the appropriateness of the purchase.

Close the browser window or tab to return to the requisition.

Favortes . Main Menu > Commitment Control > Review Budget Check Exceptions > Purchasing and Cost Management > Purchase Order

ROICEEERG EY ST ( Line Exceplions

) New Window (2 Help

Business Unit: TAMPA PO Humber: 00001812215
“Exception Type: v| [ override Transaction (1] Ll
Maximum Rows: 100 More Budgets Exist
Search | Advanced Budget Criteria

Budgets with Exceptions Customize | Find | View Al B | 3 First Kl 12012 1 Last
Budget Chartfields

Business Override

Details Unit Exception More Detail Budaet Transfer
1 @l USF CC_GM_CHD Budget Date out of Bounds More Detail GoTo.. E
2 @ |usrFo CC_GM_PAR  BudgetDate out of Bounds More Detail GoTo..§

Save | |[Oh Returnto Search | |[Z] Notify

Purchase Order Exceptions | Line Exceptions

Budget Date out of Bounds references a Sponsored Research Project that has either ended
or has not yet been activated.

Click the Budget Chartfields tab to review the project and budget account.
If necessary, contact the Grant Specialist in RFM to investigate.

PC Bus Unit, Project and Activity are Required (9000,229)

FC Bus Unit, Project and Activity are Required (3000,229)

The Business Unit Options for this Projects Business Unit require that
Business Unit, Project and Activity are input

This error indicates that a PC Business Unit was put on the distribution of the requisition
but the Project (Sponsored Research Grant or Construction) and Activity values are empty.
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The most common reason is that the user has erroneously entered the Project Costing
Business Unit mistaking it for the General Ledger Business Unit and the transactions is not
really on a Project.

Details Asset Information Budget Information

) Merchandise . Oper PC Bus . .
Percent Quantity _Amoum GL Unit .Aocm.lrn Unit Fund DeptiD Bud Ref .Product Unit Project Activity ID
pen |[100.0000 1.0000, 5.00 USFOI@, 1@, [TPA@, [10000@, |[250000@, @, looooo0@, |[usror@, | @, @,

Cancel || Ref

GL Business Unit

PC Business Unit

Simply delete, type over or backspace over the PC Business Unit to erase it, click the OK
button and save the requisition.

Chartfield Combination Error

There are relatively few chartfield combinations set up in the system. These are the most
common.

Correct CharFields Combination on Line Mumber: 1 Schedule Mumber: 1
Distribution Line Mumber: 1 for Charfields: DEPTIDY PRODUCTY
CHARTFIELD in Group: DEPARTMEMNT. {10208,66)

For a list ofvalid ChanField combination data, please refer Combination Data

under Set Up FinancialsrSupply Chain = Commaon Definitions = Desian
CharFields = Comhbination Editing = Review Combination Data

This error indicates that the chartfields being used together on a distribution line do not go
together.

The error indicates where the problem is; Line 1, Schedule 1, Distribution 1 and what the
problem is; “Deptid/Product/Chartfield 1 in Group Department” means that the
department ,product and initiative do not belong together. (USF uses ‘Chartfield 1’ to
indicate Initiative, RIA.)

1
a Details Aszset Information Budget Information

Merchandise Oper PC Bus

] Percent GQuantity Amount GL Unit Account Unit Fund DeptiD Bud Ref  Product Initiative Unit Project
1/0Open |100.0000 1.0000| 5.00 USFO- @, @, [TrAQ, [100009, |[3500002, @, ||H15051@, 0000000 @ @,

Cancel Refresh
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The 0000000 Initiative is a default number and is valid with every department. The issue
is the Product which does not belong with the department id.

Budget Officers for the department should know which chartfields apply to their areas.

Caorrect ChartFields Combination on Line Mumber: 1 Schedule Mumber: 1

Distribution Line Mumber; 1 for Charfields: DEPTID/ OPERATING _UMIT in
Group: DEPT_OLU. (10208,66)

Far alist of valid CharField combination data, please refar Cambination Data

under Set Up FinancialsfSupply Chain = Common Definitions = Design
ChartFields = Combination Editing = Review Combination Data

Ok

This error indicates an error with the Department ID and Operating Unit combination.

G- Detaile || Asset Information Budget Information

CEEETIER s gm0 G DeptiD Bud Ref Product Initiative FEEE e
Amount Unit Unit

1/0Open || 100.0000 1.0000 5.00 USFO1@, ([53000@, [Hs(@, [100009, (3500002, | @, [o00000/@, (0000000 |@, @,

K Cancel Refresh

istrib Percent Quantity

Here, the Operating Unit is HSC for the Health Science Center. The Department belongs to
the College of Arts and Sciences. Either the HSC needs to be changed to TPA or the
Department is a typo.
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APPENDIX II - About Item Categories

Item Categories are used to select the correct expense account number, asset profile and price
tolerances for your purchases. Except for specific equipment categories, they generally cover a
broad area or type of purchase such as Athletic or Electronic.

This type is paired with three broad areas of expenditure; supplies, equipment and services.
This results in three Item Categories as seen in the sample below:

ATHLETIC SUPPLY
ATHLETIC EQUIPMENT
ATHLETIC SERVICE

PRICE TOLERANCES

In the system, the Item Categories provide the ability to add tolerances to the price of goods
and services. These tolerances allow for a difference between the price on a purchase order
and the actual amount invoiced.

Tolerances are placed on both the unit price and the extended total price of each line item on a
Requisition and its subsequent purchase order.

Without tolerances, any variation of the price, even as little as one cent, will cause the system
to create a “matched exception” and notify the department that the invoice cannot be paid
because it was higher, or lower, than the price on the purchase order.

However, there are times when a price is firm and a department does not wish to pay any more
than is stated on the order.

In order to accommodate both situations, a second Item Category was created for each type
and expenditure. These Item Categories were prefixed with a “C” to represent “contract” but
has been re-defined as "zero tol" for clarity. For example we have these two categories for
athletic supplies:

ATHLETIC SUPPLY (expense account is 53500)
C ATHLETIC SUPPLY (expense account is 53500)

The “C” does NOT mean there is or has to be an actual contract in existence to use this
Category. You might have a verbal quote from the vendor or you might simply not want to pay
any more than you indicate. )

The “C” prefixed Categories are all set for a “0” (zero) tolerance ("Zero tol") for an increase in
the price over that on the purchase order.
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Due to the philosophy that getting a price break is always acceptable, the tolerance for a
decrease in price is set to 10%. This under-price tolerance is not set higher because a vendor
charging you a great deal less than expected might very well mean you did not get what you
ordered or expected and it should be checked out.

Those Item Categories without a “C” are set for over and under tolerances of 10% with one or
two exceptions such as Printing which only has one Item Category with 5% tolerance and
categories for construction and subagreements which are automatically set for "amount only"
receiving.

CODES, DESCRIPTIONS AND SEARCHING FOR AN ITEM CATEGORY

Item Category “codes” are limited to 18 characters and a 30 character description. A variety of
words, synonyms and examples were used to make it easier to search for the right category.
Using the example above, the system will show:

CODE DESCRIPTION
ATHLETIC SUPPLY Athletic Supply Sports Team
C ATHLETIC SUPPLY ZeroTol Athletic Supply
ELECTRONIC SUPPLY Electronic Part Supply Battery
C ELECTRONIC SUPPL Zero Tol Eltronic Part Supply
Battery

This enables you to search on either the Code or Description. Using the “contains” search
criteria is the best way to use this particular Search. You can also utilize your Windows “Find”
feature to read through any long list your search criteria may return.

The Item Categories are not meant to be exclusive. For example, the ELECTRONIC SUPPLY
categories are not to be used only for purchase of batteries and parts. These words were
intended to aid you when searching. Definitions sometimes simply include the most common
purchases of the type.

ACCOUNT NUMBERS
Each category has a General Ledger Account number associated with it.

Because the system automatically assigns the correct expense Account using the Item Category
do NOT fill out the Account chartfield on Requisition Header Defaults when creating
Requisitions (See Step 4.)

This is especially important for Sponsored Research Grants. Funds are placed in allowable
budget accounts that are split up into various expense accounts. If you use the correct Item
Category for the product or service you are buying, the system will tell you if it is an allowable
expense against that Grant. It does this by returning a “Valid” budget check status when the
requisition is budget checked prior to approval.
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If the item is not an allowable expense, the system will return an “Error” stating “No Budget
Exists.” While some purchases may fit more than one Item Category (e.g. ‘Participant Fees’
account 51125 and ‘Independ Contracto’ account 51115) this error does not mean that you
should try various Item Categories until you find one that passes budget checking regardless of
the definition.

When the requisition reaches Purchasing, one of the things checked for is a match of the Item
Category to the actual purchase and will change the Item Category if it does not fit.

One available resource for selecting Item Categories for grants related purchases is the Rosetta
Stone. Another is the list of available ltem Categories in the system. Both are on the Fast
Financials website under FAST Purchasing Manuals.

EQUIPMENT PURCHASES

Equipment or “OCO” (operating capital outlay) items are purchases that add to the intrinsic,
assessed value of the university. They are items that cost $5000 and up and have a life
expectancy of more than one year.

Replacement parts exceeding $5000 are not considered equipment as they simply replace
existing pieces that are already evaluated.

Some Item Categories are set up for specific Equipment purchases in order to add the correct
Asset Profile required for inventory reporting. These all have a choice of a 0% tolerance as well
as a 10% tolerance although equipment prices should always have a firm quote from a vendor.

When purchasing equipment, use more specific words such as “microscope” and “van” rather
than a general description such as “medical” or “automotive” to see if that specific item has its
own category. This will provide more accurate information to Asset Management for assessing
the University’s net worth.
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APPENDIX III - Useful Standard Comments for Requesters

COMMENT TYPE | COMMENT ID DESCRIPTION TEXT
BID BID Award of This is our acceptance of your offer on our Invitation to
. Bid # and is subject to all terms and
Bld/RFP/ITN conditions stated therein.
EXP FISH Fisher Sci This is our acceptance of your offer on University of
Florida Invitation to Negotiate # ITNO7TO-135 and is
|TNO7T) 135 (USF subject to all terms and conditions stated there in, per
Fisher Scientific USF regulation USF4.02040(2)(c)
Contract
EXP KONI Konica Minolta This purchase order serves as a schedule as that term
is used in the Master Agreement #1226275 to ITN-9-
Leases 13-G. The terms and conditions of the Master
Agreement supersede any terms and conditions
included on this purchase order.
Remittance to:
Konica Minolta Premier Finance
PO Box 790448
St. Louis MO 63179
EXP KRMT Konica Minolta This purchase order serves as a schedule as that term
. is used in the Master Agreement #1226275 to ITN-9-
Purchase Maint 13-G. The terms and conditions of the Master
Agreement supersede any terms and conditions
included on this purchase order.
Remittance to:
Konica Minolta Business Solutions
Dept AT-952823
Atlanta GA 31192-2823
EXP TEMP Tem porary This is our acceptance of your offer on our Invitation to
X Negotiate # 11-01A-JW and is subject to all terms and
Services (from conditions stated therein.
USF Kelly
. [ENTER YOUR DEPARTMENT INFO IN THE DESIGNATED
Services SPACES BELOW]
Contract) USF Contact Name:
USF Contact Number:
USF Contact Email:
USF Department:
CAMPUS ADDRESS:
All POs should be emailed to: 202)J@kellyservices.com
(etc.)
MSC BLNK Blanket Orders Blanket Purchase Orders for the purchase of daily

needs shall not include equipment costing $1000.00 or
more. Effective 7/1/XX-6/30/XX.

This is an Anticipated Requirements Purchase Order
through June 30, 20XX. Do NOT ship amount shown.
Departments will release orders/shipments as needed.

For the protection of both parties, this contract may
be canceled in whole or in part by either party by
giving thirty (30) days prior notice in writing to the
other party. A termination penalty may not be
charged to the University. The University shall be
liable only for payment of services rendered prior to
the effective date of termination.

The University will not be held responsible for any
purchase in excess of the allotted amount as shown on
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the Purchase Order. The amount may only be
amended by an official Change Order.

MSC TRAV
PRQ PERQ Perquisite on Perquisite #_____is approved and on file in Purchasing.
File
REQ CONF Confirming CONFIRMING ORDER - DO NOT DUPLICATE
THIS CONFIRMS A VERBAL ORDER PREVIOUSLY PLACED
Order WITH YOUR FIRM.
REQ CERT Certificate of I, THE REQUISITION APPROVER AND ACCOUNTABLE
. OFFICER, HEREBY CERTIFY THAT THE PURPOSE OF THIS
Expenditure (for | expenpiTuREs:
Concession
-RECRUITMENT
Funds) -IMPROVED FACULTY AND STAFF MORALE ACTIVITIES
-PROFESSIONAL DEVELOPMENT
(etc.)
REQ IC1P IC (Independent One Payment Upon Satisfactory Completion of
Services
Contractor) One
Payment
REQ ICRM IC Cost Cost/Deliverable Reimbursement Upon Satisfactory
Completion of Invoiced Services
Reimbursable
REQ INDE Independent The University will not be held responsible for any
purchase in excess of the allotted amount as shown on
Contractors the Purchase Order. The amount may only be
amended by an official Change Order
For the protection of both parties, this contract may
be canceled in whole or in part by either party by
giving sixty (60) days prior notice in writing to the
other party. A termination penalty may not be
charged to the University. The University shall be
liable only for payment of services rendered prior to
the effective date of termination.
Invoices shall be in sufficient detail for a proper pre-
audit and post-audit thereof.
The performance of the University of any of its
obligations under this agreement shall be subject to
and contingent upon the availability of funds
appropriated by the legislature or otherwise lawfully
expendable for the purposes of this agreement for the
current and future periods.
REQ NEWV New Vendor The following fields in items 1-12 must be completed
before new vendor information can be added into
FAST (Insert "N/A" in fields that are not applicable):
1. Vendor Name:
2. Ordering Address (address where purchase orders
should be mailed):
(etc.)
REQ STAT State Contract IN ACCORDANCE WITH DIVISION OF PURCHASING
STATE CONTRACT NUMBER
(NO SUBSTITUTIONS WILL BE ACCEPTED)
REQ UPVN Update Vendor Request to Update/Correct Existing Vendor

Information in FAST
Instructions:
Please use this template to update existing vendor

information in FAST. Complete the information
requested in the two

Rev. March 2013

Purchasing 9.1

Page 92




REQUISITION INITIATION 9.1

3k 3k 3k 3k 3k ok ok 3k ok ok 3k ok ok 3k ok 5k ok ok 5k %k ok 5k sk ok ok %k ok ok %k ok ok 3k ok 5k ok ok %k ok ok sk ok ok ok k ok

Place an (X) on the action(s) below for this request:
a) Add New Address

(etc.)
VEN QuOT Quote from NOTE TO VENDOR:
Vendor QUOTE PROVIDED BY ___DATED_/ /.

*

NO SUBSTITUTIONS WILL BE ACCEPTED.

*

NO OVER SHIPMENTS/DUPLICATE ORDERS WILL BE
ACCEPTED.
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