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Steps for the System

Log into SFS to Create Requisition

eProcurement Requisitions are created in SFS. Most people use SFS to enter and/or
approve Expense reports. This is the same system. If you are not a current SFS user, go
to the below link to access SFS.

https://portal.sfs.wisconsin.edu

If you have trouble logging in, please reach out to your Business Unit Admin or contact
Security using the below link.
https://www.wisconsin.edu/sfs/security/

Create a Requisition

You can create a requisition using the below steps or you can use the copy function for
faster entry. Using the copy function allows you to take an existing requisition, copy to a
completely new requisition identified by a new requisition ID, and modify it as needed.
The end result is the same however, the primary advantage with copying is the chart
fields from the previous requisition will automatically be populated on the new
requisition.

IF YOU WOULD LIKE TO CREATE A REQUISITION USING THE COPY
FUNCTION, GO TO COPY REQUISITION SECTION OF THESE PROCEDURES,
OTHERWISE PLEASE PROCEED WITH STEP 1.

1. Follow the below navigation to create a requisition. Enter a Requisition Name.
Use a name that is descriptive and meaningful.

Main Menu > eProcurement > Create Requisition

Create Requisition
H_=|° 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: UWADM UW System Administration
Requester: adise DISE, AAROMN - CONSULTANT *Currency: UsD
Requisition Name: Priority: Medium v

[

Continue
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2 Click 2. Add Items and Services
Special Request.

to select items. Select

Create Requisition

‘E‘ 1. Define Requisition 2. Add Items and Services \g 3. Review and Submit
Add lines to the requisition, specifying the information necessary to procure each item ar service.

Search: foftware 2, Search
" Catalog || Favorites || Templates | Forms || Web EEEEEEENIEEEN © Search Results |

Select a Request Type i)

Special ltem Request an itam 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 worked.

Time and Materials Fequest a service for which the fee is based on the time worked and materials used.

Review and Submit

3. Click the Specialltem |jnk,

Eemnmis  Shared

.. Financial
System

Favorites © Main Menu > eProcurement » Create Requisition
- : - -

Create Requisition

|B€ 1. Define Requisition Eh 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: | Qg Search

Catalog Favorites Templates Forms Web Special Request

Special item

*Item Description: [Special item

*Price: ’m *Currency: usD
*Quantity: [ =000 * Unit of Measure: EA Ja
*Category: oo g Due Date: [ =

Vendor ID: [ooooooozen | @ Sugaest New Vendor

Vendor Name: ,W Q

Vendor Item ID: [

Mfg ID: A

Manufacturer:

Mfg Item ID: [

Additional Information
Special ltem from new vendor E1LA [JRequest New ltem
[J send to Vendor ] show at Receipt ] show at Voucher

| Additem || Cancel | Add or Start New Type

4. From the Special Requests page, enter the following Information. Please note, the
fields marked with an “*” are required inputs.
a. * Item Description.
Please insert as much information as you can about the
product/service you are requesting. For example the model #, terms,
contract information, and any other pertinent information.
b. *Price

10/17/2017 50f24
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c. * Quantity

d. * Category — defaults to 0000. It can be updated or will be updated by
Purchasing. Use the magnifying glass if not using the default.

e. Currency — defaults to USD and cannot be updated.

f. * Unit of Measure — defaults to EA can be updated or will be updated by
Purchasing as needed. Use the magnifying glass if not using the default.

g. Use the magnifying glass to enter in the Vendor ID or Vendor Name if
you have it. Otherwise, this will be added by the Buyer. This is not a
required input by the requester.

5. You can also enter comments in the box under “Additional Information.” Please
use this space for any information you may typically write on paper requisitions
today.

wonm Shared

l..' Financial
System

Favovriles Main‘Menu ¥ erl:uvrement » Create Requisition

Create Requisition

E‘;{. 1. Define Requisition 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 Favorites Templates Forms Web Special Request

*Item Description: [Special ltem

*Price: ’m *Currency: usD
*Quantity: ’W *Unit of Measure: ,547 Q
*Category: W Q Due Date: ,—E‘J
Vendor ID: 0000000260 Q, Sugaest New \Vendor
Vendor Name: AAHPERD Q
Vendor ltem ID: ’—
Mfg ID: [ Tla
Manufacturer:
Mfg Item ID: ]
Special ltem from new vendol‘l @@ D Request New ltem
[] send to Vendor [ show at Receipt [] show at Voucher
Cancel I Add or Start New Type

6. After entering in the information, click i

should display the order as requested.

. The below shopping cart

Some browser versions may not allow this to display. You can still proceed. Just
make sure you see your items on the Review and Submit page.
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Requisition Summary
Description Qty UM
Special ltem 3 EA

Tetal Lines: 1
Total Amount (USD). 300.00

To add additional items, click - A99®M™  oain.

7. When you are done addlng items, click3- Review and Submit

e Journal_On... (=] Pecpl 1.. =] PeopleBooks T myuw-system Work Record | SC Legal Holidays [ Intro to WISDM_WISER [5 UW Box T Shared Financial System (.

Home | Workist | Addin Favories | Sign out

Favorites  Main Menu > eProcurement > Creste Requisition
? Help.

Pe—
Create Requisition e o oM
[G¢  1.psfine Requisiion Bl 2.Add ems angsprvices 3. Review and Submit ] Dol Dimersion 4300 Series PC EI
Review the details of your requisition. make any necessary changes, and submit it for approval. Totel Lines: 1

Totwl Amourt (USDI 150000
Business Unit: UWADM | Uw System Aaministraton “Cumency: uso
Requester. 00856855 MCDONALD, DENISE Priority: TT—
Requisition Name: U\WADM Test Requisition 1
Requisonlmes @ @ 20200000000 ]
[ Description Vendor Mame Quantity. UoM rica Toldl Click quote to add
comments and attachments
Ot Dell Dimension 4300 Series PC~ DELL COMPUTERS 20000 EACH 750.00000 150000 3
Consalidate with other Reqs loverride Suggested vendor
Shipping Line: 1 Due Date: [ Quantity: [ 20000 Price: 75000000 [EE
Status: Acive *$hip To: [ @ ModivOnetme Address
Attention To: IMCDONALD, DENISE
“Distribute By: SpeedChart: Q

= rew A |
[CEC cooteis2  Delats | Defads2 el inomalion __Assel Information2__Budget iformaton [T

Lie  Smws  DistType ‘Locafion a— Percent Merchandise Amt GL Urit
1 Cpen a 20000 | 1000000 15000UwADM @, @/
[ Select A1 1 Doselect Al Total Amount: 1,500.00 USD
e acawFavores % AddwoTempiateis)  * Modily Line 1 Shipping | Accounting @ Dekte
(=
4 send to vena [ show at Receipt [ shown at Voucher [ Approval Justificati

8. Click * to add Attachments and Line Comments. You can upload multiple

attachments. Select Add Attachment for each attachment. Click |L once

all documents and commentary have been attached. This will return you to the
submit page. If you have issues uploading the attachment, make sure the name on
the attachment is not too long.
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System h Home | Wordist | AddtoFavorites | Signout
Favorites - Main Menu >  eProcurement Create Requisition

? Help

Create Requisition Reqnison Summary

| Description Qty uom
Line Comments Dell Dimension 4300 Series PC 2 EA
= * - ” Price Total Lines: 1
Line _Description Quantity Unit Total Amount (USD) 1.500.00
1 Dell Dimension 4300 2.0000 EACH 750.00000 USD
&
¥ send to Vendor [ show at Receipt [ snow at voucher
Attachments
Attached File User/Date Time View  Send to Vendor
1TEST6_Attachment xisx 008568552016-12-09-14.15.51.843 | View | [m] =
2TEST2_Attachment xisx 008568552016-12-09-14.17.27.784 | View | [m} =
[ ~ Cancel
9. Select | to add the appropriate Ship To, Location, and chartfield combo
S shorea
Financial
System
Favuvm MainvMenu > ercuvlanent > (Create Reguisition
Create Requisition
‘E‘;: 1. Define Requisition 2. Add ltems and Services 3. Review and Submit ‘
Review the details of your requisition. make any necessary changes, and submit it for approval.
Business Unit: UWADM UW System Administration *Currency: UsSD
Requester: |ooaseess MCDOMALD, DENISE Priority:
Requisition Name: [UWADM Test Requisition 1
Requisition | #
L -
B Ot Dell Dimension 4300 Series PC DELL COMPUTERS 20000 EACH 750.00000 1.500.0[}%@
[] Select All / Deselect All Total Amount: 1,500.00 USD
L [ Add to Favorites T Add to Template(s) =3 Modify Line / Shipping / Accounting b} Delete
Comments ]
] Send to Vendor [1 show at Receipt [1 shown at Voucher [ Approval Justification
[os] Check Budget
Ee Save & submit Wzl Save & preview approvals x Cancel requis Find more items

10. If this is your first time entering a requisition, go to step 11. If this is not your first
time and you have already personalized your view, go to step 13. THIS STEP IS
OPTIONAL.

11. Click the carrot to expand and display the below.

10/17/2017 8of24



UNIVERSITY OF
WISCONSIN SYSTEM

Business Unit: UW System Administration *Currency:

DISE, AARON - CONSULTANT Priority:

Requester:

[
Ew
o

Requisition Name: ‘

‘@1 Special ltem CDW-G 3.0000 EACH 100.00000 300.00 FI‘E_,IO
Consoclidate with other Regs ¥ Override Suggested Vendor
Shipping Line: 1 Due Date: [ s Quantity: [ 30000 Price: 100.00000 =
Status: e *Ship To: ,70\ Modify Cnetime Address
Attention To: |D\SE, AARCN - CONSULTANT
*Distribute By: SpeedChart: ,70‘
Accounting Lines e First &1 1 of 1
(Cratmioy) ((Dotacy) (DetE2h) ((Aect nmmamag) (Aest noamsionZa) (LB =
Line Status Dist Type  *Location Quantity Percent Merchandise Amt GL Unit
1 Open [ Q | 3.0000 [ 100.0000 300.00[UWADM Q@ =
(] SelectAll / Deselect All Total Amount: 300.00 UsSD
e Add to Favorites B Addio ) Wadify Line / Shi I Ac I Delete

¥l Send to Vendor | showat Receipt ] Shown at Voucher =] Approval Justification

Check Budget
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12. Select Personalize as highlighted above to add all chartfields on one page. Adjust
the fields as shown below. Click OK.

Iab Chartfields 1 “| @ -
ine

Status =
Dist Type
GL Unit 5
*Location Hidden
Account o
Fund Frozen
Dept

Program

Cluantity

Percent

Merchandise Amt
Tabk Chartfields2
Class

PC Bus Unit

Project

Activity

Affiliate

Tab Details

Stat

Open Oty

GL Base Amount
Tab Details 2
Currency

Exchange Rate Detail
Tab Asset Information
AM Business Unit
Profile 1D

Tag Mumber

CAP #

Sequence

Empl 1D -

13. Enter the following chartfields. The magnifying glass allows you to select from a
list of available variables.

Ship To

Location

Account

Fund

Dept

Program

10/17/2017 10 of 24
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L e
Favorites  Main Menu > @mmrement > Create Requisition
% Help

Create Requisition

‘B‘,: 1. Define Requisition 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: UWADM | Uw System Administration *Currency: usD

Requester: [possesss MCDONALD, DENISE

Priority:

Requisition Name: ‘UWADM Test Requisition 1
Requisition Lines i
Line Description Vendor Name uom Price Total

Ot Dell Dimension 4300 Series PG~ DELL COMPUTERS 2.0000 EACH 750.00000 1.500.00 BBy
[ consolidate with other Regs Wl override Suggested Vendor
Shipping Line: 1 Due Date: [ s Quantity: 2.0000 Price: 750.00000 =
Status: Active *Ship To: [ & ModilyOnetime Address
Attention To: [MCDONALD, DENISE
*Distribute By: ‘SpeedChart: ]—Q

Accounting Lines Personalize | Find |

[T = 7B Charifields? ' Detsils | Delsils2 | Assstinformation | Asset Information 2 | Budget Information | L]
Line Status Dist Type Quantity Percent Merchandise Amt GL Unit
1 Cpen \ a, 2.0000 100.0000 1,500.00[UNADM | Q, =
[ Select All  Deselect All Total Amount: 1,500.00 USD
e Add to Favorites By AddtoTempiateis) 2 Modify Line / Shipping / Accounting [ Delete

[ send to Vendor [ Show at Receipt [] shown at Voucher [] Approval Justification

@ Check Buaget ]

(5 Save & submit - 5 save & preview approvals X Cancelreguision Find more tems

14. Under the Accounting Lines Section, select the second tab “Chartfields2.” The
below will display. Enter a valid chartfield combination. If you need assistance
finding a valid chartfield combination go to the link in step 16. If you enter in a
Project number you have to enter in Business Unit in the PC Business Unit field.

L will just be your SetlD, i.e. UWADM or UWSYS.

Financial
System

Favorites - Main Menu > eProcurement > Manage Requisitions

Edit Requisition

‘E‘ 1. Define Requisition 2.Add Items and Services 3. Review and Submit ‘
Review the details of your reguisiticn, make any necessary changes, and submit it for approval.

Business Unit: UWSYS | Uw Systemwice “Currency: UsD
Requester: [poaseass MCDONALD, DENISE Priority:
Requisition Name: [sampie 3

Requisition Lines i)

- O 1 sample 3 2.0000 EACH 500.00000 1,EIDO,DD|E§%Q
"I consolidate with other Reas ¥l Override Suggested Vendor
Shipping Line: 1 Due Date: [ Quantity: 20000 Price: 500.00000 =
Status: Active =Ship To: [BOR |@ Modifv Onetime Address
Attention To: [MCDONALD, DENISE
“Distribute By: SpeedChart: | < §
Accounting Lines
| Charteis @ETITTR et | Den2 | ssset =Y T ——
Class PC Bus Unit Project
3oz e |13 @ [400860 a6 e | @ | Q | Q
< E
[ Select All / Deselect Al Total Amount: 1.000.00 USD
& Add to Favorites 2 Bl Add to T= Modify Line / Shipping / Accounting ] Delste 1

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

53] Check Buoget 1 Budget Checking Status:Not Checked

[l savesswmi . 13 SsveSprevewspprovals X Cancel Changes | Eind more ffems
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15.

16.

17.

Look over the requisition one more time. If you are OK with all the inputs, you
are ready to submit.

| .
Click ™ e . If you receive an error message on the chart

field combinations, please find an accurate combination and re-submit. Go to the
department manager or youR Accounts Payable Group to find a valid chartfield
combination. If you still have issues, go into WISDM (Main
Menu/Other/Funding Validation/Inquiry) for chartfield assistance.
https://wisdm2.doit.wisc.edu/wisdm2/EditQuery/EditQuery.aspx

Once the requisition is successfully submitted, the required approvals prior to
Purchase Order creation will be displayed. Your are done.

Each Approver will receive an automated email indicating they need to approve a
requisition. Once all the Approvals are received, you will receive an email
indicating the requisition has been fully approved.

Department Approval

= Line 1:Pending
DRAWER DIVIDERS

Department Approval
Pending
@ Employee, EXMRGT4

LW ePro Level 1 approver

Controller

= Line 1:Awaiting Further Approvals
DRAWER DIVIDERS

Controller
Not Routed

Emplovee. EXMRGE0D
@ W ePro Level 2 approver

Buyer

= Line 1:Awaiting Further Approvals
DRAWER DIVIDERS

Buyer

Not Routed
Auditor, EXAUDED
I@ W ePro Level 3 approver

Submit Edit Requisition Apply Approval Changes Check Budget

If you would like to view the progress of the requisition, go to the Manage Requisitions
page. The instructions are listed on the next page.

10/17/2017 12 of 24
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Steps for the System

Manage Requisitions (View Status, Lifespan, and Perform
Actions on the Requisitions)

The below navigation will allow you to view the status and the lifespan of the requisition.
You can also perform actions on the requisition(s).

Main Menu > eProcurement > Manage Requisitions

View Status of Requisition
1. Enter in criteria to select the requisition(s) you want to review. You can search by:

Business Unit Requisition Name

Requisition 1D Requests Status (i.e. Approved, Completed, etc.)
Date From Date To

Requester (Employee ID) PO ID

2. Once you click Search, the requisitions will appear. The Status column provides the
status of the requisition.

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

Business Unit: Q Requisition Name: | Q
Requisition ID: ’7(1 Request Status:
Date From: 'W@ Date To: ’W

\;quester: fdise|@ Entered By: Q PO ID: <

I Xean:h ] Clear

b 00DOODD017  DOODOODO1T UWMIL  06/20/2016 PO Partially Created 207500 UsSD | =Select Action> v Go
- 000000001S  QOODOODO16 UWMIL  06/20/2016 Pending 500.00 USD [ <SelectAction= L=
I*  DOODODDOS  0ODOODDD1S UWMIL  06/20/2016 Pending 500.00 USD|<Select Action= v co
> 0000000014  QOODOODOT4 UWMIL  06/20/2016 Pending 500.00 USD [ <SelectAction= L=
I*  DOODODDO13  0ODOODDD13 UWMIL  06/20/2016 Open 4500.00 USD | =Select Action= v co
> 0000000012 QOODOODOTZ UWMIL  06/20/2016 Open 50,500.00 USD [ <Select Action= L=
- DDO0000011  0OD0D00O11 UWMIL  08/20/2016 Open 517500 USD|=Select Action= '|: Go
P 0000000010 00OO0O0O40 UWMIL  08/20/2016 Open 50.00 UsD | <Select Action> L=
[  0DDOODOO0S  QOODO0D00S UWMIL  08/20/2016 Pending 4500.00 USD | =Select Action= v co
- 000000000Z  DOODOODO0S UWMIL  06/20/2016 Pending 562500 USD | <Select Action> L=
[  0DDOODOOOF  0OODOODOO7 UWMIL  08/5/2016 Pending 4500.00 USD | =Select Action= v co
- 000000O00S  DOODOODOOG UWMIL  06/15/2016 Pending 500.00 USD | <SelectAction= L=
[  0DDOODDOOS — QOODODODO0S UWMIL  08/5/2016 Pending 100000 USD | =Select Action= v co
> 0000000004  DOODOODO04 UWMIL  06/15/2016 Approved 125.00 UsD | <SelectAction= L=
[  00D0OODOO0DZ  DOODOODO03 UWMIL  06/15/2016 Approved 125.00 USD | <SelectAction= L=
> 0000000002  QOODOOD00Z UWMIL  06/15/2016 Approved 50.00 UsD [ <Select Action> L=
[ 00DO0DDO01  DOODOODO01 UWMIL  06/14/2016 Pending 500.00 USD | <SelectAction= L=
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Type of Status

Pending — Waiting on Approvals

Approved —  Requisition has been approved, but purchase order has not been created
Open — Saved, but not submitted

PO Created — Purchase Order has been created

PO Dispatched — Purchase Order has been dispatched

View Lifespan of the Requisition

3. Click " to view the Lifespan of the requisition. You can click on any highlighted icon
to get more details on the stage. For example you can see the Approvals by clicking
the Approval icon. You can click on Purchase Orders to get more details on the
Purchase Order. Once the purchase order is paid, you can click on the Invoice or
Payment icon to get payment and invoice details.

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

Req ID Requisition Name
~  DO000D0017 0000000017 UWMIL  06/20/2016 PO Partially Created 2,075.00 UsD| <Select Action> ="
Requester: DISE, AARON - Entered By: DISE, AARON - Priority: Medium
CONSULTANT CONSULTANT

F = S il
Reguisition Approvals Inventory EE)%’% R;Eg; Receiving Returns Invoice: Payment

Request Lifespan:
Line Information

Personaiize | Find | B | % Firet 43073 O Lot

Line Description Status Price Quantity uom Vendor

- : UNIVERSITY
1 Software Installation Servic... PO Created 75.00000 usD 1.0000 EA BODKSTORE b4
2 Adobe Acrobat Appraved 500.00000 usb 30000 EA ADOBE SYSTEMS INC b4
3 2-fier Software Installation.. PO Created 100.00000 usb 5.0000 EA CDW GOVERNMENT *®

Once the requisition moves through entire “Lifespan” the link(s) all icons will be
available for review.

Perform Actions on a requisition

4. The following actions are available.
Copy Requisition

Edit Requisition

View Approvals

View Printable Version
Cancel Requisition

®oo0ow
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elect the Action and Click “Go” to trigger the action.
Reg ID Reguisition Name
~ 0000000017 Q000000017 UWMIL  06/20/2016 PO Partially Created 2,075.00 USD| <Select Action> Tl Go

Requester: DISE, AAROCN - Entered By: DISE, AARON - Priority: Medium
CONSULTANT CONSULTANT

=Select Action>

Copy Requisition

Edit Requisition

View Approvals

View Printable Version

& 8 e T o

Reguisition Approvals Inventory EE%% gg;:g; Receiving Returns Invoice Payment

Request Lifespan:

2 First K1 13013 O | ast

Line Description Status Price Quantity uom Vendor

UNIVERSITY
1 Software Installation Servic... PO Created 75.00000 usD 1.0000 |EA BOOKSTORE *®
2 Adobe Acrobat Approved 500.00000 usD 3.0000 EA ADCBE SYSTEMS INC b4
3 2-tier Software Installation... PO Created 100.00000 usD 5.0000 EA CDW GOVERNMENT *®

Copy Requisition

Allows you to take an existing requisition and copy it for the creation of a new
requisition. If a requisition is DENIED you cannot make updates to the requisition
and re-submit it. You have to create another requisition. The copy function gives
you an easy way to do this. You can copy the denied requisition, make the
appropriate corrections/updates and re-submit.

Edit Requisition

Allows you to edit an existing requisition. Once you edit it, the approval process starts
all over.

View Approvals — Displays the approvers on the requisition

View Printable Version
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Copy Requisition (Used to create a NEW requisition and can be
used to resubmit a DENIED requisition)

The copy function is an efficient way to create new requisitions when some or all of the
required fields are the same as existing requisitions. This is also an efficient way to
handle denied requisitions.

1. Follow the below navigation to get to the Manage Requisition Screen

Main Menu > eProcurement > Manage Requisitions
Favorites ' Main Menu > eProcurement > Manage Requisitions

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

Business Unit: Q Requisition Name: | Q
Requisition 1D: U Request Status: Gomplete ~ Budget Status: [ v
Date From: 02/03/2017 [ Date To: 02r10/2017 ]
Requester: ) Entered By: Q PO ID: e
i = Clear
has no C lete Requisitions.
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

2. Search for the requisition to copy using one or more of the below criteria.
Business Unit Requisition Name
Requisition 1D Requests Status (i.e. Approved, Completed, etc.)
Date From Date To
Requester (Employee ID) PO ID

3. Find the requisition to copy, select “Copy Requisition”, and hit “Go.”

Enaiis Shared
AJ Financial
System

Favorites = Main Menu > eProcurement > Manage Requisitions

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

Business Unit: O, Requisition Name: | Q

Requisition ID: L Request status: Budget Status: | >
Date From: 02/03/2017 [ Date To: 02710/2017 o]

Requester: ) Entered By: (s} PO ID: aQ

! Search | Clear

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

I poopogpozi - opoopoooTi UWSYS D02/08/2017 Pending Mot Chk'd 100,000.00 UsD (E vieen|
I  pOODOODOTD  GDOODDODTO UWSYS 02/09/2017 Pending Mot Chik'd 2,500.00 USD [<! V] ee
I DOODOODOES  Aaron's Stuff UWSYS 02/08/2017 Pending Mot Chk'd 1,500.00 USD [ <Select Action> v] ee
T DOODOODOEE  Johns Dept for xyz UWSYS 02/09/2017 Pending Mot Chk'd 500.00 USD [<Select Action> V] ee
I pOODOODOET  Training REQ 5 UWSYS D02/09/2017 Pending Mot Chk'd £00.00 USD [ <Select Action> V] ee
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4. The below screen will appear. You can go directly to the Review and Submit tab
if no changes are needed. Otherwise, update the Requisition Name and/or the
item information. To update the item information, click the link with the item.

e pared

.. Financial
System

Favorites | Main Menu > eProcurement > Manage Requisitions
- H - -

Create Requisition

@. 1. Define Requisition 2. Add ltems and Services 3. Review and Submit ‘
Review the details of your isition, make any y ch . and submit it for approval_

Business Unit: UWSYS UW Systemwide *Currency: usD

Requester: |[10355355 | MCDOMNALD, DENISE Priority:

Requisition Name: | |

Requisition Lines a

Description ¥endor Name

L ) 1 Hicole’s stuff 2.0000, EACH 50,000.00000 100,000.00 G,
[ Select All { Deselect All Total Amount: 100,000.00 USD
L - 1

K] Add to Favorites 1 & Add to Temp Modify Line / Shipping / Accounting ﬁ Delete

Comments §J

[ send to vendor [ show at Receipt [] shown at Voucher [ Approval Jus

& Check Budget

Click to update item
information, if required.

E‘g Save & submit { |E| Save & preview approvals * Cancel reguisition Find more items

5. The item screen will appear. You can update anything on this page. Once you
make all the updates, hit OK.

WIS o ared

.. Financial
System

Favorites | Main Menu > eProcurement > Manage Requisitions

Create Requisition

|IZL 1. Define Requisition 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 Favorites Templates Forms Web Special Request

Special ltem

*Item Description: |changed Nicole's stuff to new stuff
*Price: 50000.00000 *Currency: uUsD
*Quantity: ,W *=Unit of Measure: ,EA— a
*Category: fpoon o Due Date: =

Vendor ID: 0000002811 Q Sugagest New Yendor

Vendor Name: CDW-G [«}

Vendor Item ID: I

Mfg ID:  a

Manufacturer:

Mfg Item I1D: ]

Additional Information Request New Item

[Jsend to Vendor [ Show at Receipt [] show at Voucher

[ssorans] | cancel | Add or Start New Type
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6. Select the carrot to expand the requisition.

Create Requisition

||j§ 1. Define Requisition 2. Add ltems and Services 3. Review and Submit |
Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: UWSYS UW Systemwide *Currency: usD

Requester: [ooaseass MCDONALD, DENISE Priority:
Requisition Name: [

Requisition Lines i}

Description
> changed Nicole's stuff to new COW-G 2.0000) EACH 50,000.00000 100,000.00 50D
[] Select All / Deselect ANl Total Amount: 100,000.00 USD
[ . .
[ Add to Favorites. Uy AddfoTemplate(s)  * Medify Line / Shipping / Accounting jin] Dslete

Comments &3

Send to Vendor [ show at Receipt [1 shown at Voucher ] Approval

| &R Check Budget

[EY Save & submit  ws)  Save & previewapprovals X Cancel requisiti | Eind more items

7. You can go directly to the Review and Submit tab if no changes are needed.

Otherwise, modify any of the below highlighted fields, add attachments, or do
anything that is needed.

Financial
System

t§m§ik-.s Main Menu > cProcurement > Manage Requisitions

Create Requisition

Bk 1.Dofine Requisit 2. Add ltems and Services 3. Review and Submit |
Revicw the details of your requisition, meke any necossary changes, and submit i for approval

Business unit: uw systemwide “Currency: Uso

Requester: R MCDONALD, DENISE prioritys
Requisition Name: -

0O changed Nicolesstufffonew  COW.G T 50,000.00000 108,000.00 [
["I Consolidate with other Reas 4 override Suggested Vendor
Shipping Line: B Due Date: @ OQuantity: [ 20080 Price: sommancoos |
Status: Active *Ship To: [VANRISE @ Modify Onctime Address
Attention To: [McDoNALD, DENISE
“Distribute By: oty < SpecdChart: — a

Accounting Lines

Line  Status Dist Type Quantity Percent Merchandise Amt GL Unit
1 Open |[p8som e [ 20000, [ 100.0000] 100,00000[UWSYS | HE=
[ Select All/ Deselect All Total Amount: 100,000.00 USD
L& Add to Favorites - 7% Addto Template(s) ] Modify Line / Shipping / Accounting a Delete 1

7
\ 4] send to Vendor [ Show at Receipt [ shown at Voucher [ Approval Justification
| Check Budgst
Ca Save & submit ~ .al  Save & preview approvals . isiti | Find more items
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Favorites | Main Menu > eProcurement » Manage Reguisitions
Eh - -

Create Requisition

|B‘ 1. Define Requisition 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: UWSYS UW Systemwide *Currency: usD

Requester: [oosseess MCDONALD, DEMISE Priority:

Requisition Name: [

‘1 changed Nicole's stuff to new CDW-G 2.0000 EAGH 50,000.00000 100,000.00 ™
"] consolidate with other Reqs K override Suggested Vendor
Shipping Line: 1 Due Date: [ Quantity: 2.0000 Price: sopoooooon (%] [=]
Status: Active *5hip To: \VANHISE Q, Modify Onefime Address
Attention To: [MCDONALD, DENISE
*Distribute By: Qty v SpeedChart: ,7 Q,

Accounting Lines Personalize | Find | v

Detsils  Defsils2 || Asset

[z720 |a, [1o6 /&, [+04000 a1 o | 2 | o | & [
[« >
D Select All / Deselect All Total Amount: 100,000.00 USD
e Add to Favorites Ty AddtoTemplate(s) T Modify Line / Shipping / Accounting a Delete

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

=) Check Budget

SRR <) Save Apreview spprovate . % Cancelrequision . End mote fems

8. Click Save & Submit.

9. Once the requisition is successfully submitted, the required approvals prior to
Purchase Order creation will be displayed. Your are done.

Department Approval

<~ Line 1:Pending
DRAWER DIVIDERS

Department Approval

Pending

@ Emplovee. EXMRGT4
LW ePro Level 1 approver

Controller

= Line 1:Awaiting Further Approvals
DRAWER DIVIDERS

Controller

Not Routed

Employee, EXMRGEO
Q LA ePro Lewel 2 approver

Buyer
= Line 1:Awaiting Further Approvals
DRAWER DIVIDERS
Buvyer
Not Routed

Auditor. EXAUDED
I!I LW ePro Level 3 approver

Submit ] Edit Requisition ] | Apply Approval Changes ] | Check Budaget |
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Cancel a Requisition
You may need to cancel a requisition you created. If you need to cancel the requisition go
to the below Navigation.

Main Menu > eProcurement > Manage Requisitions

You will get the below screen. Request Status should be blank. If it is not, use the drop
down to select the blank space.

Enter in as many filters as you desire. The more fields populated the quicker your search.

My recommendation is to have at least the Business Unit populated before you search. It
would also be ideal to have the Requisition ID number you want to cancel.

IS Shored

..I Financial
System
rites Main Menu > eProcurement > Manage Requisitions

Enter Business Unit and enter Requistion ID you want to cancel. You can use the
magnifying glass to find the Business Unit and Requisition ID.

Manage Requisitions

To locate requisitions, edit the criteria belo dclick the Search button.

Business Unit: [ QRequisition Name: [ Q

Requisition ID: [ |®Request Status: Budget Status: [ ~]

Date From: ’7 [} Date To: |:|

Requester: [ |C\Entered By: PO ID: ‘ Q,
Review Change Tracking Ma Receipts Requisition Report

Select Date Range using calendar

You can also enter in
your Employee ID

AFTER DESIRED SEARCH CRITERIA ENTERED, CLICK Search
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Sample Search. Used Business Unit, Dates, and requestor (Employee ID).

UNIVERSITY OF
W N Expenses user - EXMRGT4
System

Favorites : Main Manu eProcurement Manage Requisitions
- : - -
Manage Requisitions Exi pb Bf @ WE : ef fl Br E piare hlﬁlﬂe . iarch
£d Req lio
To locate requisitions, edit the criteria below and click the Search button.
Business Unit: UWSYS @ Requisition Name: [ Q
Requisition ID: QRequest Status: [ ~] Budget Status: [ ~|
Date From: 10/03/2017 [HDate To: 10/10/2017 El
Requester: EXMRGT4 Q) Entered By: (&} PO ID: | Q
Clear

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

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

> DODD0DDO7S  test template UWSYS 10/09/2017 Pending Not Chk'd 20,000.00 USD [=Select Action> v] o
I DODDODDO74  test UWSYS 10/00/2017 Pending Not Chicd 20,000.00 €D | =Select Action= v| Go
" DODDODDO73  consuitants UWSYS 10/09/2017 Pending Not Chk'd D00 usD[<Select Action= ~| Go

" DOD0ODOO72  TEST IT CONSULTING UWSYS 10/06/2017 Pending Not Chk'd

2,500,000.00 USD [<Select Action= v Go
SERV...

Create New Requisition Review Change Request Manage Receipts Requisition Report

Find the requisition you want to cancel. Go to the menu to the right and use the drop
down to find “Cancel.”

Mt Expenses user - EXMRG74

System
Favovrimg MainvMern.l > ePrcu:u_ranert > Manage Requi

Manage Requisitions

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

Business Unit: UWSYS ., Requisition Name: I Q

Requisition ID: QL Request Status: Budget Status: [ v]

Date From: [1003/72017 [ Date To: [fodozoty |

Requester: [EXMRGT4 | O Entered By: A POID: I Q
Search Clear

Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon: 3
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
I DOODDDDO7S  festtemplate UWSYS 10/08/2017 Pending Not Chiked 20,000.00 USD [N v| oo
I 00DOODOD74  test UWSYS 10/09/2017 Pending Not Chi'd 20,000.00 USD [<Select Action> v~ co
I DODD0ODO73  consultants UWSYS 10/09/2017 Pending Not Chicd 20,000.00 USD [=Select Action= V] Go
I 00000DOO72  TEST IT CONSULTING UWSYS 10/06/2017 Pending Not Chik'd 2,500,000.00 USD [=Select Action> v] 6o
SERV...

Create New Requisition

Review Chanoe Reguest Review Chanage Tracking Manage Receipts Requisition Report

Once it is selected, click Go.
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St Shared
Financial
System

Favorites | Main Menu > eProcurement > Manage Reguisitions

Expenses user - EXMRG74

Requisition Details for: Employee, EXMRG74

Business Unit: UWSYS Date: 10/09/2017
Requisition Name: test template Status: Pending
Requisition ID: 0000000075 Total: 20,000.00 UsSD
Line Details
Line Item Description Status Price Qty Total
1|consulting services Pending Approval 10,000.00000 EACH 2.0000 20000.00
Refumn to Manage Requisifions 5 il bl L i

You will be brought to this screen. Click Cancel Requisition

. File Edit View Favorites Tools Help
| X EEConvert v {iSelect

| ¢ & Dashboard < Shared Finan... (3 Siteimprove D (@ Charter T Annual Benefits Enrollme... & intermediate-ps-query & basic-ps-query & | Encumbrance_Journal_On... [&) PeopleSoft Purchasing9.... [@) PeopleBooks [§
[0} oF

Shared
W P  Expenses user - EXMRG74

System

Favorites | Main Menu > eProcurement > Manage Requisitions
e - -

Manage Requisitions

~ Search Requisitions
To locate requisitions, edit the criteria below and elick the Search button.
Business Unit: PWsYs x QREquisiIiurl Mame: ‘ 5%
Requisition ID: [ QRequest status: Budget Status: \ v
Date From: [0032017  |EDate To: oot =
Requester: [EXMRG74 @ Entered By: - a POID:  a
8earch Clear

Requisitions i3

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

I~ DODODDDOTS — test template UWSYS 10/09/2017 Canceled Valid’ 0.00 UsD [<Select Action- ~] ao
I*  DODDODDO74  test UWSYS 10/08/2017 Pending Not Chi'd 20,000.00 USD [<Select Action= v] Go
I~ DODDODDO73  consultants UWSYS 10/08/2017 Pending Not Chi'd 20,000.00 USD [<Select Action= v] Go
I 0000000072 gESRI' IT CONSULTING UWSYS 10/06/2017 Approved Valid 2,500,000.00 USD [=Select Action= ~] o

Create New Requisition

Review Change Request Review Change Tracking Manage Receipts Reaquisition Report

You will be brought back to the Manage Requisition Page. The requisition now has a status of
Canceled. You are done.
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New Year Requisitions Instructions (May 1 — June 30)

May 1% through June 30™, requisitions for the New Fiscal can be entered into the System.
These requisitions must be flagged as NEW YEAR requisitions. The below steps give
instructions on identifying the requisitions as a NEW YEAR. The screen shots assume
FY18 is the NEW YEAR.

1. Follow the path below to create a requisition.
Main Menu > eProcurement > Create Requisition

2. Add FY18 to the beginning of the Requisition Name Field.

Ecimamis Shared
Financial
System

Favorites | Main Menu > eProcurement > Create Requisition

yCreate Requisition
|@< 1. Define Requisition Eh; 2. Add Items and Services 3. Review and Submit |

Specify requisition name, reguester, and cther information that applies to the entire requisition.

Business Unit: UWSYS UW Systemwide
Requester: 00856855 r E *Currency: usp
Requisition Name: FY18 - Computer Purchase| » Priority:

Continue

Add FY18 to beginning of
Requisition Name. Click Add
Items and Services tab

3. Add item(s) as normal.
4. After clicking Add Item, click the Review and Submit tab.

Home | Workiist
Favorites | Main Menu > eProcurement > Create Requisition
? Help
Create Requisition
‘@ 1. Define Requisition Eh; 2. Add Items and Services 3. Review and Submit ‘
Add lines to the requisiti ifying the fon necessary to procurs sach item or service.
Search: [ (L seamch
Catalog Favorites Templaies Forms
*ltem Description: [computer screen
*Price: 100.00000) *Currency: usD
*Quantity: 1.0000 =Unit of Measure: EA Q
*Category: 0000 @, Due Date: ]
Vendor ID: [opoomozise  |a, Suggest New Vendor
Vendor Name: DELL COMPUTER{Q,
Vendor Item ID:
Mig 1Dz (s}
Manufacturer:
Mfg Item 1D:
1 [J Request New item
[ send to Vendor [J show at Receipt [J show at Voucher
< >

5. Click the carrot to Expand
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m Shared
Financial
SY‘*""
Favorites | Main Menu > eProcurerent > Create Requisition

71

Create Requisition
|@ 1. Define Requisi 2. Add ltems and Services B3 3. Reviewand Submit |

Review the detsils of yougllquisition, mske any necessary changes, snd submit it for spproval.

UWSYS | uw systemuide *Currency:
T

Business Unit-

[ MCDONALD, DENISE Priority: Medium

e [Friz - Camputer Purchase

Requester:

Requisitio

Requisi* 1 Lines

Vendor Name

b |:| 1 computer screen DELL COMPUTERS 1.0000, EACH 100.00000 100.00 %o
[ select All/ Deselect All Total Amount: 100.00 USD
L& Add to Favorites By Addto Tempiste(s) % Modify Line / Shipping / Accaunting | Delste
s 1
=
[ send to Vendor [ show at Receipt [ Shown at Voucher [ Approval Justification
[ Check Budget By Fre-Check Budget
[ Save & submit @l Seve&previewspprovels X Cancel requisition Find more items.

6. Update as Normal, but Insert “FY 18” in comments section. If you have other
comments, just insert after FY18.

] !L‘..;'?m SFOA

Favorites Hnnmu * ePrcur=ment  Crests Requaition

Hel

7 Help y
Create Requisition

|E‘\le 1. Define i 2. Add Items and Services B 2 Review and submit ‘

Review the detalls of your raquisition, make Sny necessary changes, and submit 1 far approval.

Businsss Unit uw systemwioe ra—

— wesonais, senise ey

Requisition Name: [FY18 - Computer Purchase

gt computer screen DELL COMPUTERS 10000 EACH 100.00000 W0

Enter FY18 in
[ consolidsts with other Rege A override suggsated Vendor .
Shipping Line: - Dus Dats: I [ Guantity: I < o000 Prics: wooon @S comments section
Status: Ace “ship To: @, Moany onetme Assress

Attantion To: [MCDONALT, DENISE
“Distrinute By: Gty ~ spesacnart a

B =
pemaneize | Fina | vies 2 | B ) H
Gpartfekis || Detsis | Demis2 | Assehinformation | Assetjnformetion2 || Budget informetian | [T 8

Farnsat meranana

DictTyps  “Looation Quanitty

open a 1.0000] 100.0004]

100.00[UWSYS |9, =

[] Sslect Allf Dezsiect Al

LL’- A0g 10 Favomas 1

Total Amaunt 100.00 USD

Moty Line / Shipping i Accaunting

[ pees

16 GOMPUIET PUTCNase per conirat

T
| 9 send to vandor [ show at Recsipt [ shown at vouchar Clapproval Justification
@ Check Budgel - ‘Fre-Chack Suogel
=Y Save & submi sl saveaprevewappmae | X Cancelr2quisien  Find mors tzme

7. Save and Submit as normal. Approvers and Buyers will now know the requisition
is for a New Year PO.
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