How To: Accessing GeorqiaFIRST Marketplace through PeopleSoft Financials Core System
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On the PeopleSoft Financials login page, enter your User ID and Password. Remember, both of
these items are case sensitive. If you try to log in more than five times with an incorrect User ID
and/or password, the system will lock you out.

Click the Sign In button.

Select eProcurement in the menu.

Select Requisition

Select the GAFirst Marketplace link in the Web section.

The following “How To” lists the steps of creating a basic Marketplace Requisition. Subsequent sections
in this User Guide will detail additional scenarios when creating Marketplace Requisitions.

How To: Create a Basic Marketplace Requisition from an Assigned Shopping Cart
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Log into PeopleSoft Financials Core System.

In the menu, select eProcurement.

Select Requisition.

Select the GAFIRST Marketplace link.

In the GeorgiaFIRST Marketplace, select the Shopping Cart icon.
Select the My Carts and Orders link.

Select the View Draft Shopping Carts link.

Under the Drafts Assigned to Me section, click on a cart to activate it.
Review the shopping cart and perform any necessary edits.

. Select the Proceed to Checkout button.

. Select the Issue Requisition button.

. Confirm the Requisition Summary has the same number of line items as the requisition.

. On the Check Out — Review and Submit page, insert the Shopper’s User ID in the Requester

field.

Name the requisition by populating the Requisition Name field if desired.

For each requisition line item, edit Chartfields, Ship To Location, and Asset information if
necessary.

Add a comment on each requisition line if needed by clicking the “call out” (comment) icon at
the end of the line.

Add a header comment to be attached to the requisition if needed, using the
Justification/Comments section. Do not include any slashes (/) in your comments.

Click the Save for Later button and the Preview Approvals link.

Review the approval path.

Click the Submit button to route the requisition for approval.



How To: Perform a Simple Search

Start from the GeorgiaF/IRST Marketplace home/shop page.
Select the appropriate Product Category (optional).

Enter one or more keywords.

Press the Go button.
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How To: Perform an Advanced Search

1. On the GeorgiaFIRST Marketplace home/shop page, select the advanced search link.
2. Select a Product Category in the Advanced Search drop down list.

3. Inthe Find Results That Have: section, use one or more of the following options:
All of These Words

Supplier

Part Number (SKU)

Manufacturer Name

CAS No. (Laboratory Supplies Category only)

Product Class (Laboratory Supplies Category only)

Product Size (Laboratory Supplies Category only)

4. In the Other Options: section, use these additional fields as necessary:

R

a. ExactPhrase

b. Exclude Words

c. Any of the Words

5. To search for items for a particular contract type, select the checkbox next to the appropriate
custom attribute/contract type.

a. For example, initially perform the search with Mandatory State Contract selected. If the
search does not return the required item, repeat the search with Agency Contract
selected.

6. Click the Search button
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How To: Search from a Showcased Supplier

1. From the GeorgiaFIRST Marketplace home/shop page, click on the Supplier name or icon in the
Showcased Suppliers section. A pop-up displays that indicates how you can shop from the
supplier. The options include a simple search. Depending on the system configuration, search by
contract type may be available for some suppliers.

Teresa Page ¥ *

™ shop  Shopping Dashboard Shopping Home Home/Shop

Shop  Everything E| m

Go to: advanced search | favorites | quick order Browse: suppliers | categories | contracts | chemicals

Welcome to the GeorgiaFirst Marketplace site. Please see Lab Supplies
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2. Enter keywords in the Search field and click the Search button.
The Search Results will appear and be formatted just how Simple Search and Advanced Search

displays.
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4. From these search results, you can narrow down your results by using filter options, re-sorting
the results, or adding additional keywords.



How To: Delete a Shopping Cart

Select the Shopping Cart icon.
Select the My Carts and Orders sub-link.

e

Locate the cart you want to delete.

Select the View Draft Shopping Carts sub link.

a. Your current (or active) cart will have an icon with a colored background.
b. Draft carts have an icon with a white background.
5. Press the Delete button on the right side of the screen.
6. After selecting Delete, the system deletes the cart immediately. Once a cart is deleted it is

permanently removed and it cannot be restored.

Favorttes Main Menu > GeorgiaFirst Marketplace
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B 2012-01-10 BFILTZ 01
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Cart Description Total Delete
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How To: Assign a Cart

1. Pull up your shopping cart.

Review your shopping cart to ensure that everything is correct. Make any necessary updates to
the items in your cart.

3. Select the Proceed to Checkout button.

4. Here you perform a final review of your shopping cart. If you need to make any updates, you can
select the appropriate edit button and make changes. You can also select the Return to
shopping cart link in the upper right corner of the page.

5. If you want to add any notes or comments, click the Comments tab.

a. Click the Add Comment button.

b. Enter your comment regarding the Chartfields. Keep in mind there is a 1000 character
limit here.

c. Do notinclude any slashes (/) in your comments.
Click the Add Comment button.
Note: These comments are available to the Requester, but they are not included in the
email notification.

6. When you are ready to assign your cart, click the Assign Cart button.

7. If you have a Default Requester in your profile, that Requester’s name should appear next to
“Assign Cart To:".

a. If you want to assign your cart to another Requester set up in your User Profile, select
the “Search from profile values” link.
i. Using the drop down list, select the appropriate Requester.
b. If you do not have a Default Requester in your profile and need to search for your
requester, select the “Search for an assignee” link.
i. Inthe User Search box, confirm your Business Unit appears in the Business Unit
drop down list.
ii. If you want to refine your search by department, select your Department in the
drop down list.
iii. Click the Search button.
iv. Select the Requester you want to assign your shopping cart to and click the
Choose Selected User button.

8. Inthe Note to Assignee section, enter any instructions about charging Chartfields that are not
your default. This note is included in the email notification to the Requester.

9. Click the Assign button. A shopping cart notification displays. Your shopping cart has now been
assigned to your Requester.



10.
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How To: Un-Assign a Cart

From the GeorgiaFIRST Marketplace home page, select the Shopping Cart icon.

Select the My Carts and Orders link.

Select the View Draft Shopping Carts link.

Locate the cart you want to un-assign under the section “My Drafts Assigned to Others” and
click the Unassign button.

5. Edit your cart as needed and then reassign it back to your Requester.

ORACI S
Home | Worklist || AddtoFavorites | Signout

Favorites  Main Menu > GeorgiaFirst Marketplace

e

Teresa Page ¥ % | Action Items | Notifications [1] ™ o0oousD O,

™ Shop
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Create Cart
Assign Substitute
My Drafts legend ?
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
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How To: Review Line Item History

In order to review line item history, you must first add the item to your cart.
Access your shopping cart.
For the item you want to review history for, select the More Actions drop down list.
Select Line Item History and then click Go.
The Line Item History pop-up box appears.
a. Previous Purchases Found: An item having previous purchases that fall within the search
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criteria will display the item’s description and details regarding those previous
purchases, including quantity, date, User ID, and User email address.

b. No Previous Purchases Found: An item having no previous purchases meeting the
organization’s timeframe, department, and custom field criteria (if any) will display the
item’s description and a message that no items were found.



How To: Charge a Requisition Line Item to a Different Chartstring

1. When you have pulled the GeorgiaFIRST Marketplace shopping cart into an eProcurement
requisition, you are returned to the Checkout - Review and Submit page.
2. Expand the line you want to modify by clicking on its Expand Section button.
3. Locate the Accounting Lines section.
4. Go to the Chartfields 2 tab to update the following if needed:
a. Account
b. Fund Code
c. Department
d. Program

e. Class
5. Go to the Chartfields 3 tab to update the following if needed:
a. Project

6. Make other necessary changes and then continue with the Marketplace Requisition by selecting
the Save & Submit button.

Checkout - Review and Submit

Review the item information and submit the req for approval.
7~ My Preferences Requisition
Requisition Summary

| i~ L

Edit Lines/Shipping/Accounting for Selected Lines J
Help

Line Information (7
Note: The information below does not reflect the data in the selected requisition lines. When the "OK button is clicked, the data entered
on this page will replace the data in the corresponding fields on the selected lines.
Cart Summary: Toj i
Expand lines to ref Supplier ID Q Supplier Location |:
Requisition Liri Buyer * |3, Category @
Line oq Shipping Information jee
| Stig ) ] i
» @ 5y Ship To Location @, Add One Time Address
2 PAD Due Date Attention Do
4 @ [MA B
SpeedChart @,
Select Al

Accounting Lines
Please enter GL Business Unit before selecting other chartfield values

Accounting Information Personalize | Find | &2 |E First'® 1 0f 1" Last

Shipping Summanry
] Chartfields1 Chartfields2 Chartfields3 Details AssetInformation | |F=M

# Editfor All Line

Percent Location GL Unit Account
Requisition Comm 1 @, 71000 @, @ [ =] 1
Enter requisig
m Load Values From Defaults |
OK Cancel Refresh
[ send to

Approval Justification




How To: Charge Multiple Requisition Line Items to a Different Chartstring GFM

1. When you have pulled the GeorgiaFIRST Marketplace shopping cart into an eProcurement
requisition, you are returned to the Checkout - Review and Submit page.
2. Select the lines you want to change distribution information for by placing a checkmark in their

select boxes.
3. Select the Mass Change button.

4. Inthe Accounting Information section, enter the GL Unit (your business unit), then select the
Chartfields 2 tab and enter the new Chartfields Values, then click Apply.
5. On the Distribution Change Options, to apply changes to all selected lines, select the option “All

Distribution Lines” and click OK.

6. Make any other necessary changes and then continue with the Marketplace Requisition by

selecting the Save & Submit button.

Checkout - Review and Submit

Review the item information and submit the req for approval

Requisition Summary

Business Unit [71000 @

*Requester ||TS Requester #1 O‘

*Currency |USD

Cart Summary: Total Amount 806.18 USD

Expand lines to review shipping and accounting details
Requisition Lines (7

Line

Georgia Perimeter College

Val My Preferences Requisition Settings

Requisition Name

Priority Medium  ~

qP AddMore ltems

Description Item ID Supplier Quantity UoHM Price Total Details  Comments Delete
1 @ .i::‘tehn\'_—E:-Jany Binders Officelax North America, Inc. 50000 Each 16.2000 81.00 B 2 Add i
[ 2 @ Dell - 27 Black LED Monitor - OfficeMax North America, Inc. 20000 Each 362 5900 72518 B (2 Add o
Shipping Line 1 *ShipTo |RECEIVING @, Quantity 2.0000
Address Add One Time Address Price 362 5900 Price Adjustment
Attention To TS Requester #1
Pegging Inquiry
Due Date 5
Pegging Workbench
Accounting Lines
*Distribute By Qty - SpeedChart @,
Accounting Lines Personalize | Find | View All | IE First ‘4 1-2 of 2 &) Last
Chartfields1 Chartfields2 Chartfields3 etails Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type ‘*Location Quantity Percent Merchandise Amt GL Unit Entry Event
1 Open cH1114 @, 1.0000! 50.0000 362.59 [71000  |@y @ [+ =]
2 Open CM1114 @y 1.0000] 50.0000 362.59 71000 Q@ @, =]
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How To: Split Distribution for a Requisition Line

1.
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When you have pulled the GeorgiaFIRST Marketplace shopping cart into an eProcurement

requisition, you will be returned to the Checkout - Review and Submit page.

Expand the line by clicking on its Expand Section button.

Choose whether to Distribute by Amount or Quantity through the drop down list.

Locate the Accounting Lines section.
At the end of the line under the Chartfields1 tab, click the Add a New Row button (+).
If distributing by Quantity, continue. If distributing by Amount, go to step 7.

a.

b
C.
d.
e

In the original distribution line, edit the quantity for the revised distribution.

Tab out of the Quantity field. The Percent field should adjust accordingly.

In the new distribution line, enter the quantity for the second Chartstring.

Tab out of the Quantity field. The Percent field will adjust accordingly.

Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.

If distributing by Amount, continue. Otherwise, go to step 8.

a.

b
C.
d.
e

In the original distribution line, edit the amount for the revised distribution.

Tab out of the Amount field. The Percent field should adjust accordingly.

In the new distribution line, enter the amount for the second Chartstring.

Tab out of the Amount field. The Percent field will adjust accordingly.

Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.

Make any other necessary changes and then continue with the Marketplace Requisition by

selecting the Save and Preview Approvals button.
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How To: Create a Special Request Requisition

e

a.

In PeopleSoft Financials Core System, select eProcurement from the menu.

Select Requisitions.

Select Special Requests

To enter Requisition Defaults, click the Requisition Settings link. Otherwise, go to step 4.

If desired, enter a name for your requisition (if left blank, the Requisition ID will be listed
here after saving).

Expand the Line Defaults section by clicking on the expand button.

To enter a default vendor for all requisition lines, enter the Supplier ID or select it using
the Look Up icon.

To enter a default Buyer for all requisition lines, enter the Buyer’s User ID or select it
using the Look Up icon.

Enter 00000 as the NIGP code.

If all of your line items will have the same Unit of Measure, enter it or select it using the
Look Up icon.

In the Accounting Defaults — Chartfields 1 tab, the Location, GL Unit, and Department
originally default from your User ID. If needed, you can change the Fund Code,
Department, Program, Class, and Project that are to be charged for each line item.

In the Accounting Defaults — Asset Information tab, you can enter the default AM
Business Unit field and Profile ID that will appear on each requisition line item. This
should only be set if all requisition line items are to be tracked in the Asset Management
module, and each line item requires the same Profile ID.

Click the OK button.

5. For each line that you want to enter, complete the following steps (some fields may have been

completed through the requisition defaults — these defaults can be overwritten on this page if

needed):

a.

Sm 0 a0 0T

i
Je

k.

Enter an Item Description

Enter the Price of the item

Enter the Quantity requested

Enter or select the Unit of Measure

In the Category field, enter or select the NIGP Code for the item

Enter or select the Due Date for the item

Enter or select the Supplier ID for the item if you have a preferred vendor

If you have any information that needs to be sent to the vendor, shown on the receipt,
and/or shown on the voucher, enter it in the Additional Information field and select the
appropriate checkboxes.

Select the Add to Cart button.

Confirm the Requisition Summary updated with your new requisition line.

To add an addition requisition line, complete steps 7a through 7k again.

6. Select the Checkout button.
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7. To update a requisition line’s distribution information, click its Expand button and make
necessary updates.

8. To update multiple requisition line’s information simultaneously, select the lines to update with
a check mark and then select the Mass Change link. Make all necessary updates, and apply to all
selected lines.

9. To enter a comment on an individual requisition line, click that line’s call out (comment) icon.
Enter the comments and select where you want the comment to appear.

10. Enter any justification or comments you wish to on the requisition header in the
Justification/Comments field and select the appropriate checkboxes. Do not include any slashes
(/) in your comments.

11. Click the Save for Later button, then the Preview Approvals link.

12. Click the Submit button.

**PLEASE MAKE SURE ALL REQUIRED DOCUMENTS ARE ATTACHED TO THE REQUISITION**
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How To: Charge a Requisition Line Item to a Different Chartstring

1.

After you have added all Special Items to your requisition, go to the Checkout - Review and

Submit page by clicking its link.

Expand the line by clicking on its Expand Section button.

Locate the Accounting Lines section.

Go to the Chartfields 2 tab. Additional Chartfield values can be updated if needed:

a. Account

b. Fund Code
c. Department
d. Program

e. Class

5. Go to the Chartfields 3 tab to specify or modify the Project ID field

6. Make any other necessary changes and then continue with the Special Request Requisition by
selecting the Save for Later button and Preview Approvals link.

ORACLE

Checkout - Review and Submit

Review the item information and submit the req for approval.

Requisition Summary

Business Unit IFWUUD Q,

*Requester | @,

*Currency IUSD

Cart Summary: Total Amount 1,700.00 USD

Georgia Perimeter College

Ve Wy Preferences

Requisition Name

Priority Medium -

Expand lines to review shipping and accounting details ar
Requisition Lines (%
Line Description Item ID Supplier Quantity UoM
1 g.\ Local Newspaper Ad THE ATLANTA JOURMNAL- 4.0000 Each
! CONSTITUTION
Shipping Line 1 *ShipTo  RECEIVING @,
Address Add One Time Address
Attention To | Smith, Jackson
Due Date  |p2/26/2015 [51
Accounting Lines
*Distribute By Qty - SpeedChart @,
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information
*Account Fund Dept Program
751110 @, 10600 @ @,

Requisition Settings

Add More ltems

Price Total Details  Comments D

4250000 1700.00 B O Add 1

Quantity 40000 HE
Price 4250000 Price Adjustment

Pegging Inquiry
Pegging Workbench

Personalize | Finn|*v-\a-w-:\|||@\l§ First'*' 1 of 1 * Last
Asset Information 2

Budget Reference

Budget Information

Class

Q; OA

2015 @, [+ [=]
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How To: Charge Multiple Requisition Line Items to a Different Chartstring

1. After you have added all Special Items to your requisition, go to the Checkout - Review and

Submit page by clicking its link.

2. Select the lines you wish to change distribution information for by placing a checkmark in their

select boxes.
3. Select the Mass Change link.

4. Inthe Accounting Information section, enter the new Chartfields and then click Apply.
5. On the Distribution Change Options, to apply changes to all selected lines, select the option “All

Distribution Lines” and click OK.

6. Make any other necessary changes and then continue with the Special Request Requisition by
selecting the Save for later button and Preview Approvals link.

ORACLE

Requisition Summary

Business Unit [71000 @,

*Requester @,

*Currency |USD

Cart Summary: Total Amount 1,700.00 USD

Expand lines to review shipping and accounting details
Requisition Lines (7

Line Description ltem ID Supplier

1 ? Local Newspaper Ad THE ATLANTA JOURNAL-
i

CONSTITUTION
Shipping Line 1 *Ship To RECEIVING OJ

Address
Attention To  |Smith, Jackson

Due Date  [02/26/2015 ]

Accounting Lines

[*D\stribule By Qty - ]

Accounting Lines

Chartfields1 Chartfields2 Chartfields3 Details

Line Status Dist Type  *Location
1 Open CM1113 @,
2 Open CM1113 @,

Georgia Perimeter College

CQuantity UoHM Price Total Details  Comments Delete
400000  Each 425.0000 1700.00 By O Add i
Quantity 40000 FH
Add One Time Address Price 425.0000 Price Adjustment

Requisition Name

Priority Medium

ot Add More ltems

Pegging Inquiry

Pegging Workbench

oa
Personalize | Find | View All | 2 | B First 4 1202 ) Last
Asset Information Asset Information 2 Budget Information
Percent Merchandise Amt GL Unit Entry Event
2.0000 50.0000 850.00 71000 @, @, 4 (=]
2.0000 50.0000 850.00 71000 @, @, [+ [=]
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How To: Split Distribution for a Requisition Line

1.

o Uk wnN

After you have added all Special Items to your requisition, go to the Checkout - Review and

Submit page by clicking its link.

Expand the line by clicking on its Expand Section button.

Choose whether to Distribute by Amount or Quantity through the drop down list.

Locate the Accounting Lines section.
At the end of the line under the Chartfields1 tab, click the Add a New Row button (+).
If distributing by Quantity, continue. If distributing by Amount, go to step 7.

a.

b
C.
d.
e

In the original distribution line, edit the quantity for the revised distribution.

Tab out of the Quantity field. The Percent field should adjust accordingly.

In the new distribution line, enter the quantity for the second Chartstring.

Tab out of the Quantity field. The Percent field will adjust accordingly.

Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.

If distributing by Amount, continue. Otherwise, go to step 8.

a.

b
C.
d.
e

In the original distribution line, edit the amount for the revised distribution.

Tab out of the Amount field. The Percent field should adjust accordingly.

In the new distribution line, enter the amount for the second Chartstring.

Tab out of the Amount field. The Percent field will adjust accordingly.

Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.

Make any other necessary changes and then continue with the Marketplace Requisition by

selecting the Save for Later button and Preview Approvals link.
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How To: Manage Requisitions

1. In PeopleSoft Financials Core system, select eProcurement in the menu.
2. Select Manage Requisitions.
3. Enter search criteria for your requisitions.
4. Click the Search button.
5. To see a requisition’s lifespan, click its expand button.
6. To see details about an active or completed stage in the lifespan, click on the lifespan icon.
7. To see the approval path for a requisition, click on the Approvals lifespan icon.
8. To see requisition line information, click on the line description.
9. To see requisition schedule and distribution information, click on the Requisition lifespan icon
and then select the Requisition and Schedule Information link.
ORACLE All ~| Search » | Advanced Search

Manage Requisitions

= Search Requisitions.
To locate requisitions, edit the criteria below and click the Search button.

Business Unit 71000 @, Requisition Name

Requisition ID @, Request 5“,(9
Date From |08/01/2015 [ Date To 11/07/2015 [
Requester sriley @, Entered By O‘

Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand friangle icon.
To edit or perform another acfion on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget
" poposD2es1 CBT MNuggets IT Training... 71000 11/06/2015 Pending Not Chk'd
I* DODDS02646  HDI Renewal FY16 71000  11/06/2015 Pending Not Chk'd
I 00DDSD2595  BOR ViMware Renewal 71000 11/03/2015  Pending Not Chk'd
I DpODDSD2E34  Microsoft Surface Pro 71000  11/02/2015 Pending Not Chk'd
Create Mew Requisition Review Change Request Review Change Tracking

QJ
Budget Status| Not Budget Checked v\
Origin Special Request W
POID @,

Total View Cycle

2,998.00 usD IEEEEENEEN]

1,340.00 UsD [ ISelect Action] v] oo

7,08835 UsD [[Select Action] v Go

23,150.80 USD [ [Select Action] v o

Manage Receipts Requisition Report
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How To: Edit a Requisition

1.

Nowv s

In PeopleSoft Financials Core system, select eProcurement in the menu.

Select Manage Requisitions.

In the search field, enter the Requisition ID that needs to be edited (you may need to clear
some of the search fields).

Click the Search button.

In the Requisition ID’s action drop-down list, select Edit Requisition.

Click the Go button.

To update the requisition line information, select the link under Description. Make the
necessary changes and the return to 3. Review and Submit.

To update an individual requisition line Chartfield information, click its expand button. Make the
necessary changes.

To update multiple requisition lines at one time, select the lines to be edited and the select the
Mass Change link. Make the necessary edits.

10. Select the Save for Later, then the Preview Approvals buttons.

11. If reinitiating the approval process, consider adding a comment to inform your approvers of this.

12. Insert any ad hoc approvers if necessary.

ORACLE All ~| Search » | Advanced Search

Edit Requisition - Review and Submit

Review the item information and submit the req for approval

*
- My Preferences Regquisition Settings
Requisition Summary
Business Unit GEORGIA PERIMETER COLLEGE Requisition Name 10! Renewal FY16
Requester Sharon Elaine Riley Requisition ID  0D00502646
= i
*Currency Priority
Cart Summary: Total Amount 1,340.00 USD
Expand lines to review shipping and accounting details P Add More Items
Requisition Lines (7
Line Description ltem ID Supplier Quantity Uom Price Total Details Comments Delete
p 1 g Local Chapter HOI HDI 10.0000 Each 75.0000 750.00 E3) =2 Edit i
Memberships
3 2] Professional Level HDI HDI 2.0000 Each 205.0000 500.00 B [} Add i)
" Members

[ Select All / Deselect All Select lines to: [k Add to Favorites (32 Add to Template(s) T Delete Selected {2, Mass Change

Total Amount 1,340.00 USD
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How To: Delete a Requisition Line

Select Manage Requisitions.

Click the Search button.

Click the Go button.

Select the line(s) you want to delete.

Click the Delete button.

. To confirm the deletion, click the OK button.
10. Click the Save and Submit button.

Lo NV R WNE

ORACLE All | Search % | Advanced Search

Manage Requisitions

< Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

From the PeopleSoft Financials Core system, select eProcurement in the menu.

In the Requisition ID’s action drop-down list, select Edit Requisition.

Business Unit 71000 O‘ Requisition Name i
Requisition ID @, Request State[Pending v/ Budget Status [ Not Budget Checked ~
Date From 02/01/2015 [# Date To |11/07/2015 [3 Origin Special Request W
Requester sriley @, Entered By @ PO ID @,
Search Clear Show Advanced Search
Requisitions (2
) I L ) . . Approvals
To view the lifespan and line items for a reqguisition, click the Expand triangle icon. Cancel
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go Check Budget
Req ID Requigition Name BU Date Request State Budget Total ESFE‘V
i
" DDO0S02651  CBT Nuggets IT Training... 71000  11/06/2015 Pending Not Chk'd 2,898.00 USD |View Cycle Go
View Print
= D0D0502646  HDI Renewal FY16 71000  11/06/2015 Pending Not Chk'd 1,340.00 usD IEEEEEETEN] Go
Requester Sharon Elaine Riley Entered By Sharon Elaine Riley Priority Medium
Pre-Encumbrance Balance 0.00 USD

& 7

e i
- Purchase Change s -
Requisition Approvals Inventory Orders Request Receiving Returns Invoice Payment

Request Lifespan:

Line Information Personalize | Find I@ | i First M 1-2 o7 2 [ Last

Line Description Status Price Quantity uom Supplier

1 .°—r9 Local Chapter HDI Membership... Pending Approval 75.00000 usD 10.0000 EA HDI

2 %9 Professional Level HDI Membe... Pending Approval 295.00000 usD 2.0000 EA HDI
I DDODS02596  BOR VMware Renewal 71000 11/03/2015 Pending Not Chk'd 7.083.35 UsD [ [Select Action] V][ ce
I DDDDS02584  Microsoft Surface Pro 71000  11/02/2015 Pending Not Chk'd 23,150.80 USDl [Select Action] Vl Go

Enter the Requisition ID in the Search Criteria (you may need to clear some of the search fields).
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How To: Cancel a Requisition

From the PeopleSoft Financials Core system, select eProcurement in the menu.

Select Manage Requisitions.

Enter the Requisition ID in the Search Criteria (you may need to clear some of the search fields).
Click the Search button.

In the Requisition ID’s action drop-down list, select Cancel Requisition.

Click the Go button.

On the Requisition Details page, select the Cancel Requisition button.

On the Manage Requisitions page, the requisition status should change to Canceled.

O NV A WNPR

How To: Create a Desktop Receipt

1. Log into the PeopleSoft Core system.

2. Select eProcurement in the menu.

3. Select Receive Items in the menu.

4. Location the Requisition Line Item you need to receive.

5. Select the requisition by placing a checkmark in its Select box (or to receive all line items,
choose the Check All button).

6. Select the Receive Selected button.

7. If needed, change the Received Date. By default, the current date will be listed.

8. Inthe Received Qty field, enter the quantity received.

9. To review details about the actual purchase order, select the Details... icon.

10. To attach comments to the Receipt, select the Comments icon.
a. Here you can indicate the condition and input a comment if needed.
b. Do notinclude any slashes (/) in your comments.

11. Click the Save Receipt button.

12. Your Receipt Number will be listed on the “Receipt Saved Successfully” page.

If you have a Requisition line item that you previously received a partial quantity for, you will still be able
to go back to this same page and receive additional quantities.

ORACLE All | Search | Advanced Search

Receipt Saved Successfully
You have saved receipt # 0000522114 containing the following items:

Receipt Lines Personalize | Find | £ | & First B4 1 of 1 I8 Last

Line Itemn Description gzzii;;d gzj:ﬁttity Accept Quantity
Part# Z4-0471001 P3364V Network Cameras with Audio bulitin -~ 9.0000 9.0000

Return to Manage Requisitions Return to Receiving
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