How to Create Requisitions

November 1, 2001

1. Make sure you have “CF” in the Title Bar.  If not, go to Apps and select CF.

2. You may select a screen many ways

a.  Select File-Run and type the mnemonic (three or four letter combination) in the dialog box
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b. From File menu, there will be a list of the last ten screens you have accessed.  If REQM is listed, you may select the screen from this list.

c. Type REQM in the Mnemonic Address Box. [image: image2.png]i Datatelcollive - CF e ]
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d. Expand the PU-Purchasing Folder; expand the REQ-Requisitions Folder; double click the REQM icon. [image: image3.png]i Datatelcollive - CF ]
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3. Once you have selected the screen, you will be asked what Requisition you want to pull up or do you want to (A)dd a Requisition.

4. If you know the Requisition number, type in the number and press OK

5. If you don’t know the number, type … to see a list of all Requisitions. 
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6. If you are adding a Requisition, then type A to add and click OK.
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7. Press OK or Enter on the keyboard.
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8. Press OK.

[image: image7.png]i iDatatelcoltest /TP

Fle Edt Help

Mreroie] ] #Ge B AX B 2

REQ P Haerarc |

Requsian: Status Date:

Recuisiion Dt (10725701 ] =D
o e — s
Dested Date [T1701707 2]

Vendan ID [22

Name 1 [DoT Somputers
e e — S e —
County
Curerey Teims [T 227005 N 0
ShoTo o8
stipVia Conmadty
P — Linetoms [
Buyer Pited Conments 1|
T Conments 1]
SPTwe Pty [
enStore [ Requisition Dene [No

New Recard
Ship To Codes LookUp





9. You are the initiator.  Type in your UserID.  Colleague will change it to your full name

10. Enter the date you want or need the items on campus.  This step is optional

11. Type vendor name.  If it is a vendor that currently exists in the database, the vendor information will come up.  

a. If it’s a new vendor, nothing will come up, follow step 9 on page 5 of the Requisition Manual.

12. Detail in the Approvals field.  This will take you to the Approvals (APRV) screen.
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13. Type the budget officer’s User ID in the Next Approvals box.  Colleague will change it to the name of the budget officer.

14. If you are the approver, type in your User ID. (Also see Requisition Manual, Chapter 3) [image: image9.png]Enter Password
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15. Then the approver must type in their approval password and press OK at above screen. (Also see Requisition Manual, Chapter 3 or the How To Approve Requisitions Manual)

16. Select File-Close or use the F9 key.

17. This will take you back to the REQM screen.
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18. Detail into the Line Items field.  

19. This will take you to the Requisition Item List (RQIL) screen.
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20. Detail in the blue box in the first line of the Description field.

21. This will take you to the Requisition Item Maintenance (RQIM) screen.
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22. Enter the item description.  The system allows additional lines for the description.  Remember these fields do not have word wrap; when you reach the end of the line you must press enter or tab to go to the next line.  If you need more lines than provided, you may detail in the description field for more space.

23. Enter the estimated price per unit.

24. Enter the quantity.

25. Enter the correct unit of issue or … to view the options for unit of issue in a resolution screen.

26. Enter your account number.  To pull up the object codes for your department you may enter …your five-digit department number…. (Example: …15410…)  This will bring up a resolution screen with the account numbers for your department.  
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27. Type the appropriate “Seq” number (not the “GL Account Number”) and press Enter on the keyboard.  This will return you to the RQIM screen.

[image: image14.png]EQM
Fle Edt Help

firerere [ 7| #Ge

L AX & ?

REQM Recuisiion Maintenance | AL Recuisiion e st RO Reguistion om Maiienarce |

Requsian:

VendorNane 1]

atus Date:

el Computers

et
Stock o
Descrpton 1{[Fanpuie Bl
2 -]
il Desied Date [T1701701 |
ey |
Unit of Issue VendorPat [
Trade Discnt FamBawioe = [—
Tiade DisoPet Coments 10— ul
Bz 50000

Wak GderTpe L Furds vty
TaCodes 1] El [Adistaton oo
6L AccauntNo = iy T
1 o TsimeamEin I Bl o0
LA =] B - e
PuilD Fex oW
AT

Element GL Acoours

Value 171





28. Enter the percentage that should be charged to this account number.

29. The box in the lower right corner will show the status of your budget.

30. Select File-Close-Update (or F9).

31. This will take you back to the RQIL screen.

32. If you have another item to add to the requisition, detail into the next line and complete the RQIM screen for that item and follow steps 22-31 of this manual for each line.

33. If you are complete, then File-Close (or F9).

34. This will take you back to the REQM screen.
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35. Detail in the Comments field.  If you have information that you need to communicate to the Purchasing Office, use this field.  Remember these comment fields do not have word wrap.  When you reach the end of the line you must press enter or tab to go to the next line.

36. When you are completed with the requisition, change the Requisition Done field to Yes.

37. Select File-Close (or F9). 
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38. This screen indicates the Requisition Number (not the PO number).
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