C ALIFORNIA SME Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

High Level Description
Process Requisition Guide
Module Purchasing
Document Business Process Guide
Revision 3

Revision Control

Date By Action Pages
8/20/2016 Staff First Version 23
3/01/2017 Chris Lam-Vazquez Add “Create a Future year Requisition” section 15
2/08/2023 Staff Updated Requisition Guidelines 22

Index

Title Pages
Overview 2
How to Log on to the Purchasing Module 3
Add / Update Requisitions 5
Requisition Header . 7
Requisition Line Details 10
Modify Chartfields for Line Item 11
Rules that CFS Enforces | 12
Split Charges between 2 or more Chart of Accounts | 13
Approving a Requisition 16
Printing a Requisition 19
Requisition to Purchase Order Process - 23
Change Order Process Overview - 23

CSUEB Requisition Entry User Guide




C ALIFORNIA SME Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

(REQ)
EAST BAY Module: Purchasing

Overview

The Purchasing Office is responsible for awarding all contracts and purchases made
by the University. We issue Invitation for Bids/Quotes and Requests for Proposals
which are processed into Purchase Orders and Contracts for different goods and
services. A Requisition must be submitted to the Purchasing Department to request
any goods or services via PeopleSoft CFS Finance.

A requisition is an internal document that is routed to Purchasing for the fulfillment
of a request. A requisition may not be used as a formal document (i.e, University
issued Purchase Order) to purchase goods and services.

The CFS System allows on-line entry of requisitions by end-users. Line items and the
appropriate Chart String information can be entered. Some end users will have the
authority to approve requisitions depending on their security. Approval by a
manager or supervisor may be required.

Visit the CSUEB Procurement Site to learn more about the policies, guidelines, and
resources to achieve your procurement goals

https://www.csueastbay.edu/procurement/index.html

To view more Purchasing Methods, click the link below

https://www.csueastbay.edu/procurement/purchasing/how-to-buy.html
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Procurement — Business Process Guide

CALIFORNIA STATE
UNIVERSITY

EAST BAY

Process: Create a New Requisition

(REQ)

Module: Purchasing

How to log onto the Purchasing Module

» Navigate to the CSUEB Staff Hompage

http://www.csueastbay.edu/staff/index.html

CAL STATE

STAFF

Resources and Support
Campus Services.
Bay Card (Campus (D)
Continuing Education
Duplicating Services
Employee Assistance Programs
25Live University Event Calendar
Humer Resources
Materznce equests
Payrol

Procurement

Getting to Campus
Maps & Directiors
Parkrg

Transportation

Job Opportunities

Check out great jobs on campus

Health, Wellness & Safety

Department Management
Hite mployees

Hire Student Emp oyees

Style Guides & Logos
University 3rand Style Guide
Employee Benefits

Health - Medical, Dentzl, Vision

Collective Bargaining
Classification & Compensation
APC Agreement (Unit £)
CSUEU Agreement (Units 25,79)
SETC Agreement (Uit 6)
SUPA Agteemant (Uit £)
More.

PeopleSoft/Finance Operations Login

MyCSUEB (Student / CS)
MyHR (HR)
Finance (CFS)

Staff Tools

Access Request
Adooe Sign
EBayAdvisor
Certity

CSU Learn

CSUER Policy Liorary
Email & Calerdar
ESAFeFAF
Knowledgz Base
Ondase

Page Up Recruiting
Service Desk

TraningNow

» Click the CFS Finance link under PeopleSoft/Finance Operations Login.

PeopleSoft/Finance Operations Login
MyCSUEB (Student / CS)
MyHR (HR)

Finance (CFS) M
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CALIFORNIA STATE Procurement — Business Process Guide

UNJ VERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

» Select East Bay in the drop down menu.

The California
State University

CSU LOGIN

Select where to autl

then clic

» Use your Net ID and Password to login to the CSUEB Portal.

CAL STATE

EAST BAY

Sign in with your NetID and
Password

NetID
Password

[ pon’t Remember Login

Manage My NetID

»  Click the CFS Production Log-In Link on the right side of the screen.

CFS PRODUCTION LOGIN
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UNJ VERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

Add/Update Requisitions

A. Click on the CFS End User Tile
B. Or You can click on the NavBar icon to navigate to
NavBar --> Navigator --> Purchasing --> Requisitions --> Add/Update Requisitions

(1] The California State University

COMMON FINANCIAL SYSTEM

vCFs9.2

Accounts Payable Accounts Receivable Asset Management

V=

Billing General Ledger Purchasing

s i
CFS End User Finance Data Warehouse (PRD) CFS 9.2 Application Documents

i

h
o
7

Select Requisition & Purchase Order and then click Add/Update Requisitions.

The California State Unive!
COMMON FINANCIAL SYSTEM

Process Monitor

¥

¥& Report Manager

I ChartFields

S
1 Requisition & Purchase Order o
Add/Update Requisitions e

Requisition Document Status

FPrint Requisition

Print Purchase Order
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UNIVERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

To Create a New Requisition, Click the Add Button.

Requisitions

Do not change the
Find an Existing Value | Add a New Value Requisition ID from NEXT.

Business Unit: EBCMIQ
Requisition ID: NEXT

Add -

»  Click on the magnifying glass « next to the Requester field.

+ Header

*Requester Qé/

> Your name should be in the list of Requesters or enter your User Id/employee
number. Click on your name to set it as the requester.

Look Up Requester

Helj
Requester: begins with ~

Look Up | Clear Cancel Basic Lookup

Search Results

Only the first 300 results can be displayed.
\View 100 First gg 1-300 of 300 | Last
Requester Name

05010314956 (blank)

06000052896 Abbott,Cheryl

05000025151 Abe,Mariko

06000050907 Agerbeek, Kimberly
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C ALIFORNIA SME Procurement — Business Process Guide
UNIVERSITY Process: Create a New Requisition

(REQ)
EAST BAY Module: Purchasing

Requisition Header

The Requisition Header information will be automatically populated. View the table
below to see definitions for each field and whether entry is required or optional.

Requisition Name

It is recommended you come up with a naming convention which will assist
you when recalling your requisition. (IE: Brief description of what you are
buying--Example: Office Supplies-John Doe Project)

Mziniain Raguisilions

Requisition
Bwsiness Urhh  EBCMP Status  Ooen
Recuisition D NEXT Budget Status Mat Chikd

Reguizition Name [Commencemant 2021 batetals) Held Frem Further Frocessirg

v Headsr (7
*Dequastar  SOS0S4TIH0 Q Saks HaR
*Reguisitien Date (102602021 = | Reoussier
Origin O a Onling Eniry
“Currency Code Diallar
Accounting Date (12672021 i .
Amount Sumrary (F
ghkic o Total Amount 0 usD

» Click on the Requisition Default Link:

v Header
*Requester 05010314956 |Q
*Requisition Date 04/18/2014 3 Requester Info
Origin ONL A Online Entry
*Currency Code |USD Dollar

Accounting Date 04/18/2014 Bl

Requisition Defaults Add Comments
Requisition Activities
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C ALIFORNIA SME Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

» Under the Default Options, select OVERRIDE.

Requisition D NEXT Status  Open
Default Options @

O Default If you select this option, the default values entered on this page are treated as part of the: defaulting logic and are only
uit values are found for each field. If default values already exist in the hierarchy, they are used
ot used.

{®i0verride If you select this option, all default values entered on this page override the default values found in the default hierarchy,
nly non-blank values are assigned
Line

Q

Buyer Unit of Measure

Supplier Q Supplier Location %
Q Supplier Lookup
Category
Schedule

RECEIVING Q| RECEIVING Quantity v

Ship To “Distribute By

Due Date
I Ultimate Use Code Q Ship Via
Attention To
Freight Terms
Distribution
SpeedChart Q

Distributions
5 Q

Details Asset Information | 11>
Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Product Project

1 EBCMP Q Q Q Q| 13850 Q Q Q Q Q

OK Cancel Refresh

Set the Override option if you wish to apply a custom set of chartfields, otherwise the
account, fund, and department will default to your Dept ID and Account 660003.

Add Comments (Recommended)

The requisition Header Comments page is used to provide additional information
to the Buyer or the Supplier. This is also where you will enter the vendor
information if you are unable to find their Supplier ID or if they are a new vendor to
CSUEB.

Types of information commonly provided include:

» Name, contact phone number, and email address for person(s) requesting this
purchase (if other than Requester)

» Specific location for the delivery of items in the order
» IT Authorization Number for IT-related purchases
» Additional details about one or more line items (i.e., if you need more space to

describe your purchase than is provided in the Description field, you can add a
comment to provide the additional details)

CSUEB Requisition Entry User Guide



gz8333
Highlight


C ALIFORNIA SME Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

Provide Procurement with additional required information
*Do not include if the TIN is a person's Social Security Number View information on

Adding/Editing Header Comments

DEPT CONTACT PERSON FOR THE ORDER:
DELIVERY LOCATION (ROOM NUMBERY):

MNCCT:  sussus

Here is a sample of
DEPTID #sses

the details that B

needs to be filled CLASS: #itas
PROGRAM:
PROJECT.

VENDOR CONTACT: sy
BWODDRESS: guusus

VIP, it
EMAIL: #Hssss

WTTACHMENT TO FOLLOW: X __ YES __ NO

Add an Attachment (Recommended)

The requisition Header Comments page is also where documents are attached for use
as a reference or for use by the Procurement Department.

Types of commonly provided information include:

Supplier/Vendor quotes

Order attachments

Additional approval signatures
Other required documentation
Attach Quote/ Proposal

YVVVY

CSUEB Requisition Entry User Guide




C ALIFORNIA STATE Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition
(REQ)
EAST BAY Module: Purchasing

You can attach multiple files to your Requisition. Click the '+" icon to add more files to the
Requisition. —

Header Comments

Business Unit EBCMP Requisition Date  03/03/2023
Requisition ID NEXT Status  Open

“Sort Method | Comment Time Stamp ~ “Sort Sequence | Ascending v Sort

Comments Q 4 4 |4ofd~ View All

56 Standard Comments, o Ol AR Inactivate

I =

Osend to Supplier O Show at Receipt
[ Show at Voucher

Associated Document
Attach View Delete Email
Attachment

From -> REQ EBCMP-NEXT

| ook ‘ Cancel Refresh

Requisition Line Details

Complete each requisition line (including line information, schedule
information, and distribution information) before adding another line. As long as the
requisition status remains open, you can make changes to any field you have entered.

Did you enter Requisition Defaults? Fill out the Description and Quantity fields and then
press the Refresh button at the bottom left of the screen. Your defaults will then be populated.

1. Complete the following fields: Description, Quantity, UOM, Category, Price, and
Due Date.
Are you seeing additional fields and tabs not shown in the screenshot above such as Item ID?

Follow these instructions to remove these unused fields from your view. You will need to
navigate away from this page, so you may need to re-enter the information on your

Requisition.
Line ‘2
% Q
Dealls |
Line Description Quantity “UoM Category Price m:di“ Supplier Supplier Name Dus Diate
1 B DelLatiude 14 Laplop 5 10 0000 EA Q20400 G 10,000.000 100,000.00 | po00000ZTE Q| DELL MARKETING LP 05032021

CSUEB Requisition Entry User Guide Page 10
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C ALIFORNIA STATE Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

(REQ)
EAST BAY Module: Purchasing

Not sure which Category to choose? View a list of Common Category Codes. Keep in mind that if
you select the wrong Category, the Buyer can correct it for you.

Each Category is associated with an Account code. CFS may change the Account code to match the
one that goes with the Category you select. However, you can manually change the Account code
on the Distribution screen.

Modify the Chartfields for the Line Item

For each line item, you will need to view the Distribution screen to verify or modify the
chartfields that will be charged for the line item.
1.  Click on the Schedule icon at the far right of the Requisition Line.

Merchandise

Amount Suppliser Supplier Mame

Lirs# Deseription Cuaantiey “Uom Canepory Price

L Dol Lttt 14' Lagcp 100009 Ea Q00 Q90000000 100,000.00 | pooco00Es O DELL MARKETINGLP ohOH2Em]  Cpen it

2. Click on the Distribution icon next to the left of the Status column,

If you wish to modify the Ship To or Attention To fields, you can do so on the Schedule
page. It is not recommended that you modify the Quantity, Price, or Due Date on the
Schedule page; you should modify those fields on the main Requisition entry screen.

Maintain Requisitions
Schedule
Business Unit EBCMP Requisition Date  02/14/2023
Requisition ID NEXT Status  Open
Return to Main Page
Line | Q \ View All
1 Item Vostro 7620 Laptop Quantity 1.0000 Merchandise Amt 999.99  USD
Schedule
iEiHQ\ of 1 | View All
Details } »
s e N ~ Merchandise :
ched Ship To Quantity Price Amount Due Date Attention To Status
1 B |recewnrQ| = 10000 || 999.98000 99999 |0228/2023 [E]| | |FinanceDept.|  ® & Active [ ]| = |
Add Ship To Comments
ﬂ \ Notify ‘ ‘ Refresh ‘ ‘ Add ‘ ‘ Update/Display |

CSUEB Requisition Entry User Guide Page 11
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C ALIFORNIA STATE Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

3.  Verify that the chartfields on this screen are correct for this purchase and
modify the fields as needed.

Note that you may see additional fields other than the ones in the screenshot below.
Only the fields shown in the screenshot below are used at CSUEB. If you wish to
hide the unused fields, you can click on the grid icon at the top left of the
Distributions box, select Personalize, and then select the fields you want to hide.

Maintain Requisitions
Distribution

Requisition I NEXT ltem
Line 1 Status  Aciive
Schedule 1
ShipTo RECEIVING RECEVING Quantity 10000 ga
*Distribute By ‘M".’._"J Open Quantity 10000

Merchandise Amt 599,99 LSD
SpeedChart ‘ Q| Muli-SpeedCharts

Distributions

% [

[ Chartfiglds ‘ Detalls Assat Inforration H Budget Information ‘Ilb

Merchandise

. 6L Unit Account Oper Unit Fund Dept Program Class Bud Ref Product Project
mount

Distrib  Status Percent Quantity

aj | aj s aj | af | aj | alll aj | a

1 Dpen | 1000000 || 10003 999.99 |eecme a| [s10800 Q|

|‘ Cancsl ‘ Refresh ‘

Rules that CFS enforces:

» Must be a valid Account, Fund, Dept, Program, Class, or Project code

» Fund/Dept combination (not all fund codes are available for each department)

» Account/Fund combination (some fund codes restrict which account codes can be
used with them)

Be sure you know the department ID(s) for which your approver(s) have delegation
of authority. If an approver approves a requisition for a department for which they do NOT
have delegation of authority, the only solution will be to cancel the requisition, re-create it,
and then have the correct approver approve it

CSUEB Requisition Entry User Guide Page 12
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C ALIFORNIA SME Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

(REQ)
EAST BAY Module: Purchasing

The default number of chartfield strings is 1. If you do not need to split the chartfields, skip to
page 14

How to split a charge using two (2) chartfield strings when entering a requisition

» Go into the requisition you wish to look at; click on the icon with the red markings.

Heivhandine

»  Click on the icon with the three (3) black arrows.

(AT ram oo Madenads - Foothall Lo et (=X 1 O Merchandise Ami

CSUEB Requisition Entry User Guide Page 13
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C ALIFORNIA SME Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

Below will show the chart of accounts for the requisition.

Spesdihar b s S Tt i Bais Amoins

Chartlds v . v Wk : ey il T ra s

» To split the charges between two (2) or more chart of accounts, scroll to the right

« .

and select the “+” button.

“Distribute By Cuanie;

Sehedule Oy 15000
Liguicate By Amonnl Mprhandine Amcant 33 TR TE L
SpeedChart M M Seeed Chants Doe. Bass Amoun IZATETS L
Charfelds o x| At ity Heg Gt T Ejuchgent iz =
¥ L Jud Baf i § [ N

GL U Opet Unk [ Sdfifita Prodwei Fuod &M Opai Un
W 1 -
b - = = 2 N = D

» Enter the number of rows you would like to add. Check the “Ok” button.

calstate.edu needs some information M

Senpt Prompt 0K |
Enter number of rows to add:
Cancel

The process for splitting the costs between two or more chartfields is the same.

However, you have to first choose if you want to split by quantity (which is the default)
or by amount.

CSUEB Requisition Entry User Guide Page 14




C ALIFORNIA SME Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

»  Split by quantity example: You are purchasing 10 laptops. One chartfield will cover
the cost of 5 laptops and a second chartfield will cover the cost of the other 5
laptops.

» Split by amount example: You are purchasing 10 laptops. One chartfield will cover
75% of the cost of the 10 laptops and a second chartfield will cover the remaining
25%. Or one chartfield will contribute $500 towards the cost of the 10 laptops and
the second chartfield will cover the remaining cost.

I Thntrszrae By r " I H Buireiue Gy
r 5

Liguldas By

Marohasdas Arount
Speadiihan L S 1 Do Baen Aot

Tz A R ah

Once the information has been inputted, click the “Ok” button click the “Save” button.

Remember that you can't save your requisition until ALL blank rows are populated. It's
recommended that you add just one row at a time: add one row, fill out the line item
information, click Save, and then add another row.

This way, if you are interrupted while filling out the requisition, you will only lose the one
line item row you were working on if you are timed out after 20 minutes of inactivity.

CSUEB Requisition Entry User Guide Page 15




C ALIFORNIA SME Procurement — Business Process Guide

UNJ VERSITY Process: Create a New Requisition

(REQ)
EAST BAY Module: Purchasing

Approving a Requisition

Only authorized approvers will have the ability to approve pending requisitions. In
some cases the requester who entered the requisition will also have the authority to
approve. If a requester does not have the authority to approve requisitions, the
requester will need to email the requisition number to an authorized approver

(within the Department) and have them review the process outlined in this section for
approving requisitions.

» Login to PeopleSoft Finance.
NavBar --> Navigator --> Purchasing --> Requisitions --> Add/Update Requisitions

[H:{1| The California State University

COMMON FINANCIAL SYSTEM FACFSTRN
vCF59.2

Accounts Payable

Vg =

General Ledger Purchasing
@ ,
| Yt

Finance Data Warehouse (PRD) CFS 9.2 Application Documents

il
<2 il

The California State Unive!
COMMOM FINANCIAL SYSTEM

f__’, Process Monitor
?_ﬁ, Report Manager

T ChartFields

R
1 Requisition & Purchase Order o

then click Add/Update Requisitions. R e

Select Requisition & Purchase Order

Requisition Document Status

Print Requisition

Print Purchase Order

CSUEB Requisition Entry User Guide Page 16




C ALIFORNIA SME Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

» Click on the “Find an Existing Value” tab.

Requisitions

| Eind an Existing Value Add a New Value

Business Unit: EBCMIC
Requisition ID: NEXT

» Enter the requisition number in the “Requisition ID” field and click the “Search”
button.

Requisitions

Use the following search to look for an existing Requisition

Find an Existing Value | Add a New Value

= Search Criteria

Business Unit: = - CBCMP Q
Requisition ID: begins with ~ 0000000373

Requisition Name: begins with ~

Requisition Status: = - -
Origin: begins with Q
Requester: begins with ~ Q
Requester Name: begins with Q

Hold From Further Processing =)

[ case sensitive

Search Clear |Basic Search (5] Save Search Criteria

» Once the requisition is on screen, click the green checkmark to approve the order.
It is recommended that the requester print a copy of the requisition prior to
approving for reference. The Status changes from “Open” to “Approved”

Maintain Requisitions
Requisition

Business Unit EBCMP Status Open 4 X
Requisition ID 0000000373 Budget Status Not Chkd sy
Requisition Name 0000000373

Hold From Further Processing

CSUEB Requisition Entry User Guide Page 17




C ALIFORNIA SME Procurement — Business Process Guide

UNIVERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

Status  Approved A X
Budget Status Valid

Hold From Further Processing

Once the requisition is approved, the requester should receive the following

notification:
Favorites = Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
ORACLE Menu | Search % | Advanced Search
Your operator profile indicates that you do not have authority to change approved requisitions. (10100,53)
Ask your system administrator to give you the proper authority. Click "OK to transfer to Inquiry. Click ‘Cancel to Return
OK Cancel

“Your operator profile indicates that you do not have authority to change
approved requisitions.”

The above message is the system notifying the requester that the requisition has been
approved and the requester no longer has access to make changes. Click the “Ok”
button to advance forward.

The requester can only edit/modify “open” requisitions. Once the status has changed
from “open” to “approved” only Procurement staff can make changes.

CSUEB Requisition Entry User Guide Page 18




C ALIFORNIA SME Procurement — Business Process Guide
UNIVERSITY Process: Create a New Requisition

(REQ)
EAST BAY Module: Purchasing

Printing a Requisiton

> To print out a hardcopy for reference, this will need to be done before
approving the requisition.

Click the “View Printable Version” located at the bottom left hand side of the page:

Line
Details | Ship To/Due Date | [F=®)
Line Description Quantity
1 B8 [Computer, Dell [ 10.0000
2 B |CA Ewaste Recylcing .:[L2 1.0000

View Printable Version

@ Ssave || &\ Return to Search Notify | . Refresh

» The following message will appear:

Message

You do not have the permission required to run window option_ (65,254)

You do not have the permission required to run window option. See your system administrator.

OK

Click “OK”

CSUEB Requisition Entry User Guide Page 19
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CALIFORNIA STATE

UNIVERSITY Process: Create a New Requisition

(REQ)
EAST BAY Module: Purchasing

» Using the main menu header, navigate to the “Process Monitor” page.

MavBar: Menu

Menu > Heopic lools

Precess Scheduler

= Process Monltor

Hecently \iertad

<

Favoritcs

B

My Prefrrences

........

AddiUpdate
Requisitions

e

SoLrcing
Wil blrerich

» On the Process Monitor page, click the refresh button until the “Run Status”
changes from “Queued” to “Success” and “Distribution Status” changes from “N/A”

to “Posted.”

Process List | Server List

View Process Raquest For

User ID|05000092842 3,  Type + Last hd 10, Minutes - Refresh
Server ¥ Name Q Instance to
Run Status x Distribution Status » [[save OnRefresh

Parsonalize | Find | View All | 2 | B First 8 1-3 of 3 B | ast
Distribution

Process List

Select Instance Seq. Process Type :raon:,:ss User Run Date/Time Run Status Satis Details
5350670 SAR Report PORQO10 05000082842 04/18/2014 3:57:05PM PDT Queued NIA Details
5350669 SAR Report PORQO10 05000092842 04/18/2014 3:54:49PM PDT Success Posted Details
5350668 SQAR Report PORQO10 05000082842 04/18/2014 3:52:24PM PDT Success Posted Details

CSUEB Requisition Entry User Guide Page 20
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CALIFORNIA STATE

UNIVERSITY

EAST BAY

Process: Create a New Requisition

(REQ)

Module: Purchasing

Process List Personalize | Find | View All |2 | B2 First B 1-2 of 2 B Last

Precess Distribution

Select Instance Seq. Process Type User Run Date/Time Run Status Details
MName Status

5350670 SQR Report PORQO10 05000092842 D4/18/2014 3:57:05PM PDT Success Paosted Details

5350669 SQR Report PORQO10 05000092842 D4/18/2014 3:54:49PM PDT Success Posted Details

» Next, click on the “Detail Link” to the far right of the line.

Procass List

Personalize | Find | View All | & | B8

Process

First B 1-2 5 2 I Last

Distribution

Select Instance Seq. Process Type User Run Date/Time Run Status Details
Name Status
5350670 SQR Report PORQO10 05000092842 D4/18/2014 3.57:05PM PDT Success Puosted Details /
5350669 SQR Report PORQO10 05000092842 D4/18/2014 3:54:49PM PDT Success Posted Details 4}

» On the following page, click on the “View Log / Trace.”

Actions

Parameters Transfer
Message Log
Batch Timings

View Log/Trace

» On the following page, click on the PDF link.

View Log/Trace
Report
Process Instance:5350670 Message Log

SQR Report

ReportID: 57082
PORQO10
Run Status: Success

Name: Process Type:

Requisition Print SQR
Distribution Details

Expiration Date: |05/09/2014

Distribution FCFSPRE

Node:
File List
Name File Size (bytes) Datetime Created
SQR_PORQ010_5350670.log 1,668 04/18/2014 3:57:38.966903PM PDT
porg010_5350670.PDF 5333 04/18/2014 3:57:38.966903PM PDT
porg010_5350670.out 70 04/18/2014 3:57:38.966903PM PDT
Distribute To
Distribution ID Type *Distribution ID
User 05000092842

Return

CSUEB Requisition Entry User Guide Page 21
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UNJ VERSITY Process: Create a New Requisition

EAST BAY (REQ)

Module: Purchasing

» The PDF copy of the requisition will open automatically; use “CRTL + P” to print
the requisition.

Requisition
Ca S:gm Eaxst Bay
[ Business Ut EHCHF OFEN
ShipTo: RECEIVING , Hohipo:s St .
C&?EER{ECEE@NG I'.EEPTLHHE 812 14 MF) Sequerer Teephoe | cHoTdey
% %E Wﬂ— HacJdonashan |
HAYWARD CA 4542
Decorpoon T ¥ Guanbty UOW Frice  Exisnoed AmE Due Date
blorbuton —_ ssmourd Funs  Dogt P Cass promel Dret amt
Buyer Buyer o be Aszigned
Suppier O0DOOCDSTSD 001 VENDOSR TO BE ASSIGNED
=1 Cormputer, Dedl Optipies 3090 onooo 0.0000 EA 1,200.00 1200000 0420020
Desitop Enc-User J Haie
1=1=1 §15800 =Tl 13500 o CiEE2 SFPOM 12.000.00
Line Totai: 1200060
Buyer  Buyer o b Azzgned
Supplier COCOOCST 01 VENDOR TO BE ASSIGNED
21 CA Ewasie Recyiting Fee Qoooo 1.0000 LT 000 8000 DA
R 15800 E=ont 13500 =00 ClEE1  EFROM B0
Line Totw: 80.00
Bxal Reouslon Amourt 12.080,00

ENTERED §Y NAME: J HALE
TELEPHONE: £10-885-3000
By, ADDRESS. J SALEQCSUEASTRAY EDU

DEPT CONTALT PEREDN INFORMATION FOR THE CRDER. JHALE
CELNWVERY LOCATION (R0 NULBER: BAITS]

ACCT. £15400

DEFTID: 13550

FUND ESO0t

CLASS: C1352

PROGRA -0
PROJECTSFPI2S

VENDOR: DELL

VENDCR CONTALT CHUEE ONLINE ETORE
ADDREEE- 173 FAKE ETREET
City,. HOUSTON

ETATE: T

oF, #2014

FHOKE: B00-888-8 558
EMALDELPDEL COM

ATTACHMENT TO FOLLOW: _X__ YES __NO
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CALIFORNIA STATE

UNIVERSITY

Procurement — Business Process Guide

Process: Create a New Requisition

RE
EAST BAY (REQ)
Module: Purchasing
Requisition to Purchase Order Process
Purchasing Shipping and
R;Eg:‘?::r Manage Bl:ﬁgug%es Buyer Buyer email Receiving
Start Requisitionin —— assigns —p urchagin —p dispatches —» POt0 —» department
Pq T Requisition p 9 PO Vendor delivers item to
eopleSo to Buyer process requestor
Depending on the
Shipping and Invoice i purchase order, Exceptions
Receivin nvoice 1S Accounts Payable cleared &
9 Payment sent to y
department —p Process — ™ A ts ™ performs a 2 way or 3 paymentis —» End
receives item ceounts way match (If any made accordin
i Payable : Hy g
against PO Y exceptions, it is sent to to terms
buyer)
Overview: Change Order Process
Change Order Buyer validates Buyer Buyer
Ordi??:gzest il Doescg:ziaeaﬂrder that changes in Process dispatches
Stat  — " eivedin — Forwarded to —p» inf i appropriate. —s- requested —»- revised PO or —p- End
Purchasi Buyer by Team ingumetion based on C&0 changes in Contract
CLC AN, Leader and budget Guidelines CFS Amendment

approval
required?

Return change
order requestor
asking for
missing
information to
be provided
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