How To Create A Travel Requisition


How To Create Travel Requisitions

November 1, 2001

Travel Authorizations will be done with a requisition on REQM.  Rules and regulations regarding travel have not changed.  When the employee returns from the trip, the travel reimbursement sheet will still be completed.  General information on these regulations are in the back of this manual.

1. Select the REQM screen in one of the following ways:

a. Selecting File, Run then type REQM and click OK. [image: image1.png]Envi
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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. 
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2. Type A to add a requisition and click OK. [image: image4.png]ion LookUp or (A)dd
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3. Another dialogue box will pop up.  Let the system automatically assign the requisition number when the requisition is completed.  Click OK.

4. Another dialogue box will pop up.  Confirm the system will assign the number by clicking OK.  This will take you to the REQM screen.
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5. The current date will default in the “Requisition Date” field.  Press Enter to move to the “Initiator” field.

6. Enter your user ID (usually your first initial of your first name and the first seven letters of your last name) in the “Initiator” field.  The system will usually change this to your full name.

7. On regular requisitions, the “Desired Date” would be the date you would need the item on campus.  For travel requisitions, leave this field blank.

8. The person actually traveling needs to be the vendor.

a. In the “Vendor ID” field, you can do a search to determine if the person is already set up in the vendor file.  In this field, type the traveler’s User ID followed by … and press enter.  A resolution screen may come up.  Select the traveler from the list making sure “VEN” is in the line with their name.  The system will then fill in the vendor name and address fields.

b. If the person traveling is not in the vendor file (the system could not find them based on your search criteria above):

i. Tab to the Name field to enter their name.  

ii. In the address field, you may either enter the College’s address or the traveler’s home address.  

iii. Use the comment field to put in the travelers social security number (select File-Detail or press F2 to detail to the comments screen where this information should be entered).

9. Do not change the ship to field.  Accept the default of the College.

10. Select File – Detail, or F2, in the Approvals field to go to the APRV screen.
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11. In the “Next Approvals” field, type in the user ID of the budget manager over the account you plan to use.  Remember that College regulations require a minimum of two approvals for travelers.  Each office will need to develop the appropriate procedures to ensure compliance with this regulation.  The user IDs entered in this screen must have access to the account to approve this requisition.

12. Select File – Close, or F9, to return to the REQM screen.
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NOTE:  The “Approvals field appears blank even though approvals have been entered in the previous step.  This field will show information after approvals have been given.

13. Type Donna Angus in the buyer field.  Donna Angus works all of the travel requisitions.  By entering her name in this field, the system will route the requisition to her.  A resolution screen may appear after you enter her name in this field.  Select the appropriate line and click on the disk (or type the sequence number and press Enter).

14. Detail in the Comments field.
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15. Time and date stamp the comment by pressing and holding the shift key and pressing the 3/# key.  This will place a “#” in the line.  Press Enter for the system to put the date, time, and your name on the line.  This will only work if these keys are the first entries on a line.

16. Press Enter to move the cursor to the next line.  Type the purpose and the date of the trip.  Remember these fields do not have word wrap so you may need to press Enter at the end of a line to move to the next line.

17. Select File – Close, or F9, to return to the first REQM screen.
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18. Place the cursor in the “Line Item” field and detail.  This will take you to the RQIL screen.
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19. In the box next to line item 1, Detail, or F2, to open a blank RQIM screen where you can create the individual line items.  You will create a line item for each category of travel (airline, hotel, meals, registration, car rental, other) by completing the following steps.
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20. For airfare, type in the destination of the trip in the “Description” field.  Remember, this field does not have word wrap, so you may need to press Enter to move to the next line.  There are 15 lines available in this field, but only two will show on the screen at a time.  Use the scroll bars to the right of the “Description” field to scroll through the lines.

21. Type the estimated price of the airfare.  This is the price you got from the travel agent.

22. Type in a quantity of one.

23. Type in the unit of issue as “ea” for each.

24. Tab or Enter through the other fields to get to “GL Account No” field.  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.  Select the object code for air transportation (506100). (See “How To Create A Requisition, A Step-By-Step Guide” pages 6-7 for more information on selecting a GL Account Number.)

25. Detail in the comments field.
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26. This comment field is specific to the line item that was entered in the previous steps.  Time and date stamp the comment by pressing and holding the shift key and pressing the 3/# key.  This will place a “#” in the line.  Press Enter for the system to put the date, time, and your name on the line.  This will only work if these keys are the first entries on a line. Press the Enter key again to move to the next comment line.

27. Include the travel agency and the person who gave you the quote for the airfare.  This information is necessary for confirmation of the trip with the travel agent when the PO number is issued.

28. Select File – Close, or F9, to return to the RQIM screen.
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29. Select File – Save, or F10 or press the save button on the tool bar , at this RQIM screen.  This will save the airline information and will give you a blank Requisition Item Maintenance Screen (RQIM) so the next line item can be created.
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30. For hotel charges, type “Hotel” in the “Description” field.

31. Type in the single rate per night amount in the “Estimated Price” field.

32. Type in the number of nights in the “Quantity” field.

33. Type in ea for (each) in the “Unit of Issue” field.

34. Tab or Enter through the other fields to get to “GL Account No” field.  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.  Select the hotel object code (506130). (See “How To Create A Requisition, A Step-By-Step Guide” pages 6-7 for more information on selecting a GL Account Number.) 

35. Select File – Save, or F10 or press the save button on the tool bar, to save this line item and create a new line item.  This will take you to a blank RQIM screen.
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36. For Per Diem, type “Meals” in the “Description” field.

37. Use the standard Per Diem rates to calculate the “Estimated Price” field.   Enter the full amount.

38. Type in “1” in the “Quantity” field.

39. Type in ea (for each) in the “Unit of Issue” field.

40. Tab or Enter through the other fields to get to “GL Account No” field.  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.  Select the meals object code (506120). (See “How To Create A Requisition, A Step-By-Step Guide” pages 6-7 for more information on selecting a GL Account Number.) 

41. Select File – Save, or F10 or click on the save button on the tool bar, if you want to create another line item.  This will take you to a blank RQIM screen.  If you do not have another line item, select File – Close, or F9, to return to the RQIL screen.
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42. If the person traveling will be reimbursed for the registration fee, then create a line item for the registration.  (If registration will be paid on a separate purchase order, include this information in the comments field for the requisition as a whole (REQM).  When the requisition for the registration is created, there is a different object code for registration paid on a PO to the company.)

43. Type in the price of the registration fee in the “Estimated Price” field.

44. Type a quantity of one.

45. Type ea (each) for the unit of issue.

46. Tab or Enter through the other fields to get to “GL Account No” field.  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.  Select the registration object code (506140). (See “How To Create A Requisition, A Step-By-Step Guide” pages 6-7 for more information on selecting a GL Account Number.) 

47. Select File – Save, or F10 or press the save button on the tool bar, if you want to create another line item.  This will take you to a blank RQIM screen.  If you do not have another line item, select File – Close, or F9, to return to the RQIL screen.
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48. If a car rental is needed on the trip, include the car rental company name in the “Description” field.

49. Put the total amount in the “Estimated Price” field.

50. Enter a quantity of one.

51. Use a unit of issue of ea (for each).

52. Tab or Enter through the other fields to get to “GL Account No” field.  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.  For rental cars, select the object number for “Other.” (See “How To Create A Requisition, A Step-By-Step Guide” pages 6-7 for more information on selecting a GL Account Number.)

53. Detail, or F2, in the comments field.
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54. Time and date stamp the comment by pressing and holding the shift key and pressing the 3/# key.  This will place a “#” in the line.  Press Enter for the system to put the date, time, and your name on the line.  This will only work if these keys are the first entries on a line.

55. In order for car rental charges to be reimbursed, you must justify that it is cost effective.  Use the comment field to show the justification.  Remember these fields do not have word wrap.  You will need to press Enter to move to the next line.

56. Select File – Close, or F9, to return to the previous RQIM.
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57. Select File – Save, or F10, if you want to create another line item.  This will open a blank RQIM screen.  If you do not have another line item, select File – Close, or F9, to return to the RQIL screen.
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58. If you selected File-Close in the previous step, you will return to the RQIL screen.  If the line items are correct, Select File – Close, or F9, to return to the REQM screen.  If you want to make changes to one of the line items, click in the blue box next to that line item, select File-Detail (or F2) to return to that item’s RQIM screen.
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59. When you have completed the requisition, type “y” (for yes) in the “Requisition Done” field.

60. Select File-Close.

61. A dialogue box appears that includes the requisition number assigned for the travel.  Make a note of this number for your future use.
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