ePROCUREMENT CHECKLIST 
SPECIAL REQUEST
Item Details

1. Item Description-this is your line item, should be the same as your quote. Make sure it is very descriptive. By putting a description of product or service helps to identify when you are inquiring on your requisition, no acronyms if possible. (Ex: Conference room chairs #Product 12345 for Budget & Finance) Make sure you are adding as many lines as your quote. 
2. Price-please proof read  to make sure the price and quantity has not been transposed 
3. Quantity
4. Unit of Measure-use EA
5. Category Field Enter 5 ZEROS (00000) (putting any number other than 00000 will put your requisition in budget error) 
6. Supplier Name Click magnifying glass to locate Supplier’s name under Short Supplier Name (click find).  For New Supplier or Update Existing Supplier, please follow the instructions Please verify you have entered the correct supplier.
7. Additional Information **REQUIRED**
· CSU Contact Name
· Phone Number
· Department
· Location where product should be delivered
· Quote #/Proposal #/Statewide Contract #
· Completion Date of service (NEW)
8. Ö “Send to Supplier” Box
9. Ö Add to Cart
10. .Ö Checkout (at top of page)
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SPECIAL REQUEST cont’d
Requisition Summary
11. Requisition Name- description of purchase/service (Please name your requisition, it makes it easier to locate under “manage requisitions”)
Cart Summary
12. Add Attachments attach file under comments on line item (bubble)
Supporting Documents to Attach
· Final Contract, if it went through contract review (if applicable) 
· Contractor’s Affidavit (> $2,500.00)
· Current Quote - not invoice
· Construction Contract (if applicable)
· Certificate of Insurance Eligibility (COI) if vendor performs service on campus
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13. Accounting Lines
· Chart field 2, enter Fund Code, Department, Program, Class and Project. Please verify accounting string is correct
· Chart field 3 (if project ID is required)
· Asset Information (if product is asset-single item over $3000.00) Enter AM Business Unit Field 28000 and Profile ID
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Approval Justification

14. Justification/Comments Field **REQUIRED**-put detailed business purpose for product/service. 
Save & Submit
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1

image1.png
areh:
®

iy Favortes
Employee SeifSevice
fanager Self-Service
urchasing
Procurement

Requisiion

Manage Requisiions

Manage Requisition
Approvals

Receive ltems
Procurement Card Center
My Profile

ravel and Expenses
counts Payable

ommitment Control

eneral Ledger

Real Time Botiom Line
nterprise Components

jorkiist

Reporting Tools

PeopleTools.

eorgiaFirst Marketplace.

hange My Password

iy Preferences

iy System Profile

Create Requisition

Welcome  Requester
Request Options
Al Request Options

Web
GAFirstMarketplace

Express item Entry

Special Requests

Forms.

Favorites

Templates

ePro Services
Fixed Cost Service
Variable Cost Service
“Time and Materials

Recently Ordered

New Window | Help | Personalize Pz

@ vome ¥ wy Preerences 8 Requston setings | 18 guines |30/ Checiout
Advanced Search

Search
Special Requests (2
Enter nformation about the non-catalog tem you would ke to order

e Deta .

“ltem Description (10 cases of paper fowels

(2 price 500

*Quantity 10|
5. category 00000 a
supptr
Suppter 1o CATO000%51 n
e p— N

‘Supplier ltem 1D

Manuacurer
Mg ID Q
Manacurer
Mfg item ID
151 Asatona ntomation

=
[

Due Date

[CSU Contact Name and phone number
lQuote #

|Statewide Contract #

|any additional information to where it i delivered (for mail room)

pe

~
v

8 Zsend to Suppler CJshowat Receint
Request Newtem

[ show at Voucher

[JRequest New tem A otfication wil be sent to a buyer regarcing tis new tem request.

l's [ Addtocar

‘Suggest New Suppiier





image2.png
Checkout - Review and Submit

Review the item information and submit the req for approval.

77 wypreterences 8 Requstion settngs
Requisition Summary
Business Unit 28000 |Q Clayton State Uriversity 41 Reauisiion Name

“Requester |Requestert Q Requestert Priority

*Currency USD
Cart Summary: Total Amount 250.00 USD

Expand lines to review shipping and accounting detais P Add More tems
ion Lines (2
Description Item 1D ‘Supplier ‘Quantity uom Price Total Details ~ Comments Delete
» [t g 10 cases of paper towels Dade Paper 00000 Each 250000 2000 [@oe O
[ Select All / Deselect All Select lines to: ‘Add to Template(s) 0 Delete Selected fZkMass Change
Total Amount 250,00 USD.

Shipping Summary

# Edtor Al Lines

Ship To Location RECEVING
Address. CLAYTON STATE UNIVERSITY
Facilties Management
2000 Clayton State Boulevard
Morrow, GA 30260
Attention To Requestert
Comments
Reaquisition Comments and Attachments.
Enter requisition comments
[ 'send to supplier [ show at Receipt [ shown at Voucher

'Add more Comments and Attachments.





image3.png
“Distribute By [Qty R SpeedChart Q

Accounting Lines Personalize | Find [View Al | @] B Fist @ 1011 & Last
| chartielast || Chartfields2 || Cnartflds3 || Detais || Defais 2 || Assetinformation || Asset Information 2 || Budget Information |

“Account Fund Dept Program Class Budget Reference

714100 Q [10500 Q 210170 Q [11100 Q [11000 Q o7 Q

ctal Selectlines to: [f Add o Favortes Add o Tempiates) i Detete Selectea 3 vass Crange





image4.png
‘Shipping Summary

# Editfor All Lines
ship To Location

RECEVING

Address. CLAYTON STATE UNIVERSITY
Facilties Management
2000 Clayton State Boulevard
Morrow, GA 30260
Attention To Requestert
Comments
Reaquisition Comments and Attachments.
Enter requisition comments.
[ 'send to supplier [ show at Receipt [ shown at Voucher

Approval Justification

[ P—————

'Add more Comments and Attachments.

2 Check Budget

Save & submit ]

‘Save for Later dF Add More ltems

69 Preview Approvals





