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Procurement Overview

Process
Invoice
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Requisitions to Receipt

Define Add Review and
Requisition Items/Services Submit
: Department
Supervisor
A HOAVAS and Category
p p Approval Approvals
Validate Creates Pre-
Budget Encumbrance
Enter Goods
Receipt Inspection
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Enables users to:

** Request purchase of goods and
services

* Create a pre-encumbrance against
available budget

CUNY



Create Requisitions

Create Requisition
E‘ 1. Define Requisition Eh; 2. Add Items and Services @3 3. Review and Submit

As simple as 1, 2, 3.
*» Define Requisition
“+ Add Items and Services

+* Review and Submit

CUNY



1. Define Requisitions

Create Requisition
E‘ 1. Define Requisition

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

E!;; 2. Add Items and Services \& 3. Review and Submit

Business Unit: QNSPR Queens College - CUNY

Requester: |aNSPR_REQUESTER | QNSRPR Requester

Priority: Medium v

Requisition Name: |IT-SERVERS]|
* Line Defaults

Continue |

¢+ Business Unit, Requester, and Currency
populate per user profile

*» Requisition Name, Priority and Line
Defaults are optional and not required to
enter a requisition

CUNY



1. Define Requisitions

Create Requisition
E‘ 1. Define Requisition E!:{; 2. Add Items and Services \& 3. Review and Submit

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

Business Unit: QNSPR Queens College - CUNY
Requester: QNSPR_REQUESTER QNSRPR Requester *Currency:
Requisition Name: |IT-SERVERS| IPriority: Medium vI

» Line Defaults
Continue |

Requisition Name Is recommended

“ Up to 30 alphanumeric characters

*» Helps to identify requisition

* If a name Is not entered, then the
requisition ID assigned when the req is
saved displays

CUNY



Define Requisitions: Line Defaults (1 of 2)

Vendor: 2000009075

Q

Vendor Location:

[MAINEPAY

* Line Defaults

Hote; The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

Q

Buyer: |

Due Date: =]

Accounting Defaults

| Location

L1-102 Q@

Q

Category:

14321000000

Q

Attention: |

GL Unit

QNS0T Q)

" Chartfields1 | Chartfields2 | Chartfields3 | Detais | Assetinformation

Shipping Defaults

Ship To: IB-B104 O [=1 Modify Shipping Address

|
Customize | Find | IEII i First [ 4 1 of1 o Last

Unit of Measure: |[EA O

line on the requisition
* Vendor: Highly recommended to select one vendor for all
lines on requisition

4

L)

(R )

L)

L)

number, lab name

» Entering vendor or category code here defaults to every

» Category: Not recommended to define default category
» Location Code: Internal location for delivery i.e., office

CUNY



Define Requisitions: Line Defaults (2 of 2)

* Line Defaults

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

Vendor: | Q Vendor Location: l— Q

Buyer: | Q Category: l— Q Unit of Measure: IEA_Q
ShipTo: | Q[ Modify Shipping Address
DueDate: |  [W  Attention: |

Accounting Defaults Customize | Find | IE—|| i First Kl 1 of 1 Il Lot

Chartfields1 | JCHSrEIGS2N) | JCnartieiasaly | JOStiE| Asset Informaticn

Location GL Unit

Q COSEN Q)

4

» Unit of Measure: Define UOM.

» Certain units of measure do not have a standard
conversion

¢ e.g. box could contain a variable number of

items, depending on the item ordered

»» Select the smallest unit of measure if there is any
ambiguity

“ Recommended to use EA (Each) UOM CUNY

1)

(R )

1)
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2. Add Items and Services

Create Requisition
E‘.; 1. Define Reguisition E‘E 2. Add Items and Services 3. Review and Submit

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

Search: | Q_ search |
Catalog avorites emplates 0 Special Reguest |

; orms | WWeb

Special Itern Request an itemn that is not listed in the Catalog.

Fixed Cost Service Request a one-time service for a flat fee.
wariable Cost Service Request a service for which the fee is based on the time warked.
Time and Materials Reguest a service for which the fee is based on the time worked and materials used.

¢ CUNY uses the Special Item link to add
physical goods and services to requisitions
¢ Services are tasks performed by outside
agents
% e.g. repair services, advertising and
design services, document shredding

CUNY




Special ltem

“ftem Description:  |SERVERS

*Price: | 2000 *Currency:

*Quantity: | 10 *Unit of Measure: |E"" Q

*Category: 4321000000 Q Due Date: | e
Vendor ID: |EDDDDDQD?5 Q DELL MARKETING LP Suggest Mew Vendor

Vendor Item 1Dx; |
Mfg ID: | Q
Nfg Item 1D: |

Additional Information Request New [tem
ANY COMMENT HERE WILL APPEAR ON SELECTED ITEMS THAT ARE & "I Request New Item

Special ltem

CHECKED BELOW.

Send to Vendor Show at Receipt| | [V &how at Vioucher|
Addltem | | Cancel |  Add or StartNew Type |

*» Enter all required fields (with an asterisk)
*» Always enter a FULL description up to 254

alphanumeric characters of the requested good

or service

CUNY



Requisition Summary

= My Favorites

— AWE Setup Process EE'QIIIEI[IDII Summﬂw

Definitions 1
~ Add/Update POs | Description | |

— Administer Procurement SEE‘JEHS

— Eludget F{euiewers

1 | T | »
Total Lines: 1
(ecnption oty [GoR ™ Total Amount (USD).  20,000.00
SERVERS 10 EA /
:E:::;I::nzint (Uso). 120.000.00 1

*» Like a shopping cart
¢ Appears as a sidebar below the main menu
on the left

CUNYi



3. Review and Submit

Create Requisition
E‘y_ 1. Define Requisition

Fioy

2. Add ltems and Services Els 3. Review and Submit

Business Unit: JNSPR Queens College - CUNY
Requester: QNSPR_REQUESTER QNSRPR Requester *Currency: JSD
Requisition Name:  |[T-SERVERS Priority: Medium v

Requisition Lines

Line Description Vendor Name
ElD 1 SERVERS DELL MARKETING LP 10.00000  Each 2,000.00000 20,000.00| 22
[ Total Amount: 20,000.00 USD

LI_'_’Add to Favorites llﬁ_§| Add to Template(s) E Modify Line / Shipping / Accounting Iﬂ Delete |
—

Justification/Comments

&

[7] send to vendor [] Show at Receipt [_| Show at Voucher

s, Check Budget |

I-FI save & submit] | [ Save & preview approvals || [3¢ Cancel requisiion | Find more items

“* Prepare requisition for submission
¢ Click icon to attach support documents

CUNY



Schedule and Distribution Detalls

Schedule information includes item cost and
shipping

State Financial Systems (SFS) requires one
Schedule for each line

Highly recommended to add shipping line

Distribution includes line Chartfield information
where goods or services will be charged
Rule of 1/1/1 (recommended)

* One distribution per line and schedule
combination

CUNY



Schedule and Distribution Locations

¢ Schedule Ship To Location
*» Places where you receive goods from vendors
s Typically Central Receiving
* Associate specific vendor locations with each
ship to location
*» Enables order from closest or preferred
vendor location
¢ Distribution Location
*» Internal delivery location
** l.e., office number, lab name
% Value comes from requester setup definition

CUNY



Schedule and Distribution Locations

Business Unit: QNSPR Queens College - CUNY
Requester: QNSPR_REQUESTER QNSRPR Requester *Currency: USD
Requisition Name: 0000000054 Priority: Medium  «

Requisition Lines
Description

Line

< O 1 SERVERS

Vendor Name

20.0000

Consolidate with other Reqs

Override Suggested Vendor

Each

2,000.00000

40,000.00[Z2(

s 20,0000 +
Shipping Line: 1 Due Date: =Y Quantity: 20.0000 E
Status: Active kShip To:  1B-B104 Q] [=] Modify Shipping Address

Attention: | QNSRPR Requester

*Distribute by: QY v
Accounting Lines

SpeedChart: Q

Customize

) e
View il 0

First n 10f1 n Last

Asset Information

Quantity Percent Amount| GL Unit Account

| L1-102Q| | 20.0000 | 100.0000 40,000.00 QNSO1 53905

Q [# [=

¢ Ship to is at the schedule level
«» Location is at the distribution level

CUNY



Add Shipping Line

Create Requisition

EL 1. Define Requisition E‘.{; 2. Add Items and Services & 3. Review and Submit

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

Business Unit: Queens College - CUNY
Requester: QNSRPR Requester *Currency:
Requisition Name: |MULTIPLE LINES Priority: Medium  ~

Requisition Lines

Line Description Vendor Name

D O 1 SERVERS 10.0000  Each 2,000.00000 20,000.00[F2(

P @ |2 SHIPPING 1.0000  Each 200.00000 200.00[22] >

Select All / Deselect All

Total Amount: 20,200.00 USD

L Add to Favorites| (5] Add to Template(s) | [ 3 Modify Line / Shipping / Accounting | [T Delete |

4

1)

» Select line detalls icon for Shipping line
» Shipping charges are always Amount Only
“»Enter 10% estimate or

*» Enter shipping amount on guote or
< Enter 'There is no shipping charge’ in
additional information

(R )

1)

L)
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Add Shipping Line

Create Requisition

Line Details

Line: 2 SHFPING

¥ [tem Details

Amount: 200.00 usD

|Category: 7810000000 Mail & cargo transport | View Hierarchy
Buyer: | @, Buyer Information
Vendor: | Q

Vendor Location: | Q

Vendor's Catalog: |

Vendor ltem ID: |

Manufacturer ID: | Q

Manufacturer's ltem ID: | <, UPN ID:

Physical Nature

Services hd

Where Service Performed Buyer's v

[l RFQ Required
Device Tracking

Zero Price Indicator
Stockless ltem

Amount Only
Inspection Required

Line Status: Pending

Suggest New Vendor

“ Always select Amount Only checkbox
¢ Do not select Inspection Required checkbox

CUNY



Add Shipping Line

I':'r:'l: qg::::;{‘\;v‘;ll(t;gfseéltg3‘la;or an amount only line. The system will reprice the ’:’ CO nfi rm q u antity Set to 1
The Requisition quantity will be set to 1 for an amount only line, the system will ¢ =
reprice the requisition line for you. 0’0 Am O u nt Can b e e d Ite d

Yes No |

Requisition Lines

Line Description Vendor Name
P 0 1 SERVERS 10.0000 Each 2,000.00000 20,000.00 [F2( )
D O 2 SHPPING Each | 200.00000 200.00[E2)
J Eeed il iBede il Total Amount: 20,200.00 USD

L Add to Favorites| ()7 Add to Template(s) | "3 Modify Line / Shipping / Accounting | [ Delete |

CUNY



Chartfields - Accounting Details

Line Description Vendor Name
~ [ 1 SERVERS DELL MARKETING LP 10.0000 Each 2,000.00000 20,000.00[F(
Consolidate with other Regs Override Suggested Vendor
+
Shipping Line:1 Due Date: [ Quantity: 10.0000 =
Status: Active *Ship To:  1B-B104 Q=] Modify Shipping Address

Attention: |QNSRF’R Requester

*Distribute by: QtY ¥ SpeedChart: Q

Accounting Lines
" Chartfields1 [ Chartfields2 | Chartfields3 | Details T Asset information

|Line ‘Status Dist Type |"Location 7Quanti1:y Percent Amount|GL Unit ‘Account
1 Open | L1-102CQ) | 10.0000  100.0000 20,000.00 |GNSO1 ) |[53905 O [=]

Customize | Find il First B 1 of 1 B  ast

Accounting Lines
" Charffieldst | Chartfields2 | Chartfields3 | Details | Asset Information

‘ Fund Dept | Program MP
9999 (O 10 Q 80040 L 99993 O 400 Q 9999 O =]

Customize | Find i First n 10f1 u Last

Customize | Find

" Charffieldst | Chartfields? "~ Chartfields3 | Details | Asset Information

PC Bus Unit Project |Activity Fnd Src Proj Act
Q Q Q 999999 (L Q Q =]

¢ Chartfields - Department, Operating Unit,
Fund, Program, Major Purpose, Special
Initiative and Funding Source CUNY:



Modify Chartfields

Create Requisition

[j‘,g 1. Define Requisition

E‘,‘;

2. Add Items and Services \g

3. Review and Submit

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

ANCDD

Business Unit: QUNSPR

T

<<<<<

Requester: QNSPR_REQUESTE

QNSRPR Requester

Requisition Name: ‘MULTIPLE LINES

Requisition Lines

Description
[> 1| SERVERS

b 2| SHIPPING

Select All / Deselect All

Vendor Name

10.0000
1.0000

L 4P Add to Favorites| (05| Add to Template(s) ||_-l Modify Line / Shipping / Accounting I o Deletel

g

*Currency: usb

Priority: Medium -

Each 2,000.00000 20,000.00[F3( >
Each 200.00000 200.00[F3( >
Total Amount: 20,200.00 USD

“ Modify Accounting
“* Reduce the time
¢+ Ensure values are accurate

“ Select expand section triangle of line

CUNY



Modify Chartfields

Create Requisition

Modify Line / Shipping / Accounting

Line Information

Note: The information below does not reflect 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 corresponding fields on the selected lines.

Vendor ID: | Q Vendor Location: | Q

Buyer: | Q Category: | Q

Shipping Information

Ship To: Q [=7] Modify Shipping Address
Due Date: el Attention: |

Accounting Information Customize (EANR First n 10f1 )| Last
Chartfields1 Chartfields2 Asset Information

Oper Unit Fund Dept Program mMpP

1 a [’ a [ a [ @& [

Load Values From Defaults

Apply | Cancel |

*» On the Chartfields 2 tab, verify the Dept
*» To edit, enter or look up and select Apply

button CUNYi



Modify Chartfields

Distribution Change Options

For the selected requisition lines, apply distribution changes to

© All Distribution Lines

Apply changes to all existing distribution lines.

© Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution line numbers.

© Replace Distribution Lines

Remove the existing distribution lines and replace with the distribution lines changes.

OK Cancel |

+»* |Indicate the Distribution Lines to which the
changes are to be applied

% Click OK

CUNY



Amount Only Requisitions

Create Requisition

Line Details

Line: 1 SERVERS Line Status: Open

* ltem Details

Amount: 20,000.00 UsD

Category: 4321000000 Computer equip & View Hierarchy
accssrs

Buyer: | () Buyer Information
Vendor: | Q Suggest New Vendor
Vendor Location: | Q
Vendor's Catalog: |
Vendor ltem ID: |
Manufacturer ID: | Q
Manufacturer's Iltem ID: | <, UPNID:
Physical Nature Goods A

Tl RFQ Required Zero Price Indicator |7 Amount Only|

Device Tracking [l stockless Item Inspection Required|(300|3S Q

¢ Click checkbox to define requisition as
amount only

CUNY



Amount Only Orders

»» Check Amount Only checkbox

*» In place for a single fiscal year

*» Use If unable to predict the specific goods
or services or the associated guantities

»» Adhere to the CUNY procurement
guidelines

*» Do not use to avoid standard purchasing
policies and procedures when
goods/services and quantities are known

CUNY



Favorites

s Alist of frequently ordered items
*» To add a favorite item or a group of items to a

requisition:
s Select check box to left of item or item group

¢+ Click Add button

he following item({s) were added to your favorites:
SERVERS . . .
* Item confirmed as favorite

*+ |tem on Favorites tab

[T/ Do not show this message again

Close

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

O~ & Ungrouped tems

Customize | Find | View Al | 0| B8 First K0 4 o ¢ B (st
Type Description |Vendor Status Price |Curr UomM Quantity
o DELL MARKETIMNG . +
= ﬁ? SERVERS ) Active 2000.00000 USD EA 1.0000 Edﬁ.dd |

CUNY



ltem Templates

Catalog | Favorites | Templates Forms | Web | Special Request

1 SERVERS DELL MARKETING LP  Active 2000.00000 USD 1.0000 Each

*+ Reduce time needed to enter requisitions

¢ Consist of sets of items that requesters
frequently order together

*» Add a set of items to the requisition at once

CUNYi



3. Review and Submit (Upper)

Confirmation

Requested For:
Requisition Name:
Requisition ID:
Business Unit:
Priority:

Budget Status:

QNSRPR Requester
IT-SERVERS
0000000060

QNSPR
Medium

Not Checked

Supervisor Approval

Number of Lines: 1

Total Amount: 20,000.00 USD

< IT-SERVERS:Pending

[#]start New Path

Supervisor Approval

Pending
QNSPR Supervisor
@ Supenrvisor by UserlD _El

/

\/

*» Approval displays as pending

* Requisition ID displays

* Once submitted the Confirmation page displays

CUNY



3. Review and Submit (Lower)

Dept/Category Approvals

< Line 1:Initiated
SERVERS

“View/Hide Comments
+|Start New Path

Department Approval
Not Routed

E_'. Multiple Approvers
— Department Manager Approval 1

Category Approver - IT
Not Routed

Requisition IT Cat Approver

Not Routed

_|£|_’ Multiple Approvers

Department Manager Approval 2

IEI_', IT Approver _|£|

" Comment History

142

BT | Edit Requisition

Annlir Annroy
ALY ejejfe)

™

Hharnmnac

|View printable versionl |Mana e Re uisitionsl

|Create New Requisitionl

Check Budget

*» Add an Ad Hoc Approver

CUNY



3. Review and Submit (Lower)

Dept/Category Approvals

- Line 1:Initiated

()View/Hide Comments

+|Start New Path

Department Manager Approval

SERVERS
Department Approval
Not Routed Not Routed
= Multiple Approvers = Multiple Approvers
= =
I£|+ 1 _E_’ Department Manager Approval 2 _E

Category Approver - IT

Not Routed
o |T Approver
I£|+ Requisition IT Cat Approver _IEI

" Comment History

| Edit Requisition

Check Budget

|Create New Requisitionl

|View printable versionl |Mana e Re uisitionsl

*» Add an Ad Hoc Approver
*» Edit Requisition:

¢ Access edit page to modify requisition

and resubmit

CUNY




UPK Scenario

Go to the UPK topic to practice
*FIN-PR-101: Create Requisition

CUNY



Manage Requisitions

Manage Requisitions

¥ Search Requisitions

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

Business Unit: \QNSPR Q Requisition Name: | |
Requisition ID: | Q| Request Status: All but Complete ~ Budget Status: -
Date From: |04IO212013 [51 Date To: |0410912013 N
Requester: \QNSPR_REQUESTIC, Entered By: | <. POID: Q
Search Clear |
Requisitions

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

Requisition Name BU Status Budget
P 0000000060 IT-SERVERS QNSPR  04/09/2013 | Pending Not 20,000.00USD| <Select Action.. v Go
Chk'd <Select Action...>
D 0000000059 0000000059 QNSPR  04/09/2013 | Open Not 5,000.00UsD| $2ncel Requisition
I - Check Budget
Chk'd g€t
Copy Requisition i
P | o Edit Requisition

«» Enter ID or Name and click Search

*» Able to view, edit, approve, or cancel
requisitions

CUNY



Budget Check

Manage Requisitions
- SearchRequisiions

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

Business Unit: |QNSPR Q Requisition Name: |

Requisition ID: | Q Request Status: All but Complete ~ Budget Status: -

Date From: |04IO2!2013 [ Date To: |04109,‘2013 [51)

Requester: |QNSPR_REQUESTIQ Entered By: | Q. POID: Q
Search | Clear |

Requsions
To view the lifespan and line items for a requisition, click the Expand triangle icon: b
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Status Budget Total
" 0000000060 IT-SERVERS QNSPR 04/09/2013 Pending Not 20,000.00USD <Select Action.. v Go
Chk'd <Select Action...>
[ isition
0000000059 0000000059 QNSPR  04/09/2013 Open gmld s,ooo.oousn‘ oheck Budget

Copy Requisition
< Edit Requisition
View Approvals

\/

* When a Requisition is not approved, then the
requester cannot budget-check

*» After approval, Final approver can budget-check

\/

s Batch process will also run budget check

CUNY



Requisition Lifespan

Req ID Requisition Name BU Date Status Budget Total
| 0000000060 IT-SERVERS QNSPR 04/09/2013 Pending Not 20,000.00USD <Select Action.. ~ El
Chk'd
Requester: QNSRPR Requester Entered By: QNSRPR Requester Priority: Medium
Request Lifespan:

E— — d—

Purchase Change

Requisition Approvals Inventory Orders Request Receiving Returns Invoice Payment
Line Information
Line Description Status Price Curr Quantity |UOM Vendor
DELL
1 SERVERS Pending Approval 2,000.00000 USD 10.0000 EA MARKETING
LP

s Click disclosure triangle to view lifespan and line items on a
requisition

s Overview of requisition progress
s Current place in lifespan of a requisition
% As a step is completed, then the link become active

R/

¢+ Select active Requisition link to view more details

CUNY



Requisition Lifespan

Manage Requisitions

~ Search Requisitions

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

Business Unit: QNSPR Q Requisition Name: |

Requisition ID: |0000000061 Q Request Status: All but Complete Budget Status: -

Date From: 04/02/2013 5  Date To: 0410912013 )

Requester: |QNSPR_REQUESTIQ Entered By: | Q. POID: Q
Search I Clear |

Requistors
To view the lifespan and line items for a requisition, click the Expand triangle icon: e
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Status Budget Total
0000000061 IT-SERVERS QNSPR 04/09/2013 PO(s) Valid 20,000.00USD <Select Action.. ~ El
Created
Requester: QNSRPR Requester Entered By: QNSRPR Requester Priority: Medium
Request Lifespan:
o - =al
= % ol / ,
B @ & 74
T . urchase ange - :
Requisition Approvals Inventory Orders Request Receiving Returns Invoice Payment

% Once the PO is created by Procurement Services,
the Purchase Orders link is active

CUNY



Cancel Requisition

Requsitons
To view the lifespan and line items for a requisition, click the Expand triangle icon: b
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Requisition Name BU Status Budget
0000000060 IT-SERVERS QNSPR 04/09/2013 Approved  Valid 20,000.00USD| Cancel Requisit v Go
Requester: QNSRPR Requester Entered By: QNSRPR Requester Priority: Medium
Request Lifespan:
= % f ’% 4
~ B ¥
Requisition Approvals Inventory Pgrrg;i:e gggﬁg; Rec eiving Returns Invoice Payment

Line Information

Line Description Status Price Curr Quantity |UOM Vendor

1 SERVERS Approved 2,000.00000 USD 100000 EA  DELL X

MARKETING LP

** Requisition is approved and budget checked
¢ Line(s) are not fully or partially sourced to a PO

s Select Action of Cancel Requisition and click the
Go button

CUNY



Cancel Requisition

Requisition Details for: QNSRPR Requester

Business Unit: QNSPR Date:  04/09/2013

Requisition Name: [T-SERVERS Status: Approved

Requisition ID: 0000000060 Total:  20,000.00

Line |ltem Description Status Price Qty Total
1 SERVERS Approved 2,000.00000 Each  10.0000 $20000.00

Return to Manage Requisitions Gancel Reguisition

Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon: b

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Requisition Name BU Status

Budget
0000000060 IT-SERVERS QNSPR 04/09/2013| Cancelled| Not 0.00USD <Select Action.. 'ﬂl
Chkd

*» A whole requisition or a line of a
requisition may be cancelled

*» The status now displays as Cancelled

CUNY



UPK Scenario

Go to the UPK topic to practice
*FIN-PR-101: Manage Requisition

CUNY



Requisitions Approval Workflow

-

Requester

Vi

Requester

Reqguisition

Workflow Starts

Multiple Approver

Pool

-

Creator

ﬂ Approver 2

Supervisor Approver 1

Requester’s Dept.
@ Supervisor @ Manager

Approves Level 1

Multiple Approver

-

Pool
.'Ir-J
/
|

.\\

"

Category
Approval
Fac/Haz/IT/

-

™ B, )

Approver 1 Approver2

Multiple npprover -

jt Apprnu\erE,

'-Apprnver 1

Pool

Requsition is
available to
Buyers

Budget Check
Process—Pass




Requisitions Approval Policies

4

Self-approvals of requisitions are not permitted
“ There are some exceptions

Requisitions are routed to appropriate supervisor,
department, and category before purchasing
departments begin to obtain the requested goods
and services
Specific approvers are required for:
“ IT (information technology)
» Facilities/Furniture

» Hazardous Materials
* Outside Legal Services
When a requisition is created on behalf of another
person (requester), then the approver is the
reguester's supervisor (not the creator’s

supervisor)

(R )

L)

(R )

L)

(R )
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Add to Favorites | Sign out

Home Waorklist |

New Window | Help | Customize Page | ne

Worklist for QNSPR_SUPERVISOR: QNSPR Supervisor
A Feed

Work List Filters:
Customize

Detail View

Worklist
From Date From |Work ltem Worked By Activity Priority i
Requisition, 91153,

2-Medium ~ | BUSINESS UNIT:QNSPR
REQ_1D:0000000060

QNSRPR Requester 04/09/2013 Approval Routing Approval Workflow

“ Approver gets email with link to requisition

In Worklist
¢ Click Requisition ID link to continue

process

CUNY



Supervisor Approval

Requisition Approval

IT-SERVERS
20,000.00 USD
QNSRPR Reguester

Business Unit: QNSPR
Requisition ID: 0000000060

Entered on:

Requester's Justification:
No justification entered by requester.

* Line Information

ltem Description

Vendor Name

Price |Curr

2,000.00000 USD

DELL MARKE-001

[ Select All / Deselect All
|2 View Line Details |

» Review/Edit Approvers
Enter Approver Comments

|E( Approve ”G Deny I]
Return to Worklist

Select Approve to move the workflow onto the
next approver(s)

Select Deny and enter a comment to send the
requisition back to the requester

CUNY



=< IT-SERVERS: Awaiting Further Approvals ¢S =

Supervisor Approval

Approved

¢ QNSPR Supervisor
Supervisor by UserlD

4/9/2013 - 2:52 PM

[ Comment History

Dept/Category Approvals

SERVERS

< Line 1:Awaiting Further Approvals

(-2 View/Hide Commenis

Department Approval

Auto Approved

¢ QNSPR Supervisor
Department Manager Approval 1
4/9/2013 - 2:52 PM

Skipped

of QNSRPR Requester

—* Department Manager Approval 1
4/9/2013 - 2:62 PM

Category Approver - IT

Pending

@ [T Approver
Requisition IT Cat Approver

@ Multiple Approvers
Department Manager Approval 2

' comments

[ Comment History

Requisitions Approval Workflow

Approval workflows
are triggered when
reguesters originate
a transaction, such
as a requisition, and
a set of approvers
carry out tasks
related to the
transaction
(approval, denial or
pushback)

CUNY



Department Level 1 and 2 Approval

Requisition Approval

Req Name: IT-SERVERS

Total: 20,000.00 USD
Requester: QNSRPR Requester
Entered on:  04/09/2013

Status: Pending

Business Unit: QNSPR
Requisition ID: 0000000060

Priority: Medium
Requester's Justification:

No justification entered by requester.

¥ Line Information

Item Description Vendor Name

Line Price | Curr
© 1 SERVERS DELL MARKE-001 10.0000 EA 2,000.00000 USD
Select All / Deselect All
L [ view Line Details | [#7 Approve | [@ Deny |[55 Pushback |
% Select Approve to move the workflow onto the next
approver(s)
‘0

» Select Deny and enter comment to send the requisition
back to the requester

s Select Pushback (Department Level 2 pushed back to

Department Level 1) and enter comment to send the

requisition back to the previous approver

CUNY




Fully Approved Requisition

Supervisor Approval

Review/Edit Approvers

= IT-SERVERS:Completed

() View/Hide Comments

Supervisor Approval

Approved
v QNSPR Supervisor

Supervisor by UserlD
4/9/2013 - 2:52 PM

[ Comment History

Dept/Category Approvals

< Line 1:Approved
SERVERS

(-2 View/Hide Comments

Department Approval

Auto Approved

v QNSPR Supervisor
Department Manager Approval 1
4/9/2013 - 2:52 PM

Skipped

o1 QNSRPR Reguester
—* Department Manager Approval 1
4/9/2013 - 2:52 PM

Category Approver - IT

Approved

v IT Approver
Requisition IT Cat Approver

Approved

v

Department Level 2 Approver
Department Manager Approval 2
4/9/2013 - 3:00 PM

¢ Once fully approved,
a requisition is
budget checked and
sourced to a PO.

CUNY



UPK Scenario

Go to the UPK topic to practice
“*FIN-PR-101: Approve Requisition

CUNY



o0

4

4

Budget Check Terms

Posted budget amount
- pre-encumbrances

- encumbrances

- expenditures

= Remaining Spending Authority (RSA)
Pre-encumbrance:

\/

*» Expected expenditure amount

\/

“* No legal obligation to spend

\/

** Reaquisition is typical pre-encumbrance
transaction

Encumbrance:

\/

¢ Legal obligation for future expense

\/

*» PO is typical encumbrance transaction

CUNY



Budget Check Requisition

Manage Requisitions

¥ Search Requisitions

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

Business Unit: QNSPR Q Requisition Name: |

Requisition ID: | Q Request Status: Approved ¥ Budget Status: Not Chk'd v

Date From: | E1 Date To: | [31)

Requester: | Q Entered By: | Q. POID: | Q
Search | Clear |

Roquisons
To view the lifespan and line items for a requisition, click the Expand triangle icon: b
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Requisition Name (=10) Status Budget

" 0000000083 0000000083 QNSPR 05/06/2013 |Approved  Not 25.000.00US) Check Budget ~ Go
Chk'd

> 0000000065 0000000065 QNSPR 04/10/2013 |Approved  Not 4,000.00Us) Check Budget ~ Go
Chk'd

" 0000000063 0000000063 QNSPR 04/10/2013 |Approved  Not 5.000.00UsE) Check Budget ~ Go
Chk'd

*» Validates budget using Commitment Control

\/

“ Creates pre-encumbrance entries

\/

“ Non-valid result requires Budget Liaison

CUNY




UPK Scenario

Go to the UPK topic to practice
“*FIN-PR-101: Budget Check Requisition

CUNY



Desktop Receiving

“+ Recelpts are required for all goods and
services

s Submit promptly to ensure CUNY
meets payment terms on invoices
** Recelvers of services add attachment(s)
to recelpt
¢ Signed work order or invoice

* Scan support documentation (work
order, timesheets, etc.) as required
by either State Comptroller or CUNY
contract to receive payment

CUNY



Receiving Policies

Incorrect items received

* Requester determines, along with
purchasing, If acceptable to keep
goods

Goods are defective or broken

» If box Is damaged, reject box and
return to vendor

*» Enter receipt to indicate quantity of
items that are not defective - partial
acceptance

CUNY



Enter Receipt — Amount Only

reeene % Select Add for a new receipt
 Search for PO

IS— *E’ Se_lect checkbox of PO

Receipt Number: MEXT % CI|Ck OK

PO Receipt

PO Unit: QNSPR O Days +/- Today:
ID: 0000000079 Start Date: ]
Line/Sched Num: / End Date: i
Release: Vendor Name: @, vendor Locku
Item 1D: ‘ Q Vendor ltem ID: Q
Ship To: Q Manufacturer ID: | Q
Ship Via: Q Manufacturer's ltem ID: | Q
[ Retrieve Open PO Schedules
- Receipt Qty Options
© No Order Qty @ Qrdered Qty © PO Remaining Qty

Retrieved Rows Customize View Al | 2| #8 First W 1 o1 B Last
Selected Rows Shipping Related More Details

Prlor
Sel PO Unit PO ID Line Sched Release Due Date PO Oty Receipt Item Description

QNSPR 0000000079 04/09/2013 1.0000 SERVERS

¥ Select Al Clear All

| OK I Cancel | Refresh |

CUNYir




Enter Receipt — Amount Only

Maintain Receipts

Receiving
Business Unit: QNSPR [Receipt Status: Open| x
[Receipt ID: NEXT| Add Comments Activities
Header Details
» Header

Select Purchase Order

Customize F|r|d
Receipt Lines More Details Links and Status Item / Mfg Data Optional Input

Line Item Description Price Receipt Qty Accept Qty|Status |Serial \nce

SERVERS 000 00000| 1.0000 1.0000 Open & ?f;’c'f(e b4
[Z Interface Receipt
| & save |I [=] Notify | L Refresh E Addl #7| Update/Display
Maintain Receipts
Receiving
Business Unit: QNSPR Receipt Status: Receivedl X
|Receipt ID: 0000000033| Add Comments Activities

Header Details Document Status

L 4

L)

Enter Price shown
on Invoice
Click Save

Received status
displays

If Inspection is
required, write
down the Recelpt
ID

CUNYir



Enter Receipt — Quantity Based

Receivi .
e % Select Add for a new receipt
\/
* Search for PO
s Select checkbox of PO
Business Unit: [ANSPR Q) .
Receipt Number: |NEXT ‘:‘ CIICk OK
PO Receipt
Add
e
PO Unit: [aNsPRQ Days +/- Today: I_
ID: 0000000077 Start Date: B
Line/Sched Hum: [ T[] End Date: [
Release: I_ Vendor Name: &, Vendor Lookup
Item ID: | @ vendor item ID: Q
Ship To: Q Manufacturer ID: | Q
Ship Via: Q Manufacturer's Item ID: | Q

Retrieve Open PO Schedules

Search |

Retn eved Rows

Receipt Qty Options

) Ho Order Qty @ Ordered Qty 7 PO Remaining Qty
vl | B Fist B or 0 D Last

Customize | Find | Vie

" Selected Rows || Shipping Related || More Details

e o

0000000077 1 03/28/2013 10.0000

o

QANSPR

SERVERS

Description

selectal D clearan

oK | Dancell Refresh

CUNYir



Enter Receipt — Quantity Based

Maintain Receipts

Receiving
Business Unit: QOMNSPR
| Receipt ID: NEXT |

Header Details

IReoeipt Status: Open I

Add Comments Activities

Select Purchase Order
Recelpt Lines

ReceiptLines | MoreDetails | Links and Status | Hem/Mfg Data Tc_)pnmdlrp.nt T&‘n.rcehfwn'lahnn

Item

1 B

Description Price

SERVERS

2000.00000

Customize | Find | v

Receipt Oty

100000 | B2 I—Q

10.0000 Open

o) ) 2

De\.' u::e Stock

S

[ ]

F|rstn 1 of 1 n Last

Device x

Track

[]Interface Receipt

I = ] Savel [=] Motify |

% Refresh

Eradd | Update/Display

Maintain Receipts

Receiving

Business Unit:

| Receipt ID:

QONSPR

0000000029 |

Header Details

lReDeiE Status:

Received |

Add Comments

Activities

Document Status

s Enter Quantity
Received
+» Click Save

¢+ Received status

displays

> IfInspectionis
required, write
down the Recelpt
ID

L)

L)

CUNYir



Receipt — Packing Slip

Maintain Receipts

Receipt Header Comments

Business Unit: QMNSPR Receipt Nbr: 0000000029

Receipt 5tatus: Received

Retrieve Active Comments Only Retrieve |
*Sort Method:  Comment Time Stamp - *Sort Sequence: AScending -
Comments Find | View Al
Copy Standard Comments Comment Status: Active

"] Shown at Voucher

Associated Document

Attachment VTEw | Delete

Sort

Firs’[ll 1 of1 n Last

Inactivate

¢

From -= RCY QNSPR-0000000029

Ok Cancel | Fefresh |

¢ Attach copy of signed packing slip

CUNYi



Receipt — Packing Slip

Maintain Receipts

Receipt Header Comments

Business Unit: QMNSPR Receipt Nbr: 0000000029

Receipt Status: Received

Retrieve Active Comments Only Retrieve |
*Sort Method:  Comment Time Stamp - *Sort Sequence; Ascending - Sort
Comments Find | View Al First Kl 4 of 4 I Last
Copy Standard Comments Comment Status:  Active Inactivate |
("] Shown at Voucher

Associated Document

Attachment Packing_Slip_Attachment. doc ‘T-"-?'l "“'ie""'-’l Delete

From -= RCV QNSPR-0000000029

QK | Cancell Reﬁeshl

Enter the Packing Slip number in comments
Packing slip is attached

CUNY



Receipt — Modify Receipt Date

Maintain Receipts

Receiving

Business Unit:

Receipt ID:

» Header

Select Purchase Order
Receipt Lines

Receipt Lines More Details

QNSPR

0000000029

Header Details

Links and Status item / Mfg Data

SERVERS

QNSPR 0000000077

Receipt Status: Received X

Edit Comments Activities

Document Status

: : . A1 :
Customize d | View All E] itk First n 10f1 n Last
Optional Input Source Information

Line ltem Description PO Unit |POID Line |Schedule |PO Amount ‘S:‘f““' Distby |PO Type

1 20,000.00 N Qty =S

+» Click Header Detalls link




Receipt — Modify Receipt Date

Maintain Receipts

Header Details
Business Unit: QNSPR
Receipt ID: 0000000029
Receive Source: On-line
Vendor:

Location:

Last Change Date  04/10/2013 10:58:43AM

*Receipt Date: 03/28/2013 [31/| Receipt Time: |1:19PM

User ID OT_EARENA

Receipt Status: Received

Name: DELL MARKETING LP
*Ship To:

Last User to Modify OT KHAFNE

*» As needed, update Receipt Date
“ As needed, update Receipt Time
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Receipt — Requester Information

Maintain Receipts

Receiving
Business Unit: QNSPR Receipt Status: Received X
Receipt ID: 0000000029 Edit Comments Activities

Document Status

} Header

Select Purchase Order

Receipt Lines Customize | Find | View A #i First BN 1 o1 I Last
Receipt Lines More Details Links and Status ftem / Mfg Data Optional Input Source Information

Line ltem Description PO Unit |POID Line |Schedule (PO Amount g:?lount

SERVERS QNSPR 0000000077 1 1 20,000.00 N Qty Eﬂ

¢+ Select Document Status to view related
documents

CUNYirst



Receipt — Requester Information

Receipt DOC Status

Document Status

Business Unit: QNSPR Receiver ID: -@00000002%

Status: Received
Document Date: 03/28/2013 Document Type: Receipt Carrier ID:
Currency: usD Amount: 20,000.00 Short Vendor Name:DELL MARKE-001
Bill of Lading: Source: On-line

Associated Document

ket
Customize | Find | View All E] i First n 1-30f3 n Last
Documents Related Info

BusinessUnif |DocumentType |DOCID |Status  |DocumentDate  |VendorD

QNSPR REQ 0000000035 | Approved 03/26/2013 I%
QNSPR PO 0000000077 Dispatched 03/28/2013 2000009075 & MAINEPAY B
QNSPR Voucher 00000034 Unposted 04/09/2013 2000009075 = MAINEPAY @

<+ View related documents and their status
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Receipt — Requester Information

. o
Req Inquiry Customize \ ] First K 10f1 o Last

Requisition | Status |Requester  |ReqDate Total Amt

QNSPR 0000000035 Approved 03/26/2013 20,000.00 USD

*» Central Recelving staff find out where to
deliver the goods through a Req Inquiry?

CUNYi



Cancel Recelpt

Maintain Receipts

Receiving
Business Unit: QMNSPR Receipt Status: Received x
Receipt ID: oo00000029 Add Comments Activities

Header Details Document Status

Select Purchase Order

RE‘CE"W Lines Customize | Find | fiew Al IEIl First K 4 or 1 B Last
Receipt Lines ||| liore Detais TLrirsa'ldStatus T temiMigDsta | Optionalinput | Source information e

T e B e e

1 | B SERVERS  2000.00000 [10.0000 2 [EA ©  10.0000 Received 4321000000 [| [ Ea |q Dedce

["| Interface Receipt

B save | L4 Return to Search | [=] Notify | 1s Refresh | E‘+Ad|:l| Update/Display

s Click X to right of Receipt Status for all lines
*» Click X at line level to cancel a line
¢ Canceling the transaction cannot be reversed
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Cancel Recelpt

Canceling Heceipt cannot be reversed. Do you wish to continue? (10300,33)

Mo

** Message appears asking you to confirm
cancel

+» Click Yes

CUNYi



Inspection

*» Categories that require inspection:
¢ Information Technology
*» Facilities/Furniture
*» Hazardous Materials

CUNY



Inspection

Select Receipt
Search Criteria
PO Unit: Q Receipt Unit: QNSPR
ID: | Receipt ID: 0000000029
Line/Sched Num: | I |
Release: Vendor Name: | ©C, Vendor Looku
[tem 1D; | Q Vendor Item IDx; | Q
Ship To: Q Manufacturer ID: | Q
Ship Via: Q Manufacturer's [tem ID: | Q
Inspection Status: Incomplete -
Ok | Cancel |

* Enter Receipt Unit and Receipt ID
¢ Click Search

CUNY



Inspection

Select Receipt

Search Criteria

PO Unit: & Receipt Unit: lansPR

D | Receipt ID: Im

Line/Sched Num: ’— [ l—

Release: ’— Vendor Name: I— Q, Vendor Lookup
[tem 1D: | Q Vendor Item I1D: I— Q

Ship To: Q Manufacturer ID: | Q
Ship Via: Q Manufacturer's Item 1D: | Q
Inspection Status: Incomplete =

Search I

Retrieved Rows Customize | Find | View A1 B0 88 First B 4 o5 1 B L ast

" Selected Rows | Shipping Related | More Details

s lpount  |Pom  |lne  |Sched  [elesse  |tem |Description

QNSPR 0000000077 1 1 SERVERS

Select All D Clear All

I 0K I Cancell

+» Select checkbox of PO
» Click OK
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Inspection

Inspect Instructions

Inspection Instructions Find | View Al First B0 1 or 1 ¥ Last
Batch Seq: 1 inspect ID: |GO0DS Q [#][=]
Run Time:  [1.00 Time Type: Ferbnit -

Total Sta: | 10.00 Total Act:
Instructions:

1- Inspection Instructions for Goods:

a.0pen box

b Verify items are as ordered (Check PO for quantity and specifications)

c.If applicable, verify items are in working order and undamaged

d.If goods received do not meet the above criteria, please contact both the
appropriate Accounts Payable and Purchasing staff members by clicking "M otify™
atthe bottom of the inspection page and describe the problem.

OK | Cancell

<+ Execute Inspection Instructions CUNY!



Inspection

)

)4 Business Unit: |©MSFR =

Ship To Location:

( Receipt Lines T More Line Data

fet

--H:
Receipt Lines Customize | Find | View Al | @| First N 4 of 1 I Last

& save | [=] Notify |

SERVERS 10.0000) EA Complete  10.0000 100.00
Select Receipt Inspect Instructions Inspection Putaway Information Manual Bin to Bin Transfer
Wiew Detail RTV Setup Transfer to Quality

¢ Enter quantity inspected
*» Click Save
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UPK Scenario

Go to the UPK topic to practice
“*FIN-PR-101: Desktop Recelving

CUNY



Course Review

4

L/

* Procurement Overview
» Requisition Overview
» Requisition Processing
» Policy
» Create
** Manage
“ Approval
*» Budget Check
** Recelving Receipts
** Inspection

L)

4

L/

L)

4

L)

L)
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Commitment Policy

Purchasing Goods and Services:

*» Must have authority to make financial
commitment

» Without authority, it is the responsibility
of the individual who placed the order
to pay for the goods and/or services
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Anatomy of a Requisition

** Header — Who's Requisition
** Line — What's Needed

+» Schedule — When and where to
send goods

» Distribution — Where expensed

CUNY



