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eProcurement

Requisition Essentials

Create a New Requisition

Procedure

eProcurement is an electronic purchase requests (requisitions) and approval module in SMU
Financials. eProcurement streamlines and automates the entry and approval of purchase
requisitions. Once approved the requisitions are automatically sourced into Purchase Orders by
the Purchasing Department.

Step Action
1. Click the Main Menu button.
2. Click the eProcurement menu.
| (1 eProcurement *
3. Click the Create Requisition link.

Ereate Reguisition

| tome | AddtoFavories.

Sign out
Favgrites an Menu > eProcurement > Create Requiition

(@ Help
Create Requisiti
‘E‘ 1. Define Add Items and Services ER 3. Review and Submit
Reviewthe details of your requisition, make any necessary changes, and submit it for approval
TotalLines: 0
. otal Amount (USD): 0
Business Unit Southern Methodist University sy
“Requester: (30000000 @ Gary Wison *Currency
Requisition Name: Priority: Wedium v
There are no lines on this request.
Please add new line in order to save this requisition.
By i %
« il ’
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@ smu

eProcurement
Step Action
4, You will begin with Step 1. Define Requisition. Your ID will default in the

Requester: field.

A custom Requisition Name may be entered. (If you choose not to enter a
submitted.)

Enter a name in the Requisition Name field.

Click the 2. Add Items and Services link.

The Special Request page will be displayed.

|2. Add Items and Sewicegl

| tome | AddtoFavories | Signout

Favgrtes | MHan Menu > eProcurement > Create Requisition
(@) Help
Create Requisition

‘E‘ 1. Define Requisition [l 2 Add tems and Senvices B3 3 Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or senvice.
searcr | S ToalLines .

Total Amount (USD):
[EVICMMTCON Special Request |

Select a Request Type

Spedial ftem Requestan item that is not listed in the Catalog

Step

Action

Click the Special Item link.
Special ltem
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Favgiftes | Man Menu > eProcurement > Create Requisition

(2 Help
Create Requisition

Wfg Item ID: [
‘Additional Information
E14 [T Request New Item

[ send to vendor ] snow at Receipt [ show at voucher

Add ltem Cancel Add or Start New Type.

| Home | AddtoFavortes | Signout

‘E‘ 1. Define Ek 2 Add items an d Services B 2. Review and Submit ‘
Addlines tothe requisition, specifing the information necessary o procure each itern or service
search: I O search TotalLines § o
Total Amount (USD): 0
IS Seecsl Request |
* ltem Description: [
*Price: [ 000000] *Currency: usb
*Quantity; * Uit of Measure: Q
*Category: Q Due Date: o]
Vendor ID: & Suggest New Vendor
Vendor Name: a
Vendor item ID:
Wig ID: @

Training Guide
eProcurement

Step

Action

Enter the desired information into the Item Description field.

Enter the desired information into the Price field.

Enter the desired information into the Quantity field.

10.

Click the Look up Unit of Measure button.

11.

Select the desired Unit of Measure link.

12.

Click the Category Lookup button.
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SMU
Financials | Home | AddtoFavortes | Signout
Favorites . Main Menu > eProcurement > Create Requisition
(2 Help
Create Requisition
Look Up Category Total Lines: o
Note: You may either Search or Browse to ook up the appropriate category for your special request. Total Amount (USD). 0

~ Search Categories.

Search By Category | . Find
customize | Eind | &1 | 3 First K1 1 011 0 Lost

Description Find in Tree

£

» Browse Category Tree

| Retum

Step

Action

13.

Click the Expand section button located on the far left of the Browse Category
Tree row.
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Favgiftes  Man Menu > eProcurement > Create Requisition

Create Requisition

Look Up Category

Note: You may sither Search or Browse to 100k up the appropriate category for your special request
~ Search Categories.

Search By Category v |
customize | Fng | B | 2 st Kl 1011 01 1

Description Find in Tree

£

~ Browse Category Tree

Computers

Equipment
Furniture
Lab

at
Wiscellaneous
Office

Printing

Return

Training Guide
eProcurement

There are no Ines on this request,
Please add new e i order (o save this
requiston.

Total Lines: o
Total Amount (USD)- 0

Step

Action

14.

Click an entry in the Select a Catalog drop down list.

Favoiites  Main Menu > eProcurement > Create Requisition

Create Requisition

Look Up Category

Note: You may sither Search or Browse o I00k up the appropriate category for your special request
~ Search Categories

Category

Description Find in Tree

£

*Select a catalog: Equipment ~

Al tems

[ Return

There are no Ines on this request,

Please add new ing i order (o save this
requisiton

Total Lines: 0
Total Amount (USD)- 0
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D smuU

Step Action

15. Click the Expand Folder button.

(Hint: Be careful not to click the All Items link.)

16. Click the appropriate Category link.
Audiovisual

17.

The Due Date: field is an optional field and will not affect expediting this item.

Favgiites an Menu > eProcurement > Create Requiition

AddtoFavortes | Signout
(@ Help
Create Requisition -
‘E‘ 1. Define [Ek- 2 Add items and Services ER 3 Review and Submit ‘ save tnis
Add lines to the requisition, specifying the infc sary to procure each item or senvce.
Search [ Q. Search TotalLines: 0
otal Amount (USD): o
VMW Special Request |
“Item Description: infocus DLP Projector
*Quantity: 1.0000 * Unit of Measure: EA Q
~Category: A830A a Due Date: &
Vendor Ip: a SuggestNew Vendor
Vendor Name: a
Vendor ftem ID:
Mg ID: aQ
Mg Item ID: [
Additional Information Request New ltem
el [CJ Request New Item
[ send to vendor [T show at Receipt [T show at Voucher
Add lem Cancel Add or Start New Type.
« il >

Step Action

18. Click the Vendor ID: Lookup button.
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| Home | AddtoFavortes | Signout
Favgiftes  Man Menu > eProcurement > Create Requisition

(2 Help
Vendor Search
Vendor ID: Find i
Hame: [ Reset
short Vendor Name: TotalLines: o
Suagest Vendor Total Amount (USD): 0
Atternate Vndr Name: [
city [
Country: A state: -
Postal Code:

€ Enter search criteria to find a vender.
Relurn to Special Request

Step Action

19. Enter the desired information into the Name field.

20. Click the Find button.

21. Select the appropriate Vendor ID link.

22. Note: The MFG ID field is not used. If you want to capture Manufacture 1D

information, you can enter it in the MFG Item ID: or in the Additional
Information fields.

Page 7




Training Guide
eProcurement pLily SMU.

Favgiftes | Man Menu > eProcurement > Create Requisition

(2 Help

Create Requisition
‘E‘ 1. Define Requisiti Ek 2 Add items an d Services B 2. Review and Submit ‘ Fosee
Add lines tothe requisition, specifing the information necessaryto procure each item or senvice.

search: A searcn Total Lines: o

Total Amount (USD): 0

M Specal Request |

*Item Description: [Infocus DLP Projector

+Price: 261426000 *Currency: E

*Quantity; 1.0000 * Uit of Measure: EA Q

*Category: A8B0A Q Due Date: o]

Vendor ID: 0000027953 @ Sugqest New Vendor

Vendor Name: DREAMTECH | @

Vendor item ID:

g ID: @

Wi tem ID: [

‘Additional Information Reauest New ltem

E1A [[1Request New Item

[ send to vendor [T show at Receipt [ show at Voucher

Add ltem Cancel Add or Start New Type.

Step Action

23. If needed, enter the desired information into the Mfg Item ID field.

24. Enter the desired information into the Additional Information field.

25. Note: The Send to Vendor, Show at Receipt, and Show at Voucher fields are not
used.

26. Click the Add !tem button.

Add ltem _

217. The item has now been added to the Requisition Summary.

At this point, additional items can be added to your requisition.

28. Click the 3. Review and Submit link to assign the appropriate, account, fund and
org.

|3. Review and Submij
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| Home | AddtoFavortes | Signout
Favgrites  Man Menu » eProcurement » Create Requisiion
(2 Help
iait Requisition Summary
Create Requisition o arrjisou
‘E‘ 1. Define Requisiti El  2.Add tems and Services ER 3. Review and Submit ‘ Infocus DLP Projector 1 EA
Review the dstails of your requisition, make any necessary changes, and suomit it for approval ot Lines: N
Total Amount (USD). 261426
Business Unit SWETH | southern Methodist University
Requester: Y0000 Gary Wilson “Currency: UsD
Requisition Name: Projector for deparimental use Priority: Medium -
P Infocus DLP Projector DREAMTECH 10000 Each 2,614.26000 2514 26 4®
B Total Amount: 261426 USD
Ule Add to Favorites Ty Addto Template(s) =3 Hodify Line / Shipping / Accounting O Deete
(&)
Send to Viendor ] show at Receipt ] Shown at Voucher ] Approval Justification
B Save &submit i3l Save & preview approvals X Cancelrequisition Find more items
< il »

Step Action

29. Click the Expand Section button. (This small button is located on the far left near
the line number.)

Note: If more than one line items is on this requisition, each line will have it's own
Expand Section button. All lines may be updated at the same time if using the same
account, fund and org. For instructions, see the topic "Update Chartfields for
Multiple Lines"

30. Account, Fund and Org information is located on Chartfields2.

Click the Chartfields2 tab.

Chartfields2

31. Enter the desired information into the Account field.

32. Your default Fund and Dept (org #) will auto populate.

Review the Fund and Dept and adjust if necessary. Add a Project Code or
Subclass if needed.
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Favgiftes | Man Menu > eProcurement > Create Requisition

2. Add ltems and Services 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit Southem Methodist University
Requester: 30U0000K Gary Wilson “Currency:
Requisition Name: [Projector for deparimental use Priority: Medium

a

Accounting Lines

<01 Infocus DLP Projector DREAMTECH 1.0000 Each 2,614 26000 261426 3
["] Consolidate with other Regs Override Suggested Vendor
Shipping 1 Due Date: [ G Quantity: [ 10000 Price: 261426000 =
Status: Adive “ship To: MSAJOURN-8 %, modify Onetime Address
Attention To: Gary Wilson
“Distribute By: ay - SpeedChart:

Chartfeisst ) (SIUTER “Detais | Detais2 | Assetinformation || Assetinformatin 2
Account Fund Dept Project
8120 @ 10 @, [223250 @ @
[ selectAl / Deselect Al Total Amount: 261426 USD
Uls Add to Favorites % AddtoTemplate(s) | - Modify Line / Shipping ¢ Accounting |0 Delete I

Send to Vendor [T show at Receipt [ Shown at Voucher [ Approval Justification

‘Save & submit

| [ )

Saves )

c: J

Find more items

Description
Infocus DLP Projector

Total Lines:
Total Amount (USD)-

Step

Action

33.

Click Save & preview approvals.
Save & preview approvals ||

Favgiites Man Menu > eProcyrement > Create Requisition
Confirmation
Requested For: Gary Wilson Number of Lines: 1
Requisition Name: Projectorfor departmental Total Amount: 261426 USD
use
Requisition ID: 0000000230
Business Unit: SMETH
Status: Open
Priority: Hedium
Requisition Approval
- Projector for use:lnitiated
Supervisor Approval

Not Routed

Not Routed

Approver 1 Approver 2

2 510 Requstion Assrover | T | i Raauistion approver
[ ‘Submit I Edit Requisition 1! ApplyApprovalChanges. |
View printable version Manage Greate New Requisition

(@ Help

Total Lines:
Total Amount (USD)-

261425
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Step Action
34. Click the Submit bL_ltton.
Submit
35.

End of Procedure.

Create a Favorite for Frequently Purchased Items

Procedure

Identifying a frequently purchased item as a favorite will eliminate some of the requisition
process. Once you've created a favorite, it will be available for future requisitions.

Step Action
1. Once you have completed a requisition and are on the Review and Submit page,
select the desired Line that you want to save as a favorite.
2. Click the Add to Favorites button.

| LR Addto Favorites

@ httpsy//fsqal smu.edu/p

| Home | AddioFavorites | Signout

e following item(s) were added o your favorites: @ Helo
Infocus DLP Projector it Stmmny
aty uom
B 3. Review and Submit ‘ Infocus DLP Projector 1 A
[71Do not show this message again el Lines. |
Total Amount (USD): 261428

Close

1.0000 Each 2,514.26000 2614.26 2@

Total Amount: 261426 USD

= Modify Line / Shipping ¢ Accounting O Dpeete

[ ser

&

nd to Vendor [C] Show at Receipt. [C] Shown at Voucher 7] Approval Justification

‘Save & submit 3l Save & preview approvals x Cancel requisition Find more items
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Step Action

3. A pop-up box will confirm the favorite was created. Click the Close button.

The favorite will now be available for you to use the next time you create a
requisition.

Close

End of Procedure.

Create a Requisition using a Favorite
Procedure

Home | AddtoFavortes | Sino
Favorites  Main Menu
Personalize Content | Layout @Help
Top Menu Features Description =&

Our menu has changed!

The menu is now located across the top of the page. Click on Main
Menu to gat started.

Highlights
Recently Used pages now
Favoites

app er the Favor
menu, located at the top lefl.

Breaderumbs visually display
your navigation path and give you
access to the contents of
subfolders.

Menu Search, located under the

ahead which makes finding
pages much faster.

Y

T

Step Action

1. Click the Main Menu button.

2. Click the eProcurement menu.
| (1 eProcurement r

3. Click the Create Requisition link.
}greate Reguisition
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Favgifies . Man Menu > eProcurement > Create Requisition

(2 Help

{s  2.Add tems and Services

ER 3 Review and Submi

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: Southern Methodist University

Requester: Gary Wilson

Requisition Name:

There are no lines on this request.
Please add new line in order to save this requisition.

=8 Save s bits | [lS)Bave doprevi

appiovals; |

*Currency:

Priority:

Medium -

X GaNCElrequisition

Training Guide
eProcurement

Home | AddtoFavortes | Sion out

Requisition Summary
There are no Ines on this request,
Please add new e i order (o save this

requisiton.
Total Lines: 0
Total Amount (USD): 0

< 1 »
SMU
ugnclals Home | AddtoFavortes | Sign out
Favgiites Man Menu > eProcyrement > Create Requisition
(@ Help
Requisiti
Create There are no ines on this request.
‘E‘ 1. Define b 2.Additems and Services ER 3. Review and Submit ‘ Frease st new ne norer o save this
Reviewthe details of your requisition, make any necessary changes, and submit it for approval
TotalLines: 0
otal Amount (USD): o
Business Unit Southern Methodist University vsor
Requester: 1000000 Gary Wilson “Currency:
Requisition Name: [Prajector for VP office Priority: Wedium v
There are no lines on this request.
Please add new line in order to save this requisition.
=Y Save £-cubmil; | [ ave Sopreviewapprovals, | [ Gancelequisition
il D
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Step Action

5. Click the 2. Add Items and Services link.

|2. Add ltems and Sewicej

6. Click the Favorites tab.

Favorites

| Home | AdditoFavories | Signout
Favgiftes | Man Menu > eProcurement > Create Requisition

(2 Help
Create Requisition
‘ Gk it [Es 2 Add tems and Senvices B 3 Review and Submit ‘ P
Add lines to the requisition, specifying the information necessary to procure each item or senvice.
Search: [ [Q  search | Total Lines: o

Total Amount (USD)- 0
EZE wev [ specialRequest

1. Define Requisition

Group llame Description
O< % ungrouped tems

Type Description Vendor status. price vom Quantity
[ # |infocusDLPProjector ~ DREAMTECH  Active 2614.26000 USD EA 1.0000 B A

[C] Select All/ Deselect All
L[5 Add [ AddtoFavorites Group(s) (@ Delete from Favorites [y Addto Template(s)

Review and Submit

Step Action

7. A list of favorites previously created will display. Select the desired Favorite.

|

8. Click the Add button.
L # Add |

9. The item has now been added to the Requisition Summary.
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Favgifies . Man Menu > eProcurement > Create Requisition

(2 Help
Create Requisition

‘E‘ 1. Define [ 2 Add ltems and Sevices B 2 Review and Submit ‘
Add lines to the requisition, specifying the information necessary to procure each item or senvice.
Search: [ . search
m Web Special Request
Group llame Description

< % ungroupedtems

Type Description Vendor Status. Price vom

Quantity

1.0000 B Add

# InfocusDLP Projector  DREAMTEGH  Active 2614.26000 USD EA

[C] Select All/ Deselect All

L5 Add |#  AddtoFavorites Group(s) [ Delete from Favorites 5 Addto Template(s)

Review and Submit

Training Guide
eProcurement

| Home | AddtoFavortes | Signout

aty uom
Infocus DLP Projector 1 EA
Total Lines: 1

Total Amount (USD)- 261428

Step Action

10. Click the 3. Review and Submit link to continue assigning the appropriate account,

fund and org.

|3. Review and Submij

11.

End of Procedure.

Creating a Web Requisition

Procedure

Purchase requisitions from select Web Partners (such as Office Depot and Hewlett-Packard) can

be created directly using the SMU eProcurement program.

Step Action

1. Click the Main Menu button.

2. Click the eProcurement menu.
| (1 eProcurement r

3. Click the Create Requisition link.

Ereate Reguisition
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SMU

Financials

Favgifies . Man Menu > eProcurement > Create Requisition

(2 Help
Create Requisition

‘E‘ 1. Define EL  2.Additems and Services

Review the details of your requisition, make any necessary changes, and submit it for approval.

ER 3. Review and Submit ‘

Business Unit SWETH | southern Methodist University
Requisition Name: Priority: Medium -

There are no lines on this request.
Please add new line in order to save this requisition.

& Save s bits WS ave fepreviewapprovals x Ganceleauisition,

@ smu

| Home | AddtoFavortes | Signout
Requisition Summary
There are no in

re are no Ines on this request,
Please add new e i order (o save this
requisiton.

Total Lines: 0
Total Amount (USD): 0

Step Action

4, Enter the desired information into the Requisition Name field.

5. Click the 2. Add Items and Services link.

|2. Add ltems and Sewicegl
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Favorites . Main Menu > eProcurement > Create Requisition

(2 Help
Create Requisition
‘E‘ 1. Define

Ada lines to the requisition, specifing the information necessary o procure each tem or senice
Search: [ L8

(X wev [ special Request

Group lame Description

=k 2 Add ltems and Services \g 3. Review and Submit ‘

Search |

O< % ungrouped tems

customize | Find | & | # st Kl 4011 3 Lot

Type  Description Vendor Status Price uom Quantity

[ % |nfocusDLPProjecor DREAMTECH  Active 261426000 USD EA | | 10000 | F% Add |
] Select Al Deselect All
L % Add | |% AcdloFavortesGroup(s) | | ([  Deletefrom Favorites | | % AddioTemplate(s) |

Review and Submit

[

Training Guide
eProcurement

Home

There are no ines on this request.
Please add new Ine n order fo save this
requiston

Total Lines: 0
Total Amount (USD): 0

Action

Click the Web tab.

Click the desired Merchant link.
Hewlett-Packard
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Favgiftes | Man Menu > eProcurement > Create Requisition

Welcome, SMU US Punchout United States | English | USD

Search »Hore options
Products

Total Lines: 0

@ Products Total Amount VS0): o

»HP.com Business to
Business home )52;"95 my purchasing

» Products Welcome SMU to your HP Direct Business to Business Web Site

» Order status SOUTHERN METHODIST

»Help Purchase for buying organization: UNIVERSITY catalog:

United States
SOUTHERN METHODIST UNIVERSITY » BladeSystem

= Desktops & Workstations

Standard configurations » Handnelds and
Calculators

Shopping cart

Desktops
Monitors and Options
Notebooks

» Monitors
» Networking
» Laptops/TabletsiNetbook

s

» Options and Accessories

» Printers and Muifunction
ack and Power

Infrastructure Products
> Seanners/CopiersiFaxes

» Solutions
» Storage
» InkToneriPaper/Printer

5 Others

= Export Catalog

© 2010 Hewlett-Packard Development Company, L.P. HP confidential and proprietary
information. Da not share.

Step Action

8. Select the desired Category.

|E3 Desktops |

9. Click the desired Item.

10. Click the Add to Cart » button.

Add to Cart »

11. Enter the desired Quantity.

12. Click the Add to Requisition » button.

13. The Requisition Summary is now populated.

Note: If ordering computers, you will see every part needed to assemble a computer
package (keyboard, monitor, tower, etc.)
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Favgiites | Man Menu > eProcurement » Create Requsition
(@) Help
Create Requisition
‘E‘ 1. Define Requisiti 2. Add ltems and Services 3. Review and Submit ‘
Add lines to the requisition, speciing the information necessary o procure each item or senvice
Search: [ |9 seach
(X wev [ special Request
O< % ungrouped tems
Customize | pind | &1} 3 st Kl 1011 0 (ot
Type Description Vendor Status Price om Quantity
[]  # |IofocusDLPProjector  DREAMTECH  Active 2614.26000 USD EA 1.0000 % aad |
[F] Select Al Deselect All
L # Add | (% AddtoFavoritesGroup(s) | | @ DeletefomFavorites | | [  AddtoTemplate(s) |
Review and Submit
< i »

Training Guide
eProcurement

Description
HP Compaq 6000 Pro Base
Mo,

Single Unit (SFF) Packaging
HP Compag 600x Pro SFF
Eff.

Genuine Windows Vista 4
Busi.

Intel Celeron E3200 4
Processor

2GB PC3-10600 Memory 4
(241GB)

160GB SATA 35 1stHard 4
Drive

HP USB Standard JB. 4
Keyboard

HP USB Optical JB House
‘Superblulti LS (JB) 1t

HP Pro 6000E Country Kit US

EA
EA
EA
EA
EA
EA
ATIRadeon HD 3470PCle | 4 EA
x
EA
EA
EA
EA
3/313 SFF Warranty EA

Total Lines: 13
Total Amount (USD)-

Step

Action

14.

Click the 3. Review and Submit link.

|3 Review and Subm j

[ show at Receipt

[ shown at Voucher [ Approval Justification ad

< 1 ] »

Favorites  Man Menu > eProcurement > Create Requisiion
@Help [a
Create Requisition
‘E‘ 1. Define Requisition 2. Add Items and Services 3. Review and Sub ‘
Review the dstails of your requisition, make any necessary changes, and suomit it for approval
Business Unit Southern Methodist University
Requester: Gary Wilson *Currency: usD
Requisition Name: [Computers for 4 new employees Priority: Medium -
P HP Compagq 6000 Pro Base Hodel HEWLETT-PACKARD 40000 Each 23460000
COMPANY
POz Single Unit (SFF} Packaging HEWLETT-PACKARD 40000 Each 3.60000
COMPANY
PEs3 HP Compaq 600x Pro SFF Eficie  HEWLETT-PACKARD 40000 Each 8372000 9
COMPANY
PEa Genuine Windows Vista Business HEWLETT-PACKARD 40000 Each 88.00000
COMPANY
PEs Intel Celeron E3200 Progessor  HEWLETT-PACKARD 40000 Each 51.00000
COMPANY
PEe 2GB PC3-10600 Memory (2x16B) HEWLETT-PACKARD 40000 Each 45.00000
COMPANY
tE7 160GB SATA 35 15t Hard Drive  HEWLETT-PACKARD 40000 Each 46.00000
COMPANY
"Os ATI Rageon HD 3470 PClex16 15 HEWLETT-PACKARD 40000 Each 76.00000
COMPANY
"Ha HP USB Slandard B Keyboard  HEWLETT-PACKARD 40000 Each 500000
COMPANY
PE w0 HP USB Optical JB Mouse HEWLETT-PACKARD 40000 Each 3.00000 [ |
COMPANY
ran Superhlulti LS (J8) 1st HEWLETT-PACKARD 40000 Each 25.00000
COMPANY.
P2 HP Pro 6000E Country Kit US HEWLETT-PACKARD 40000 Each 2.00000
COMPANY
P13 3/3/3 SFF Warranty HEWLETT-PACKARD 40000 Each 44.10000 B
COMPANY
[ Select &1/ Deselect All Total Amount: 2,828.08 USD
LT Add to Favorites || By AddtoTemplate(s) || = Modify Line / Shipping / Accounting. @ Deee |

aty Uom

HP CompaqB000ProBase | 4 EA

Mo.

Single Unit (SFF) Packaging | 4 EA

HP Compaq 600x Pro SFF 4 EA

Ef.

Genuine Windows Vista 4 EA

Busi

Intel Celeron E3200 4 EA

Processor

'2GB PC3-10600 Memory 4 EA

(2x16B)

160GB SATA 35 1stHard 4 EA
rive

ATIRadeon HD 3470PCle | 4 EA

il

HP USB Standard 18 4 EA

Keyboard

HP USB Optical JB House 4 EA

‘Superhiulti LS (JB) 1st 4 EA

HP Pro 6000E Gountry KitUS | 4 EA

30313 SFF Warranty 4 EA

Total Lines: 13

Total Amount (USD)- 282808
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Step

Action

15.

Enter Comments as needed.

16.

Click the Select All / Deselect All link.
[Select All / Deselect Al

17.

Click the Modify Line / Shipping / Accounting button to add account information.
| 3 Maodify Line / Shipping / Accounting

18.

You have two choices when entering the shipping address:
1. One time address change
2. Load shipping address from default values.

In an instance where you want something sent to a different location than your

default shipping address, click on the Modify Onetime Address link and enter the
address information.

Proceed with entering Account, Fund and Dept codes.

Favgiftes | Man Menu > eProcurement > Create Requisition

| Home | AddtoFavortes | Signout

(2 Help
Create Requisition [Requisition Summary
Description aty vom
Modify Line / Shipping / Accounting HP CompaqB000ProBase | 4 EA
Mo..

Line Information Single Unit (SFF) Packaging | 4| EA
Note: The information below does notreflect the data in the selected requisiion lines. When the ‘Apply bution s clicked, the data. HP Compag 600<PrOSFF | 4 EA
entered on his page willreplace the data nding fields on the selected lines. =3
VendorID: @ Location: @, Genuine Windows Vista 4 EA

Busi
Buyer: A Category: Q Intel Celeron £3200 4 A
et
S 268 PC3-10600 Memory 4 EA
ship Te: @ Modiy Onetime Address (2¢16B)
e Date: [ Attention: — 16068 SATASS Tt fard | 4 EA
— - ATIRageon HD 3470FCle | 4 EA
.
HP USB Standard 8 4 EA
Percen it Location GL Unit Account it Fund  Dept Project Class  Program  Affi Keyboard
HP USB Optical JBMouse | 4| EA
1 @ [suETH @ Q (@& @ @ Q e ] SuperluiLS (JB) 1st 4 EA
B i ] 5 HP Pro 6000E Country KitUS | 4| EA
31213 SFF Warranty 4 EA
Loag Values From Defaults Total Lies: "
- 282808
— — Total Amount (USD):

Step

Action

19.

To load your default shipping address and use your default Fund and Dept,
click the Load Values From Defaults link.

|Load Values From Defaults|

20.

The default Ship To:, Fund, and Dept fields are now populated.
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Action

Enter the desired information into the Account field.

Click the Apply button.
Apply

items.

Change the radio button if needed.

Note: - Select All Distribution Lines when using one Dept (org) to pay for all

Select Replace Distribution Lines when splitting charges between orgs. For more
information, see the Split Item Costs: Multiple Line Items topic.

Favgrites ain Menu > eProcurement > Create Requiition

Distribution Change Options

For the selected requisition lines, apply distribution changes to
@ AllDistribution Lines
Apply changes o all existing distibution lines.
2 Matching Distribution Lines
Apply changes 1o each existing distibution line by matching the distribution fine numbers
() Replace Distribution Lines
Remove the existing distribution lines and replace with the distribution lines changes

oK Cancel

(@ Help

[Requisition Summary

Description Qty UOM,
HP CompagB000ProBase | 4 EA
Ho.

Single Unit (SFF) Packaging | 4| EA

HP Compagq 600x Pro SFF 4 EA
Eff.

Genuine Windows Vista 4 EA
Intel Celeron E3200 4 EA
Processor

2GB PC3-10600 Memory 4 EA
(2x16B)

160GB SATA 35 1stHard 4 EA
Drive

ATI Rageon HD 3470 PCle 4 EA
x1

HP USB Standard J8 4 EA
Keyboard

HP USB Optical JB House 4 EA
‘Superhiulti LS (JB) 1t 4 EA
HP Pro 6000E Country KitUS | 4 EA
3/3/3 SFF Warranty 4 B4
Total Lines: 13

Total Amount (USD)- 282808

Step

Action

24.

Click the OK button.
OK
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Favgifies  Man Menu > eProcurement > Create Requisition

COMPANY

Intel Celeron E3200 Progessor ~ HEWLETT-PACKARD
COMPANY

2GB PC3-10600 Memory (2x168) HEWLETT-PACKARD
COMPANY

160G SATA 35 1stHard Drive  HEWLETT-PACKARD
COMPANY

AT Radeon HD 3470 PCle x16 15 HEWLETT-PACKARD
COMPANY

HP USB Slandard JB Keyboard  HEWLETT-PACKARD
COMPANY

HP USB Optical JB Mouse HEWLETT-PACKARD
COMPANY

Superulti LS (JB) 1st HEWLETT-PACKARD
COMPANY.

HE Pro 6000E CountryKitus ~ HEWLETT-PAGKARD
COMPANY

3433 SFF Waranty HEWLETT-PACKARD
COMPANY

Select All / Deselect All
[SEr'Y Add to Favorites Iy Addto Template(s)

Computers for four new recruiters

[ show at Receipt

| [ )

end to Vendor

(=8 Save & submit Save &

40000 Each 5100000
40000 Each 45.00000
40000 Each 46.00000
40000 Each 76.00000
40000 Each 500000
40000 Each 300000
40000 Each 25.00000
40000 Each 200000
40000 Each 44.10000
Total Amount: 282608 USD
[ ModifyLine / Shipping / Accounting @ Deete |

[CJ shown at Voucher

K3 c

[ Approval Justification

| Find more items

1

Add to Favortes | Sign out
Description aty uom
HP Compag6000ProBase | 4 EA
Mo...
Single Unit (SFF) Packaging | 4| EA
HP Compag 00xProSFF | 4 EA
Eff.
Genuine Windows Vista 4 EA
Busi
Intel Celeron £3200 4 EA
Processor
1268 PG3-10600 Memory 4 EA
(21GB
160GE SATA 35 1t Hard 4 EA
Drive

__ ATIRadeonHD 3470PCle 4 EA
x
HP USB Standard JB 4 EA
Keyboard
HP USB Optical JB Mouse 4 EA
SuperhiuttiLS (J8) 1st 4 EA
HP Pro 6000E Couniry KitUS | 4 EA
31313 SFF Warranty 4 EA
Total Lines: 13
Total Amount (USD)" 282608

Step

Action

25.

Click the Save & preview approvals button.

Save & preview approvals

Favgiites Man Menu > eprocyrement > Create Requisition
Confirmation
Requested For: Garywilson Number of Lines 13
Requisition Name: Computers for 4 new Total Amount: 2,826.08 USD
employees
Requisition ID: 0000000240
Business Unit: SMETH
Status Open
Priority: Hedium
Requisition Approval
= Ct for 4 new

1T Approval

Not Routed

‘Supervisor Approval
Not Routed Not Routed

— | @ ppprover2

MU Requistion Approver

over 1
Requistion Approver

[ Submit I Edit Requisition 1!

ABpIy Appraval Ghanges

View printable version Manzoe Requisitions

Create New Requisition

T
Description Qty UOM
HP Compag 6000 Pro Base 4 EA
Mo.

Single Unit (SFF) Packaging 4 EA
s
EFF.

Genuine Windows Vista 4 EA
Busi.

Intel Celeron E3200 4 EA
|2GB PC3-10600 Memory 4 EA
s

160GB SATA 35 1stHard 4 EA
Drive

lRadeon HD 3a7aPcie | 4] A
x1.

HP USB Standard JB 4 EA
Keyboard

HP USB Optical JB Mouse 4 EA
‘Superhulti LS (JB) 1st 4 EA
HP Pro 6000E Country KitUS | 4 EA
3/3/3 SFF Warranty 4 EA
Total Amount (USD). 282808
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Step Action

26. Click the Submit bL_ltton.
Submit

27.

End of Procedure.

Chartfields and Split Item Costs

Customizing Accounting Lines and Chartfields
Procedure

As you begin to work with the Accounting Lines and Chartfield tabs, you may want to hide those
fields that are not applicable to you. This topic will show you how to customize information in
the Accounting Lines portion of the requisition.

| Home | AddtoFavortes | Signout
Favgiites . Main Menu > eProcurement > Create Requisition
@Help a
it [l || Reauisition Summary
Create Requisition i s jiou
‘E‘ 1. Define Requisiti El  2.Add tems and Services ER 3. Review and Submit ‘ DUl Eglipse Comer Office 1 EA
Review the details of your requisition, make any necessary changes, and submit it for approval otal Lines: 4
Total Amount (USD)- 3599.99
Business Unit SWETH | Southem Methodist University
e “curne
Requisition Name: (Office Furniture for PAB move Priority: Medium v
Line
TEH1 FURNITURE 1.0000 Each 3,509.99000 3,500, QQF‘EA’ >
CONSULTANTS INC
Consolidate with other Regqs [¥]Override Suggested Vendor
Shipping Line: 1 Due Date: Gl Quantity: 10000 Price: 350000000 CHIE]
Status: Active *Ship To: MSAJOURN-S @,  Modify Onetime Address
Attention To: Gary Wilson

mn

“Distribute By: Qty - SpeedChart: @

m =
Chartelss! (5 4“0 Detals | Defais2 Assetinformaion | Assetinformaton2

Account Fund Dept Project Class Program Affilate

@ [0 @ [z23250 @ @ | Q| @ @ |HE
[ Select 1/ Deselect All Total Amount: 350009 USD
[SEr'Y Add to Favorites [ Addto Template(s) = Modify Line / Shipping / Accounting fin} Delete

send to Vendor [ show at Receipt [ shown at Voucher [ Approval Justification

& Save & submit 3l Save & preview approvals x Cancel requisition Find more items

Step Action

1. From the Review and Submit page, click the Customize link located in the
Accounting Lines panel.

Customize
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| Home | AddtoFavortes | Signout

Favgiftes  Man Menu > eProcurement > Create Requisition

(2 Help
Accounting Lines i T
DMI Eclipse Corner Office 1 EA
Personalize Column Order TotalLines: 1
Total Amount (USD)- 3599.99

To order columns, highlight column name, then press the appropriate bution.
Frozen columns display under every tab.

Tab Chartfields1 &

Line ®

“Location [CHidden
[CFrozen

Tab Details
IN Unit

Stat

Open Qty

GL Base Amount
Tab Details 2
Currency

Exchange Rate Detail
Tab Asset Information
AM Business Unit
Profile ID

Tag Number

CAP #

Sequence

Empl ID

Tab Asset Information 2
Capitalize

Cost Type
Description

oK Cancel || Preview | Copy Setiings

Step Action

2. Select the Column you want to hide.

3. Then, click the Hidden option.

4, Select the next Column to be hidden.
Affiliate

5. Click the Hidden option.

Repeat as necessary.

Note: Both individual fields and entire tabs can be hidden.

7. Click Preview to review how the Accounting Lines section will display.
Preview

8. Click the OK button to save your changes.
K

H

End of Procedure.
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Split Item Costs: Individual Line Item
Procedure

This topic will explain how to use two or more
Dept (org #'s) to pay for an individual item.

Favgifies | Man Menu > eProcurement > Create Requisition

Create Requisition

‘E‘ 1. Define Requisi

ition El  2.4dd tems and Services

B 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

SMETH | Southern Methodist University

Business Unit

Send to Vendor [T Show at Receipt. [7] Shown at Voucher [ Approval Justification

& ‘Save & submit 3l Save & preview approvals x Cancel requisition Find more items

2,080,002

(2 Help

40000 Each 520.00000
[ SelectAll/ Deselect All Total Amount: 2,080.00 USD
Li#  AddioFavorites % Addto Template(s) Modify Line / Shipping / Accounting @  Deete

=]

Training Guide
eProcurement

| Home | AddtoFavortes | Signout

[Requisition Summary

Description aty vom
Replace water coolers for 4 EA
Total Lines: 1
Total Amount (USD): 208000

Step Action

1. From the Review and Submit page, click the Expand Section button.

2. Make sure you are on the Chartfields 1 tab.

Enter the desired Percent that the primary org will be paying.
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Favgiftes  Man Menu > eProcurement > Create Requisition

@Help &

El  2.Add tems and Services

Review the details of your requisition, make any necessary changes, and submit it for approval.

ER 3. Review and Submit ‘

Total Lines:
Business Unit:

Total Amount (USD)-
Southern Methodist University

Requester:

Requisition Name:

Priority: Medium -

Replace water coolers for divi

40000 Each £20.00000 2,080.00 (>
["] Consolidate with other Regs Override Suggested Vendor
Shipping 1 Due Date: [ [ Quantity: [ 40000 Price: 520.00000 =
Status: Adive “ship To: MSAJOURN-8 %, wodify Onetime Address
Attention To: Gary Wilson
“Distribute By: ay -

SpeedChart: Q

Accounting Lines

(SUUUTEN  Chartfeids2 | Detaik | Defals2 | Assetinformation | Assetinformaton 2

Line DistType  “Location Quantity Percent Merchandise Amt GL Unit

1 Open MAIN @ 4.0000 50 208000 [sMETH (@ [#] [=]
SeledtAl/ Deseledt Al Total Amount: 208000 USD

(NS Add to Favorites |y AddtoTemplates) || =2 Modify Line / Shipping / Accounting |(f  Delete |

Send toVendor ] show at Receipt [ sown at voucher [ approval sustinication

‘Save & submit sl saves

lix  c | Find more items

1

Step Action

3. Click the Chartfields2 tab.
" Chartfield=2

Enter the desired information into the Account field.

Page 26




= Training Guide
@ SMU eProcurement

21444739 On FSSUP_| _Home | _Addto Favortes | _ Sign out
Favgiftes  Man Menu > eProcurement > Create Requisition

@Help [a
P I || Reauisition Summary
Create Requisition boserion Ry wou
‘E‘ 1. Define Requisiti El  2.Add tems and Services ER 3. Review and Submit ‘ Replaca watercoolersfor... | 4 EA
Review the details of your requisition, make any necessary changes, and submit it for approval Total Lines: 1
Total Amount (USD)- 2,080.00

Business Unit

Southern Methodist University
Requester: [30000000¢ Gary Wilson *Currency y:

Requisition Name: Priority: Medium -

Line
“@1 40000 Each 520.00000 2,080.00 B>
Consolidate with other Reqs [7]Override Suggested Vendor
Shipping Line: 1 Due Date: G Quantiy: 40000 Price: s000000  H=
Status: Adive “ship To: MSAJOURN-8 %, modify Onetime Address
Attention To: Gary Wilson

“Distribute By: ay - SpeedChart: Q

i

customize | Fing | view 21 1B |5 rrsi Kl or4 B st

Charoiss: | (IEMIRRY "ot | Doigio2 || Assetiiornaion )| Assetinformaion 2

Account Fund Dept Project Class

6305 @ [0 @ [223250 @ [ | Q HE

SeledtAl/ Deselect Al Total Amount 208000 USD
L Add to Favorites [ Addto Template(s) = MWodify Line / Shipping / Accounting fin} Delete

PUMRIE = e n e e e e e
o]

Send to Vendor [ show at Receipt [ Shown at Voucher [ Approval Justification

[L  save&submit Ja)  Save & preview approvals % Cancelrequisition Find more items

Step

Action

Return to the Chartfieldsl tab.

Chartfield=s1

Click the Add a new row button.

A new row has been added and the remaining percent was automatically generated.
Review the Percent field and adjust if necessary. (Additional lines can also be
added if needed.)

Click the Chartfields 2 tab.
) Chartfieldsz |

Adjust the Account code for line 2 if needed.

10.

Adjust the Fund if needed.

11.

Notice the Dept number from line one automatically populated on the second line.
Highlight the Dept field on line two. Press [Delete] .

12.

Enter the desired information into the Dept field.

13.

Review shipping information as needed.

Upon completion, click the Save & preview approvals button.
| |E| Save & preview approvals
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Step Action

14, Click the Submit bu_tton.
Submit

15.
End of Procedure.

Split ltem Costs: Multiple Line Iltems

Procedure

This topic will explain how to use two or more Dept
(org #'s) to pay for multiple items on a requisition.

PE
File Edit View Favorites Tools Help | X  &Snagit B B
X Google [~]*2 5earch~{>e@' fi-'\ @ Share~ B - [ Sidewiki - 2 Bnnkmarks" “P Check ~ &3 Translate = > & - O sSignn~

»
. Favorites gz [0 Cale.. [} Supp.. €] Supp... v ©]Show.. &|Shar.. up.. |Site.. @3|Get...v ~|SMU [} Insi.. @ Acce.. ~|PIA.. *f| Goog

@ Create Requisition

Favlyrtes Mam'Merm > ero(uvvement > Create Requisition
3 wi HEWLETT-PACKARD By u

o4 Genuine Windows Vista Business i 40000 Each 88.00000 352 00 >
Description Qty UOM!
rEs Intel Celeron E3200 Processor ~ HEWLETT-PACKARD 40000 Each 5100000 204 00 HP Compaq 6000 ProBase 4 EA
COMPANY Mo.
6 [ 3 = Single Unit (SFF) Packaging 4 EA
3 2 3. M (2 ) HEWLETT-PACKARD 40000 Each =
[N 2GB PC3-10600 Memory (2x1GB} i 4500000 180.00 B> PRI Gl
. Eff.
rg7 160GB SATA35 1st Hard Drive ~ HEWLETT-PACKARD 40000 Each 46.00000 184.00 B> Genuine Windows Vista 4 EA
COMPANY Busi.
PEl8  ATIRadeonHD3470PClexts is HEWLETT-PACKARD 40000 Eacn 75.00000 3000020 il Coteron E3200 4=
COMPANY [~ ||2GB PC3-10600 Memory 4 EA
Pde HP USB Standard JB Keyooarg ~ HEWLETT-PAGKARD 40000 Each 5.00000 20.00 > (2x1GB)
COMPANY 160GBSATA3S TstHard | 4 EA
N o Drive
P E 0 HP USB Optical JB Mouse HEWLETT-PACKARD 40000 Each 3.00000 12 UUF‘ED ATIRadean HD 3470 PCle 4 EAl
GOMPANY 1
PEn Superbulti LS (JB) 1st HEWLETT-PACKARD 40000 Each 25.00000 100.00 B> HP USB Standard JB 4 EA
COMPANY Keyboard
HP USB Optical JB Mouse 4 EA
P E 2 HP Pro 6000E Country Kit US HEWLETT-PACKARD 40000 Each 200000 800D ‘Supertiulti LS (UB) 15t 7 B
COMPANY HP Pro G000E Country KitUS | 4 EA|
PE 13 /33 SFF Warranty HEWLETT-PACKARD 40000 Each 44.10000 176.40 B> =||3313 SFF Warranty 4 EA
GOMPANY
Select All/ Deselect All Total Lines: 13
B Total Amount: 282808 USD Total Amount (USO). 25808
Yie Add to Favorites [ AddtoTemplate(s) 2 Modify Line / Shipping / Accounting @ Delete
fE]

Send to Vendor [ show at Receipt [] shown at Voucher [C] Approval Justification
(L Save&suomit V5| Save &preview approvals X Cancelrequisition Find more items Il

< il »

Step Action

1. In order to complete this task you must be on the Review and Submit page.

Two options are available when splitting charges for multiple line items. To split
charges only for specific line items, select the desired lines.

To split charges directly among all line items, click the Select All / Deselect
All option.
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Action

Click the Modify Line / Shipping / Accounting button.

=z Modify Line / Shipping / Accounting

[@ creste Requistion - Windows Itern

KINGIR! @) hipsy/tsaal.smuedu/psp/fssup/EMPLOVEE/ERP/c/PV_MAIN_MENUPV_REQ ENTRY.GBL?FolderPath=P ~

3 | 4| x | = sing

B <

File Edit View Favorites Tools Help

| X @snagit BB &

x Google [*] M search - | - b~ | @ share~ B -

Sidewiki - ¥ Bookmarks~ | ¥ Check - 44 Translate - Q-

@ signin -~

. Favorites

|@ Create Requisition

Favgrites  Main Menu > eProcurement > Create Requistion

Create

Modify Line / Shipping / Accounting

Hote: The information below does not reflect the data in the selected requisition lines. When the ‘Apply button s clicked, the data.
entered on this page will replace the data in the corresponding fields on the selected lines.

Vendor ID: | Y
Buyer: @ Category:

Vendor Location:

Ship Tor Q Moty Onetime Address
Due Date: & Adttention:

‘Detale ) ( Ansct forneion

Percent Location 6L Unit Account  Fund Dept Project Class  Program  Affi

I eEEwa a[@a @a[ @[ @[ &[]

< i ,

LoadValues From Defaults

Apply. Cancel

55 [ cate.. [71 supp.. @]Supp... ~ &show.. &|shar. & isup.. |Site.. ©]Get.. v | sMU [7] nsi.. € Acce.. +|PIA.. #4]Goog
% - B) - 2 @ - Page Safey~ Tools~ @~

(@ Help

>

| Home | AddioFavortes | Signow

Description aty Uom!
HP CompaqB000ProBase | 4 EA
M.

Single Unit (SFF) Packaging | 4 EA
HP Compag600xProSFF | 4 EA
EF.

Genuine Windows Vista 4 EA
Busi

Intel Celeron E3200 4 EA
Processor

2GB PC3-10600 Memory 4 A
(2c16B)

160GB SATA 35 1stHard 4 EA
Drive

ATIRadeon HD 3470PCle | 4 EA
HP USB Standard JB 4 EA
Keyboard

HP USB Optical JB House 4 EA
SuperMulti LS (JB) 1st 4 EA
HF Pro 6000E CountryKitUS | 4 EA|
3/313 SFF Warranty 4 EA
Total Lines: 13

Total Amount (USD): 282808

Step

Action

Enter the desired Percent to be assigned to the primary Dept (org).

Enter the desired Account code.

Enter the desired Fund number.

Enter the desired Dept.

Nlo|ga s~

Scroll to the right and click the Add a new row (+) button.

o

Enter the desired Percent to be assigned to the secondary Dept (org).

Enter the desired Account .

10.

Enter the desired Fund number.

11.

Enter the secondary org into the Dept field.

12.

Click the Apply button.
Apply
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Step

Action

13.

Click the Replace Distribution Lines option.
! Replace Distribution Linea|

R
File Edit View Favorites Tools Help | x @snagn B &
X Google|[ [7] M search - |- b~ | @ Share~ B~ Sidewiki - 2 Bookmarks~ | % Check = 33 Translate - & - () Signln -

¢ Favorites 55 (7] Calew. [7] Supp.. €3]Supp... ~ ©]Show.. @|Shar.. & isup.. ~|Site.. €3] Get.. v ~|sMu (7] Insi.. @]Acce.. ~|PlA.. ) Goog..
] v v (2 dm v Page~ Safetyv Toolsw @~

|{e Create Requisition |

SMU
nancils | tome | AddtoFavortes | Signout

Favgrites - Main Jlenu > eProcurement > Create Requistion

(@) Help
S . [Requisition Summary
Distribution Change Options Descripfion Qty UOM
HP Compag6000ProBase | 4 EA
o
Forthe selected requisition lines, apply distribufion changes to Single Unit (SFF) Packaging | 4 EA|
. HP Gompaq 600xPraSFF | 4 EA
©) Matching Distribution Lines EF.
Apply changes to each existing distribution line by matching the distribution line numbers. Genuine Windows Vista 4 B
Busi
10 Replace Distribution Lines Intel Celeron E3200 4 EA
Remove the existing distribution lines and replace with the distribution lines changes: PSR
2GB PC3-10600 Memory 4 EA
(2x1GB)
160GB SATA 2.5 1stHard =
oK Gancal Drive

ATIRadeon HD 3470PCle | 4 EA
il

HP USB Standard J =
Keyboard

HP USB Optical JB House 4 EA
‘Superliulti LS (JB) 1t 4B
HP Pro 6000E Country KitUs | 4 EA
31313 SFF Warranty 4 EA
Total Lines: 13

Total Amount (USD) 280808

Step

Action

14.

Click the OK button.
— o |

15.

Proceed with completing your requisition. Then, click Save & Preview approvals.

End of Procedure.
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Manage Requisitions

Procedure

This topic will provide an overview of the available items in the Manage Requisitions page.

Step Action

1. Click the Main Menu button.
MainvMenu

2. Click the eProcurement menu.
| 1 eProcurement 4 |

3. Click the Manage Requisitions link.
Manage Requisitions

4. Requesters and Approvers can view requisitions they have created or ones for which
they have approval responsibility.
You can utilize the Search Requisitions box to enter specific search criteria.

5. Under the Status listing, you may find requisitions labeled with one of the following

descriptions:

*Open - Requisition created but not submitted.

*Pending - Submitted but is waiting for some level of approval.
*Approved - Approved and forwarded to Purchasing.

*Denied - Denied at some level of the approval process.

*Canceled - Canceled by the requester from the Manage Requisition page.
*PO Created - A Purchase Order has been written.

*PO Dispatched - The Purchase Order is available for payment.
*Completed - A payment has been sent to the vendor.
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SMU

| Home | Addts Favertes

s
Favgjites  Main Menu > eProcurement > Manage Reauistions
&0 NewWindow (DHelp [& Customize Page = hittp

Manage Requisitions
[+ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: SMETH @, Requisition Hame: [ @,

Requisition ID: . Request status Al but Complete -

Date From: 11242010 [ Date To: 120122010 &

Requester: 21444739 @, Entered By: @ POID: @
Search Clear

To view the lifespan and line items for a requisition, dlick the Expand triangle icon "
To edit or perform another aclion on a requisition, make a s leciion from the Acion dropdawn list and click Go.

Rean Requisition tiam o B pate Status Total

" 0000000241 0000000241 SHETH 113072010 Pending 2080.00 USD  <Select Action= ~ e
P 0000000240 Computers for4new emp..  SMETH 41302010 Denied 282808 USD <SelectAcion> ¥ | Go
" 0000000239 0000000230 SUETH 112672010 Open 1000 USD <Select Action> ~ o
" 0000000235 0000000238 SUETH 1172872010 Open 1000 USD  <SelectAction> - s
" 0000000237 0000000237 SHETH 1112672010 Pending 1000 USD  <Select Acion> ~| 6o
P 0000000236 0000000236 SMETH 112012010 Pending 264425 USD <SelectAcion- v [ Go
" 0000000235 0000000235 SHETH 112012010 Pending 1000 USD <SeletAcion= v | Go
P 000000023¢ 0000000234 SUETH 1172672010 Open 5000 USD <Select Action> ~[ o
" 0000000233 0000000233 SUETH 112972010 Pending 1000 USD <Select Action> - e
" 0000000232 0000000232 SMETH 112872010 Open 10.00 USD | <Select Action> ~
P 0000000230  Frojector for departmen SUETH 112012010 Pending 251426 USD | <Select Adtion> < 6o
" 0000000225 TEST SHETH 112912010 Pending 1.00 USD Go

Edit Requisition

\View Printable Version
Create New Requisition Review Change Request Review Change Tracking Vanage Receipts Requisition Report

Step Action

6. Editing a Requisition:

You can edit a requisition by selecting Edit Requisition on the desired row.
Edit Requisition

[TH A

7. Click the_ Go button.

8. A message box will display. Click the OK button to proceed with editing. You will
need to resubmit the requisition. In addition, the approval process will need to begin
again.

Click the Cancel button to return to the requisition page.
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Manage Requi

~ Search Requisitio
Tolocate requisitions, edit the criteia below and click the Search bution

Training Guide
eProcurement

Home | Addts Favorites Sign out

&0 NewWindow (DHelp [& Customize Page = nittp

Business Unit: SMETH @, Requisition Name: [ @
Requisition ID: @ Request Status: All but Complete -

Date From: 11242010 () Date To: 120122010 &

Requester: 21444739 @, Entered By: @ POID: Y
! Search I Clear |

gea D
" 0000000241

P 0000000240
P 0ooooooz3e
" 0000000238
P 000000237
P 000000236
P 0000000235
P 0000000234
" 0000000233
P 0000000232
P 0000000231
P 0000000230
P 0000000228

Requisition Hame Bu
0000000241 SMETH

Computers for4new emp...  SMETH

0000000239 SMETH
0000000238 SMETH
0000000237 SMETH
0000000236 SMETH
0000000235 SMETH
0000000234 SMETH
0000000233 SMETH
0000000232 SMETH
0000000231 SMETH
Projector for departmen. SMETH
TEST SMETH

To view the lifespan and line items for a requisition, dlick the Expand triangle icon
To editor perform anather action on a requisition, make a selection from the Action dropdown list and click Go

pate Status

1113012010 Pending

1173012010 Denied
1112012010 Open
1112972010 Open
1112912010 Pending
1112012010 Pending
1112912010 Pending
1112012010 Open
1172912010 Pending
1112972010 Open
1112912010 Pending
1112012010 Pending

1112012010 Pending

Total
2,080.00
2:828.08

10.00
10.00
10.00
2644.26
10.00
50.00
10.00
10.00
522852
261426

1.00

usD

usD

usD

usD

usD

usD

usD

usD

usD

usD

usD

usD

usD

<Select Action=

<Select Action>

<Select Action>

<Select Action>

<Select Action=

<Select Adtion=-

<Select Action=-

<Select Action>

~<Select Action>

<Select Action=

<Select Adion=-

<Select Action=-

Edit Requisition

Create New Requisition

Review Change Request

Review Change Tracking

Manage Receipts

View Appro
\View Printable Version

Reauisition Report

Action

Viewing Approvals:

At any time you can view approvals for requisitions. Click the View Approvals list
item

Click the Go button.
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Favarites  Man Menu > eProcurement » Manage Requisiions

Approval Status

Business Unit: SMETH

Requisition ID: 0000000230

Requisition Name: Projector for deparimental use

Requester: Gary Wilson

Entered on: 1112012010

status: Pending Total Amount: 261426USD
Priority: Medium

Requester's Justification:

No justification entered by requester.
View printable version
» Line Information

~ Review/Edit Approvers
Requisition Approval

< Projector for use:Pending

Supervisor Approval

Not Routed

Approver 1 ‘Approver 2
[CEiH d SRS

equs tion Approver equifon Approver

Refumto Wanage Requisitions

Step Action

10. Approvals are now displayed. Click the Return to Manage Requisitions link

|Return to Manage Reguisitions

Favorites  Main Menu > eProcurement > Manage Requisiions

Enewwindow Drelp [ Customize Page [ htp
Manage Requisitions
~ Search Requisitions

To locate requisitions, edit the crterta below and click the Search bution
Business Unit: [SMETH | Requisition Hame: [ @
Requisition ID: L % Request staws: Al but Complete -
Date From: [11242010 ) pateTo: [rzoizote |8
Requester: [21444739 | @, Entered By: [ Y POID: @
| search || Clear |
To view the lifespan and line ftems for a requisition, click the Expand triangle icon: "
To editor perform another action on a requisition, make a selection from the Action cropdown lst and dlick Go.
fea 0 T B pae Status Totsl
I 0000000241 0000000241 SMETH 1173012010 Pending 208000 USD <Select Action>
I 0000000240 Computers for4new emp..  SMETH 117302010 Denied 282008 USD <SelectAdion> ¥
" 0000000239 0000000230 SUETH 112672010 Open 1000 USD <Select Action>
" 0000000235 0000000238 SUETH 1172872010 Open 1000 USD <SelectAction>
0000000237 0000000237 SMETH  11/29/2010 Pending 10.00 USD  <Select Action>
P 0000000236 0000000236 SUETH 1112012010 Pending 254425 USD  <Select Action>
P 0000000235 0000000235 SUETH 1112012010 Pending 1000 USD <SelectAcion= v
P 000000023¢ 0000000234 SUETH 1172672010 Open 5000 USD <Select Action>
" 0000000233 0000000233 SUETH 112972010 Pending 1000 USD <SelectAction>
" 0000000232 0000000232 SMETH 112872010 Open 1000 USD  <Select Adtion=-
P 0000000231 0000006231 SUETH 1112012010 Pending 522852 USD <Select Acion>-
P 0000000230 Projectorfor departmen..  SMETH 11202010 Pending 251426 USD  <Select Adtion>
P 0000000225 TEST SUETH 112012010 Pending 100 USD <Select Action>
Create New Requisition Review Change Request Review Change Tracking Vanage Receipts Reauisition Report
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Action

View Requisition Comments:

Click the desired Requisition link.

| Home | AddtoFevorites | Signout
Favgjites | Man Mlenu > eProcurement » Manage Requistions

&0 Newwindow (@ Help [& Customize Page B nttp

Requisition Details

Projector for departmental use0000000230 SMETH 1112912010 Pending 261426

N 1.0000 Each 21426000 USD  Pending 261426

1 Infocus DLP Projector Not Source
Line Comments:
Line Comments 1 On sale through the end of the month.

Edit Requisition

Return ta Manage Requisitions Requisition Schedule and Distribution

Step

Action

12.

You can edit the requisition from this page or return to the Manage Requisitions
page.

Click the Return to Manage Requisitions link.

|Return to Manage Reguisitions

13.

View the Lifespan of a Requisition:

Select the desired requisition, click the Collapse Section triangular button.
0

14.

The Request Lifespan: section is displayed. Click on the highlighted links to
display information.
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Favarites  Man Menu > eProcurement » Manage Requisiions

@ NewWindow @Help [& CustomizePage Entp &

Manage Req
~ Search Requisitions
Tolocate requisitions, edit the crteria below and ciick the Search button
Business Unit: [BMETH @, Requisition Name: [ @
Requisition ID: @ Request Status: All but Complete -
Date From: 1112472010 [ Date To: 121012010 &
Requester: 21444730 @, Entered By: @ POID: A
! Search I Clear |
Requisitions
To view the lifespan and line items for a requisition, dlick the Expand triangle icon >
To editor perform anather action on a requisition, make a selection from the Acion dropdown list and click Go
gea D Requisition Ham e 5y pate Stotus Total
" 0000000241 0000000241 SMETH 113012010 Pending 2080.00 USD  <Select Action~ Go |
P 0000000240 Computers for4new emp.. SMETH 113072010 Denied 2828.08 USD <Select Acion> Go |
I 0000000233 0000000239 SMETH 1112012010 Open 10.00 USD <Select Acion= Go
P 0000000238 0000000238 SMETH 1112912010 Open 10.00 USD  <Select Action= Go L
" 0000000237 0000000237 SHETH 1112012010 Pending 10.00 USD  <Select Action~ Go
P 0000000236 0000000236 SMETH 11129/2010 Pending 264426 USD <Select Action> Go
I 0000000235 0000000235 SMETH 1112012010 Pending 10.00 USD <Select Action> Go |
P 0000000234 0000000234 SMETH 1112012010 Open 50.00 USD <Select Acion= Go
P 0000000233 0000000233 SMETH 1112912010 Pending 10.00 USD <Select Action= Go
" 0000000232 0000000232 SHETH 1112912010 Open 10.00 USD  <Select Action>
I 0000000231 0000000231 SMETH 11/29/2010 Pending 522852 USD <Select Action>
< Projector for departmen. SHETH 1112012010 Pending 251426 USD <Select Acion>
Requester.  GaryWilson Entered By:  Gary Wilson Priority: Medium
NG & )
Regumiion B verier Penese crenge Fecein Retuns Poyment
v orcers Request ° v
Request Lifespan:
Line  Deseription status Price Quantity om  Vender
1 Infocus DLP Projector Pending Approval 261426000 USD 10000 EA  DREAMTECH
" 0000000225 TEST SMETH 1112912010 Pending 100 USD  <SelectAction> Go
« [ »

Step Action

15. A requisition can be canceled by clicking the Cancel x button.

Favgiites Main Menu > eProcurement >  Manage Requistions

ENewWindow @Help [& CustomizePage Ehtp a

Manage Req
-+ Search Requisitions
Tolocate requisitions, edit the criteria below and click the Search bution
Business Unit: SHETH A, Requisition Name: [ a
Requisition ID: % Request Status: All but Complete -
Date From: 111242010 [5 Date To: [12/012010 =]
Requester: 21444730 @, Entered By: @, POID: Y
| Search I Clear |
Requisitions
To view the lifespan and line ftems for a requisition, click the Expand triangle icon: >
To editor perform anatner action on a requisition, make a selection from the Acion dropdown list and ciick Go.
geq Requisition lam e 5y Date Status Total
I 0000000241 0000000241 SHETH 113012010 Pending 2080.00 USD <Select Acion= Go |
" 0000000240 Computers for4new emp.. SMETH 11/3072010 Denied 2828.08 USD  <Select Action~ Go |
M 0000000233 0000000239 SMETH 1172012010 Open 10.00 USD <Select Action> Go |
P 0000000238 0000000238 SHETH 1112012010 Open 10.00 USD  <Select Aciion> Go | L
I 0000000237 0000000237 SMETH 1112012010 Pending 10,00 USD <Select Action=
P 0000000236 0000000236 SHETH 112912010 Pending 264426 USD <Select Adion=
" 0000000235 0000000235 SMETH 112912010 Pending 10.00 USD  <Select Action~
M 0000000234 0000000234 SMETH 11/29/2010 Open 5000 USD <Select Action>
I 0000000233 0000000233 SMETH 1112012010 Pending 10.00 USD <Select Action>
P 0000000232 0000000232 SMETH 1112012010 Open 10.00 USD  <Select Action=
I 0000000231 0000000231 SMETH 1112912010 Pending 522852 USD <Seledt Action>
- Projector for departmen SHETH 112912010 Pending 261426 USD <Select Action~
Requester  Gary Wilson Entered By:  Gary Wilson Priority: Medium
= pwil
z mrome craae it & £ D>
Feai fion Apgroves Iventary e oo Receiving Returns Imvcioe Foyment
Request Lifespan:
Line  Description Status Price Quantity om  Vendor
1 Infocus DLP Projector Pending Approval 261426000 USD 10000 EA  DREAMTECH x
P 0000000225 TEST SMETH 1112012010 Pending 100 USD  <Select Action>
< [ ] »
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Step Action

16. To return to the Manage Requisitions page, click the Collapse Section button

17.
End of Procedure.

Managing Shipping Information

Change Shipping Address: Individual Line Item

Procedure

This topic will demonstrate how to modify your shipping address for a requisition that contains
one item. To do this, you must be on the Review and Submit page.

| Home | AddtoFavortes | Signout
Favgiftes  Man Menu > eProcurement > Create Requisition

@Help a
. I [[Reauisition Summary
Create Requisition P s jiou
‘E‘ 1. Define Requisiti El  2.Add tems and Services ER 3. Review and Submit ‘ Replace watercoolersfor .. | 4 EA
Review the dstails of your requisition, make any necessary changes, and suomit it for approval et Lines: N
otal Amount (USD). 208000
Business Unit SVETH | southem Methodist University
Requester: 00000 Gany Wilson “Currency: UsD
Requisition Name: Priority: Medium -
Line
c@1 40000 Each 520.00000 2,080.00 B>
Consolidate with other Reqs [7]override Suggested Vendor

Shipping Line: 1 Due Date: G Quantiy: 40000 Price: sz000000  H=

Status: Adive *ship To: MSAJOURN-S @, Hodify Onetime Address

Attention To: Gary Wilson

m

“Distribute By: ay - SpeedChart: Q

Chartfiidst  [EIGE "M  Details | Defals2 | Assetinformation | Assetinformation 2

Account Fund Dept Project Class

6305 @ [0 @, [223250 & [ @ @ |H|E=

6305 @, [0 A, [220300 @ a Q= E
— Total Amount: 2,080.00 USD
Lis Add to Favorites B Addto Template(s) =3 Modify Line / Shipping / Accounting fin} Delete

[E]]

Send to Vendor [ show at Receipt [ shown at Voucher [ Approval Justification

& Save & submit 43l Save & preview approvals x Cancel requisition Find more item:

Step Action

1. To ship an item to an address that is not your default address, click the Modify
Onetime Address link.

Maodify Onetime Address

2. Your current default address will display. Highlight and delete address fields as
necessary.
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| Home | AddtoFavortes | Sign out
Favgrites  Man Menu » eProcurement » Create Requisiion
(2 Help
Shipping Address Requisition Summary
Description aty vom
Replace water coolers for divi Replace water coolersfor. 4 EA
1 Replace water cooler ] 40000 Each 520.00000 USD et Lines: N
Sched Num ShipTo Quantity Due Date Total Total Amaunt (USD) 208000
1 MSAUOURNA 4.0000 UsD 2080.00

Country: USA @, United States

Prefix:

Address 1 | Phone: Postal Search
Address 2 3300 DYER ST Ext

Fax:
city: DALLAS
County Postal 76208
State: ™ R Texas

oK Cancel Load Default Shipping Address

Step Action

3. Enter the new address into the Address 1 field.

If needed, enter the desired information into the Address 2: field.

4
5. Change additional address fields as needed.
6 Click the OK button.
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Create Requisition

‘E‘ 1. Define Requisiti 2. Add ltems and Services

3. Review and Submil

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit:

Southern Methodist University
Requester:

000000K

Gary Wilson
Requisition Name:

Replace water coolers for divi 40000 Each

2,080.00 (>

520.00000
[] Consolidate with other Regs Override Suggested Vendor
Shipping 1 Due Date: G Quantity: 40000 Price: 520.00000
Status: Adive “ship To: MSAJOURN-S @, Edit Onetime Address
Attention To: Gary Wilson
“Distribute By: ay - SpeedChart: Q

Accounting Lines

=

U Chartfens2 | Detais | Dejsis2 | Assetinformaton | Assetinformaton 2

Line DistType  “Location Quantity Percent Merchandise Amt GL Unit

1 Open [mang @ 20000 [ 500000 104000 [SMETH (@, |[#] [=]

2 Open [main @ | 20000 [ 50.0000 104000 [SVETH (@, =
Selectall) Deselect | Total Amount: 2,08000 USD

SRS Add to Favorites: (B, AddtoTemplate(s) | % Modify Line / Shipping / Accounting || Deete |

Send to Vendor

[T show at Receipt [ shown at Voucher [Tl Approval Justification

Training Guide
eProcurement

@Help &

Total Lines:
Total Amount (USD)-

‘Save &submit

save & JES | Find more items

Action

Click the Save & preview approvals button.
'ﬂ Save & preview approvals

Favgrites  Hain Menu > eProcurement > Create Requiition

Confirmation

Requested For: Gary Wilson Number of Lines: 1
Requisition Name: 0000000241 Total Amount: 2,080.00 USD
Requisition ID: 0000000241

Business Unit: SMETH

Status: Open

Priority: Hedium

Requisition Approval

B

‘Supervisor Approval
Not Routed

Approver 1
) S0 Requstion Approver

Not Routed

‘Approver 2
i R

Requistion Approver

[ ‘Submit I Edit Requisition 1! ARPlyAppIoval Ghanges:

View printable version Manzge Requisitions Create New Requisition

(@ Help
[Requisition Summary’

Description aty uom
Replace waler coolersfor... | 4 EA
Total Lines: 1

Total Amount (USD)- 208000
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Step Action

8. Click the Submit bL_ltton.
Submit

9. This completes this tutorial.
End of Procedure.

Change Shipping Address: Multiple Line Items

Procedure

SMU
Jiuanclals | Home | AddtoFavories |
Favorites . Main Menu > eProcurement > Create Requisition
@Help a
: I |[Reauisition summary
Create Requisition Description aty vom
‘E‘ 1. Define Requisition El  2.Add items and Services B 3. Review and Submit ‘ HP Compaq 6000 ProBase | 4 EA
Mo,
Review the details of your requisition, make any necessary changes, and submit it for approval Single Unit (SFF) Packaging | 4 EA
HP Compaq 600x Pro SFF. 4 EA
Business Unit: SWETH | southem Wethodist University EF-
Genuine Windows Vista 4 EA
Requester: 3000000 Gary Wilson “Currency: usD Busi.
ition Name: [Computers for 4 new employees Priority: Medium - Intel Celeron E3200 4 EA
2GB PC3-10600 Memory 4| EA
Vendor Name UoM Total (2x1GB)
'160GB SATA 3.5 1stHard 4 EA
P4 HP Compaq 6000 Pro Base Wodel HEWLETT-PACKARD 40000 Each 23460000 9384020 Drive
COMPANY ATIRadeon HD 3470 PCle 4 EA
a
» i HEWLETT-PACKARD Ea ud
o2 Single Unit (SFF) Packaging Hener 40000 Each 360000 144020 P USE Standard J8 1 EA
M = | | Keyboard
LA HP Compaq 600x Pro SFF Efficie  HEWLETT-PACKARD 40000 Each 83.72000 33488 (0D 7| | HP USB Opical JB Mouse 4 EA
COMPANY Superhulti LS (JB) 1st 4 EA
P a Genuine Windows Vista Business HEWLETT-PACKARD 40000 Each 88.00000 3520020 HP Pro G0OOE Country KItUS | 4 EA
T comPany 3/3/3 SFF Warranty 4 EA
MEs Intel Celeron E3200 Processor ~ HEWLETT-PACKARD 40000 Each 51.00000 20400200 Total Lines: 13
(COMRANY, Total Amount (USD)- 2828.08
FEe 2GBPC3-10600 Memory (2x1GB) HEWLETT-PACKARD 40000 Each 45.00000 180.00 &0
COMPANY
rEr 1B0GB SATA 35 1st Hard Drive  HEWLETT-PACKARD 40000 Each 46.00000 184.00 20
COMPANY
PEs ATl Radeon HD 3470 PCle x16 15 HEWLETT-PACKARD 40000 Each 76.00000 304.00 B2
COMPANY
Pde HP USB Standard JBKeyboard ~ HEWLETT-PACKARD 40000 Each 5.00000 20,002
COMPANY
P10 HP USB Optical JB Mouse HEWLETT-PACKARD 40000 Each 3.00000 1200 O L
COMPANY
PO Superliulti LS (JB) 1st HEWLETT-PACKARD 40000 Each 25.00000 100.00 E2CY
COMPANY
P E 2 HP Pro 6000E Country Kit US HEWLETT-PACKARD 40000 Each 200000 2000
COMPANY
P13 31313 SFF Warranty HEWLETT-PACKARD 40000 Each 44.10000 176.40 B
COMPANY
[0 SelectAll/Deselect All Total Amount: 2,828.08 USD
Uie Add to Favorites [, Addto Template(s) Modify Line / Shipping / Accounting | Delete
Send to Vendor [] show at Receipt [] shown at Voucher [T Approval Justification ad
<[ 1 »

Step Action

1. In order to complete this task you must first be on the Review and Submit page.

Two options are available when modifying shipping for multiple line items. To
change a shipping address for specific line items, select the desired lines.

To modify shipping for all line items, click the Select All / Deselect All option.
Click the Select All / Deselect All option.

2. Click the Modify Line / Shipping / Accounting button.
| = Madify Line / Shipping / Accounting
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Create Requi
Modify Line / Shipping / Accounting

n

e information below does notreflect the data in the selected requisition lines. When the ‘Apply button is clicked, the data
entered on this page will replace the data in the comresponding fields on the selected lines.

Vendor ID: @ Vendor Location: N

Buyer: 2 Category: Q
ippi

ship To: & Modity Onetime Address

Due Date: =] Attention:

Accounting Information Customize | Eind | B First K14 of 4 I Lot
ISR  petais | Assetinformation

Percent  Location GL unit Account  Fund  Dept Projest Class  Program  Af

i I ameme[ A[Q[ @[ @[ &l [

<« i

Load Values From Defaults

| Appiy || Cancel |

(@) Help

Training Guide
eProcurement

Description Qaty uom
HP CompaqB000ProBase | 4 EA
Ho.

Single Unit (SFF) Packaging | 4 EA
HP Compag 600x Pro SFF 4 EA
EFf.

Genuine Windows Vista 4 EA
Busi.

Intel Celeron E3200 4 EA
Processor

'2GB PC3-10600 Memory 4 EA
(2x16B)

160GB SATA 35 1stHard 4 EA
Drive

ATIRadeon HD 3470PCle | 4 EA
x1

HP USB Standard J8. 4 EA
Keyboard

HP USB Optical JB House 4 EA
‘Superhlulti LS (JB) 1t 4 EA
HP Pro 6000E Country KitUS | 4 EA
31313 SFF Warranty 4 EA
Total Lines: 13

Total Amount (USD)- 282808

Step

Action

Click the Modify Onetime Address link.
WModify Onetime Address
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SMU

Financials
Favgifies  Man Menu > eProcurement > Create Requisition

(2 Help
Shipping Address

Business Unit: SHETH Requisition Date: 120112010
Requisition ID: NEXT Status: Open
Prefic:
Country: Ush A Uniteq States —
Phone:
Address 1: - [
Address Fax
Address 3:
City:
County: [ Postal:
state: Y
oK Gancel

@ smu

| Home | AddtoFavortes |

Description aty uom
HP Compag6000ProBase | 4 EA
Mo...

Single Unit (SFF) Packaging | 4| EA

HP Compaq 600x Pro SFF 4 EA
Ef.

Genuine Windows Vista 4 EA
Busi.

Intel Celeron E3200 4 EA
Processor

2GB PC3-10600 Memory 4 EA
(2416B)

160GB SATA 3.5 1stHard 4 EA
Drive

ATIRadeon HD 3470 PCle 4 EA
x1

HP USB Standard J8 4 EA
Keyboard

HP USB Optical JB House 4 EA
‘Superbiulti LS (JB) 1t 4 EA
HP Pro 6000E Country KitUS | 4| EA
30313 SFF Warranty 4 EA
Total Lines: 13

Total Amount (USD)- 282808

Action

Enter the desired information into the Address 1: field.

Enter the desired information into the Address 2: field.

Enter the desired information into the City field.
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Shipping Address
Business Unit: SHETH Requisition Date: 120112010
Requisition ID: NEXT Statu Open
prenx: ||
couney [y ——
Phone:
Address 1: [1414 HILLTOP LANE - —
Address 2 [ROOM 1008 P —
Address 3:
o [ —
County: [ postar | I
State: : A Teras
| ok | cancel |

(@) Help

Training Guide
eProcurement

Description aty uom
HP Compag6000ProBase | 4 EA
Mo...

Single Unit (SFF) Packaging | 4| EA

HP Compag B00xProSFF | 4 EA
Eff.

Genuine Windows Vista 4 EA
Busi
Intel Celeron £3200 4 EA
Processor
1268 PG3-10600 Memory 4 EA
(241GB)
160GE SATA 35 1t Hard 4 EA
Drive
ATIRadeon HD 3470PCle | 4 EA
x
HP USB Standard JB 4 EA
Keyboard
HP USB Optical JB House 4 EA
SuperhiuttiLS (J8) 1st 4 EA
HP Pro 6000E Couniry KitUS | 4 EA
31313 SFF Warranty 4 EA

Total Lines: 13

Total Amount (USD)" 282608

Action

Enter the State:.

Favgrites Hlain Menu > eProcurement > Create Requiition

Shipping Address
Business Unit: SMETH Requisition Date: 120112010
Redquisition D: NEXT Statu open
prenc: ||
Country: [USA @, United States
Phone:
Address 1: 414 HILLTOP LANE I
Address 2: [ROOM 1008 P
Address 3: ]
pAras ]
[ postar 1
: A Teas
| ok concel

(@ Help

Description aty uom
HP CompaqB000 ProBase | 4 EA
Ho.

Single Unit (SFF) Packaging | 4| EA

HP Compagq 600x Pro SFF 4 EA
EF.

Genuine Windows Vista 4 EA
Busi.

Intel Celeron E3200 4 EA

rocessor

2GB PC3-10600 Memory 4 EA
(2x1GB)
160GB SATA35 1stHard 4 EA
Drive
ATIRadeon HD 3470 PCle | 4 EA
x1
HP USB Standard J8 4 EA
Keyboard
HP USB Optical JB House 4 EA
‘Superhiulti LS (JB) 1t 4 EA
HP Pro B000E Country KitUS | 4| EA
3/3/3 SFF Warranty 4 EA

Total Lines: 13

Total Amount (USD): 282808
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Step

Action

8.

Enter the desired information into the City field.

9.

Click the O_K button.
OK

SMU
incials

Favgrites  ain Menu > eProcurement > Create Requiition

Create Requisition

Modify Line / Shipping / Accounting

Line Information

Note: The information below does not reflect the data n the selected requisition lines. When the ‘Apply’ button s clicked, the data.
entered on this page will replace the data in the comresponding fields on the selected lines.

VendorID: @ Vendor Location: N

Buyer: a Category: Q
Shipping Information
ship To: a Modity Onetime Address
Due Date: [ Attention:
Accounting Information Customize | Find | B |
Detais  Assetnformation
Percent  Location GLunit Account  Fund  Dept Project Class  Program  Aff

[ A memal @a[@[ @& @& & @[]
1L
|

Load Values From Defaults

Apoly. Cancal

(@ Help

Sign out
Description aty UomM
HP Compag6000FraBase | 4 EA
o

Single Unit (SFF) Packaging | 4 EA
HP Compaq600xPrOSFF | 4 EA
Ef

Genuine Windows Vista 4 EA
Intel Celeron £3200 4 EA
Processor

12GB PC3-10600 Memory 4 e
(2x16B)

160GB SATA 35 1stHard 4 e
Drive

ATIRageon HD 3470 PCle | 4 EA
x1

HP USB Standard JB 4 EA
Keyboard

HP USB Optical JB Mouse | 4 EA
‘SuperliultiLS (JB) 1st 4 EA
HP Pro B000E Country KitUS | 4 EA
313/3 SFF Warranty 4 e

TotalLines: e

otal Amount (USD). 282808

Step

Action

10.

Click the Apply button.
Apply
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| Home | AddtoFavortes | Signout

Favgiftes | Man Menu > eProcurement > Create Requisition

(2 Help
Distribution Change Options Description aty vom:
HP Compaq 6000 Pro Base 4 EA
Mo...
Single Unit (SFF) Packaging | 4 EA
HP Compaq 600x Pro SFF. 4 EA
4 EA
4 EA
Processor
2GB PC3-10600 Memory 4| EA|
(2x1GB)
'160GB SATA 3.5 1stHard 4 EA
Drive
ATIRadeon HD 3470 PCle 4 EA
.
oK Cancel HP USB Standard J 4 EA
Keyboard
HP USB Optical JB Mouse 4 EA
SuperMulti LS (JB) 1st 4 EA
HP Pro 6000E Country KitUS 4 EA|
3/3/3 SFF Warranty 4 EA

Total Lines: 13
Total Amount (USD): 282808

Step Action

11. The radio button should have Replace Distribution Lines selected.

QK

12. Continue editing your requisition as needed. Click Save & Preview Approvals
when complete.
End of Procedure.

Price Justification and Comments

Updating Comments on a Requisition

Procedure

Step Action

1. Once you have entered a comment, the Comments icon will be shaded. A comment
can be edited as needed.
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Favgiftes  Man Menu > eProcurement > Create Requisition

2. Add ltems and Services

3. Review and Submit ‘

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit:

Southern Methodist University

Requester: 00K Waters, Gary
Requisition Name: |Projector for VP office

Requisition Lines

“Currency:

Priority: Medium -

Accounting Lines

<01 Infocus DLP Projector DREAMTECH 20000 Each 2,614.26000 5228 52 [
["] Consolidate with other Regs Override Suggested Vendor
Shipping 1 Due Date: [ G Quantity: [ 20000 Price: 261426000 =
Status: Adive “ship To: MSAJOURN-8 %, wodify Onetime Address
Attention To: Waters, Gary
“Distribute By: ay - SpeedChart: Q

[SSUUT  Chartfieids2 || Detaiis | Defais2 | Assetinformation | Assetinformaton2 |

Line DistType  “Location Quantity Percent Merchandise Amt GL Unit

1 open AN Q| 20000 | 100.0000 520852[SMETH (@, [#] [=]
[0 SelectAl/Deselect All Total Amount: 522852 USD
(NS Add to Favorites |y AddtoTemplate(s) || =2 ModifyLine / Shipping / Accounting |/ Delete |

Send tovendor ] show atRecept [ shown at voucher

] approval ustiication

‘Save & submit

| (&) saves | [XC

Find more items

n out

Description aty vom
Infocus DLP Projector 2 EA
Total Lines: 1

Total Amount (USD)- 522852

Action

Click the Add/Edit Comments button.

SMU

incials

Favorites  Main Menu > eProcurement > Create Requisition

Create Requisition

Line Comments

Line _Description

Quantity Unit P
1 Infocus DLP Projecto 20000 Each 261426000 USD
On sale through the end of the month

Send to Vendor  [] show atReceipt [ Show at Voucher

| Add Attachment

o] [mSmccts]

Main Content

Infocus DLP Projector 2 EA
Total Lines:
Total Amount (USD): 522852
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Action

Add, remove or edit comment text into the Line Comments field as needed.

Favgites lenu > eProcurement > Create Requiition
(@ Help
L Requisition Summary
Create Requisition e — i) tou
Line Comments Infocus DLP Projector 2 4
Line_Description Quantity Unit Price Total Lines: 1
Total Amount (USD)" 522852

1 Infocus DLP Projecto 20000 Each 261426000 USD

On sale through the end of the month. Please see price justification with attached estimates. [

Send toVendor [ showatReceipt ] Show at Voucher

Add Atiachment

oK Cancal

Step

Action

Once you have edited your comment, click OK.
—

End of Procedure.
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Attaching a file: Adding Price Justification
Procedure

@ smu

Attachments such as estimates or price justification can be added to a requisition.

Financials

Favgrites  Han Menu > eProcurement > Create Requiition

Create Requisition

[5k 1. Define Requisi Ek

2. Add Items and Services

BB 3. Review and Submit ‘

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit:

Southern Methodist University

Requester: YOO00CKK Water, Gary “Currency: L
Requisition Name: [Projectorfor VP office Priority: Medium v

Line Description Vendor Hame Quantity vou price Total
vE1 Infocus DLP Projector DREAMTECH 20000 Each 2,614.26000 5228 52 [E
["] consolidate with other Reqs Override Suggested Vendor
Shipping Line: 1 Due Date: [ [ ouantty: | 20000 Price: 261428000 =
Status: Adive *ship To: MSAJOURN-S |, Mocify Onstime Address
Attention To: | Water, Gary
“Distribute By: ay -

SpeedChart: @

Accounting Lines

Charfieis? _ Detais | Defsis2  Assetinformstion _Assetifomston 2

Line DistType  “Location Quantity Percent Werchandise Amt GL Unit

1 Open MAIN @ 20000 [ 100.0000 522852 [SMETH (@, =
[ selectAl / Deselect Al Total Amount: 522852 USD
LT Add to Favorites || By Addto Template(s) || = Modify Line / Shipping / Accounting. @ Delete |

Send to Vendor [T show at Receipt [ shown at Voucher [T Approval Justification

[Ch saessumit | |l saes ) =

c: | Finamore tems

i

Requisition Lines

(@Help &
[ l[Requisition Summary |
Description aty uom
Infocus DLP Projector 2 EA
Total Lines:
Total Amount (USD): 522652

m

Step

Action

From the Review and Submit page, click the Add/Edit Comments button.
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Favgiftes  Man Menu > eProcurement > Create Requisition

(2 Help
Create Requisition e o bou
Line Comments Infocus DLP Projector 2 A
Line _Description Quantity Unit Price Total Lines: 1
Total Amount (USD)" 522852

1 Infocus DLP Projecto 20000 Each 261426000 USD

On sale through the end of the month.

Send toVendor [ show atReceipt ] Show at Voucher

Add Atiachment

[ Cancel

Step Action

2. Click the Add Attachment button.
| Add Attachment |

3. Click the Browse button.

| Browse...

4, Select the desired File Name.
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Organize New folder
¢ Favorit i
¢ Favorites Documents library Arrange by: Folder ~
¥ Recently Changed Includes: 2 locations
L. Public Name Date modified Type g
M Desktop

# personalchallengeshortform Laurene St...  2/24/2009 9:22 AM  Microsoft "
%1 price Justif 11/29/2010 A6 PM__ Microsoft!
il ProductivityHub2010Corelnstall 9/28/2010 408 PM  Applicatio
) reception 3/26/2010 3:53PM  Microsoft’
21 Registration Form - Spring 2009 2/19/2009 1230 PM  Microsoft!

Js Downloads
&5 Recent Places
[0 sharepoint sites

2 Libraries

< &) registry backup 2/5/2009 11:59 AM  Registratic[=]|

!} Documents

;L ] Reserve Cap Tab 4/5/2010 9:41 AM Microsoft "

& Music = _ o I L ad
| 11 ] »

& Dirtirac

File name: Price Justification ~ | All Files (*%) v

Step Action

5. Click the Open button.
|| Open |»

6. Click the Upload button.

Your file has now been uploaded. Repeat this process to add additional attachments.

Upon completion, click the OK button.

End of Procedure.
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@ smu

Working with Vendors

Searching for Vendors

Procedure

Training Guide
eProcurement

SMU Financials will allow you to search for Vendors by Name (Name 1 field) and Vendor ID

number.

Step

Action

1.

Main Menu

Click the Main Menu button.

Click the Vendors menu.

Click the Vendor link.

or Name 1 fields.

"begins with" or "contains".

You can search for a Vendor by entering the appropriate criteria in the Vendor ID

Note: When searching in the Name 1: field, filter the criteria if necessary, e.g.,

SMU

Financials

Vendor Information

Find an Existing Value

Favortes Main Menu > Vendors > Vendor Information > Add/Update > Vendor

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

Maximum number of rows to return (up to 300): [300

SetlD: = SMETH @
Vendor ID: begins with ¥
Persistence: = A

ShortVendorName:  begnswith ~[ @
Our Customer Number: beginswith [ @
Name 1: beginswith ~[ @
Name 2: beginswith ~ [ @

[include History

Search Clear | Basic Search [4f Save Search Criteria

I New Window (2) Help 5 http
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Step Action

5. Enter the desired information into the Name 1 field.

6. Click the Search button.
Search

SMU
Financials | Home | AddtoFavorites | Signout
Favortes  Main Menu > Vendors > Vendor Information > Add/Update > Vendor
EInew Window (Z)Help Ehtp
Vendor Information
Enter any information you have and click Search. Leave fields blank for a list of al values.
Find an Existing Value
Maximum number of rows to return (up to 300): [300
SetiD: = SMETH @
Vendor ID: begins with ~
Persistence: = - -
Short Vendor Name:  begins with ~ @
Our Gustomer Number: begins with ~ @
Name 1: begins with ~ [PARK CITIES @
Name 2: begins with ¥ @ =
[include History
Search Clear |Basic Search [ Save Search Criteria
Search Results
View Al First [ 1220122 [3] Last
SetiD Vendor ID Sl Moner (Al ey Name 1 Name 2
Name Number
SMETH0000008116 Requiar  |PARKCITIE-001  (blank) PARK CITIES ACLD PARK CITIES ASSOC CHILDREN W/LRNG DISAB
SMETH0000066443 Requiar  |PARKCITIES-012  (blank) PARK CITIES CHIROSPORT DBA HEALTHSOURCE OF HIGHLAND PARK CORP
SMETH 0000038938 Requiar  |PARKCITIES-008  (blank) PARK CITIES ELECTRICAL COMPANY. (blank)
SWETH0000042929 Reqular  |PARK CITIE-002  (blank) PARK CITIES FAMILY DENTISTRY. PA (blank)
SMETH0000008117 Requiar  |PARKGITIE-002  (blank) PARK CITIES FORD (blank)
SMETH0000018502 Reqular  |PARKCITIES-001  (blank) PARK CITIES FORD DO NOT USE//SEE VENDOR # 8117
SMETH0000024310 Requiar  |PARK GITIE-001  (blank) PARK CITIES FORD DO NOT USE///SEE VENDOR #8117
SMETH0000044837 Requiar  |PARK-008 (blank) PARK CITIES IMAGING. LP. (blank)
SMETH0000008118 Requiar  |PARKGITIE-003  (blank) PARK GITIES INN (blank)
SMETH0000028449 Requiar  |PARKGITIES-005 (blank) PARK CITIES LEARNING DISABILITIES ASSN PARK GITIES LDA
SMETH 0000027561 Requiar  |PARKGITIES-004  (blank) PARK CITIES MILLWORK ING (blank)
SMETH0000008119 Requiar  |PARKGITIE-004 (blank) PARK CITIES NEWS (blank)
SMETH 0000056946 Requiar  |PARKGITIES-011  (blank) PARK CITIES ORIENTAL RUGS (blank)
SMETH0000056214 Requiar  |PARKGITIES-010  (blank) PARK CITIES PASSPORT.LLG DBA PREMIUM PASSPORT
SMETH 0000008120 Reqular  |PARKCITIE-005  (blank) PARK CITIES PEOPLE **SEE VENDOR 8294™"
SMETH 0000055669 Requiar  |PETALS-001 (blank) PARK CITIES PETALS (blank) 6
< m »

Step Action

7. Review your search results carefully.

Note: The Name 2 column may contain a pertinent note regarding inactive vendors,
how a company may be currently "doing business as", or a reference to a specific
vendor number you should be using.

8. Once you have reviewed the vendor information, select the appropriate vendor link.
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Favgrites  Main Menu > Vendors » Vender Information » Add/Update > Vendor
& NewWindow (@ Help [& Customize Page Enitp

Identifying Information [t CE MO

SetiD: SHETH Vendor iame 1: PARK CITIES ELECTRICAL GOMPANY

Vendor ID: B000038935 Vendor Name 2:

Vendor Short Hame: PARKCITIES PARKCITIES-008 [Jwithholding

Outside Party ] Open For Ordering
[T VAT Registration
Persistence: Reguiar
Vendor Status: Approved

Vendor Relationships

[“Jinterunit Vendor

[ corporate Vendor
Corporate Setl SMETH InterUnit Vendor 1D:
Corporate Vendor ID: 0000038938 PARK CITIES ELECTRICAL COMPANY

Create Bill-To Customer
[ create Bill To Customer

‘Additional ID Numbers'
Duplicate Invoice Seftings
Government Classifications
Standard Industry Codes.
Additional Reporting Elements

‘Comments

i

Expand Al Collapse Al

[ e mr———

v=| [ERenioSeuch| (1B Aevomintat| (Etatntat] [Shnet]

Identifing Information | Address | Contacts

Main Content

Training Guide
eProcurement

Action

The first tab, Identifying Information, displays Vendor ID, Short Name, and
Vendor Status.

Fovgites  Man Menu > Vendors > Vendor Information > Add/Update > Vendor
& newwindow Drelp [# Customize Page [ hitp
1dentifying Information L MBS
SetiD: SMETH Vendor Name 1: PARK CITIES ELECTRICAL COMPANY
Vendor ID: 0000038938 Vendor Name 2:
Vendor Short Name: PARKCITIES PARKCITIES-008 [Jwithholding
Classification: Outside Party [7Iopen For Ordering
HCM Class: [T VAT Registration
Persistence: Reguiar
Vendor Status: Approved
Expand Al Collapse All
Vendor Relationships
[ corporate Vendor [“Jinterunit vendor
Corporate Setl SHETH InterUnit Vendor ID:
Corporate Vendor ID: 0000038938 PARK CITIES ELECTRICAL COMPANY

Create Bill-To Customer
[Icreate Bill To Customer

‘Additional ID Numbers
Duplicate Invoice Seftings
‘Government Classifications
Standard Industry Codes.
Additional Reporting Elements
Comments

i

Expand Al Collapse All

| (it

B0 Reburn o Semrch | (15 PreviowmiinLint | ({5 Nesiin Lt | (=] il

Identifing Information | Address | Contacts
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Step Action

10. Click the Address tab.

ome |

& NewWindow (@ Help [& Customize Page Eniip

_ identiying Information Contadts

SetiD: SMETH
Vendor ID: 0000038938 Short Vendor Name: PARKCITIES-008 Name: PARK CITIES ELECTRICAL COMPANY

Vendor Address Fing |

Address D: 1
Description: 2703 FONDREN STE 102
Fina | view A1 Fist K1
Effective Date: 07128/2003
Status: Active
Country: Usa  United States
Address 1: 2703 FONDREN DR STE 102
Address 2:
Address 3:
city: DALLAS
County: Postal: 75208
state: ™ Teras
Email ID:
Paymode ID:
» Payment\iithholding Alt Names
i Cus tomize | Fing | view an || # I qorp DN est
Type Location Prefix Telephons Extansion
Business Phone 21413734807
(Ehere)| [EhoRchmniosesch| [Elpevmintat] [[EaNetniot] [Shtetiv S pieieDrrier)] [ nokude iy

Identifing Information | Address | Contacts

Step Action

11. Use the arrows to view additional addresses if available.
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| Home | AddtoFsvorites | Signout
Favgjites  Man Menu > Vendors » Vender Information » Add/Update > Vendor

@ NewWindow (@ Help [& Customize Page [ nttp
Identiying Information Contacts
set: SMETH
Vendor ID: 0000038938 Short Vendor Name: PARKCITIES-008 Name: PARK GITIES ELEGTRICAL COMPANY

Address ID: 1
Description: 2703 FONDREN STE 102
Effective Date: 07128/2003
Status: Adtive
Country: Usa  United States
Address 1: 2703 FONDREN DR STE 102
Address 2
Address 3:
city: DALLAS
County: Postat: 75208
State: T® Texas
Email I:
Paymode ID:

} PaymentWithholding Alf Names

Ty Locati Preri Tetephone
Business Phone 214/373-4807
[ 2= | [G0 RewamioSesrch | [fE] Aeviows intot | [ Nextiniot | [ Noidy

irieeger) (abeiiarimy
Identifying Information | Address | Contacts

Step

Action

12.

Phone Information is displayed at the bottom of the page. You can toggle between

numbers by using the arrow buttons on the right or by selecting to view all which
will display a scroll area.

Click the View All link.

13.

A scroll area is now available. Use the vertical scroll arrows to see the multiple
phone types.
-~

-

14.

Click the Contacts tab.
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| Home | Addt Favertes

Favgrites | Man Menu > Vendors » Vendor Information » Add/Update » Vender

identiing Information | Address

SetiD: SMETH

&0 NewWindow (@D Help [& Customize Page = nttp

Vendor ID: 0000038938 Short Vendor Name: PARKCITIES-008 Name: PARK CITIES ELECTRICAL COMPANY

Contact ID: 1
Description:

Effective Date: 0712812003

Effective Status: Active

Type:

Name: JEANNIE BROWN

Title:

Address: 1 2703 FONDREN STE 102

2703 FONDREN DR STE 102

DALLAS, TX 75206
Internet hitp: View Infemet Address
Email ID:

Type Prefix Telephone Extension

[ 2= | [Gh Rewemtosesrcn| [iF] Aeviws mist | [ nextmiet| [ vomy ESETe - E—

ifing Information | Address | Contacts

Step Action

15. Vendor contacts are displayed if available.

Click the Return t_o Search button.
'_6,3“ Return to Search _

16.
End of Procedure.

Suggest a New Vendor
Procedure
If a specific vendor does not exist in the system, you may suggest they be setup with a Vendor

ID. This does not guarantee the Vendor 1D will be created and you may need to follow-up on
your request.
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Step

Favgrites

Main Menu » eProcurement > Create Requisition

Create Requisition

‘E‘ 1. Define Requisiti 2. Add ltems and Services

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: 4 Search |
OIS Seecial Reques
“Item Description: [Replace water coolers for division
“price: 520.00000 “Currency:
“Quantity: 40000 * Unit of Measure: 2 )
“Category: 0600 a Due Date: B
Vendor ID: @ Sugaest New Vendor
Vendor Name: a
Vendor item ID:
Mig ID: @
Wifg Item ID: [
[T
[T Request New ltem
[C] Send to Vendor [ show at Receipt ] Show at Vioucher
. Addem  Cancel Add or Start New Type: |

Training Guide
eProcurement

There are no ines on his reat
Please add new e i order (o save this
requisiton

Total Lines:
Total Amount (USD): 0

Action

|Suggest New‘-fendng[

On the Special Request page, click the Suggest New Vendor link.

Favorites

Main Menu > eProcurement > Create Requisition

Suggest a Vendor

Vendor Name: I

Contact Name: [

Address Information

Country:
Address,

Address 2.

Address 3
ci

state:

Postal:

—

Phone Information

Phone Type: - [

Prefix:
Ext:

Telephone:

Comments:

There are no ines on this r

Please add new ing i order (o save this
requisition

Total Lines:

Total Amount (USD)- 0
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Step Action

2. Enter the desired information into the Vendor Name field.
3. Enter the desired information into the Contact Name field.
4, You can enter the country code directly into the Country field or select a value from

the list of country codes.

Click the Look up Country button to select a value from the list.

5. Click the appropriate Country link.

Enter the desired information into the Address 1 field.

Enter the desired information into the Address 2 field.

8. Enter the desired information into the City field.

21444739 OnFSSUP_ | Home | AddtoFavortes | Signout

(2 Help
Suggesta Vendor
Vendor Name: [WATERFILTER.COM
Contact Name: [Matthew Davis
| padressiomaton ] Tt Lines o
o Total Amount (USD): 0
Country: Ush A United states
Address 1 [1511 Bethan Ave
Address 2 [r2121
Address 3 [
city: [Fortwortn
state: v Postal
Phone Information
Phone Type: - Prefix [
Telephon Ext
Comment ts:

Step Action

9. You can either select the appropriate State: from the drop down list or enter the state
code directly into the State field.

Press Enter to continue.

[
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Step Action
10.

Enter the desired information into the Postal: field.

Favgrites . Hain Menu > eProcurement > Create Requiition

Suggesta Vendor

(@ Help
Vendor Name: [WATERFILTER COM
Contact Name: [Matthew Davis
Tta s .

P otal Amount (USD): o
Country: USA @ United States

Address 1: [1511 Bethan Ave

Address 2 [#2121
Address 3 [
City: [FortWorth
state: ™ -

Postal 78082
Phone Information

Phone Type: hd Prefix

Telephone: Ext

Comments: @
oK Cancel

Step Action
11.

You can either click an entry in the Phone Type list or enter a valid value into the
Phone Type: field.

Press Enter to continue.
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SMU

Financials

Favgifies  Man Menu > eProcurement > Create Requisition

Suggest a Vendor

Vendor Name: [WATERFILTER.Com

Contact Name: [Matthew Davis

Country: [UsA & ynteasiates

Address 1 [1511 Bethan Ave

Address 2 [#2121

Address 3 [

City: [Fort worth

state: ™ Postal; 8082 |

Phone Type: peie |

Telephone: | I Ext —]

Comments:
e ) e e ]

21444739 On FSSUP_ | Home | AddtoFavortes | Signout

(2 Help

Requisition Summary
There are no Ines on this request,
Please add new e i order (o save this

requistton.
Total Lines: 0
Total Amount (USD): 0

Step Action

12. Enter the phone number into the Telephone field.

13. Click the OK t_)utton.
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Favgifies | Man Menu > eProcurement > Create Requisition

Create Requisition

‘E‘ 1. Define Ek 2 Add items an d Services B 2. Review and Submit
Addlines tothe requisition, specifing the information necessary o procure each itern or service

Search: Q  Search
IS Seecsl Request |

*Item Description: [Replace water coolers for division

*Price: [ 52000000 *Currency:

*Quantity; 40000 * Uit of Measure: EA Q
*Category: (0600 Q Due Date: o]

Vendor ID: @Q

Vendor Name: A suggested vendor: WATERFILTER.COM

Vendor ltem ID:

Wfg ID: aQ

g ttem 1 [

‘Additional Information

[E0 9 [ Request New Item

[ send to vendor [T show at Receipt [ show at Voucher

Add ftem Cancel Add of Start New Type.

Training Guide
eProcurement

21444730 0nFSSUP | Home | AddtoFavortes | Signout
(2 Help

Requisition Summary
™ o tis recuest.
P tosave ts
requist
TotalLines: o
Total Amount (USD)- 0

Step

Action

14.

Continue entering the information for your requisition. Upon completion, click

the Add ltem button.

Add ltem |

15.

You will receive a message indicating that Purchasing must approve this vendor.

Click the OK button to continue.

16.

Complete your requisition by clicking on 3. Review and Submit and continue.

End of Procedure.
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Approving Requisitions

First Approver

Procedure

Send/Receive  Folder  View  Addns
jj %‘, x G Qa (L Meeting | 123 inside.sMUTraining &} To Manager j \/ (N & Unread/Read [Finda Contact
an u M - 34 Team E-mail + Done = — B2 Categorize - | U Address Book
e mew | Gunke  Delete Reel Repl fonard o e~ | |6 Reply & Dalete ¥ Create New o Move Rules OneNote | wup - | Y Fiter E-mail -
New Delete Respond Quick Steps i Move Tags Find
e Search Administrative Systems Training - eProcurement training ftems (P || <
1| O[] From Subject Received Size Categories wolal B
=B
4 Date: Yesterday 8
| Epperson, Windy Approval is Requested for Requisition ID "0000000241" Tue 11/30/2010 7:24 P... 2 KB v E
=
Approval is Requested for Requisition ID "0000000241" 3
Epperson, Windy
t Tue 11/30/2010 7:24 PM A¢
Administrative Systems Training E
2
2 Arequisition has been entered which requires your attention. 5
4 Fl
T | Requester employer ID: 21444739 u
Requisition ID: 0000000241
Requisition Name: 0000000241 8
Date: 2010-11-30 o
s
Click the link below to logon to SMU Financials. After logon you will be taken directly to the page to approve or deny the requisition. g
https://fsgal.smu.edu/psp/fssup/EMPLOYEE/ERP/c/PY MAIN MENU.PV REQ APPROVAL.GBL? g
Action=U&BUSINESS UNIT=SMETH&REQ_ID=0000000241 "
=
= Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Cliek here to add networks x
? A
N p p
lems:12_ Unread:7 | @ onine | 11[E3] 100% () U ©)

Step Action

1. After the Requester completes and submits the requisition, an email will be sent to
the First Approver notifying them they have a requisition to review.

Click the Message link from the Approval Request notification email.

2. Enter your Login ID and Password.

Click the Sign In button.
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SMU
Financials
Favarites . Main Menu

Requisition Approval

| & Approve | (@

Retumto Workiist

Deny

Business Unit: SHETH

Requisition ID: 0000000230

Requisition Name: Projecior for deparimental use

Requester: Gan Wilson

Entered on 112022010

Status: Pending Total Amount: 261426USD
Priority: Medium

Requester's Justification:

No justification entered by requester
View printable version

~ Line Information

Line Information Customize [Eng [ B resi 14 ors O oc

Requester's
Line  tem Deseription Vendor Name Quantity  uoM  Price ST

] 1 Infocus DLP Projector  DREAMTECH-001 1.0000 EA 2,614.26000 USD @

[E] Select All/ Deselect All

L| View Line Details |
~ ReviewEdit Approvers

Requisition Approval

-+ Projector for use:Pending
Supervisor Approval
Pending Not Routed
) Approver 1 Approver 2
Skt A — [T pv——
Enter Approver Comments
g

Training Guide
eProcurement

| Home | Addts Favertes

I

Action

3. To view requisition information, click the Select All/Deselect All option.

4. Click the View Line Details button.

Wiew Line Details
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Favarites . Main Menu

Requisition Approval

Business Unit
Reguisition ID:
Requisition Name:

SMETH
0000000230
Projector for departmental use

Requester: Goodson Lisa

| % Requisition - Windows Intemet Explorer

@] hitpsy//fsqal smu.edu/fssup/psft/tmp/V_371d205b-a0¢ v

4 | X || = 8ing

. File Edit View Favorites Tools Help

o~

i x Google|

[ x ®snagn B &
[7] M search- |- - | @ Share~ B~ [ Sidewiki - 2| > &~ OSignin-

‘(é Requisition

= >
© pFavarites 5o (1) Cale.. (1) Supp.. ©)Supp... v @|show.. @|shar. & isup.. |Site.. €] Get..v ~|sMu

A~ v (2 dah v Pagev Safetyv Toolsv @v

Business Unit: SVETH

Requester: X0U0000C
Requested By: Gary Wilson

‘Status: Pending Approval

Line Comments:

Gurrency: USD
Entered Date: 11/20/10 Requisition Total: 2,614.25
Line: 1 Item Description: Infocus DLP Projector Quantity: 1.0000 UOM: EA  Price: 2.614.26

Line Total: 261425

Line Status: Pending
<<On Sae frough Feb, 2011. >>
‘Ship Line: 1 ‘Ship To: MSAJOURN-S ‘Shipping Quantity: 10000
Attention- Gary Wilson Due Date: UMPHREY LEE CTR 3300 DYER ST ‘Shipping Total: 2614.25
LAS TX 75205 Unied Stes
1 Open MAIN 1000 10000 26U%  SMEH 8120
Dept Fund E
23250 []
Open QTY, Open Amt
10000 0000
GLBase Amount  Curency  Sequence
26U% usD 0

i

Step Action

complete.

e ——

The requisition information displays. Click the Close button when the review is

the Comments button.

If a requester has left comments a comment bubble will display. Click
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Favarites | Main Menu

Requisition Comments

Line Information

cusionize | g | B rii Kl 1o 4
Line  tem Description Vendor tiame Quantity oM Price
1 Infocus DLP Projector DREAMTECH-001 1.0000 EA 2,614.26000 USD

o
ev a1 st Kl 1or1 D Las
“Onsaletroughheendotbe mons. @&

0 ]
1B Ko

wstoree | Eing

Attached File View Send to Vendor

1 VieWsms | O

Return to Previous Page

Training Guide
eProcurement

Step

Action

Comment information displays. Click the Return to Previous Page link.
[Return to Previous Page

Favorites | Main Menu

Requisition Approval

Business Unit: SMETH

Requisition ID: 0000000230

Requisition Name: Projector for departmental use

Requester: Gany Wilson

Entered on: 1112012010

status: Pending Total Amount: 261426USD
Priority: Medium

Requester's Justification:

Nojustification entered by requester.

View printable version
~ Line Information

Line  item Desoription Vendor Name Quantity uom  Price Comments.

1 Infocus DLP Projector DREAMTECH-001 1.0000 EA 2,614.26000 USD @

View Line Details |

~ ReviewEdit Approvers
Requisition Approval

- Projector for use:Pending

Supervisor Approval

Not Routed
pprover 1 Approver 2
S0 Reaus tom pmraver | P |2 GRS eaiinon approver

Enter Approver Comments
¢

Deny

& Aoprove

Retum to Workiist Main Content
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Step Action

8. Enter the desired information into the Enter Approver Comments field. Note:
Comments are required when denying a request.

Favgites  Main Menu

Requisition Approval

Business Unit: SMETH
Requisition ID: 0000000230

Requisition Name: Projector for deparimental use

Requester: Gany Wilson

Entered on: 111202010

status: Pending Total Amount: 2,614.26 USD
Priority: Hedium

Requester's Justification:
No justification entered by requester.
View printable version

~ Line Information

Line  item Description Vendor Name Quantity uom  Price
1/Infocus DL P Projector DREAMTECH-001 10000 EA 2,614.26000 USD @

Select All/ Deselect All
L View Line Details

n

~ Review/Edit Approvers
Requisition Approval

Enter Approver Comments

2

Approved. Please letme know when this product arrives |

. Appiove @ Deny

Refum to Worklist

Step Action

9. Click the Approve or Deny button.
| [v Approve

10. Once the first approver has reviewed the requisition, the approval path will indicate
Approved or Denied.

If a Second Approver is in the approval path, then an email will be sent to the next
Approver on the path.

11.
End of Procedure.
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Second Approver: Approving and Denying Requisitions

Procedure

Send / Receive Folder View Add-Ins
S [ (5L Meeting |23 inside.sMUTraining & To Manager S %, f§Y 2 Unread/Read Find a Contact
EVC N X @ a9 &S |- e
u M - (53 Team E-mail « Done B3 categorize + ress gool
Eh.‘,:v;‘ Rome - | 8 Junk = Delete | Reply RZ’;"’ Forward %, Maore - || G Reply & Delete o Create New 5| Move Rules OneNote | o i Up - Y Fiter E-mail -
New Delete Respond Quick Steps 7] Move Tags Find
v Search A Systems Training - eProcurement training ftems (P || <
1% O3 @ From Subject Received Size Categories Tl B
B
4 Date: Yesterday 8
4 Epperson, Windy  Approval is Requested for Requisition ID "0000000241" Tue 11/30/2010 7:24 P... 2 KB v 3
=
Approval is Requested for Requisition ID "0000000241" 3
Epperson, Windy
t Tue 11/30/2010 7:24 PM A¢
Administrative Systems Training g
2
2 Arequisition has been entered which requires your attention. 5
@ o
] #
S | Requester employer ID: 21444739 &
Requisition ID: 0000000241
Requisition Name: 0000000241 8
Date: 2010-11-30 o
3
Click the link below to logon to SMU Financials. After logon you will be taken directly to the page to approve or deny the requisition. g
https://fsgal.smu.edu/psp/fssup/EMPLOYEE/ERP/c/PY MAIN MENU.PV REQ APPROVAL.GBL? g
Action=U&BUSINESS UNIT=SMETH&REQ_ID=0000000241 "
=
& Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks x
- A
lemsi12_ Unread:7 | @ onine | 11[E3] 100% (o) U ()

Step

Action

After the First Approver approves a requisition, an e-mail will be sent to the Second

Approver notifying them they have a requisition to review.

Click the Message link from the Approval Request notification e-mail.
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[ hitps/isqalsmu edu/psp) i \PPROVAL GBL?ACtion=UBUSINE

e (G @) https://fsqal smu.edu/psp/fssup/EMPLOYEE/ERP/c/PV_MAINMENU.PV_REQ APPROVALGBLZAction=U v 3 | 4 | X [ =] 8ing

File Edit View Favorites Tools Help

X Google g Search -{ ¢ - &~ | @ Share~ B~ [ Sidewiki - §¥ Bookmarks~ | " Check - & Translate - >
¢ Favorites 55 (7] Calew. [1] Supp.. 3]Supp... ~ ©]Show.. @|Shar.. & isup.. ~|Site.. €3] Get... v ~|sMU (7] Insi.. @)Acce.. ~|PlA.. ) Goog..

| @ htps//tsqalsmuedu/psp/fssup/EMPL |7 % v B) v 2 # v Pagev Safety v Tools~ @~

SMU

Financials

»

Questions, Comments or Feedback on SMU | Please eater your Login ID and Password, then press the Sign In button
Financials? Let Us Know

Login ID: 0000

Password:

Links to Tutorials and Job Aids: SMU Financials

il

The information available in SMU Financials is confidential and maintained by Southern Methodist University for its exclusive purposes. It is not available for
private purposes of any kind, including ial solicitations or the ion of personal, political, social, or economic views. This policy applies o all
University personnel and volunteers acting on behalf of SMU. Employees found to be in violation of this Policy ave subject fo discipline in accordance with
University Policy 9.34, “Dishonest, Fraudulent and llegal Practices,” University Policy 6.1, University Policy 6.16, and University Policies 9.12 and 9.13, as

appropriate.

Tl

© 2010 Southern Methodist University. Allrights reserved.
<0

Step Action

2. Enter your Login ID and Password.

Click the Sign In button.
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i | Home | AsatoFsverites | Signout
Favarites . Main Menu
View printable version '
tem Dezoription Vendor tame Quantity
O 1 Infocus DLP Projector DREAMTECH-001 20000 EA 2,614.26000 USD
[F] Select A/ Deselect All
L| View Line Details |
~ ReviewlEdit Approvers
Requisition Approval
= isiti :Pending
Purchasing Director
™ 4pprove | (@  Deny, | G Pushback
Retum to Workiist
< [ »

Step Action

3. To view requisition information, click the Select All / Deselect All option.

O]

4. Click the View Line Details button.
| view Line Details
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/8 Requisiton - Windows Internet Explorer

e'ﬂ = @ https;//fsqal.smu.edu/fssup/psft/tmp/V_fbelcedc-2dk ¥

A

® || X =) 8ing

y File Edit View Favorites Tools Help

[ x ©snagt B &

X Gocgle

[]#8search - | & - - | @ share~ B+ [ Sidewiki - 2|

Q- @ Signin~

¢ Favorites

@ Requisition

75 [0 Cale.. [ Supp.. @] Supp... v @ Show.. @|Shar.. & iSup.. | Site.. &3] Get..~ ~|SMU

[ v (5 g v Pagev Safeyv Toos~ @~

Business Unit: SVETH
Requisition: 0000000231
Requisition Name: 0000000231

Requester: J000G0%

Requested By: Gary wilson
o

Entered Date: 11/20/

Currency: USD

‘Status: Pending Approval
Recquisition Tobl: 522852

Attention: Gary Wilson

Line: T tem Description: Inocus DLF Projecor ‘Quantity: 2.0000 UOM:EA  Price: 261425 Line Total: 5,22852
Line Status: Pending
Ship Line: 1 Ship To: MSAJOURN-5 ess: ‘Shipping Quantity: 20000
Date: UMPHREY LEE CTR 3300 DYER ST

‘Shipping Total: 5,228 52

20000

DALLAS TX 75205 United Staies
1 Open MAN 200 10000 SR SMEM [
Dept Fund
228 0 L
Open QTY Open Amt

e.. ~|PA. Goog..
Page v Safety v Tools v (@~ o

i

I

Step Action

page

Review requisition information. Click the Close X button to return to the approval
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View printable version

1|Infocus DLP Prajector DREANTECH-001 2.0000 EA 2,614.26000 USD

Select All/ Deselect All
L View Line Details

|~ Review/Edit Approvers
Requisition Approval

= “Pending

Enter Approver Comments

2

[ Approve @ Deny G Pushback

Retum o Workist

Training Guide
eProcurement

| Home | Addt Favertes

| Signout

n

Step Action

6. Enter the desired information into the Comments field.

7. Click the Approve or Deny button.
| & Deny

8.
Your approver box will display Approved or Denied. If approved, the Purchasing
Director status box will display the pending action.
An e-mail will be sent to the requestor indicating the status of the requisition.

9.

End of Procedure.
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Second Approver: Pushback Requisitions

Procedure

Home Send / Receive Folder View Add-Ins
2 E Ignore = =) — [ Meeting |2 inside.SMUTraining &3 To Manager L Y (3 Unread/Read Find a Contact
j] =] e Un x —- —g 2 ) U &7 e [ Address Book
Clean Uf M - &4 Team E-mail « Done 85 Categorize ~
New New Delete Reply Reply Forward ~ Move Rules OneNote .
Email Tems - & Junk~ oy , nore - || £ Reply & Delete ¥ Create New <|| Move Rul ¥ rolowup - | Y Fiter il
New Delete Respond Quick Steps 7] Move Tags Find
v Search Administrative Systems Training - eProcurement training ftems (@ || <
1% O3 @ From Subject Received Categories vl B
1 Epperson, Windy Approval is Requested for Requisition ID "0000000240" Tue 11/30/2010 6:07... I
4 Epperson Windy Approval is Requested for Requisition ID "0000000241" Tue 11/30/2010 7:24 P... 2 KB ~l 8
3
Approval is Requested for Requisition ID "0000000241 >
E
Epperson, Windy “
Sent Tue 11/30/2010 7:24 PM
T Administrative Systems Training A¢
g
el B
Arequisition has been entered which requires your attention. =
g =
8 | Requester employer ID: 21444739 oy
D | RequisitionID: 0000000241 b
Requisition Name: 0000000241
Date: 2010-11-30 8
2
Click the link below to logon to SMU Financials. After logon you will be taken directly to the page to approve or deny the requisition. T
a
https://fsqal.smu.edu/psp/fssup/EMPLOYEE/ERP/c/PY MAIN MENU.PV REQ APPROVAL.GBL? g
Action=U&BUSINESS UNIT=SMETH&REQ_D=0000000241 a
d Ad
& Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks
- ) >
- r r
Iemsi 12 Unread:2 | /D send/Receive error_ @ onine | m[E 100w (=) U (1

Step Action

1. Click the Message link.

2. Enter your Login ID and Password.

Click the Sign In button.
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Requisition Approval

Business Unit: SMETH
Requisition ID: 0000000241

Requisition Name: 0000000241

Requester: GaryWilson

Entered on 113012010

Status: Pending Total Amount 208000USD
Priority: Medium

Requester's Justification:
No justification entered by requester.
View printable version

~ Line Information

Customize |Ene | B oo Kl qors ot

Line  em Description Vendor Hame Quantity uom  Price
] 1| Replace water coolers for di 4.0000|EA 520.00000 USD
[7] Select Al Deselect Al
L View Line Details |
~ ReviewlEdit Approvers
Requisition Approval
isiti :Pending
Supervisor Approval
Approved Pending
foprover 1 — | (@ fpprover2
¥ SRRk Apsrove S astton Agprover
120110 - 10:26 Al
Enter Approver Comments
(20
|&  Apove  |[@  Deny | [ B Pushback

Retum to Worklist

Main Content

1

| home | assts

Training Guide
eProcurement

m

Step

Action

To view requisition information,
click the Select All / Deselect All option.

Click the View Line Details button.
| View Line Details
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Favgiites . Main Menu
Requisition Approval pe
Bi Unit: WMETH.
Requisition D: | 2% Requisition - Windows Internet Explorer =
Requisition Name:
Requester: B €] htipsy//fsqal.smu.edu/fssup/psft/tmp/V_2127e2cb-bfe v B | 4 Bin L~
auestor (O €1 nwsysisa /fssup/psft/tmp/V. 3 | 4| x | = sing
status: : File Edit View Favorites Tools Help | X  @Snagit B B
Reauester's Justff. <08 [] 8 searcn - | - Share~ B~ [ Sidewiki = 17 | < - O signln
. — = >
Nojustficaton| - Favorites 4 (1] Cale.. [} Supp.. ©|Supp.. v @] Show.. @|Shar.. & iSup.. ~|Site.. 43| Get.. v ~|SMU
= — »
[9 Requisition ] ‘ v B) v (5 @b v Pagev Safetyv Toolsv @
~ Line Information I
Line Information -
e Business Unit: SMETH Requester: ;0000000 ‘Status: Pendng Approval
Requisition: 0000000241 Requested By: Gary Wilson Currency: USD
Requisition Name: 0000000241 Entered Date: 11/30/10 Requisition Total: 2,080 00
Select All/ Des) Line: 1 Item Description: Replace water coolers for division: Quantity: 4.0000 UOM: EA  Price: 520.00 Li:x::,uwm
L[ viewl
~ Review/Edit App! Ship Line: 1 Ship To: MSAJOURN-S Address: ‘Shipping Quantity- 40000
Requisition A Attention: Gary Wilson Due Date: Eﬁr&;g&gﬁﬁ&t HILLTOP LANE  Shipping Total: 2080.00
- Requi
aupervso] ‘ 1 Open MAN 2000 000 10000 SMETH 605
Approve Dept Fund
I 23250 ) L
120171 ‘Open QTY Open Amt
20000 0.000
Enter Approver Co GLBascAmount  Cumency  Sequence
2 Open MAIN 20000 5000 100000 SMETH B305
Dept Fund.
Return to Workiist 2 o
‘Open QTY Open Amt
20000 0.000
GLBaseAmount  Currency  Sequence Capitalize: |
1,040.00 uso 0 N
<4 1 »
< I v

Step Action

5. After the review is complete, click the Close button.

Favgrtes  Main Menu

Requisition Approval

Business Unit: SHETH
Requisition ID: 0000000241

Requisition Name: 0000000241

Requester: Gany Wilson

Entered on: 11302010

Status: Pending Total Amount: 2080.00 USD
priority: Medium

Requester's Justification:

No justification entered by requester.

View printable version

+ Line Information
Line Information customze | Fina | BT £t K1 0r1 O oot

Line  ltem Description Vendor Hame Quantity oM Price

1| Replace water coolers for di 4.0000|EA 520.00000 USD

Select All/ Deselect All
L| View Line Details |

[~ Review/Edit Approvers

Requisition Approval

= isiti :Pending

Supervisor Approval

Approver 1 Approver 2
v &l nd CF

tequs ion Approver WU Reaué fon Approver

1201110 - 10:20 AM

Enter Approver Comments

Pushback

@ aopove || @  Deny |

Refumto Workist
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Step Action
6. Enter the desired information into the field.
7. Click the Pushback button.
B FPushback
8. The requisition has been pushed back. The First Approver will receive an email
indicating the push back.
9.

End of Procedure.

Managing Requisition Approvals

Procedure
Step Action
1. In addition to approving requisitions directly through an email link, you can also
approve requisitions through the Manage Requisition Approvals page.
Click the Main Menu button.
Main Menu
2. Click the eProcurement menu.

| [ eProcurement *
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Favarites | Main Menu > eProcurement

catsiogs vendor.

ﬁ Buyer Center
o ove pures

24160595 On FSSUP | Home | Add to Faveries

55 eProcurement

set ‘emen; manage or approve aProcurement requ fions or FOs.

=3 Create Requisition Mana & Requisitions =), Manage Requisition Approvals

=1 Craste = new raqui tion by trow sing or 2 sarching company or sxtarnal Review raqus tions, &di or visw tstus, cancel,raceive, and retun i W Take actions on requis fons that raqui s you approval

Step

Action

Click the Manage Requisition Approvals link.
|Manage Requisition Approvals

Select the desired Req ID link.
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24160585 On FSSUP | Home | Agdto Faverites | Signout

Favarites  Main Menu > eProcurement » Manage Requisiion Approvals

Requisition Approval

Business Unit: SMETH
Requisition ID: 0000000234

Requisition Name: Departmental Projector

Requester: Goodson Lisa

Entered on 1210812010

status: Pending Total Amount 2614.00USD
Priority: Medium

Requester's Justification:
No justification entered by requester.
View printable version

~ Line Information

Customize | eng | H <o Kl 4ors O Loc

Line tem Description Vendor Name Quantity, oM price

] 1/ Inforcus DLP Projector DREAMTECH-001 10000 EA 2,614.00000 USD

[ Select All/ Deselect Al
L View Line Details

m

[~ Review/Edit Approvers

Requisition Approval
Projector:Pending
Supervisor Approval
Pending Not Routed
r Khim Tifiany Dawn i, Eliston Zhanat
[Chifmraywilill and [ F oy W
Enter Approver Comments
(20
& Approve @ Deny
Retun to Approve Requisttions Previous in List Nextin List

[

Step Action

5. To view line details on all lines, click the Select All / Deselect All option.

To view line details for specific lines, click the checkbox on the individual line(s).

O]

6. Click the View Line Details button.
| view Line Details

Page 77



Training Guide @SMU

eProcurement -

24160595 On FSSUP_ | Homs.

Favarites  Main Menu > eProcurement » Manage Requisiion Approvals

Requisition Approval

Business Unit:
Requisition ID; 34
ol —
Requisiti 73 Requisition - Windows Internet Explorer -
P -

Request
Entered ' ev @] hitpsy/fsqal smu.cdu/fssup/psit/tmp/V_830b3484-33 + G |42 | X || =) 8ing

[ x ®snagt B &

» A~ _sSignhn-

status:
»

File Edit View Favorites Tools Help

x_Google| [=] B search - ¢ - - | @ Share~ B~ 7 Bookmarks~ |
<7 Favorites 4 | Offi.. [{] Cale.. [} Supp.. @ ]Supp... v @] Show.. @|Shar.. & iSup.. ~|Site.. & Get... v
‘7‘ [ - (5] g v Pagev Safety~ Toosv @+

@ Requisition

Business Unit: SMETH Requester: 21444739 ‘Status: Pending Approval
Requisition: 0000000234 Requested By: Goodson Lisa Currency: USD
Requisition Name: Deparimenial Projecior Entered Date: 1/8/10 Requisition Total: 261400
Line: 1 Ttem Description: Inforcus DLP Projecor ‘Quantity: 10000 UOMEA Price: 261400 Line Total: 2614.00
Line Status: Pending L
Ship Line: 1 ‘Ship To: MSAJOURN-S Address ‘Shipping Quantity: 10000
Attention: Goodson,Lisa Due Date: UMPHREY LEE CTR 3300 DYER ST ‘Shipping Total: 2,614.00
E ) DALLAS TX 75205 Unied Siaes
1 Open MAIN 100 100 26400 SMETH [E]
Dept Fund
2350 10 L
Open QTY Open Amt
Enter Ap 10000 0000
GLBmcAmount  Curency  Sequence  Gapitalize
26400 usn 0 N
Retum tg
« i »

1

Step Action
Shipping information, GL distribution information, item description and cost will be

displayed.

After reviewing requisition information, click the Close button.
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SMETH

0000000234
Departmental Projector
GoodsonLisa

1210872010

Pending Total Amount: 2,614.00 USD
Medum

1 Inforcus DLP Projector DREAMTECH-001 10000 EA 261400000 USD
Select All/ Deselect All
L View Line Details

Requisition Approval

- Departmental Projector:Pending

Previous in List Nextin List

Training Guide
eProcurement

Step Action
8. Click the Approve or Deny button.
| [+ Approve
9.

End of Procedure.

Additional Resources

Combination Edit Rules Made Easy

Combo Edit rules are set up to allow only certain chartfields to be used together. If the
combination is outside the range of possibilities, an error will display and the requisition

cannot be s

aved until the chartfields are corrected.

1. Account 1280 requires the use of a 5 digit sub-class code.
2. Orgs beginning with a 5, for example 543215, requires the use of a 7 digit Project.

3. Orgs beginning with a 4, for example 432154, requires the use of a Fund Code 12 or 20. (You
can find a list of those orgs which require a 12 by visiting http://smu.edu/controller/dept_fss/ -

Under "Sear

ch" click on the "Designated Fund 12 Orgs" link.)

4. Orgs beginning with a 2, for example 215432, usually calls for a Fund Code of 10.

More detailed information may be obtained by contacting the Controller's Office
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D sMU

Catalog and Sub Category Listings

Building Furniture
Code Description Code Description
A031 Air Cond Equip/Supplies D265 Draperies/Upholstery
A045 Appliances-Household Materials
A906 Architect/Design Services F362 Floor/Vinyl/Tile
B910 Bldg Maintenance/Repair F361 Floors/Carpet
F415 Furniture/Apts & Houses
B150 Builders Supplies F410 Furniture/Classroom
F411 Furniture/Dorms
C211 Construction-New F412 Furniture/Labs
F414 Furniture/Offices
C212 Construction-Renovation F413 Furniture/Outdoor
E285 Electrical Equip/Supplies
E295 Elevators/Service & Parts Lab
F362 Floor/Vinyl/Tile M Animals
AD31A Heat Equip/Supplies C175 Chemicals-Educational
1485 Janitorial Supplies D270 Drugs/Human Therapeutic
P635 Paint Equipment/Supplies F412 Furniture/Labs
P630 Paint/Varnish/Wallpaper
P670 Plumbing Fixtures Office
P670A Plumbing Supplies 016 Advertising
E;ng Ei(():lzl\j;alks A050 Art Equip/Supplies
— " - A060 Auto Parts/Maint
A031B Ventilating Equip/Supplies A070 Automobiles
C200A Clothing Uniforms
Computer C200 Clothing/Not Uniforms
C476 Computer Equip/Hardware R742A Conferences
€480 Computer Software D270 Drugs/Human Therapeutic
€481 Computer Supplies E312 Environmental Clean-up
C482 Computer Printers FRT Freight
E930 Equip Maint/Computers INSTL Installation/Set Up
P640 Paper/Computer J485A Janitorial Services/Contract
_ M577 Moving/Relocation
Equipment 0600 Office Machines/Equipment
A050 Art Equip/Supplies 0615 Office Supplies
A880 Audio Equip/Supplies 0622 Outsource Consulting
A880A Audiovisual 0620 Outsource Janitorial
E285 Electrical Equip/Supplies P640 Paper/Computer
E928 Equip Maint/General P641 Paper/Copy/Fax
E936 Equip Maint/Repair S775 Security/Alarms
F340 Fire Equip/Supplies S775A Security/Keys
G515 Groynds _ S7758B Security/Locks
Equip/Maintenance R742B Seminars
1485 Janitorial Supplies M550A Signs/Traffic Control
L490 Lab Equipment/Supplies R742C Special Events
L525 Library Equipment/Supplies 7835 Teaching Supplies
M545 Machinery/Heavy Hardware T483 Telephone Service
M580 Musical ) T484 Telephone Supplies
Instruments/Supplies uUs6s Uniforms/Staff
Po5S Caviofbapplc Printing
. : - A016 Advertising
P680 Police Equip/Supplies A076 Awards/Certificates
R982 Rental Equ!pment B08O Badges/ID Supplies
S805 Sports Equipment 395 Forms
o e
T855A Theatre Supplies P71 Publications
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