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Sign in to PeopleSoft

HOBART AND WILLIAM SMITH COLLEGES |/

Home | Admissions | About HWS | Academics | Athletics | Student Life | Sign out
Perszonalize Tue, May 20, 08 839 PM Homepage Help
User ID: View All Articles and Sections
Password:
Sign In
Done 'ﬂ Local intranet H100% -

Input your user name and password to log into the PeopleSoft Portal and

cIickMI. (This is the same user name and password that you use to
log into your computer.) The following screen is displayed:
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4
HOBART AND WILLIAM SMITH COLLEGES ~ ~
> b
Home | Admissions | About HWS | Academics | Athletics | Student Life
Select One; v
2 [ Content Lavout Wed, Jun 18,08 7:54 Al Homepage Help
Enterprise Menu
[-Reporting Toals
[ PeopleTools
— Campus Solutions & HR
— Einancials
- Iy Persanalfations
|- Wy Dictionary
Done & Local Intranet & 100% - .

The menu items available on the left side are based on your role for the

Colleges and your level of security. To get into the financial system to
make a purchase, click Financials in the menu.
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The following new window will be opened - you are now logged into the
financial system (your list of menu items may look different from the

depiction below):

HOBART
AND
WILLLAM SMITH
COLLEGES

Personalize Content | Lavout

Menu
Search:

[ ®
[ My Favorites

[» Employee Self-Service
[ Manager Self-Service
[> Supplier Contracts

> tems

[ Vendors

> Purchasing

> Inventory

[> eProcurement

(> Services Procurement
[ Travel and Expenses
[ Travel Administration
[> Accounts Payable

> Asset Management

> Banking

[ Cash Management

[+ Financial Gateway

(> Commitment Contral
(> General Ledger

(> Allocations

> Statutory Reparts

[» SCM Integrations

[ Set Up Financials/Supply Chain
> Enterprise Companents
[ Worklist

[> Tree Manager

[ Reporting Tools

[ PeopleTools

— Tax Center

- Change WMy Password
[~ My Personalizations

— My System Profile

|- My Diclionary

B e H

Workiist

Add to Favories

Done
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Create Requisition - Special Item

(A Special Item is for the purchase of a good with a quantity and a price
for each item.)

Navigation: eProcurement>Create Requisition

ORACLE’

Home Workiist Add to Favorites Sign out

[+ ePracurement ~ _—
> Buyer Center Create Requisition

[> Manage ERF Integration

AT Specify Business Unit and Requester
ions

— Mai

*Business Unit.  [HWSD1 Hohart & William Smith
ement Card Center _

— Reports *Requester: | Q

— Administer Procurement

— Ly Prafile OK
[ Senvices Procurement
[+ Sourcing
(- Engineering
> Manufacturing Definitions |+
[There < on this

request
Please add new line in order to
save this requisition

Total Lines 0

Total Amount ). 0

% Local intranet. F 100% v

To create a purchase requisition, a Business Unit and a Requester must
be specified. For some users a Requester is not required to be selected
(you are setup as a Requester in the system). If this is the case, the
screen above will not display. Skip to the documentation on page 7.

If your screen displays as above, use the following steps:

The Business Unit should default to HWSO1. Click on the lookup icon &
to obtain a list of Requesters that you buy for (This list is different for
everyone. The picture below is only an example; your list may contain
different individuals):
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ORACLE’
Menu O

= ePracurement &
I» Buyer Center 2/ Look Up REqUESIEF

[ Manage ERF Integration
=| Requester:| begins with ~ |
— lManage Requisitions i
— Approve Requisitions

— Receive ltems

— Procurement Card Center
— Repors

— Administer Procurement
— My Prafile |

VWorklist Add to Favorites Sign out]

Look Up I Clear | Cancel |ElasicL00kuD

Search Results

= BOWYER Walter Bowyer
SE L LT CRAIG  Daid Craig
i DEDEMUS Christine de Denus
Please add new line in order to JSMILLER Justin Iiller
|save this requisition PELKEY Erin Pelkey
SLENTZ Kathy Slentz
o e % |yASSIN  EstenYassin
Total Amount (). o ZUK William Zuk

Select the Requester by clicking on their name in the list. The screen will
look similar to the one below:

ORACLE'
Menu O

= eProcurement el .
I Buyer Center — Create Requisition

[ Manage ERP Integration

— Create Requisition

— Manage Requisitions

Worklist Add to Favorites

Specify Business Unit and Requester

— Approve Requisitions

— Receive ltems *Business Unit.  |HWS01 Hobart & William Smith
— Procurement Card Center

- Reports “Requester: PELKEY @ Erin Pelkey

— Administer Procurement

— My Profile

Requisition Summary
There are no lines on this

request.
Please add new ling in order to
2ave this reguisition

Total Lines: 0
Total Amount (} o

Click on the OK button to proceed.
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The following screen is displayed:

HOBART
ANI
WILLIAM SMITH
COLLEGES

[Meru &
[~ eProcurement -~ o
> Buyer Center — Create Requisition
| — Create Requisition =
— Manage Requisitions | E‘
— Approve Requisitions

Add to Favorites

1. Define Requisition E!E 2. Add Items and Services 3. Review and Submit

| Specify requisition name, requester, and other information that applies to the entire requisition.

— Receive ltems
— Repors
— Administer Procurement Business Unit: H Hobart & William Smith
— lly Profile : .
[ Senices Procurement Requester: : Erin Pelkey Currency:
b Travel and Expenses ¥ Requisition Name: | Priority: (Wediim '~

[There are no lines on this

request.
Please add new line in order to
=ave thiz reguisition

Total Lines: 0

Total Amount (USD). 0

Creating a purchase\requisition is a three-step process.~JThe first is to
define the requisitio isition requires special attention by the
Business Office, pleas e’it by typing in the requisition name field.
Some examples are: Confirmation Only, Fax - Do Not Mail or Attachment
Required. In addition, change the priority to High by selecting it on the

drop-down menu.

For some purchases, you may be required to change where the purchase
is to be delivered or the accounting information for where the costs will
be charged. This can be done in a couple of ways. The first is by
changing the Line Defaults. A change to Line Defaults will enable all lines
on the requisition to use the changed shipping or accounting information
(see Modify Line Information section of this document for details).

Information that defaults in is based on the Requester of the goods or

service. To review or change Line Defaults, click on the B hext to Line
Default and the following screen will be displayed:
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HL)BAE(T
WILLL \M Q\lITH

OOLLEGES Waorklist Add to Favorites
[~ eProcurement ~| o
I> Buyer Center Create ReqUIsmon
| — Create Requisition = = . . .
| - Wanage Regswtians 3 El( 1. Define Requisition El;; 2. Add Items and Services % 3. Review and Submit
— Approve Requisitions : s : : ;3
— Rcofia it ' Specify requisition name, requester, and other information that applies to the entire requisition
— Repors
— Administer Procurement Business Unit: HWS0 Hobart & William 2mith
— My Profile e : * . e
T TR Requester: PELKE Erin Pelkey Currency: SO
b Travel and Expenses ~ | Requisition Name: | Priority:
~ Line Defaults
it e no s on i MNote: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.
request. Vendor: | Q Wendor Location: Q
Please add new ling in order to
save this reguisition Buyer: Q Category: e} Unit of Measure: Q
Total Lines: 0 Shipping Defauits

Total Amount (USD). 0 Ship To: LANSING | Q =] Mod¥y Shipping Address

Due Date: il Attention:\ |

Accounting Defaults
[ chartfielast T Betis Tl Asset information =

Location GL Unit Account Fund Program PC Bus Unit Project %a!fe

[ROSENECL [Hws01 @ | Q [11 Q\15650 @ [oooo2 @ | Q| Q | al|

_COI'IUI'IUS

Changes can be made if necessary to any of the information. The
changes can be applied to all lines that are created in the requisition.

It is most efficient to select the Vendor for the requisition at this time. In

order to do this, click on the © next to the Vendor field. The following
screen is displayed:

HOBART
AMD
WILLLAM SMITH
COLLEGES

I= eFProcurement |
b Buyer Center Vendor Search

|

| — Create Requisition = Find |
— Manage Requisitions | vendor i |
— Approve Reguisitions | Name: | Reset |
— Receive ltems b
e Short Vendor | ;
— Adrminister Procurement Hame:
- MyProfile City: |/
[» Senices Procurement ; Q ; -v
[> Travel and Expenses bl Couiizy: | e -
Postal Code:

Requisition Summary
There are no lines on this
request.

Please add new line in order o
=ave thiz requisition.

& Entefsearch criteria to find a vendar.

Total Lines: ]
Total Amount (USD}. 0

Type a portion of the name of the vendor for which you are creating the
requisition then click __Find | This will bring up a list of vendors
whose name contains what you typed. You can select the vendor by

8
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clicking on the Vendor Id link next to the vendor name. Ensure that the
address is the correct address for ordering. If it is not, please send an
email to Janette Brower at brower@hws.edu with the vendor name and the
correct ordering address.

If the vendor you are looking for is not in the system, also email Janette
with the name and address information to establish a new vendor in the
system. (Note: a new vendor cannot be selected until it is set up in the
system, so leave the Vendor field blank in these cases.)

When you are finished with Line Default changes click Mto
proceed to Step 2 of the requisition process.

HOBART
AND
WILLIAM SMITH
COLLEGES

Home Worklist Add to Favorites Sign out
[~ eFrocurement ~ o ~
b Buyer Center Create Requisition
| — Create Requisition = N — = " 1 B -
- lanace Requisitions E‘ 1. Define Requisition EQ; 2. Add ltems and Services @ 3. Review and Submit |
i s ﬁ;f]‘s”s‘“‘ms —| Addlines to the requisition, specifying the infarmation necessary to procure each item or serice.
— Reports Search: | O Bearch
- Administer Procurement
— My Profile
[> Services Procurement
hat —
L e == “Selecta catalog: AJI Purchase ltems vl « Choose from available
0o = = = catalogs in the dropdown list
| All ltems (EXPAND TO SELECT) * MNavigate categories by
clicking folders
# Yiewitems in a category by
clicking the categary name
+ Use the checkboxes to select
categories to search below
Total Lines: 0
Total Amount (USD}). 0 Search Catalog
Search contains all of the following search fields entered: G Search
Description: [ Search Seflings
Manufacturer: |
Manufacturer's ltem ID: !
Vendor: |
Vendor ltem 1D: |
ftem 1D: |
UPH ID: |
[ include Images
Review and Submit
As
¢ | &
Dane ‘j Local intranet ‘h 100% -

The page above may be displayed, if it is, click on the tab
to add items to the requisition.
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HOBART
AND
WILLIAM SMITH
COLLEGES

[ eFrocurement ~ N

I> Buyer Center Create Req uisition
| — Create Requisition E\

— Manage Requisitions 3
— Approve Requisitions = J . .

I = — Add lines to the requisition, specifying the information necessary to procure each item or semvice.

— Repaorts Search: || ), Search
— Administer Procurement % 2 PR T =

— My Profile
[> Services Procurement
[> Travel and Expenses

Home Worklist Add to Favorites Sign d

1. Define Requisition E!;; 2. Add Items and Services \% 3. Review and Submit |

| <

Request an itemn that is not listed in the Catalog.

Request a one-time service for a flat fee.
Requisition Summary
[There are no lines on this
request

Please add new ling in order to
=ave thiz requisition

Request a service for which the fee is based on the time worked,

Request a service for which the fee is based on the time worked and materials used

Total Lines
Total Amount (UEDY. 0 Review and Submit

Click on Special Item link to add an item to the purchase requisition.

Example for this purchase requisition:

For purposes of this example, the preparer of this purchase requisition
needs to buy multiple items: 10 - 250 ml Beakers ($24.21 each), 10 - 100
ml Graduated Cylinders ($19.50 each) and 1 Lab Disc Magnetic Stirrer
($181.49). The vendor for all items is Fisher Scientific (if you selected the

Vendor in the Define Requisition step, it will default onto each line of the
requisition).

HOBART
AND
WILLLAM SMITH
COLLEGES Worklist Add to Favorites
Menu =
= eProcurement A o
> Buyer Center Create Requisition
— Create Reqguisition = = . P .
\ — Manade Requisiions “:‘ 1. Define Requisition E‘E 2. Add Items and Services \g 3. Review and Submit |
— ADDrovs q L = i PR g < . 5 N
pif Rec:a::'v'z E;nglsmma ! Add lines to the requisition, specifying the information necessary to procure each item or senvice.
- Reports Search: | 2 Search
— Administer Procurement 2 =
— My Profile - Catalog Fmrﬂes Tﬂm&a&s Furms Ws-b Speqal Request
[ Services Procurement Special ltem
[> Travel and Expenses o
*|ltem Description: | <
e Sl |  umeny 5
—‘_ a
request. *Quantity: | *Unit of Measure:
Pleaze add new line in order to | ,—
save this requisition. *Category: | Q< Due Date: e
Vendor ID: vooooo2052 QS GRerSeientiiic Co Suggest New Vendor
Total Lines 0
Total Amount (USD). 0 Vendor Item ID:
MiFg 1D: Q
MFg Item ID:
Additional Information Request New ltem
] Request New Item
[1 send to Vendor [] show at Receipt [ show at Voucher
sddtem | Cancel | AddorStartNewType |

The fields indicated by the red arrows in the screen above are required
for each line of a purchase order. For the example items, start with the
first one (the Beakers) and complete the required information: Type in
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the Item Description (include enough information for the vendor to
recognize the exact item you are requesting), Price per item and the

Quantity. Click the lookup icon (%) next to Unit of Measure and select
Each. A Category is required for each line of a purchase requisition.

Click the lookup icon (%) next to Category; the following screen displays:

HOBART
AND
WILLIAM EMITH
COLLEGES

|~ eProcurement
I> Buyer Center

— Manage Requisitions LOOK Up category

Home Worklist Add to Favorites Sign o

#| Create Requisition

— Approve Requisitions

— Receive ltems

- Reports

— Administer Procurement
— My Profile

I Services Procurement *Selecty
I> Travel and Expenses

| Mote: You may either Search or Browse ta look up the appropriate categary far your special request.
¥ Search Categories

¥ Browse Category Tree

catalog: |.J‘.LL_PURCH1\SE_ITEMS »

[€

All tems (EXPAND TO SELECT)

Requisition Summary
There are no lines on this
request.

Pleaze add new line in order to
=ave thiz requisition.

Total Lines: 0
Total Amount (USD). 0

Return \

Click on the B next to Search Categories to display the following:

11
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Create Requisition

Look Up Category

Mote: You may either Search or Browse to look up the appropriate category for your special request.
* Search Categories

SearchBy | Description v | Find |

Categories

Customize | Find | i First 21 1 of1 X Last

Catalog Category Description _I;_irr:ein

&

* Browse Category Tree

*Selecta catalog: | ALL_PURCHASE_ITEMS  +|

| All lterns (EXPAMD TO SELECT)

Return |

In this expanded Search Categories section, type a few letters of the
category you are looking for in the box next to Description and click on

Find__ | (Note: to find a list of all Categories, just click _ Fing_ |

without typing in the box). In this example, we used “lab” and the
following results were returned:

12
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Create Requisition

Look Up Category

Maote: You may either Search or Browse to look up the appropriate category for your special request.

* Search Categories

Search By |Descrip1iun v| llab

- ] E .
Categories Customize | Find | & First 1-3 o0f 3 Last

o e fpn

Cata Category Description in

Tree
#

1 ALL PURCHASE ITEMS LAB SUPPLIES Labaoratory Supplies
2 AL PURCHASE ITEMS LAB EQUIFMEMT  Laboratory Equipment Q‘

3 ALL PURCHASE ITEMS WM Construction Lahor

Select the appropriate Category from the list by clicking on the Category
name. For the example, LAB SUPPLIES should be chosen. ltis filled into
the Category field as follows:

HOBART
AND
WILLLAM SMITH
COLLEGES

[~ eProcurement

~
> Buyer Center — Create Requisition

| — Create Requisition — = = e -
— Manage Requisiions “:‘ 1. Define Requisition E!; 2. Add Items and Services \% 3. Review and Submit |
— Approve Requisiions = o G : ;
i A — | Add lines to the requisition, specifying the information necessary to procure each item or service.
Receive Items
- Reports search: | Q Search I
— Administer Procurement 5
— Wy Prafile Catalog | Faverites | Templates | Forms | Web | Special Request
[ Senices Procurement Spedal ftem

[ Travel and Expenses b

*ltem Description: 250 mi Beakers

Requisition Summary

[There are no lines on this sPnce: | 2apin *Currency: Jer
request. *Quantity: | 10.0000 *Unit of Measure: EA ey
Please add new line in order to ,7 i~ 1
lsave this requisttion *Category: LAB SUPPLIES | Due Date: | [
Vendor ID: [0000002082 L Figher Scientific Co Suggest Mew Vendor
Total Lines: 0 l—
Total Amount (USD). 0 Vendor ltem ID:
Mg ID: 8

Mifg Item ID:

Additional Information Request New ltem
[IRequest Hew Item

[ send to Vendor [ show at Receipt [ show at Voucher
Additem |  Cancel | Add orStatNew Type |

A Vendor must be selected for the purchase requisition (Note: you may
have done this in the Define Requisition step. If that was the case, the
Vendor would be populated. If not, follow these steps to select a vendor).

In order to select a vendor, click the lookup icon () next to Vendor ID to
display the following screen:

13
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HOBART
AND
WILLLAM SM
COL

eProcurement
1> Buyer Center

— Manage Requisitions
— Approve Requisitions
— Receive ltems
— Reports
— Administer Procurement
— My Profile
[> Senvices Procurement
[> Travel and Expenses ot

Requisition Summary
There are no lines on this
request

Please add new line in order to
=ave this reguisition.

Total Linss: 0
Total Amount (USD). 0

2 Vendor Search

Add o Favorites

Vendor ID: i‘l
Hame: | ﬁLI
Short Vendor

Hame: | Suggest Vendar
City:

Country: Q State:

Postal Code:

€  Enter search criteria to find a vendor.

Return to Special Request

Use the Vendor Search Screen to find the vendor from which you are
purchasing. For this example type in the first few letters of the vendor

name in the Name field and click

= eProcurement
[> Buyer Center
— Create Requisition
- Manage Requisitions
- Approve Requisitions
— Receive ltems |
— Reports
— Administer Procurement
— My Profile

[> Senvices Procurement

[» Travel and Expenses |

Requisition Summary
There are no lines on this
request

Please add new line in order to
save this isi

Total Line=: 1}
Total Amount (USD). 0

2l Vendor Seard

Vendor 1D:

Find

Hame:

Short Vendor

Hame:

City: [
Country: Q State:
Postal Code:

€  Enter search criteria to find a vendar.

Return to Special Request

The search results are displayed:

14
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HOBART
AND
WILLLAM SMITH
COLLEGES

Home Worklist Add to Favorites Sign o

=~ eProcurement ~

b Buyer Centar — Vendor Search
| - Create Requisition ’7 -m'

- Manage Requisitions g Verdorib:

— Approve Requisitions | Hame: [izn Reset

- Receive ltems T ]

— Reports Short Vendor

— Administer Procurement Hame: Sugoest Vendor

— My Profile City: |

I» Services Procurement i [
I Travel and Expenses = e

Postal Code: |

Q State:

Requisition Summary
There are no lines on this.

Customize | Find | \

request Vendor I Address
Pescacinew e onterlo 10000002082 Fisher Scientific Co Main Acct 362410/002 Boston WA =
=ave this requisition.
2 0000002082  Fisher Scientific Co Furchasing 2970 Johns Creek Court Suwanne GA B
Told{ e g 30 George Fisher Main 3490 Sid White Road BIUff Paint Ny =
Total Amount (USD). o =
That Fish Place Main 237 Centerville Road Lancaster PA ELﬁ

Click on the Vendor ID link for the appropriate vendor (Special Note:
Check to see if the vendor address is correct for ordering purposes. If it
is not correct, send an email to Janette Brower at brower@hws.edu with
the vendor name and the correct address for ordering). For this example,
select Fisher Scientific Co. The Vendor ID will be placed in the requisition.

HOBART
AND
WILLIAM SMITH
COLLEGES Home Worklist Add to Favorites Sign o1
|7 eProcurement A o
& Buyer Center Create Requisition
| - Create Requisition = ) - = : n i i
— Manage Requisitions “:‘ 1. Define Requisition Eh; 2. Add Items and Services @ 3. Review and Submit |
e _q_q_il = =
. —LD—EI—R]ECENS :?:milsmnns — | Add lines to the requisition, specifying the information necessary to procure each item or service.
— Reports Search: ‘ Q, Search I
— Administer Procurement 5
— My Profile Gam{og Fawr‘rles Temp}:ﬁes mes Web Special Request
[ Senices Procurement Special ltem
[ Travel and Expenses ~
*Item Description: |25U ml Beakers
e i o *Price: | 24.21000 *Currency: JSE
€re are no lines on thiz — o
i *Quantity: | 10.0000 “Unit of Measure: EA ey
Pleaze add new line in order to
e b e *Category: LAB SUPFLIES O Due Date: [ Bl
Vendor ID: [0000002082 A Fisher Scientific Co Suggest New Vendor
Total Lines: 0
Total Amount (USD). 0 Vendor ltem ID:
Mfg ID: &

Mig ltem ID:

Additional Information Request New item
[ Request Hew Item

[ send to Vendor [ show at Receipt [ show at Voucher
Additem | Cancel | Add or StatNew Type |

To finalize this item click the _Agdttem | button. The item will be added to

the purchase requisition and the fields will be blanked out to enable you
to add additional items.

15
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Follow the steps above to add the two other items to the purchase
requisition. Note that the items added appear in the Requisition

Summary box.

HOBART
AND

WILLLAM SMITH

COLLEGES

Create Requisition

| — Create Requisition

Workiist Add to Favorites Sign o

1. Define Requisition

— Manadge Requisitions

2. Add Items and Services

3. Review and Submit

— Approve Requisitions
— Receive Items

Add lines to the requisition, specifying the infermation necessary to procure each item or senvice.

— Reporgs

— Admin]ster Procurement
— My Profile

[> Services|Procurement

[ Travel and Expenses

Search: “

“
—

€y, Search |

Catalog | Favorites | Templates | Forms | Web | Special Request
Special Item

“ltem Description: |

Additional Information

€

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

Requisition Summary “Price: *Currency: ISE

*Quantity: “Unit of Measure: Q
100 ml Graduated 10 EA *Category: Q Due Date: ]
Cylinders .
e | Vendor ID: (0000002082 | Fisher Seientific Co Suagest New Vendor
B Vendor Item ID:
Total Lines: 3 Mg ID: Q
Total Amount (USD). 618.59 Mig Item ID:

addttem | Cancel | Addor StartNewType |

Request New ltem
[1Request New item

When all of the items have been added, click
5

requisition process:

3. Review and Submit
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HOBART
AND
WWILLLAM SMITH
COLLEGES Add to Favorites
r

-
Create Requisition 1
‘ E‘( 1. Define Requisition E‘I‘é 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: b Hobart & William Smith
Requester: PEL Erin Pelkey *Currency: ¥
Requisition Name: | Priority: KMedium &
Requisition Lines
Line Description Vendor Name Quantity UOM Price Total
] 1 250 miBeakers Fisher Scientific Co | 10.0000 Each 2421000 24210 B4 O
[0 2 100 ml Graduated Cylinders Fisher Scientific Co | 100000 Each 1950000 19500 B 2
I [] 3 LabDiscMaanetic Stirrer Fisher Scientific Ca | 1.0000 Each 181.49000 18149 B
g AlLL A
IF [ SelectAlliPesciet Al Total Amount: 618,52 USD
L ppaddto Favorites | G2 Add to Template(s)| jadity Line / Shipping | Accounting | [ Delete |
JustificationlComments
| | ®
[l send to Vendor [ | Show at Receipt [| Show at Voucher
s Check Budget |
ﬁ Save & submit I ,,,E’E,Save & preview appruvals] x Cancel requisition I Eind more items
b
< >
‘Q Local intranet H100% <

Modifications can be made at this time to Shipping and/or Accounting
information on each or all of the lines. See the Modify Line Information
section for details. (Special Note: if you changed the Line Default
information in the Define Requisition steps on page 7 and 8 you need to
follow further steps in the Modify Line Information section of this
document to apply the Line Default changes.)

If you are not finished adding items to the requisition, the

oy Save & preview approvals| o may be used to save the requisition and
come back to update it another time.

To submit the finalized purchase requisition, click = 53¢ % submit | The
purchase requisition has been created, the confirmation screen displays
and it will now go through the approval process, if required.
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HOBART
AND
WILLLAM SMITH
COLLEGES

Home Worklist Add to Favoried

I~ eFrocurement
[» Buyer Center

— Create Requisition
— Manaae Requisitions
— Approve Requisitions
— Receive ltems i i
- Reports Requested For: Erin Pelkey Number of Lines: 3
— Administer Procurement

Confirmation

K Requisition Name: 0000000194 Total Amount: §18.59 USD
[ Senvices Procurement Requisition ID: 0000000194
[> Travel and Expenses ]
== Business Unit: HWS01
Requisition Summary Priority: lMedium
Description i Budget Status: Mot Checked

250 m| Beakers

100 ml Graduated 10
Cylinders No approvals required
Lab Disc Magnetic

sii '
Eeli S| [Editrequistion |

Total Lines: 3
Total Ameunt (USD) F18.58 View printable version Manaae Requisitions Create New Requisition

Check Budget

The purchase requisition is now complete and the approvals and budget
check process has begun.

18
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Create Requisition - Fixed Cost Service
(A fixed cost service has a single price for providing a service.)

Navigation: eProcurement>Create Requisition

The beginning steps of creating a requisition for a fixed cost service are
the same as outlined on pages 5 through 9 above.

ORACLE’

Home Worklist Add to Favorites Sian out

~ eProcurement ~ o

1> Buyer Center Create Requisition

— Create Requisition = =
‘ — Manage Rguisitinns |D\ 1. Define Requisition E!; 2. Add Items and Services 3. Review and Submit |

:w = Add lines to the requisition, specifying the information necessary to procure each item or semvice.

Reports

— My Profile _ search: | G Search |
1> Senvices Procurement | Catalog | Favorites | Templates | Forms | Web | Special Request |
I Commitment Control Selecta R T
[ SCM Integrations IR LGRS LY
b SetUp Financials/Supply 1™ | o0 45 fem Request an ftem thatis not listed in the Catalog

Fixed Cost Senice Request a ene-time service for a flat fee.
Requisition S
T ANINTRRY. variable Cost Semic Request a service for which the fee is based on the time worked.

There are ne lines on this
teginst Time and Iaterials Request a service for which the fee is based on the time worked and materials used.

Please add new line in order o
=ave this requisition.

Total Lines:
Total Amount (USD). 0 Review and Submit

At the screen above, click on Fixed Cost Service to display the following
screen:

CracLe
Home VWorklist Add to Favorites Sign out]

Menu =
=~ eProcurement A o
[> Buyer Center Create ReqUIsmon
— Create Requisition = =
‘ — lanage Rguisit-:ms E 1. Define Requisition Eh; 2. Add ltems and Services \% 3. Review and Submit |

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

— Reporis .

— My Profile | search: | Q searen|
1> Sewvices Procurement Catalog | Favorites | Templates | Forms | Web | Special Request
[> Commitrnent Contral Fixed Cost Service
[* SCM Integraticns
> Set Up Financials/Supply Ao

* Service Description; | <
Requisition Summary *Value of Service: ¢ * Currency: 3
There are no lines on this P ’7(14_
request. ategory: 4
Pleaze add new line in order to Vendor ID: Q o tH Vend
=ave this requisition. : =uagsest e vendar
Start Date: | B End Date: )
Total Lines: o = | B
Total Amount (USD) 0 Quote Number: | Quote Date:

Additional Information

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

Add Semvice ] Cancel l Add or Start New Type I

Fill in the rows indicated by the red arrows above. Fill in the Service
Description using a description that is meaningful. See pages 11
through14 for detailed steps on filling in Category and Vendor ID fields.
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Home WWorklist Add to Favorites Sign out

~ eProcurement

-~
I» Buyer Center —  Create Requisition

— Create Requisition El . — 5 = i n
— Manane Requisitions | | o 1. Define Requisition & 2. Add ltems and Services J. Review and Submit |
ZRemie lems - Add lines to the requisition, specifying the information necessary ta procure each item or service.
Repors
- My Profile search: | QSearchl
1> Services Procurement Catalog | Favorites | Templates | Forms | Web | Special Request
[> Commitrnent Contral Fixed Cost Service
> SCM Integrations

I Set Up Financials/Supply

3

* Service Description: |'.".feh Page Consulting

Requisition Summary *Value of Service: [ 100000000 * Currency: SE

:::I::.re no lines on this T ,mq

:’:f;?h:‘:s::nl‘ig:_ oty Vendor ID: 0000000436 A audiovideoweb.com LLC Suagest New Vendor
em Start Date: E End Date: )

*:::: E:r: nt (USD): g Quote Number: Quote Date: 1

Additional Information

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

Add Service I Cancel | Add or Start Mew Type I

Click on _Ad¢Senice | 1 add the service to the requisition. Continue
adding more services to the requisition as required. When you are

-l 3. Review and Submit
finished adding services, click on ;.

to
move to the next step in the process.
ORACI—E' Home Worklist Add to Favorites Sign out
Meru 8]
7 s * create Requisition H

Janage Requ = | | |_=_}.\ 1. Define Requisition 2. Add Items and Services 3. Review and Submit |
— Receive ltems = : ; i

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

— Iy Frofile i = - . )
> Senices Procurement Business Unit: HWS01 Hobart & William Smith
[ Commitment Contrel R I LIAME
[ SCM Integrations peslar —

> Set Up Financials/Supply ¥ Requisition Name:

Catherine Williams *Currency:

Requisition Lines

] 1 WebPaage Consulting

AudicVideoweh.com LLC 1.0000/ Each

1,000.00000 1,000.0
Bl Seci S gescled Al Total Amount:  1,000.00 L
Total Lines: 1 L #¥4dd to Faverites | ) Add to Template(s)| [544odify Line / Shipping / Accounting | T Delete |
Total Amount (USD). 1,000.00
Justification/Comments

@l

[ send to vendor [] Show atReceipt [| Show at Voucher
5 Check Budget |

5 Save & submit ’ anSave & preview approvalsl )( Zancel requisiticn i

Eind more items

The steps to complete the requisition are detailed on pages 16 and 17.
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Modify Line Information
Navigation: eProcurement>Create Requisition

If you are creating a requisition and chose to change the Line Default
information discussed on pages 7 and 8 above, follow these steps to
apply that Line Default information to lines of the requisition.

To apply the Line Default information to all lines of the requisition, check
each of the line using the check box to the far left of each line (to apply it
to certain lines only, select only the lines you wish to change):

HOBART
AND
WILLLAM SMITH
COLLEGES Add to Favorites
ER
o -~
Create Requisition 3
“f‘ 1. Define Requisition E‘E 2. Add Items and Services \g 3. Review and Submit
Review the details of your requisifidén, malke any necessary changes, and submit it for approval.
Business Unit: Hohart & William Smith
Requester: Erin Pelkey *Currency: ¥
Requisition Napg: Priority: Medium &
Requisitiop Lines
"ine Description
[ 1 250 mlBeakers Fisher Scientific Co | 100000 Each 2491000 paz0 B 0O
> 2 100 ml Graduated Cylinders Fisher Scientific Co | 10.0000 Each 19.50000 19500 B O
L 3 LabDiscMaagnetic Stirrer Fisher Scientific Co | 1.0000 Each 181.49000 18140 B8 2
[l SelectAll/ Deselect All Total Amount: £18.50 USD
L ppaddto Favorites | {3 Add to Template(s)| [Gjodify Line / Shipping | Accounting | i Delete |
Justification/Comments
/ ®
[ send to Vendor ] Show at Receipt [] Show at Vouche/
i, Check Budget |
5 save & submit ] aEave & preview appmvalsi ¥ Canckl requisition ] Find more items
¥
< I | >
/ ‘j Local intranet 100% ¢

Click on Eﬁ'ﬂndify Line / Shipping ! Accounting

, the following screen displays:
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ORACLE
,

Create Requisition

Modify Line / Shipping / Accounting

Line Information
Note: The information below does notreflect the data in the selected requisition lines. When the Apply buttan is clicked, the

data entered on this page will replace the data in the corresponding fields on the selected lines.
Vendor ID: Q

Vendor Location:
Buyer: Q

Q
Category:

Q
Shipping Information

Ship To: Q
Due Date: [

Accounting Information
[ chartfielast |}

[=] Modify Shipping Address

Attention:

Asset information =]

1=
r Percent Location |GL Unit Fund Dept Program  |Account PC Bus Unit | Proj

A Il Qwsoal @ @] @&l @] &l @&l @& |

=

Apply Cancel

Load Values From Defaults

/ & Local intranet #100% ~

Click on\the link LoadValues From Defaults jn order to bring over the

accounting and/or shipping information you previously entered into the

Line Defqult section (Note: only the information you previously entered
will fill in, all other information will be left blank).

Click __“PP¥ | to apply the information to the lines of the requisition.
The following screen displays:
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HOBART
AND

WILLIAM SMITH
COLLEGES

Menu O
Search:
|®

[ My Favorites

[» Employee Self-Senvice
[* Manager Seli-Senvice

[» Bupplier Contracts

= eProcurement

[> Buyer Center

| — Create Requisition

— Manage Requisitions
— Receive ltems

— Repors

| — My Profile -

[» Semnices Procurement
[ SCM Integrations

[ Set Up Financials/Supply

Chain

Ensure

_ok |

~

Distribution Change Options

Forthe selected requisition lines, apply distribution changes o

(& All Distribution Lines
pply changes to all existing distribution lines.

) Magching Distribution Lines
AppINchanges to each existing distribution line by matching the distribution line numhbers.

O Replace Distribution Lines
existing distribution lines and replace with the distribution lines changes.

Cancel i

the button next to All Distribution Lines is selected and click

You will be returned to the Review and Submit screen. Follow the
instructions above on page 16 to complete the requisition.
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Favorites
Navigation: eProcurement>Create Requisition

Items from your requisitions may be added to your Favorites for a specific
Requester to be used in future requisitions. Using Favorites eliminates
the need to type in items each time a requisition is created.

Add an Item to Favorites:

Using the steps in pages 5 through 16 above to create a requisition and
to get to the Review and Submit step in the process as depicted below:

Home Worklist Add to Favorites Sign out
= eFrocurement ~ o »
- Buyer Center Create Requisition
| — Create Requisition = - L = : Ea i i
— Manage Requisitions | D/ 1. Define Requisition E‘; 2. Add Items and Services 5 3. Review and Submit |
~ Approve Requisitio ; % %
lic Rﬂcrﬂji'-: :?;-nlé\sm . | Review the details of your requisition, make any necessary changes, and submit it for approval
— Reports : - .
— Administer Procurement Business Unit: HWS Hobart & William Smith
— Iy Prafile ‘ . . ‘ =
T e Requester: fichael Paparo urrency:
[ Travel and Expenses ¥ Requisition Name: Priority:
Requisition Lines
Requisition Summary Line Description
Description [aty[uom =————
550 ml Beakers 10 EA »[] 1 250mlBeakers Fisher Scientific Co | 10.0000 Each 2451000 2491t
égﬁlnnd'llegradualed by b [] 2 100mlGraduated Cylinders Fisher Scientific Co | 10,0000 Each 1950000 195 01
o raadmeR (A 5[] 3 LabDiscMaanelic Stirrer EiSher St Co [ 10000 Each ST g0 o
3 Allt A
T TIIT . | SelectAll /eseiechAll Total Amount: 518.59 U
Total Amount (USD)" 51258 L #addto Favorites]'@ Addto Template[s}i “Aodify Line / Shipping / Accounting J DeleteJ
Justification/Comments
| =
[1sendtovendor [ |Show atReceipt [ | Show at Voucher
s} Check Budget |
B 3ave & submit J A Zave & preview approuaIsJ x Cancel requisition J Eind more items
b
< | >
‘-ﬂ Local intranst H100% -

To select an item to add to favorites click on the check box next to the
items you want to add. For example:

[ 1 280 ml Beakers

[ 2 100 ml Sraduated Cylinders , . 1! i . .
Then click ~#7Add1o Faw”tes|. The item is

added to the Favorite list and the following confirmation is displayed:
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he following item(s) were added to your favorites:
250 ml Beakers
100 ml Graduated Cylinders

[1Do not show this message again

Close |

Click M to return to the requisition.

Using Favorites to Add Items to a Requisition:

Use the step in pages 5 through 8 to create a requisition. Instead of

selecting IETEEEETTEEN, select B0, The favorites that have been
added for the requester are displayed:

~ eFrocurement
I» Buyer Center
| — Create Requisition

— Recelve ltems
— Reports

— My Profile
[» Services Procurement
I Travel and Expenses

ORACLE’

— WManage Requisitions
— Approve Requisitions

— Administer Procurement

Home Worklist Add to Favorites Sign out
el P
— Create Requisition
3 | E‘\, 1. Define Requisition El‘%: 2. Add Items and Services % 3. Review and Submit |

2 add lines ta the requisition, specifying the information necessary to procure each item or service

search: | Q search !

Catalog | Favorites | Templates | Forms | Web | Special Request
Group Hame Description

¥ O= & Ungrouped ltems

Requisition Summary
Description

250 ml Beakers

100 ml Graduated

Cylinders

Lab Disc Magnetic
Stirrer

Total Lines:
Total Amount (USD).

3
618.59

s 1l 9]
Customize | Find | == First 18 4-2 of 2 LZ| Last

o Fisher : -
[1 & 250mlBeakers i nn Adve 2421000 USD EA  [1.0000 E‘Addl
[ : Fisher % *
[0 & 100mlGraduated Cylinders S turtifc Co. A 12.50000 USD/ 1.0000 EXadd |

[[] Select Al Deselect All

k. B Add l Midd to Favorites Groupts}l 1l Delete from Favorites I 38 Add to Ternplate(s) I

Review and Submit

To add a favorite to the requisition change the Quantity to the desired

amount and click M. The item will be added to your requisition in
the amount specified.
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Receive Iltems

There are two methods that can be used to receive items. The first is
using the Receive Items screen. The second is using the Manage
Requisitions screen. Both methods are detailed below:

Navigation: eProcurement>Receive Items

Method 1: Items eligible for receiving will be displayed when the above
navigation is followed:

ORACLE’
]

Search: New Window | Customize Pane | 18,

®

Home Worklist Add to Favories Sign out

|I> Wy Favorites Receive ltems

[» Employee Self-Semvice
[> Manager Self-Service You have 3 lines open for receiving
[ Supplier Contracts
-~ eProcurement Receive Selected )
b Buyer Center and go to the Receive Form.
_%‘&“f” customize | Find | View Al B8 First [ 13013 [F] Last
— Reports
— Wy Profile
[ Services Procurement

FISHER 5C -

et [] HWSO1 0000000386 250 mi Beakers 10 0 £+ RosenBERG HiY

I Set Up Financials/Supply TERE®
Chain [] HWSO1 00DODOD386 100 mi Graduated Cylinders 10 O £+ Rosensers Hio

[» Enterprise Components

> Warklist [] HWS01 0000000385 Lab DiscMaanslic Stiner 1 0 B+ Rosenserg FISHERSC-

[» Reporting Tools
[» PeopleTools

— Chanage Wy Password -_CheckAH Clear All

— My Personalizations
— My System Profile Inguire Receipts Inguire Return to Vendars
— My Dictiona

ij Local intranet H100% -

Select the check boxes for the items that were delivered from the vendor.
For the example, all items were received on the same day. Because of

this, click on . Each box next to the items will be selected. Click

on RS |to begin the receiving process:
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ORACLE’ : :
Home Wiorklist Add to Favorites Sign out
Iew Window | Customize Page |httn

| Search:
&)

|1 Wy Favorites Receive Iltems
[» Emplayes Self-Service .

> Manager Self-Senvice Mew Recemt

> Supplier Contracts Business Unit. HWS01
~ eProcurement
[ Buyer Center
— Create Requisition *Received Date: D5a2012008 [3] ) g

- WManage Requisitions Reject Shipment

Custorize
— Reports
— Lly Profile Line |item Id Itemn Description *UOM

[ Services Procurement
b SCM Integrations 1 250 mi Beakers 100000 | B E Q 10.0000

L ?;t;"p AEREE S 2 100 ml Graduated Cylind [100000 | B \EA <, 10.0000 Fé. O

g\‘f—vmfm“?”fe SEETEE 3 Lab Disc Maanelic Stirt 10000 | B EA @ 10000 B O
orklis

I Reporting Tools

[ PeopleTools Save Receipt

— Change My Password

o Add New Receipt  Inquire Return to Vendors — Inguire Receipts

— My System Profile

— My Dictionary

Receipt Status: Open

Done 'ﬂ Local intranst H100% -

In the Received Qty field for each line, enter the amount received (if each
of the quantities agrees to what was received no changes need to be

made.) Click 53 Receipt | to finalize the receiving process. The
following message is displayed:

%]

Windows Internet Explorer

Receipt, 0000000157, is saved and Job, RECY_00, has been scheduled For process (Process Instance = 7715).
! {107300,253)

This means the receipt is being updated by the receipt integration process, Any additional processing For this receipk
will reguire recpening the receipt in Update [ Display mode,
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Navigation: eProcurement>Manage Requisitions

Method 2: Receiving items can also be on a requisition by requisition
basis. Follow the navigation above to the following screen:

ORACLE’

Search:

®
> My Favorites
> Employee Self-Senice
[ Wlanager Self-Service
&> Supplier Contracts

Menu ]

~ eProcurement
[ Buyer Center
— Create Requisition
— Manage Reguisitions
— Receive ltems
— Repoiis
— Wy Profile

Home Workit Add to Favoriies Sign out

blew Window | Customize Page | &,

Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit: HWS01 Requisition Name: |

Requisition ID: Q Request Status: Al but Complete v | Budget status: | vf‘
Date From: e Date To: 5
Requester; Q Entered By: Q  POID: | Q

[> Services Procurament

[ SCM Integrations

> Set Up Financials/Supply
Chain

[ Enterprise Compenents

D Worklist

[» Reporting Toals

> PeopleTools

— Change hlv Password

Search Clear

Ta view the lifespan and line items for a requisition, click the Expand friangle icon: [
[ To edit or perform anather action on a requisition, make a selection frem the Action dropdown listand click Go.
Req 1D Requisition Name BU Date Status Budget Total

618.50USD| <Select Action.. %) Go

> pooODOD0Z0  DO00DODOYD

HWS01 08/04/2008 Approved Mot

chid
— Wy Personalizations |
~ Wiy System Profile I 000O000DSS  0ODOO0ODSS HWS01 0610/2008 Pending Mot 445_UUUSD|<59\EMWW ~|co
— Wy Dictionary chicd
I pDOODODOS4  0DOOODDOS4 HWS01 06M0/2008 Approved Mot 268.00USD| <SelectAdion. v Go
chkd
I 0D0ODO00S2 0000000053 HWS01 06M0/2008 Cancelled Mot nnnusnl‘sa‘mﬁ‘“‘ﬂ” v|Go
chid
' p000D000S1 0000000051 HWS01 061072008 Approved Mot 0.00UsSD| =Select Action. v Go
chicd
I DDOODDOCAZ  0ODDOODO13 HWS01 05/31/2008 PO(s) valid 1u_uuusg|<59\w"\ v|Go
Dispatched
Create New Requisiion  Inguire Change Request Inguire Receipls  Reguisition Report
Don & Local intranet 100% -

Find the requisiti

for which you have received goods or services (you

could have received all or only a portion of the goods or services). Click
on the <Select Action> drop down and choose Receive Order. Then click

@ to be taken to the Receive Items screen noted previously on page 26.
Not that the items listed are only items from the particular requisition
you have selected. Follow the steps on pages 26 and 27 to complete the
receiving process for this purchase requisition.
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Manage Requisitions

Navigation: eProcurement/Manage Requisitions

Add to Favorites
Search: Mew Window | Customize Page | &

i 1y Favarites Manage Requisitions
> Employee Self-Senice ey
~ Search Requisitions

[ Manager Self-Service

I Supplier Contracts To locate requisitions, edit the criteria below and click the Search button.
> eFrocurement Business Unit: HWS01 Q Requisition Hame: |
> Buyer Center T
— Create Requisition Requisition ID: | Q Request Status: ‘ v Budget Status: | ¥
| = Manage Re: ans Date From: |05114/2008 ] Date To: [n5r2112008 5
— Receive ltems — —
Ronsds Requester: | Q Entered By [ QPO [ Q

— My Profile

[ Bervices Procurement

> SCM Integrations

> Set Up Financials/Supply
Chain

Search Clear

Toview the lifespan and line items for a requisition, click the Expand triangle icon

3

E\%\.'nnt:krl?sritse Components To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
I Reporting Tools Req ID Requisition Name BU Date Status Budget Total
[> PeopleTools b poooooozsn  Sample Requisition #4 HWS01 05/21/2008 Approved  Not 2,000, ggusg‘ <Select Action.. v|Go
- Change My Password - Chid
— My Personalizations z G
L My System Profile " 0000000383 Sample Requisition #3 HWS01 05/21/2008 Open Mot 149 9gusp| “SelectAdtion.. v | Go
— My Diclionary i
b 0000000388  Sample Requisition #2 HWS01 0S/21/2008 Open Not 202 agyap| <Select Adion. v Go|
Chid
I 0000000387  Sample Requisition #1 HWS01 05/21/2008 Open Mot 426.641U5p*Select Action.. v | GO
Chikd
P 0DO0DOD3EE  0000DOO3EE HWS01 05M9/2008 Received  Valid £18.50UsD *SelectAction. v| Ga

Create New Requisiion  [nguire Change Request Inquire Receipts  Reguisition Report

% Local intranet. # 100% v

The manage requisitions function can be used to view the status of your
requisitions. The screen above consists of two parts: a search
component (the top half) and a results component (the bottom half). Use

the search area to narrow your search for requisitions then click _Search |
The results are displayed.
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To get more detailed information click on the ¥ next to the Requisition ID.
The lifespan information for your requisition is displayed. If your
requisition has reached a particular stage in the process, that stage will
appear as a blue link. If your requisition has not reached a particular
stage of the process, that stage will appear and no link will exist.

Add to Favorites

Search: Mew Window | Customize Page | /&, &
EliE ol Manage Requisitions
I Employee Seff-Serice =i
[ Manager Self-Senvice ~ Search Requisitions
[ Supplier Coniracts To locate requisitions, editthe criteria below and click the Search button.
[~ eFracurement Business Unit: |HWS01 Q Requisition Name: |
> Buyer Center N -
- Create Requisition Requisition ID: | Q Request Stafus: b Budget Status: i
! — —
|~ Manage Requisitions Date From:  [05/14/2008 ) Date To: 02172008 5
— Receive ltems —_— —
— Reports Requester: [ aQ Entered By: [ Q. poID: [ Q
— My Profile
I Services Procurement Search | Clear
[ SCM Integrations _‘l_‘l
[ SetUp Financials/Supply
Chain Toview the lifespan and line items for a requisition, click the Expand triangle icon: [
Emﬁg‘i’;"“ Companents To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
[> Reporting Toals Rea ID Requisition Name BU Date Status. Budaet Total
I PeopleTools I 0000000390  Sample Requisition #4 HWS01 05/21/2008 Approved  Not 2.000.00USD “Select Action.. v | Go
— Change My Password Chicd
— My Personalizations
i St P 0000000383 Sample Requisition #3 HWS01 05/21/2008 Open Mot 149 ggUsp <Select Action. v | Go
— My Dictionary Chicd
I 0000000388 Sample Requisition #2 HWS01 05/21/2008 Open Mot 292 ggusp| <Select Action.. (¥ | Go
chkd
0000000387 Sample Requisition #1 HWS01 0S/21/2008 Open Nat 426 s <Select Adtion. [ Go
chkd
0000000386 0000000385 HIWS01 05M9/2008 Received  Valid 518.59UD| *SelectAction. v |Go
Requester: Erin Pelkey Entered By:  Kathy Slentz Priority: Medium
Request Lifespan:
=/ p
i =3 ¥,
B8 &£ T g 5 5
Requisition Approvals Inventory P;’r“;‘:r:E :;‘:J‘egi Receiving Returns Invoice Payment
Line Information
Line Description
1 250 m| Beakers Received 2421000 USD 10.0000 EA Ez"er Sl
> 100 ml Graduated Cliners..  Received 19.50000 USD 100000 g4 FlsherSdentic
3 Lab Disc Magnetic Stier Received 181.49000 USD 1goggEx  FEmeESdenic
Create New Requisition Inquire Change Request |nquire Receipts Requisition Report
bl
< | &8
& Local intranet #100%  ~
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Approve Requisitions

Certain individuals are required to approve purchase requisitions based
on various criteria. If you are required to approve purchase requisitions
an email notification will be sent directly to you. (Important note: it is
possible that this message will show up in your Junk Mail box.) A
message similar to the following will notify you that a requisition requires
your approval:

From:  offfillrahws edu Senk:  Sat 5/31/2008 12:34 PM

T S

Cc
Subject:  Approval is Requested For Requisition [D "000000001 2" Line "1" Business Unit "Hobart & William Smith"

4 reguisition line has bheen entered which reguires wour attention.

Recuester:

Business Tnit: Hobart & William Smith
Recuisition ID: oooooooolz

Recuisition Names: 0000000012

Line: 1

Description: Sony Flat Screen Monitor
Date: Z006-05-31

Tou can navigste directly to the approval page by clicking the link below.

http://ps-np-fin-tst.hws.edu: 5000/ psp/ ps/ENPLOYEE/ERF/c/ PV MAIN MENU.PV REQ APPROVAL.GEL?Action=UsEUSINESS UNIT=HWIO1
SREQ TDL=000000001%&LINE NER=1

Click the link provided in the message to be redirected to the Financials
module of PeopleSoft and sign in using your usual user name and
password. You will be taken to the item that requires approval similar to
the following:
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ORACLE’
Menu O
Search:

®
> My Favorites

I» Employee Self-Senvice
[> Manager Seli-Senvice
[- Supplier Contracts
[ ltemns
[> Vendars
[ Purchasing
[> Inventory
[> eProcurement
[+ Senvices Procurement
[» Travel and Expenses
[ Travel Administration
[» Accounts Payable
[ Asset Management
[> Banking
[> Cash Management
[ Financial Gateway
[» Commitment Control
[- General Ledger
[» Allocations
[ Statutory Reports
[> SCM Integrations
[> Set Up Financials/Supply
Chain
[ Enterprise Companents
= Worklist
- Worklist Details
— Mavigator
[ Tree Manager
[> Reporiing Tools
[ PeopleTools
— Tax Center
— Change My Password
— My Personalizations
— My System Profile

Vilorklist

Add to Favorites

Requisition Approval

— My Dictionary

Req Name; 0000000373

Total: 1,758.95 USD

Requester: Elizabeth Parkhurst Business Unit. HWS01
Entered on: 05/07/2008 Requisition 1D: 0000000373
Status: See Lines Priority: Medium

Requester's Justification:
Mo justification entered by requesler.

#  EditRequisition
* Line Information

Line |Hem Description Vendor Hame Gty [UOM Price | Curr
] 1,8 = TEEEE R aFricE se o 1.0000 EA £99.96000 USD
o B ol s o) 10000 EA £99.00000 USD
O] 3 BACKLEATHER  orrice £Q 001 1.0000 EA 158.99000 USD

[] Select All / Deselect All

L%Viewune Details ] [ Approve ! @ Deny !

» Review/Edit Approvers

Enter Approver Comments

Return to Waorkdist

Review information pertaining to the items by clicking the links for the
item description. If you are satisfied with the item, select it using the
check box to the left. When you are finished checking each line that

needs to be approved click & Approve | or @ Dewy | ¢ you choose to deny
a line of the requisition then comments must be added in the following

box:

Enter Approver Comments

2

An email notification will be sent to the individual who originated the
requisition indicating whether it is approved or denied (with the
accompanying comments if it is denied).
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