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Chapter 1:
Requisitions










(Also see “How to Create Requisitions, A Step-By-Step Guide)

Screens To Know:

REQM (Requisition Maintenance): Requisitions are initiated here. This is a general information screen.  See Appendix F.

RQIL (Requisition Item List): This screen is a “summary page” which generates a list of items to be purchased. This screen is blank until a line item is created.  See Appendix G.

RQIM (Requisition Item Maintenance): This screen is a line item detail page, which enables entering and editing line items to be purchased.  See Appendix H.

Steps, Screens and Actions

1.  Go to REQM screen (See the Navigation Manual).

2. LookUp screen prompts to look up previously entered requisition (enter requisition number) or to add (create) a new requisition Press <A>.  Then press <enter> or select OK. (Also see suggested search criteria for requisitions in Appendix C of this manual or Colleague Navigation Manual, Appendix A)
3. System prompts for number. DO NOT ENTER N or NUMBER. Just press <enter> or select OK and let system assign number.
4. Screen appears, “a number will be assigned automatically upon completion of requisition.”  Press <enter> or select OK.

5. REQM screen appears

6. Tab to initiator and enter your user ID (Example:  dnance).  The initiator is always the person entering data.
7. Tab to desired date and enter date of delivery.
8. Tab to vendor id and enter vendor name.  A list of vendors on file will be displayed. Enter number and press <enter> or select the disk icon.
9. New Vendor: If the vendor you are using has no file, the Purchasing Office will create a vendor record. Fill in as much information about the 'new' vendor as possible by tabbing to vendor name, address, etc. and respond to system prompts. (Always select 'C' for corporation at box prompt.) Enter the phone number and fax number on the comments section.

10. Tab to ship to field. (Default code is 01) Enter ellipsis (...) to LookUp a code for other types of delivery locations.  The Bookstore, Library and Consortium need to select the ship to location specific to them.  All other areas will use the default.
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11. Tab to approvals. Select detail from the File menu (or press F2). This takes you to approval screen (APRV). Type in the person(s) required to approve the requisition in the Next Approvals column.  See Chapter 3 for information on the Approval Process.

12. "Expire date" field is optional.

13. Do not use Printed Comments field. 

14. Tab to Comments field.  Anytime you are using a comments field, it is always a good idea to date and time stamp the comment by pressing shift-#-enter. The first line of this field is used to notify the Receiving Department of the final destination once the order is received on campus. Use subsequent lines to supply the Purchasing Office with the vendor's telephone, fax numbers, any contact persons or other pertinent information.

15. Tab to Line items and select file detail or F2 to go to RQIL. Select file detail or F2 again to go to RQIM screen.

16. Tab to description and enter the complete description of the item being ordered (detail will expand the item description field).  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.
17. Tab to est price and enter the price of each item. (Do not use $. System will format in U.S. currency.)

18. Tab to quantity and enter number.
19. Tab to unit of issue and type ellipsis (...) to LookUp appropriate unit code.

20. Tab to GL account number and enter your 15-digit account number. (Funds availability window appears.  

21. Tab to the Amount field or the Percent field. If item being ordered is being paid for by more than one budget, this percentage will reflect the percentage assigned to each account number. In this case you would enter X% for the first account, select <enter> and enter the second account number and X%. Press <enter> and the quantity and GL amt will be tabulated automatically.

22. Tab to comments and add any information needed specific to that line item.

23. Select save from the file menu or use F10 key to save the record. The system will open a new RQIM screen if you need to make another requisition. If not, select close from the file menu or use F9 key and you will return to the RQIL screen and view a list of your line items.
24. Select close from file menu or use F9 key. (You will be returned to the REQM screen.)

25. Tab to requisition done field for approval process. Enter yes.
26. Select close from the file menu. (The system will automatically assign a requisition number.)

27. Select <OK> button.
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Requisition and Purchase Order Inquiries

When a purchase order has been created by purchasing, requisitions can not be accessed via the REQM screen. You can use the following steps to either: 

1) perform a requisition inquiry, or 

2) perform a purchase order inquiry.

To display a list of requisitions:

1.
Go to screen RINQ (Requisition Inquiry) (See Navigation Manual).

2.
At the Requisition LookUp prompt, use the LookUp feature to locate the requisitions.  (Also see Appendix C of this manual or Colleague Navigation Manual, Appendix A)

To see the line items of a requisition:

1.
Go to screen RINQ (Requisition Inquiry) (See Navigation Manual).

2.
At the Requisition LookUp prompt, type the number of the requisition you want to check, or use the LookUp feature to search for the requisition.  (Also see Appendix C of this manual or Colleague Navigation Manual, Appendix A)

3.
This screen displays the Description of your line items, four lines at a time.

4.
For more information, position the cursor on one of the Description lines and select detail from the file menu (or press F2). This brings you to one of the following screens:

•
The RQIS (Requisition Item Summary) screen, which is an inquiry-only version of the Requisition Item List (RQIL) screen.

•
The RIIN (Requisition Item Inquiry) screen, which is an inquiry-only version of the Requisition Item Maintenance (RQIM) screen.

•
The UTED (Edit Comments) screen, which displays the full-text description of the line item.

To see if a requisition has been transferred to a purchase order or blanket purchase order:

1.
Go to screen RINQ (See Navigation Manual).

2.
At the Requisition LookUp prompt, type the number of the requisition you want to check, or use the LookUp feature to search for the requisition.  (Also see Appendix C of this manual or Colleague Navigation Manual, Appendix A)

Requisitions (continued)






3.
When the requisition comes up on the screen, the current status of the requisition is displayed in the header, along with the date that status became effective. A requisitions status changes as it passes through the system. Colleague assigns one of the following status codes automatically at various stages in the process:

U - In Progress (Unfinished)

Done field on the REQM screen is set to No. The requisition has not yet been sent out for approval. A purchase order cannot be generated from an In Progress requisition. To be saved as In Progress, you must identify an initiator and enter at least one line item description for the requisition.

N - Not Approved
The requisition has been completed and sent out for approval, but has not yet received all the necessary approvals. Any changes to the requisition would start the approval process all over. To be considered complete and reach the Not Approved status, a requisition must contain the following: initiator, a description, price, quantity and GL account number for at least one line item, requisition date, requisition done field set to Yes.


O- Outstanding
The requisition has been approved, but a purchase order has not been generated.

P - Purchase Order Created
When a requisition has a PO Created status, you can no longer view it via the REQM screen.

4.
If the requisition has been transferred to a purchase order, the PO number(s) will be displayed in the PO Numbers field. You should then position the cursor on this field and select detail from the file menu (or F2) to go to the PINQ (Purchase Order Inquiry) screen. The PINQ screen displays the PO date, price, and correct vendor. Note: Vendors on the purchase order shown in PINQ may be different from the vendor entered on the requisition shown in RINQ)

5.
If the requisition has been transferred to a blanket purchase order, the blanket purchase order number(s) will be displayed in the BPO Numbers field. You should then position the cursor on this field and select detail from the file menu (or F2) and go to the BINQ (Blanket Inquiry) screen.

To display a list of purchase orders:

1.
Go to screen PINQ (Purchase Order Inquiry) (See Navigation Manual).

2.
At the Purchase Order LookUp prompt, use the LookUp feature to locate the purchase order.  (Also see Appendix C of this manual or Colleague Navigation Manual, Appendix A)
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To see line items of a purchase order:

1.
Go to screen PINQ (Purchase Order Inquiry) (See Navigation Manual).

2.
At the Purchase Order LookUp prompt, type the PO number or use the LookUp feature to locate the purchase order.  (Also see Appendix C of this manual or Colleague Navigation Manual, Appendix A)

3.
This screen displays the description of your line items.

4.
For more information, position the cursor on the blue box next to the description line and select detail from the file menu (or F2) to go to one of the following:

•
The POIS (Purchase Order Summary) screen, which is an inquiry-only version of the Purchase Order Item List (POIL) screen.

•
The PIIN (Purchase Order Item Inquiry) screen.

To see line items of a blanket purchase order:

1.
Go to screen BINQ (Blanket Purchase Order Inquiry) (See Navigation Manual).

2.
At the Blanket Purchase Order LookUp prompt, type the number of the blanket purchase order or use the LookUp feature to locate the blanket purchase order.  (Also see Appendix C of this manual or Colleague Navigation Manual, Appendix A)

To display the final vendor for a purchase order:

1.
Go to screen PINQ (Purchase Order Inquiry) (See Navigation Manual).

2.
At the Purchase Order LookUp prompt, type the PO number or use the LookUp feature to locate the purchase order.  (Also see Appendix C of this manual or Colleague Navigation Manual, Appendix A)

3.
This screen displays the final vendor ID, Name and Address, which may be different from the vendor entered on the requisition.

To get the delivery date on a purchase order:

1.
Go to screen PINQ (Purchase Order Inquiry) (See Navigation Manual).

2.
At the Purchase Order LookUp prompt, type the PO number or use the LookUp feature to locate the purchase order. (Also see Appendix C of this manual or Colleague Navigation Manual, Appendix A)

3.
This screen displays the Expected Date for each line item.  This is the expected delivery date of each item.

To check on the status of a purchase order:

1.
Go to screen PINQ (Purchase Order Inquiry) (See Navigation Manual).

2.
At the Purchase Order LookUp prompt, type the PO number or use the LookUp feature to locate the purchase order.  (Also see Appendix C of this manual or Colleague Navigation Manual, Appendix A)
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3.
When the purchase order comes up on the screen, the current status of the PO is displayed in the header block, along with the date that status became effective. A PO's status changes as it passes through the system. Colleague assigns one of the following status codes automatically at various stages in the process:

U - In Progress (Unfinished)

The buyer has saved the purchase order in an incomplete state. No funds are encumbered.

N - Not Approved

The PO has been completed and sent out for approval, but has not yet received all the necessary approvals. 

O - Outstanding
The purchase order has been approved. Funds are now encumbered.

A - Accepted
All items on the purchase order have been received and accepted at the College.

B - Backordered
Some, but not all, of the items on the PO have been received and accepted at the College. Some items remain outstanding.

P-Paid

Finance has printed a check for the invoiced items on the purchase order.

Requisition Print
RQSP  (Requisition Single Print):  This screen allows you to print a requisition.  

1. Open the RQSP screen (See Navigation Manual).
2. At the Look Up screen, select the requisition you want to print.

3. F9 

4. At the next screen, select P at the Output Device field.

5. At the Printer field, do a look up, …, and select your printer.

6. F9
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Screens To Know:

ACBL-(GL Account Balance Inquiry): Check amount you have in your budget for each account. If the budget is insufficient, the system will not accept the requisition.  Only budget officers will have access to this screen.  See Appendix I & J.

GLSA-(Summary Account Availability Report):  A budget status report.  This report shows budget, actual expenses, encumbrances, and available balance for a department.

To view available funds on the screen:

1.
Go to ACBL screen (See Navigation Manual).

ACBL is the screen that gives budget officers information on actual expenditures, encumbrances and requisitions in pool (umbrella) accounts and in specific object code (poolees) accounts. See Appendix I & J.

2.
To determine the activity in the supplies and materials "umbrella" account, enter the 15- digit account number in the account lookup field. Enter the current fiscal year. Note:

This screen will have the GL account number in the upper left corner. The next line will indicate the object code or poolee name. Fiscal year and type of account [umbrella or poolee] is on the next line.

There are 2 columns on the ACBL screen. 

· The column in the middle summarizes the annual activity to date in the umbrella account. The fields in this column include the umbrella budget, actual expenditures, encumbrances (purchase orders), requisitions, and available funds as part of the umbrella funds.

· The right column includes the activity in the poolee account. If you are in the umbrella account, this column should always be empty, except for the budget field.

The budget officer field at the bottom of the ACBL screen will include the name of the budget officer.

3.
If you want to determine the activity in one object code, enter the 15-digit account number in the account lookup field. Enter the current fiscal year. The right column includes the activity for this object code only.

4.
To see a detail on encumbrances and requisitions:

1. select the appropriate field, 

2. select file from the menu bar, 

3. select detail or use the F2 key. 
4. The system will take you to ENCI (Encumbrance Inquiry) for a listing of object code encumbrances or to screen GLRQ (Requisition Inquiry).
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Print an available budget report:

1.  Go to GLSA screen (See Navigation Manual).

2. The current fiscal year should default in the “Fiscal Year” field.  If not, type in the fiscal year you want to report on.

3. Type in the month ending you wish to report on.  (6 would be the month ending June 30)Type A for all statuses in the “Included Accounts that have” field.  You may select field help (F1) on this field to see what the other options are.

4. Detail (F2) in the “GL Account Definition” field from the GLSA Summary Account Availability.

5. Detail (F2) into the “Select/List” field from the Standard List/Sselect screen.

6. In the Statement Generator screen, on the “Program, Division, Department” line (3rd line) and the “Inc/Exc” column, type an I for include.

7. Type in the department number for each department you want to report on in the “Component Values” column.

8. At the “Prompt for additional selection criteria?” field, type No.

9. Select File-Close (F9).  This will take you back to the Standard List/Sselect screen.

10. From the Standard List/Sselect screen, detail (F2) in the “Sort” field.  This will take you to the Change Sort Specification screen.

11. This screen allows you to determine how you want the report printed.  Type Yes at the Department line in the Break column.

12. Select File-Close (F9).  This will take you back to the Standard List/Sselect screen.

13. In the “Verify Criteria” field, type Yes.

14. Select File-Close (F9). 

15. You will now be able to review the number of items that will be selected if you run this report.  If your selection comes up with a large number of items, go back and detail into the “Select/List” field and verify your selection criteria by following Steps 5-14 above.

16. Select File-Close (F9).  This will take you back to the GLSA screen.
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17. At the “Detail or Summarize Poolee Accounts” field, select D for detail.

18. At the “Proceed with the Report” field, type Yes.

19. Select File-Close (F9).

20. At the “Output Device” field, select P for Printer Spooler to select the printer to print the report. 

21. At the “Printer” field, do a lookup by typing ….

22. Select the appropriate printer.  You will see many printer definitions for the printer in your office.  Each definition has a different font and different display.  For reports, you most likely want to select a landscape option.  First try the LAND66LP16.

23. Select File-Close (F9).

24. At the “Execute in Phantom Mode” field, type N for no.

25. Select File-Close (F9).

26. You will see the system processing the report.  Once it is finished, press Return.
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To Create/Change an Approval Password:

Budget officers who approve requisitions need to establish an approval password by following these steps:

1. Go to screen APPW (Approval Password Maintenance) (See Navigation Manual).

2. The Approval Lookup screen will come up. Enter your User ID.

3. Type the password in the Password Field. The password can be up to 10 characters, press Enter on the keyboard. (When you type the password, the characters are displayed.)

4. The system will prompt you to type the password a second time. Press Enter on the keyboard.  The Alert Box will appear. 
5. The system will convert any lowercase letters to uppercase.

6. After the initial entry, the password isn't displayed on the screen, so you will need to keep this password, along with your others, in a safe place. Please do not give your password to anyone else.

7. If you access the APPW screen after creating a password, do not press Return while in the password field because the system will delete your password. If you wish to leave the APPW screen without affecting your existing password, click File, Cancel.

8. If you forget your password, you can enter a new one. To enter a new password, follow steps 1-5 above.

To Approve Requisitions:

1. Go to screen APRN (Approvals Needed) (See Navigation Manual).

2. Enter your user id at the Authorization LookUp prompt.

3. Colleague then displays the requisitions that need approval. To approve the requisition listed, select file, detail or use the F2 key. Colleague will open the REQM (Requisition Maintenance) screen for your review.

4. Go to the Approvals field. Select file, detail or use the F2 key to go to the APRV (Approvals) screen. Enter your user id, and your approval password.
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5. After entering your password, your name should move from the Next Approvals column to the Approvals column.

6. Select file, close (or use the F9 key) and the system returns to the APRN (Approval Needed) screen. 
7. Select the next requisition for approval if necessary
8. Or select file, close (or use the F9 key) to close the APRN screen.
Approval  Frequently Asked Questions:

1.
How do initiators know whom to list for the approval line?  Will someone provide that list?

The initiator should list the budget officer.  If the requisition is for object codes computer equipment – 503110 or printing -  504130  then the initiator must also put the appropriate object code approver after the budget officer.

2.
What approvals are needed beyond the budget officer for specific items (Example: computer equipment or printing  - specific names of who needs to be listed on the approval lines)?

Information technology object codes:  503110

Information technology approver:  DAnderson

Printing object codes:  504130

Printing approver:  PBerryhill

In addition to your departmental budget officer, please add the above names as next approvers for all information technology or printing requisitions. If information technology, or printing approvers are not listed on the next approvers screen, the requisitions won't appear on their list of needed approvals, which will delay the process. 

3.
Who will notify the next person in line that has to do the approval?

Budget officers should check for requisitions requiring their approval via the APRN (Approval Needed) screen (see page 12 in this manual).

4.
Does the approval list have to be in a specific order?

The approval list should be in the order in which the approving should take place (i.e., budget officer then object code approvers)

5. Can a higher level of approval override the lower level?

 Yes.

APPENDIX A:
Chart of Accounts Mapping



Current Chart Structure

1 – 10 – 43100 – 200

1= fiscal year

10 = fund

43 = function

43100 = department number

200 = expenditure object code

New Chart Structure

10 – 11 – 15100 – 504000

10 = fund

11 = function

15100 = department number

504000 = expenditure object code
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	FUND

	
	
	

	Old
	
	New

	Fund
	Description
	Fund

	10
	E&G
	10

	23
	Auxiliary
	11

	24 & 25
	Student Fees (Student Service Fee and Student Facility Use Fee)
	12

	20, 21 & 26
	Federal Grants & Contracts
	20

	20, 21 & 26
	State & Local Grants & Contracts
	21

	20, 21 & 26
	Private Grants & Contracts
	22

	
	Other Sources
	23

	20
	Scholarships
	24

	22
	Endowments
	30

	30
	Perkins Loan Fund
	40

	50, 51, 52, 56 & 57
	Plant Fund
	60

	60
	South Oklahoma City Area School District
	70

	
	
	

	FUNCTION

	
	
	

	Old
	
	

	Function
	
	New

	(Old Dept # Starting With)
	Description
	Function

	NA
	General
	00

	6
	Auxiliary
	01

	43
	Instruction
	11

	NA
	Research
	12

	NA
	Public Service
	13

	46
	Academic Support
	14

	421
	Student Services
	15

	42
	Institutional Support
	16

	48
	Operations & Maintenance of Plant
	17

	NA
	Scholarships
	18

	5
	Capital Projects
	91
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	OLD TO NEW OBJECT CODE MAPPING

	
	
	
	

	
	
	New
	New

	Old
	
	Object
	Object

	Object
	
	Category
	Category

	Code
	Old Object Code Description
	E&G
	Auxiliary

	100
	Professional Salaries
	501
	511

	101
	Teaching Salaries
	501
	511

	105
	Adjunct Salaries
	501
	511

	110
	Classified Salaries
	501
	511

	115
	Work Study Salaries
	501
	511

	200
	Supplies and Materials
	504
	514

	300
	Equipment
	503
	513

	400
	Communications
	505
	515

	500
	Travel
	506
	516

	600
	Books & Periodicals
	504
	514

	650
	Printing & Binding
	504
	514

	700
	Other Current Expense
	508
	518

	710
	Other Contractual Expenses
	505
	515

	750
	Data Processing
	505
	515

	800
	Professional Benefits
	502
	512

	801
	Teaching Benefits
	502
	512

	805
	Adjunct Benefits
	502
	512

	810
	Classified Benefits
	502
	512

	815
	Work Study Benefits
	502
	512
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	Budget Pooling
	
	
	

	
	Any object code that ends in three zero's (example: 503000) is a budget pool account.  The budget dollars for each object category are located in the budget pool.  Budget pooling allows us to budget at a higher level than the level we track expenditures.  In other words, we can budget to the Fixed Asset level but actually expend at the computer level.  When doing a requisition for a computer, the system will look for available budget in the budget pool of Fixed Assets.

	
	

	Expenditure Object Category
	
	

	
	Object codes can be grouped by categories.  Object categories are the first three digits of the six-digit object code.

	
	
	
	
	

	Expenditure Object Codes
	
	

	
	Object codes are used to track types of expenditures.  Object codes are six digits.

	
	
	
	
	

	
	
	
	
	

	E&G Object Codes
	
	

	501XXX
	Salary & Wage
	
	

	502XXX
	Benefits
	
	

	503XXX
	Fixed Assets
	
	

	
	
	503000
	Fixed Assets Budget Pool
	Budget pool

	
	
	503100
	General Equipment
	Equipment that is more than $500

	
	
	503110
	Computers/Computer Systems
	Computer equipment and systems that are more than $500

	
	
	503120
	Furniture
	Furniture that is more than $500

	
	
	503130
	Automobiles
	Automobiles

	
	
	503200
	Library Books
	Books that are purchased for the Library

	
	
	503210
	Library Periodicals
	Periodicals that are purchased for the Library

	
	
	503220
	Library Videos
	Videos that are purchased for the Library

	
	
	503230
	Library Electronic Media
	Electronic Media that is purchased for the Library

	504XXX
	Materials & Supplies
	
	

	
	
	504000
	Materials and Supplies Budget Pool
	Budget pool

	
	
	504100
	Materials and Supplies
	General materials and supplies

	
	
	504110
	Books and Periodicals
	Books and periodicals (not for the library)

	
	
	504120
	Copying and Binding
	Copying and binding (does not need Public Relations approval)

	
	
	504130
	Printing
	Printing (needs Public Relations approval)


APPENDIX B (continued)
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	505XXX
	Services
	
	

	
	
	505000
	Services Budget Pool
	Budget pool

	
	
	505100
	Communications
	Communications expenses such as phones, pagers, long distance, postage, and presort

	
	
	505110
	Contract Services
	Services that are contracted

	
	
	505111
	Advertising
	Advertising

	
	
	505120
	Maintenance Contracts
	Maintenance contracts

	
	
	505130
	Repairs
	Repair services

	
	
	505140
	Data Processing
	Data processing

	
	
	505150
	Professional Services
	Non payroll expenditures made for professional service such as auditing, consulting, legal, architectural, and other professional and technical fees

	506XXX
	Travel
	
	

	
	
	506000
	Travel Budget Pool
	Budget pool

	
	
	506100
	Air Transportation
	Airfare

	
	
	506110
	Ground Transportation
	Taxi's, shuttle, rental car or use of own vehicle

	
	
	506120
	Meals
	Meals

	
	
	506130
	Hotel
	Hotel

	
	
	506140
	Registration
	Registration that will be reimbursed through a travel reimbursement

	
	
	506150
	Other
	Miscellaneous travel expenses

	507XXX
	Utilities
	
	

	508XXX
	Other
	
	

	
	
	508000
	Other Budget Pool
	Budget pool

	
	
	508100
	Registration and fees
	Registration that is paid on a purchase order (separate from the travel reimbursement)

	
	
	508110
	Indirect Costs
	Indirect costs for grants

	
	
	508120
	Memberships
	Institutional memberships

	
	
	508130
	Subscriptions
	Subscriptions

	
	
	
	
	

	
	
	
	
	

	Auxiliary Object Codes
	

	510XXX
	Cost of Resale
	
	

	
	
	510000
	Cost of Resale Budget Pool
	Budget pool

	
	
	510100
	Supplies - Resale
	Supplies purchased for resale

	
	
	510110
	Textbooks - Resale
	Textbooks purchased for resale

	
	
	510120
	Paperbacks/Magazines - Resale
	Paperbacks/magazines purchased for resale

	
	
	510130
	Novelty Items - Resale
	Novelty items purchased for resale

	
	
	510140
	Book Buyback (Used Books)
	Book buyback

	511XXX
	Salary & Wage
	
	

	512XXX
	Benefits
	
	


APPENDIX B (continued)
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	513XXX
	Fixed Assets
	
	

	
	
	513000
	Fixed Asset Budget Pool
	Budget pool

	
	
	513100
	General Equipment
	Equipment that is more than $500

	
	
	513110
	Computers/Computer Systems
	Computer equipment and systems that are more than $500

	
	
	513120
	Furniture
	Furniture that is more than $500

	514XXX
	Materials & Supplies
	
	

	
	
	514000
	Materials and Supplies Budget Pool
	Budget pool

	
	
	514100
	Materials and Supplies
	General materials and supplies

	
	
	514101
	Software
	Software

	
	
	514110
	Books and Periodicals
	Books and periodicals (not for the library)

	
	
	514120
	Copying and Binding
	Copying and binding (does not need Public Relations approval)

	
	
	514130
	Printing
	Printing (needs Public Relations approval)

	515XXX
	Services
	
	

	
	
	515000
	Services Budget Pool
	Budget pool

	
	
	515100
	Communications
	Communications expenses such as phones, pagers, long distance, postage, and presort

	
	
	515110
	Contract Services
	Services that are contracted

	
	
	515111
	Advertising
	Advertising

	
	
	515120
	Maintenance Contracts
	Maintenance contracts

	
	
	515130
	Repairs
	Repair services

	516XXX
	Travel
	
	

	
	
	516000
	Travel Budget Pool
	Budget pool

	
	
	516100
	Air Transportation
	Airfare

	
	
	516110
	Ground Transportation
	Taxi's, shuttle, rental car or use of own vehicle

	
	
	516120
	Meals
	Meals

	
	
	516130
	Hotel
	Hotel

	
	
	516140
	Registration
	Registration that will be reimbursed through a travel reimbursement

	
	
	516150
	Other
	Miscellaneous travel expenses

	517XXX
	Utilities
	
	

	518XXX
	Other
	
	

	
	
	518000
	Other Budget Pool
	Budget pool

	
	
	518100
	Registration and fees
	Registration that is paid on a purchase order (separate from the travel reimbursement)

	
	
	518120
	Memberships
	Institutional memberships

	
	
	518130
	Subscriptions
	Subscriptions


APPENDIX C:
Search Criteria for Requisitions


Some of the most common ways you can search the databases are by date, initiator, requisition status, and vendor. The following abbreviations are typed in the Lookup box.  Here are some examples:

1.
By Date: (;DA) (not case sensitive)
;DA 8.7.99 returns a list of requisitions dated Aug. 7, 1999

;DA >= 8.7.99 returns a list of requisitions dated Aug. 7, 1999 or later. You may also use the less than operator (<) to list requisitions prior to a certain date. Note the spaces on each side of the operator.

;DA >= 8.1.99 ;DA <=8.31.99 returns a list of requisitions dated in August of 1999

2.
By Initiator (I or ;IN)
;IN 1234 returns a list of requisitions made with this id #

;IN Smith, John returns a list of requisitions made by John Smith

;IN Smith returns a list of requisitions made by anyone with last name of Smith (or has Smith in his/her last name like Smithson)

3.
By Status(;S)
;S 0 returns a list of Outstanding requisitions

;S 0 N returns a list of requisitions that are Outstanding and not approved

4.
By Vendor (;v or vn)
;v 12345 returns a list of requisitions related to vendor 12345

;VN bill returns a list of requisitions related to any vendor with bill in its name (Bill Jones, Billton Supplies, Spreebill Construction)

LookUp Shortcuts

To Search by:



Type:

Buyer Name



;BN

Buyer Number



;B




Check Date



;C

Check Number



;CN

Contract Date



;CD

Document Date



;DA

Document Status


;S

GL Account Number


;GL
Initiator Name



;IN

Initiator Number


;I

Invoice Date



;ID
Invoice Number



;IV

Ship Date



;SD

Vendor Name



;VN

Vendor Number



;V
APPENDIX D:
Vendor Look Up Procedures



There are four ways to look up a vendor.

1. Vendor FEI number

2. Vendor Name

3. Partial Name (Soundex)

4. Colleague ID number

APPENDIX E:
Function Keys 



Function Key




Shift key plus Function Key

F1 – Field HELP




F1 – Process HELP

F2 – DETAIL




F2 – Function Key HELP

F3 – Group INSERT






F4 – Field DELETE

F8 – DIRECT ACCESS



F8 – CANCEL

F9 – FINISH/END or Close


F9 – EXIT

F10 – Save




F10 – Record DELETE
Alt/ Print Screen = Copies screen (to paste into Word document for printing)

APPENDIX F:
REQM (Requisition Maintenance Screen)



REQM:
Requisition Maintenance
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APPENDIX G:
RQIL (Requisition Item List)



RQIL:
Requisition Item List
Accessed: via detail in the line item box in the REQM screen
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APPENDIX H:
RQIM (Requisition Item Maintenance)



RQIM:
Requisition Item Maintenance

Accessed: via detail in the RQIL screen item box
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APPENDIX I:
ACBL (GL-Account Balance Inquiry Screen) Umbrella Pool



ACBL:
Account Balance
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APPENDIX J:
ACBL (GL-Account Balance Inquiry Screen) Poolee



ACBL:
Account Balance
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APPENDIX K:
ENCI (GL-Encumbrance Inquiry)



ENCI:
Encumbrance Inquiry
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APPENDIX L:
GLRQ (GL-Requisition Inquiry)



GLRQ:  GL Requisition Inquiry
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APPENDIX M:
RINQ (Requisition Inquiry)



RINQ:
Requisition Inquiry
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APPENDIX N:
PINQ (Purchase Order Inquiry)



PINQ:
Purchase Order Inquiry
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APPENDIX O:
BINQ (Blanket PO Inquiry)



BINQ:  Blanket PO Inquiry
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APPENDIX P:
RQSP (Requisition Single Print)



RQSP:  Requisition Single Print
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APPENDIX Q:
Frequently Asked Questions



1. When multiple Requisitions are combined to process one PO, will we be able to reference the Requisition on the PO per line item?

Yes. Using the  PINQ (Purchase Order Inquiry) screen, all related requisition numbers will appear in the upper right hand corner (use the scroll arrows to see each requisition number). The user can detail on each requisition. The system takes you to MNQ (Requisition Inquiry) screen, where you can see four lines of the requisition at a time.

2. Will we be able to use the cut/copy/paste options in REQM for orders that we continually place?

No. Initiators can cut/copy/paste one field at a time. Users may be able to cut and paste the first line of the description from one requisition to another. However; there is not a way to copy all the lines of the description. The process is cumbersome; you must first open the existing order (using either REQM or RINQ depending on the status of the requisition); copy the line item; close out that screen. Then open the new order and paste.

3. Are shipping charges entered as a separate line item?

Yes. However, be aware that with quote orders, shipping charges may be included in the price.

4. Are vendors purged from the system if they are not used after a period of time? 

No.

5. If a requisition is saved and assigned a number, but not yet approved by the budget administrator, can the requisition be deleted?

Requisitions cannot be deleted in the system.

6. How should a requisition be entered if it's going out on a bid (what would be listed as the "vendor")?

Initiators should enter the suggested vendor as they do now.

7. Can percent or amount discounts be listed under the "Trade Discount Pct" or "Trade Discount Amt" on the RQIM screen?

Requesters should not use trade discount amt or pct.

8. Will those who work a specific area (example: object code 503110 computers) be able to view all PO's containing their department number since it affects their work schedule for location of delivery and set-up?

Frequently Asked Questions (continued)



Authorized individuals in the information technology hardware group will be given 

access to POs with the 503110 object code. But generally, users can only view the general ledger accounts to which they have access.

9. Who do I call if I have a question?

Please call the Help Desk at extension 7777.
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