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Managing Requisitions - Fluid
Managing Requisitions 9.2 for LSUNO

Welcome to the PeopleSoft 9.2 Managing Requisitions for LSUNO module! This
module contains the tools needed to learn many of the concepts and procedures
associated with Requisitioning items.

GOAL
Our goal is for users to have the skills and knowledge necessary to enter and inquire on a
requisition.

Participants will learn:
1. The three required and five optional steps of Add/Update a Requisition, and
2. How to Review Requisition Documents and Process Status.

NOTE: The functions in this manual must be performed in the PeopleSoft Production
Database. Any data entered into a non-production database (i.e., Reports (PS9FSRPT)
or Sandbox (PS9FSSND)) will be lost.

Contact for Assistance
The following will be your contacts for Managing Requisitions:

1. For technical assistance with PeopleSoft (i.e., problems accessing PeopleSoft,
assistance with changing passwords, etc.), contact the Help Desk as follows:
Long Distance: 1-800-303-3290;

Local Calls: 1-504-568-HELP (4357); or

Email: helpdesk@Isuhsc.edu (mailto:helpdesk@Isuhsc.edu)

2. For functional assistance with PeopleSoft (e.g., questions about entering requisitions,
items being ordered, the bid process, or other purchasing procedures), contact your
Buyer or Purchasing Supervisor if you Buyer is not available.
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Add/Update Requisitions

Requisition Essentials

Topic Contents:

1.
2.

(6]

[op}

9.

What is a requisition?

What is required to generate a PO?
a. Approval

b. Budget Check

. Four (4) basic elements of a requisition

a. Header

b. Lines

c. Schedule

d. Distribution

. Identify required fields
. Add a New Value Defaults

a. Business Unit
b. Requisition 1D

. How to Find an Existing Value
. Default fields on Maintain Requisitions page

a. Business Unit
b. Requisition 1D
c. Status

d. Budget Status

. Steps for entering a requisition

a. Three (3) required steps
b. Five (5) optional steps
Entering Supplier Information

10. Navigating on PeopleSoft Pages
11. Request for Quote
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B Add/Update Requisitions

&«

<

||

C & dpsb.psfs.lsuhsc.edu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NUILGBL?CONTEXTIDPAR.. 1# % [ &

PeopleSoft PeopleAdmin  (+%) Merriam-Webster &7 LaGovLlEQ W) Password Strength.. KJj§ Microsoft Train Rec... Ak SignIn|Allof UsR

LSU Health Financials Purchasing warn Financials TRN @ 2

New Window | Help

My Worklist - Summary View .
Requisitions

Process Monitor
FEind an Existing Value Add a New Value

Requisitions ~
*Business Unit: |LSUNO |Q

*Requisition 1D:|NEXT
Add/Update Requisitions

Requisition Inquiry Add

Requester's Workbench

ind an Existing Value | Add a New Value
Budget Check - Requisitions
Document Status
Manage Requisition Approvals
Accounting Entries

Change History

@ &7°F Sunny

Action

What is a Requisition?

A requisition is a request for items to be ordered from a supplier. This creates a pre-
encumbrance in the PeopleSoft system which is an intent to buy a product or
service. It is a commitment to a department's budget, but it is not final and binding
with the supplier. Requisitions allows users to create, review, edit, approve or cancel
a requisition.

Once the requisition is entered into the PeopleSoft system, two things must occur for
Purchasing to be able to generate a Purchase Order to the supplier in the PeopleSoft
system:

1. The requisition must be approved.
2. The requisition must pass the budget check process.

Budget checking ensures that financial obligations and expenditures do not exceed
budget limits. Controls are created to permit only those transactions that are applied
to correct calendar periods, as well as to the correct account types and ChartString
combinations. Budget Checking a requisition also verifies that the allocated funds
are still available before a liability is created. In short, the Budget Check process
verifies the ChartString entered into the requisition is valid and that the funds are
available for the ChartString.
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Step Action

3. There are four (4) basic elements that comprise a requisition:
1. Headers

2. Lines

3. Schedules

4. Distributions

Each requisition has one header, which can have multiple lines. Each line can have
multiple schedules, and each schedule can have multiple distributions.

4, The schedule defines when and where you want the item(s) delivered. The
distribution defines how accounts and departments are charged for the item(s), as
well as how much of the total price the department should pay.

Add/Update Requisitions x + -

= p 1

& C & dpsb.psfs.isuhsc.edu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_ NULGBLTCONTEXTIDPAR... & ¥ [ &
PeopleSoft PeopleAdmin () Merriam-Webster = LaGovLEO 1§ Password Strength.. K Microsoft Train Rec..  4l}y Sign In | All of UsR

< LSU Health Financials Purchasing warn Financials TRN @ 2

. New Window | Help
o My Worklist - Summary View .
Requisitions

i~ Process Monitor
FEind an Existing Value Add a New Value

usmess Unit: [LSUNO |Q
equisition 1D:[NEXT

Add

|

Requisitions ~

Add/Update Requisitions

Requisition Inquiry
Requester's Workbench

ind an Existing Value \ Add a New Value
Budget Check - Requisitions
Document Status
Manage Requisition Approvals
Accounting Entries

Change History

1 rRFas ~

@ s57°F Sunny

Step Action

5. Anytime you see a star (*) to the left of a field name, this indicates the field is a
required field. Information must be entered into required fields in order to save the
requisition and ultimately generate a Purchase Order. There are some fields not
required by PeopleSoft, but are required by LSUNO. These fields will be identified
and discussed in the topics in this manual.
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Step

Action

6.

Add a New Value
The system defaults you into the "Add a New Value' tab.

The appropriate Business Unit will display in the Business Unit field. when
working in Production. If the Business Unit does not default correctly, enter it or
select it by clicking the magnifying glass (Look up Business Unit) to the right of
the Business Unit field. It is recommended that you do not attempt to continue with
the requisition, as save errors are likely to occur. Contact the Purchasing so that the
defaults can be set appropriately.

Requisition ID

The Requisition ID will default as NEXT. This allows the system to auto-assign the
next available requisition number for the business unit the first time the requisition
is saved. The Requisition ID is not the Purchase Order (PO) number. A separate PO
number will be assigned by Purchasing once the PO is generated.

NOTE: Blanket or Standing Orders will be entered in PeopleSoft one time to
cover the entire fiscal year, thereafter, the Purchase Order number will be used to
place additional orders during the year. See your Buyer or Purchasing for more
information about blanket or standing orders.

Users can access an existing requisition by clicking the "Find an Existing Value"
tab.

See the Review a Requisition topic for instructions on how to find an existing
requisition in PeopleSoft.
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B Add/Update Requisitions x 4+ 3 - bas
<« C & rcbb.psfs.lsuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK PT_AGSTARTPAGE NUI.GBL?CONTEXTIDPAR... =& %% [ &
PeapleSoft PeapleAdmin () Merriam-Webster 27 LaGovlEQ @ FINPAT Wf) Password Strength..
] . .
< LSU Health Financials Purchasing m Q A 7 @

New Window | Help | Personalize Page

Maintain Requisitions

Requisition
Business Unit LSUNO Status  Pending
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name Copy From [JHold From Further Processing
Header (7
*Requester Q
*Requisition Date | 04/18/2023 Requester Info
Origin | ONL 2 ondine Entry
*Currency Code usb US Dollar
Accounting Date | 04/18/2023 5
Amount Summary (7
Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 usD
Add Items From (2
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find

Details Ship To/Due Date || Status || Supplier Information Item Information Aftributes || Contract Sourcing Controls

Merchandise
Amount

Line ftem Description Quantity UOM Category Prics Stati

Step Action

9. When entering a new requisition, the following four (4) fields must default as
follows on the Maintain Requisitions page to enter a hew requisition:

1. Business Unit = LSUNO
2. Requisition ID = NEXT
3. Status = Pending

4. Budget Status = Not Chk'd

10. The Business Unit and Requisition 1D default from the Add a New Value page.

The Status will default as Pending. If the Status does not default as Pending,
contact Purchasing so that default information can be set up appropriately.

The Budget Status indicates whether the budget check process has been run, so will
default to Not Chk'd. The budget check can only be performed after a requisition is
approved, but prior to Purchasing generating a Purchase Order or RFQ (Request for
Quote).

It is recommended you do not attempt to continue with the requisition, as save errors
are likely to occur, if any of these fields default incorrectly.

11. Steps for Entering a Requisition

There are three (3) required steps and five (5) optional steps for entering a
requisitions. It is important to enter the requisition in step order. Changing the
order of the steps may cause save errors and result in the user having to re-enter the
requisition.
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Step

Action

12.

Steps for Entering a Requisition (continued)

. Check Hold from Further Processing (optional)

. Enter Requisition Name (optional)

. Enter Requisition Defaults (required)

. Enter Item(s) and Save the requisition (required)
. Adjust Chartstring Information (required)

. Enter Comments and Attach Documents (optional)

. View Approvals, and Print the requisition (optional)
. View and Copy an existing requisition (optional)

O~NO O WN -

Each step, whether required or optional, will be discussed in detail in the topics
included in this manual.
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B Add/Update Requisitions x  + W - P
< C @ rcbb.psfssuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK. PT_AGSTARTPAGE_NULGBL?CONTEXTIDPAR.. & w [0 &
PeopleSoft PeopleAdmin () Merriam-Webster =7 LaGovlEO @ FINPAT  #f) Password Strength...
Requisition Defaults x
Help B
Business Unit LSUNO Requisition Date 08/11/2022
Requisition ID NEXT Status Pending |
Default Options (2
O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are
only applied if no other default values are found for each field. If default values already exist in the hierarchy, they
are used, and the values on this page are not used
@ override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned.
Line
Buyer Q Unit of Measure Q
Supplier xQ Supplier Location Q
Category Q Supplier Lookup
Schedule
Ship To Q *Distribute By
Due Date
Ultimate Use Code Q Ship Via |GRND Q
Attention To Freight Terms |DES Q
One Time Address
Distributi
istribution Fﬂ
SpeedChart Q -
»

4:24 PM

8/11/2022 El

Step Action

13. Step 3: Enter Requisition Defaults (required)
You must first enter data on the Requisition Defaults page for two reasons:

1. In order to properly Save the requisition. If defaults are not entered before
entering item(s) information, the requisition will not save and will have to be re-
entered by the requester.

2. In order for the chartstring(s) to default to all line items. The chartstring
values van be changed on any line item on the Distribution page. However, by
entering the information on the Requisitions Defaults page, the system will
automatically default the chartstring information to each line item on the requisition.
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B Add/Update Requisitions x  + &z - x
&« C & rcbb.psfsisuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NULGBL?CONTEXTIDPAR.. & % [ &
PeopleSoft PeopleAdmin (1) Merriam-Webster 27 LaGovlEQO @ FINPAT #fi Password Strength...
Requisition Defaults x
Help R
Business Unit LSUNO Requisition Date 08/11/2022
Requisition ID NEXT Status Pending i

Default Options (2

) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are
only applied if no other default values are found for each field. If default values already exist in the hierarchy, they
are used, and fhe values on this page are not used

@
¥ Override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned.
Line
Buyer Q Unit of Measure Q
|Sunp\ier Q | Supplier Location Q
Category Q Supplier Lookup
Schedule
Ship To Q *Distribute By
Due Date El
Ultimate Use Code Q Ship via|[SRND a
Attention To Freight Terms |DES Q
One Time Address
Distribution Fj
SpeedChart Q -
3
Line Tem Description ‘Quantity oM Category Price Tstat

Amount

4:26 PM

@ e

Step Action

14. Entering Supplier Information

A requisition can have only one supplier. Although the Supplier field is not a
required field, the requester must provide information about the supplier to
Purchasing. The Supplier ID is used to designate the Supplier for the requisition.
The Supplier ID is always a 10-digit number in PeopleSoft. Users can enter the
Supplier 1D directly into the Supplier field or can utilize the Look up Supplier to
search for it.

15. Entering Supplier Information (continued)

If the Supplier ID is unknown, the requester should attempt to locate it in the PS
database. If the supplier does not appear in the list of suppliers in the PS system, the
Supplier may be left blank. However, supplier information must then be entered in
the Header Comments page and include as much of the following information as is
known: the supplier's name, contact person, street address, city, state, zip code,
telephone number, fax number and Tax ID number.

16. Navigating on PeopleSoft Pages

The Tab key on your keyboard is used to move from field to field within
PeopleSoft. The Enter key acts as a Save button, so it cannot be used to move from
field to field on a page.

Use only the buttons and links provided on the PeopleSoft pages. Do not use the
Back and Forward arrows on your browser.
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Step

Action

17.

Request for Quote

Louisiana State Law requires that every purchase above $10,000 - including freight
and handling - must go out for bid. Purchases made under the Governor's Executive
Order for Small Purchases is the exception to this rule.

NOTE: See your Buyer for detailed information about the bid process (i.e., the
price thresholds, required quotes from Suppliers and items that require and do not
require bids, etc.) Users may also review the Executive Order for Small Purchases
on the Louisiana Office of State Purchasing web site for information about the
bid process.

18.

This completes Requisition Basics.
End of Procedure.
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Lookup SpeedChart

Topic Contents:

1. Introduce SpeedCharts
a. Define what a SpeedChart is
b. Define values used for a SpeedChart
1) ChartField
2) ChartString Values
a) Account Code
b) Department
c) Location
d) Fund
e) Program
f) Class
g) Project
h) PC Bus Unit
2. Search for and select a SpeedChart
3. Using multiple SpeedCharts
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B Add/Update Requisitions x 4+ v = .4

C & rcbb.psfsisuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NULGBL?CONTEXTIDPAR.. & w O &

PeopleSoft PeopleAdmin () Merriam-Webster = LaGovlEO @ FINPAT #ji Password Strength...
Requisition Defaults X 3
@ override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned. |
Line
Buyer Q Unit of Measure Q
Supplier xQ Supplier Location Q
Category (s} Supplier Lookup
Schedule
Ship To Q *Distribute By
Due Date
Ultimate Use Code Q Ship Via [SRND Q
Attention To Freight Terms |DES Q
One Time Address
Distribution
SpeedChart Q
Distributions
Details | Asset Information
Dist Percent GL Unit Account Dept Location IN Unit Fund Program Class
1 LSUNO | a @, [LSUND Q a a Q a
OK Cancel Refresh F
3
- =
Line Ttem Description Quantity oM Category Price — Stat:

Action

A SpeedChart is a shortcut users' can enter to automatically populate individual
chartfield values on the distribution line located on the Requisitions Defaults page.
The use of SpeedCharts can greatly increase data entry efficiency by reducing the
number of keystrokes required to enter frequently used combinations of chartfield
values and by reducing keystroke errors.
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B Add/Update Requisitions x 4+ 3 - x
&« C & rcbb.psfsisuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NULGBL?CONTEXTIDPAR.. & % [ &
PeopleSoft PeopleAdmin (%) Merriam-Webster 2 LaGovlEQ /@ FINPAT #fi Password Strength...

Requisition Defaults

@ override If you select this option, all default values eniered on this page override the default values found in the default

hierarchy, only non-blank values are assigned.
Line

Buyer Unit of Measure Q

a
Supplier xQ Supplier Location Q
Q

Category Supplier Lookup

Schedule

Ship To *Distribute By | Quantity v

Due Date
Ship via |SRND Q

SpeedChart/ Freight Terms [DES aQ

SpeedType

SpeedChart. Q

Distributions Chartfield Chartstring
Details Asset Information

T
Dist. Percent GL Unit Dept Location IN Unit Fund ‘ Program

Distribution

1 LSUNO |@ LSUNO Q Q Q

Cancel Refresh

Step Action

2. NOTE: SpeedType and SpeedChart are used interchangeably for LSU Health.
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e

B Add/Update Requisitions x  + v = *

PeopleSoft PeopleAdmin () Merriam-Webster =7 LaGovlEO @ FINPAT  #f) Password Strength...

rcbb.psfs.Isuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK PT_AGSTARTPAGE_NUI.GBL?CON AR... |2 a
c @ rcbb.psfs.lsuhsc.ed f: /EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NULGBL?CONTEXTIDPAR, > w O &

Requisition Defaults x

® override If you select this option, all default values entered on this page override the default values found in the defautt
hierarchy, only non-blank values are assigned. -
Line
Buyer Q Unit of Measure Q
Supplier Q Supplier Location Q
Category aQ Supplier Lookup
Schedule
Ship To Q *Distribute Ey
Due Date El
Ultimate Usg Q Ship Via |SRND Q
A“El Freight Terms |DES aQ
Speedlype
Distribution

Distributions Chartfield Chartstring
Details | Asset Information

y
Dist Percent GL Unit Account Dept Location IN Unit Fund ' Program Class
1 LSUNO |@ Q @ | Lsuno Q Q a Q Q
OK Cancel Refresh Fﬂ
»
Line Ttem Description Quantity “uom Category Price — TStat

Step

Action

Please review the following definitions on SpeedChart, Chartfield and
ChartString.

« SpeedChart/SpeedType — A SpeedChart is a combination of chartfields values,
excluding the Account Code, that define how transactional information and budget
data is categorized. The Account Code is not part of the SpeedChart values and must
be entered on the distribution line to complete the chartstring. SpeedChart is also
referred to as SpeedType.

* ChartField — In PeopleSoft, the Chart of Accounts is comprised of information
fields that provide the basic structure to segregate and categorize transactional
information and budget data. Each information field is called a chartfield.

* Chartstring — The chartstring combines a series of chartfield values into one
string. The chartfields included in a chartstring are: Fund, Program, Class, and

Project (if needed). The Account Code is excluded.
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Step Action

4. ChartString Values

The ChartString is comprised of the following values:
. Account Code

. Dept

. Location

Fund

. Program

. Class

. Project

. PC Bus Unit

ONOUTAWN R

5. Account Code

The Account Code is a transaction code for the item(s) being ordered (e.qg., office
supplies, medical supplies, dental supplies, etc.). The correct Account Code must be
entered for each line item. The Account Code can be entered on the Requisition
Defaults page when entering a single line requisition, or when entering multiple
lines items using the same Account Code (e.g., office supplies, dental supplies, etc.).

If, however, a user is ordering multiple line items, and each line has a different
Account Code, the Account Code will be left blank on the Requisitions Defaults
page. The user must then enter the appropriate Account Code on the Distribution
page for each line item.

Contact your Finance/Accounting group for a list of Account Codes.

6. Dept and Location

The Dept is the cost center paying for the item(s). The Dept is always a 7-digit
department number.

The Location is a business unit designation. It is recommended that LSUNO be
used as the Location code for all requisitions.

7. Fund, Program and Class

The Fund Code identifies the funding source for the item(s) being ordered. If the
item(s) involve a Project/Grant, enter the Fund Code associated with the specified
Project/Grant (e.g., 113,115,116, etc.).

The Program Code classifies the and reports expenses according to the type of
activity for which the expenses were incurred.

The Class Code indicates the accounting class for a sub ledger journal line (e.g.,
Receivables, Revenue, Expenditure, etc.)
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Step Action

8. Project and PC Bus Unit

The Project/Grant number must be entered if the item(s) being ordered are
associated with a specific Project or Grant. The Project/Grant will only be entered
on the Requisitions Default page if all items on the requisition will be charged to the
project/grant. Otherwise, the Project/Grant number will be entered on the
Distribution page for the specific line item.

The PC Bus Unit must contain a value. The user's business unit designation will
default into the field. If it does not default, the user must enter it or select it using the
Look up feature.

B Add/Update Requisitions X+ W - x
& C @ rcbb.psfslsuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK. PT_AGSTARTPAGE_NULGBL?CONTEXTIDPAR.. & % [0 &
PeopleSoft PeopleAdmin () Merriam-Webster =7 LaGovlEO @ FINPAT  #f) Password Strength...
Requisition Defaults b4
® override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned. -
Line
Buyer xQ Unit of Measure Q
Supplier Q Supplier Location Q
Category aQ Supplier Lookup
Schedule
Ship To Q *Distribute By
Due Date El
Ultimate Use Code Q Ship Via [GRND a
Attention To Freight Terms |DES Q
D One Time Address
Distribution
SpeedChart Q
Distributions
Details || Asset Information
Dist Percent GL Unit Account Dept Location IN Unit Fund Program Class
1 LSUNO |@ Y @, [Lsuno Q q a Q q
OK Cancel Refresh Fﬂ
»
Line Tiem Description Quantity “oom Category Price — TStat

Step Action

9. « Single SpeedCharts can be utilized on the Requisition Defaults page and the line
item Distribution page.

» Multiple SpeedCharts are utilized on the line item Distribution page only.
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B Homepage
<« C & dpsh.psfslsuhscedu/psc/fstr/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT LANDINGPAGE.GBL?&Ip=ERP.EMPLOYEE... 12 v [ &
PeopleSoft PeopleAdmin () Meriam-Webster 27 LaGovLEO Ifi Password Strength.. I3 Microsoft Train Rec.. Al Sign In | All of Us R...

wams Financials TRN @ 2

My Financials Home v 10f7 >

System Notifications

PS9FSTRN Notice: PeopleSoft
Financials Training: This system is
running PeopleTools 8.59.05 for
upgrade training
This is a test instance for LSU
Health PS Financials. Last refresh
date: 2023-02-08

€]

@ &9°F Sunny

Step Action

10. SpeedChart information can be found in the Navigator menu under LSU Processes
> LSU SpeedType Lookup.

Click the NavBar button.

11. Click the Navigator Menu button.
Menu
12. Click the Down scrollbar.
13. Click the LSU Processes hutton.
E LS Processes >
14. Click the LSU Speedtype Lookup button.

= LSU Speedtype Lookup
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Step Action
15. Scenario
In this exercise, you will search for two SpeedCharts using the following Search
criteria:
SetID: LSUNO
Department: 1497100
SpeedType Key: 0497100013
SpeedType Key: 0497100012
16. Enter the desired information into the SetlD: field. Enter "LSUNO".
17. Enter the desired information into the Department: field. Enter "1497100".
18. Click the Search button.
Search
19. Click the SpeedType Key - 0497100013 link.
10497100013
20. The SpeedChart information displays. Verify that the chartfield information (e.g.,
Fund Code, Program Code, Class Field, etc.) can be used for your requisition. You
will need to make a note of the SpeedType Key so that you can later enter it on your
requisition.
NOTE: Only SpeedCharts with a numeric value can be used when creating a
requisition. SpeedCharts that begin with a ""G™ or a "'R"* cannot be used.
Click the Return to Search button.
[ch Return to Search
21. Click the Down scrollbar.
22. Click the SpeedType Key - 0497100012 link.
10497100012
23. The SpeedChart information displays. Verify that the chartfield information (e.g.,

Fund Code, Program Code, Class Field, etc.) can be used for your requisition. You
will need to make a note of the SpeedType Key so that you can later enter it on your
requisition.

NOTE: Only SpeedCharts with a numeric value can be used when creating a
requisition. SpeedCharts that begin with a **G™ or a "'R** cannot be used.

Click in the My Financials Home field.

‘ ¢ My Financials Home
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Step

Action

24,

This completes Lookup SpeedChart.
End of Procedure.

Page 21



Training Guide
Managing Requisitions Fluid

Page 22



Training Guide
Managing Requisitions Fluid

Maintain Requisitions Navigation and Overview

Topic Contents:

1. Navigate to Maintain Requisitions page via Purchasing tile.
a. Access LSU Health Financials Homepage
2. Add a New Value
3. Overview of Maintain Requisitions page
a. Hold From Further Processing
b. Header Section
1) Requestor default
2) Requisition Date vs. Accounting Date
4. Introduction to Requisition Defaults
a. Examples of fields entered on Requisition Defaults: Buyer, Supplier, Shipping Location, etc.
. Introduction to Add Comments
. Add Items From Section - Links not used by LSUNO
7. Introduction to Line
a. Fields used
b. Line Comments
c. Schedule
d. Distribution

o Ol
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B Homepage x e -
&« Cc & dpsb.psfs.lsuhsc.edu/psc/fstrn/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL [~ o a H
PeopleSoft PeopleAdmin  (+) Merriam-Webster 27 LaGovLEQ Wl Password Strength.. EJ}§ Microsoft Train Rec... M SignIn|Allof UsR

wann Financials TRN @ 4L

My Financials Home v 10f7 >

System Notifications

PS9FSTRN Notice: PeopleSoft
Financials Training: This system is
running PeopleTools 8.59.05 for
upgrade training
This is a test instance for LSU
Health PS Financials. Last refresh
date: 2023-02-08

€]

@ 70°F Sunny

Step Action

1. Navigate to Maintain Requisitions page.

Click the button to the right of the My Financials Home field.

b

2. Click the LSU Health Financials list item.
L5U Health Financials

Click the Purchasing button.

Click the button to the right of the Requisitions field.

b

5. Click the Add/Update Requisitions button.
Add/Update Requisitions

6. Click the Hide Navigation Area button.
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Step Action

7. Add a New Value

A new requisition is being entered. Verify the Business Unit and Requisition ID
default correctly.

Click the Add button to begin the Enter a Requisition process.
Add

B Add/Update Requisitions

<« C & dpsb.psfs.lsuhsc.edu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NUILGBL?CONTEXTIDPAR.. 1= % [ &
PeopleSoft PeopleAdmin () Merriam-Webster &7 LaGovLlEQ Wi Password Strength.. KJjj Microsoft Train Rec... Hk SignIn|Allof UsR

< LSU Health Financials Purchasing warn Financials TRN @ A

New Window | Help | Personalize Page

Maintain Requisitions

Requisition
Business Unit LSUNO Status  Pending
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name [Copy From] [JHold From Further Processing
Header (7
"Requester 2 oconnor, Karen
*Requisition Date | 04/18/2023 Requester Info
Origin| ONL 2 on-Line Entry
*Currency Code usb US Dollar
Accounting Date| 04/18/2023 [
Amount Summary (7
Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 uso
Add Items From (2
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find

Details Ship To/Due Date || Status || Supplier Information Item Information Aftributes || Contract Sourcing Controls

Merchandise

Line ttem Description Quantity “uom Category Pricz Amount

Stat

@ 70°F Sunny

Step Action

8. The Maintain Requisitions page displays.

The Business Unit and Requisition ID that have defaulted from the Add a New
Value page display on the top left of the page.

The "Requisition Name" field can display a note or description of the item(s) being
ordered if desired. PeopleSoft does not like blank fields, so if no note or description
is written, the requisition id will be defaulted into the field when the requisition is
first saved.

The "Copy From" link allows the user to copy a previously entered requisition.
Users can copy their own requisitions, or another user's requisition depending on
his/her security access.

Page 25



Training Guide
Managing Requisitions Fluid

Step

Action

9.

The Status will default as "Pending" and the Budget Status as "Not Chk'd."

The "Hold From Further Processing™ allows the user to control the requisition. By
selecting the "Hold From Further Processing" option, the user determines when
the requisition will move forward in the Purchasing process. If "Hold From
Further Processing" is not selected, the requisition will move to the

Approver's worklist the first time the requisition is saved.

B Add/Update Requisitions
e

PeopleSoft PeopleAdmin  (+) Merriam-Webster &7 LaGovLlEQ Wi Password Strength.. KJjj Microsoft Train Rec... A SignIn|Allof UsR

£ LSU Health Financials Purchasing warn Financials TRN @ A

New Window | Help | Personalize Page

Maintain Requisitions

sb.psfs.suhsc.edu/psc/fstrn/EM IYEE/ fef! AEWI | G! RTPAG LGEL?CONTE. AR... |£ -
C & dpsb.psfs.lsuhsc.edu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NUI.GBL?CONTEXTIDPAR... & [ ‘&

Requisition
Business Unit | SUNC Status  Pending
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name Copy From [JHold From Further Processing
Header (7
“Requester Q

*Requisition Date| 04/18/2023 Requester Info

Origin| ONL 2 on-Line Entry
*Currency Code usb

US Dollar
Accounting Date| 04/18/2023 5
Amount Summary (7
Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 usD
Add Items From (2
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find

Details Ship To/Due Date || Status || Supplier Information Item Information Aftributes || Contract Sourcing Controls

Line

Merchandise

em Description Quantity ile ] Category Price Amount

Stat

@ 70°F Sunny

Step

Action

10.

The Header section of the Maintain Requisitions page contains information that will
be found on the Header (top) section of the requisition when printed. Not all
fields/links are used by LSUNO. For example, the Requisition Activities link is not
used when entering a requisition.
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B Add/Update Requisitions x 4+ i - bas

€ C & rcbb.psfslsuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI FRAMEWORKPT AGSTARTPAGE NULGBLICONTEXTIDPAR.. & % [1 &
PeopleSoft PeopleAdmin (% Merriam-Webster 2= LaGov LEO o FIN PAT  #§8 Password Strength...

< LSU Health Financials Purchasing wasFinancias TRN @ A ' @

New Window | Help | Personalize Page

Maintain Requisitions

Requisition
Business Unit |SUNG Status  Pending
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name ICopy From (O Hold From Further Processing
Header (7
*Requester Q I
*Requisition Date | 04/18/2023 Requester Info
Origin [ONL 2 onLine Enty
D *Currency Code usb US Dollar
Accounting Date| 04/18/2023 &
Requisition Defaults Add Comments Amount Summary (7
Requisition Activities Total Amount 0.00 usD

Add Items From (2

Purchasing Kit Catalog

Item Search Requester ltems
Line (2 Personalize | Find
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Merchandise

Amount St

Line ftem Description Quantity UOM Category Prics

11:30 AM
87572022

)

Step Action

11. The Requester field is a required field and should default with your User ID. Your
name will display to the right of the field as well. If your User ID does not default
into the Requester field, contact Purchasing so that default parameters can be set for
entering future requisitions.

NOTE: You will not be able to save the requisition if your User ID does not
default.

12. Requisition Date vs. Accounting Date
The Requisition Date defaults to the current date and may remain as defaulted.

The Accounting Date also defaults to the current date. However, it may need to be
adjusted depending on the time of year you are creating the requisition. For
example, if you are entering a blanket requisition for the next Fiscal Year, the
Accounting Date would need to be adjusted to 07/01/XX or after to ensure the
requisition is charged to the correct budget period.

13. The Requisition Defaults page is an optional feature that automatically populates
each line item with the information entered on the Requisition Defaults page. The
information you enter on the Requisitions Defaults screen will be used by all lines,
schedules and distributions on the requisition. This minimizes data entry when
creating a new requisition.

Click the Requisition Defaults link.

Requisition Defaults
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Step

Action

14.

The Requisitions Defaults page allows users to enter buyer, supplier, shipping,
distribution, chartstring, etc., information on one page rather than for each line item.
Only information that will apply to all lines of the requisition should be entered on
the Requisition Defaults page.

Click the Close button.
»

15.

Add Comments

Comments can be added at the Header level or the line level. Only comments that
will apply to all lines of the requisition should be entered at the Header level.
Comments pertaining to a specific line item will be entered at the line level.

Comments added to the Header can be specific shipping instructions, supplier
information if the supplier is not listed in look up supplier on the requisition defaults
page, etc. Files can be attached

16.

Add Items From

None of the links associated with Add Items From are used by LSUNO for creating
a requisition.

17.

Line

The Line section contains all the line items on a requisition and shows the goods or
services being requested. Information such as item description, quantity, price, etc.,
is entered for each line item. Comments pertaining to a specific line item can be
added as needed. Files can be attached providing additional specifications or
approvals for a line item.

Each line item has its own schedule and distribution row. The Schedule defines
when and where you want the items delivered. A line item can have one or
multiple Schedule rows. The Distribution defines how accounts and departments
are charged for the purchase and how much of the total price a department should
pay. Each line item can have one or multiple distribution rows.

18.

This completes Maintain Requisitions Navigation and Overview.
End of Procedure.
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Enter Requisition Header and Default Information

Topic Contents:

1. Step 1: Hold From Further Processing (optional)
2. Step 2: Enter Requisition Name (optional)
3. Header Information
a. Requester
b. Requisition Date vs Accounting Date
4. Step 3: Enter Requisition Defaults (required)
a. Buyer
b. Supplier
c. Supplier Location
d. Ship To
e. Due Date
f. Distribute By
g. Attention To
h. Ship Via and Freight Terms
i. SpeedChart
j. Account Code
k. PC Bus Unit
I. Enter multiple chartstrings
1) Add a new row to row 1
2) Change Percent and Dept
3) Delete row 2
4) Change Percent
m. Return to Maintain Requisitions page

Step Action

1. NOTE: The Buyers names, chartstrings, and other values being shown in this
exercise are for demonstration purposes only. When working in Production, users
must enter their requisition information.
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B Add/Update Requisitions

&«

PeopleSoft

£ LSU Health Financials

Maintain Requisitions

Requisition

Total Amount 0.00 uso

Add Items From (2

Purchasing Kit Catalog

Item Search Requester ltems
Line (2 Personalize | Find
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
i . - 5 Merchandise
ine ttem Description Quantity UM Category Price Amount Stat

x  +

C & rcbb.psfs.Isuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK. PT_AGSTARTPAGE_NULGBL?CONTEXTIDPAR.. 1= w [
P B Pa

PeopleAdmin () Merriam-Webster 27 LaGovlEQO @ FINPAT #ji Password Strength...

Purchasing

@ A

New Window | Help | Personalize Page

weas Financials TRN

Business Unit LSUNC

Requisition ID NEXT

Status  Pending
Budget Status Not Chk'd

Requisition Name Copy From Hold From Further Processing
Header (7
*Requester Q
*Requisition Date | 04/18/2023 Requester Info
Origin [ONL 2 onLine Entry
*Currency Code usb US Dollar
Accounting Date| 04/18/2023 &

Amount Summary (7

Requisition Defaults Add Comments

Requisition Activities

Step

Action

Step 1: Check Hold From Further Processing (optional)

Although this is an optional step, it is highly recommended that you check the Hold
From Further Processing box before proceeding further with entering your
requisition. Having this box checked prevents the requisition from moving forward
in the Purchasing process, thus allowing the user to save the requisition as often as
desired, exit PeopleSoft and come back to the requisition later to complete it, etc.

Click the Hold From Further Processing option.

Step 2: Enter Requisition Name (optional)

"Requisition Name" can have a note or description of item(s) requested entered into
the field. Again, this is an optional field, so entering a note or description is not
required. If the field is left blank, the system will automatically populate it with the
Requisition 1D number the first time you save the requisition.

Enter the desired information into the Requisition Name field. Enter "Karen's
Binders".

Verify that the Requester 1D has defaulted into the Requester field. The user's name
should also default to the right of the Requester field. If the Requester 1D does not
default, contact Purchasing so that default parameters can be set up. It is
recommended you do not attempt to continue with the requisition, as save errors are
likely to occur.
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Step Action

5. Requisition Date vs. Accounting Date

The Requisition Date defaults to the current date and may remain as defaulted.
The Accounting Date also defaults to the current date. In this example, the
Accounting Date does not need to be adjusted since you want the item(s) to be

charged to the current fiscal year budget.

NOTE: Requisition Date is a required field, but Accounting Date is not, for
PeopleSoft. However, for LSUNO, Accounting Date is a required field.

6. Step 3: Enter Requisition Defaults (required)

The "Requisition Defaults" link is used to enter information that will apply to all
lines on the requisition. Information entered on the Requisition Defaults page will be
copied to each line item on the requisition.

Click the Requisition Defaults link.

Requisition Defaults

7. Default Options

The Override option is selected and will remain as defaulted.

8. Scenario
In this exercise, users will enter the following requisition default information:

. Buyer - Deborah Holmes

. Supplier - Office Depot

. Ship To - 1497100 (Radiology)
. Due Date - August 26, 2022

. Distribute By - Quantity

. Ship Via - As Defaulted

. Freight Terms - As Defaulted

. SpeedChart - 0497100013

. Account Code - 546700

OO ~NO U WN -

9. Buyer

The Buyer is a required field for LSUNO. If you do not know who your buyer is,
you can search for the Buyers By Department page using the Search option on the
LSU Health New Orleans web page. The URL is also provided below.

https://www.lsuhsc.edu/administration/SupplyChain/buyers by department.as
BX
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Step Action
10. If you know your Buyer, you can search for his/her user id using the Look up
Buyer option.
Click the Look up Buyer button.
QL
11. In this example, the Buyer is Deborah Holmes.
Enter the desired information into the Name: field. Enter "HO".
12. Click the Look Up button.
Look Up
13. Click in the DHOLME?2 field.
| Holmes, Debaorah
14. In this example, the Supplier will be Office Depot. Use the Look up Supplier
feature to search for the 10-digit Supplier ID number.
Click the Look up Supplier button.
Q,
15. Click the button to the right of the Short Supplier Name begins with field.
i w
16. A list of available operands displays. Often users will select another operand, such
as "contains” to use when searching for field information. In this example, the
default "begins with" will be used.
Click the begins with list item.
| D] |
17. Enter the desired information into the Short Supplier Name: field. Enter
"OFFICE".
18. Click the Look Up button.
Look Up
19. Sixteen (16) results are returned using the Short Supplier Name "Office."
Click the 0000002440 - OFFICE DEPOT link.
OFFICE DEPOT  OFFICE DEPOT LLC
20. When the Supplier field contains a value, the Supplier Name will display to the

right of the Supplier field. The Supplier Location will also default into the page. The
Supplier Location will remain as defaulted.

Page 32




Training Guide
Managing Requisitions Fluid

Step Action

21. Category and Unit of Measure

NOTE: The Category and Unit of Measure can only be entered on the requisitions
defaults page if the user is doing a single line requisition. If the user is ordering
multiple items on the requisition, the Category and Unit of Measure will be
entered on the Maintain Requisitions page for each line item.

22, The Ship To is the Department designation where the item(s) will be delivered.

Click the Look up Ship To button.
Q,

23. For this example, the Radiology department will be used.

Enter the desired information into the Ship To Location: field. Enter "Radiology".

24, Click the Look Up button.
Look Lip
25. Click the 1497100 link.
1497100 Radiology/#353
26. The Due Date is the date you expect the item(s) to be delivered. In this example, the

due date will be 4/28/23.

Click the Calendar Due Date button.

3

27. Click the 28 date.
28
28. Click the Down scrollbar.
29. The Ultimate Use Code field is not used by LSUNO.

The Attention To can be used if desired for designate a contact person or room for
item delivery

The One Time Address link is not used by LSUNO..

30. Distribute By

Funds are distributed either by Quantity or Amount. The distribution method is
important when:

1. An item(s) is being charged to more than one account or department; or

2. An item(s) is a product or a service. Most blanket Purchase Orders are distributed
by Amount.

Page 33



Training Guide
Managing Requisitions Fluid

Step Action

31. Distribute By (continued)

The Distribute By is designated on the Requisition Defaults page. However, the
distribution method can be changed on the Distribution page for a specific line item.

32. In this example, the Distribute By will be "Quantity", so it will remain as
defaulted.

See the Adjust ChartString Information topic for distributing funds by Amount.

33. The Ship Via and Freight Terms will remain as defaulted unless instructed
otherwise by Purchasing.

34. As previously stated, a SpeedChart is a shortcut users' can enter to automatically
populate individual chartfield values on the Distributions line. In this example, users
will enter the first SpeedChart from the "Lookup SpeedChart" exercise:
0497100013
Enter the desired information into the SpeedChart field. Enter "0497100013".

35. Press [Tab] on your keyboard to populate chartfield values.

NOTE: The Account Code will not populate. Users must manually enter the
Account Code on the Distributions line.
36. The chartstring displays.
Click the Look up Account button.
Q,

37. In this example, users will search for the Account Code for "Office Supplies.”
Enter the desired information into the Description: field. Enter "OFFICE".

38. Click the Look Up button.

Look Up

39. Click in the 546700 field.

546700 Office Supplies E

40. Click the Right scrollbar.

3
41. Project

The Project/Grant number must be entered on the Requisitions Defaults page only
if all requisition items are being charged to the Project/Grant. No Project/Grant is
associated with this requisition, so no Project number will be entered.
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Step Action

42. Your business unit designation will be your PC Bus Unit. It is recommended that
LSUNO be used for all reguisitions.

Enter the desired information into the PC Bus Unit field. Enter "LSUNQO".

43. Click the Right scrollbar.

]

44, PeopleSoft does not allow the use of two SpeedCharts on the Requisitions Defaults
page. However, if the user needs to split the cost of all items on the requisitions, an
additional row may be added on the Requisitions Defaults page. The new row will
be a duplicate of the current chartstring. The user must change at least chartfield
(e.g., Account, Dept, Fund, Program, Class, and/or Project) on the second row to
create a valid chartstring for splitting item costs.

NOTE: If the user only wants to split the cost of one item, the second row would
not be added on the Requisition Defaults page. Instead, it would be added to the
Distribution page for the specific line item.

Click the Add multiple new rows at row 1 button.
+.

45, The number of rows to add defaults to one (1). Users can add as many rows as
desired, however, PeopleSoft does not like blank rows. Any unused rows will need
to be deleted prior to navigating away from the page. It is recommended that one
line be added at a time.

Click the OK button.

46. Percent

When the cost of an item(s) is split between two chartstrings, the percentage to be
applied to each must be designated using the Percent field. When the new row is
added, the system will assign 100% of the cost to the original chartstring. Users
must change the percentage based on how funds will be split (e.g., 50% charged to
row 1 and 50% charged to row 2).

47. A duplicate row of row one (1) is added.

In this example, users will change the Percent so that each chartstring is charged
50% of the cost of the item(s) to be ordered.

Enter the desired information into the Percent field. Enter "50".

48. Enter the desired information into the Percent field. Enter "50".
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Step Action
49. In this example, change the Department for row 2 to 1497120.

Click the Look up Dept button.

Q,
50. Enter the desired information into the Department: field. Enter "14971".
51. Click the Look Up button.
Look Up
52. Click in the 1497120 field.
1497120 Radiology-Oncology

53. The two rows now have two distinct chartstrings.

Click the Right scrollbar.

3

54. Row 2 will be deleted since splitting the costs of all line items is not desired for this

requisition.

Click the Delete row 2 button.
55. A warning message displays asking you to confirm the deletion of row 2.

Click the OK button.

OK

56. Click the Left scrollbar.

| L]
57. The Percent for row 1 must be changed back to 100%.

Enter the desired information into the Percent field. Enter "100".
58. Once all default information has been entered, click the OK button to return to the

Maintain Requisitions page.

Click the OK button.

OK

59. This completes Enter Requisition Header and Default Information.

End of Procedure.
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Enter Item Information and Save the Requisition

Topic Contents:

1. Step 4: Enter Item Information and Save the Requisition (required)
a. Enter Transaction Item Description
b. Spell Check
c. Expand All
1) Supplier Information
2) Item Information
d. Enter Quantity
e. Enter UOM
f. Enter Category Code
g. Enter Price
h. Save
1) Requisition ID
2) Minimal data to save and generate Requisition ID number
i. Add a new row
j. Repeat steps a. - h.
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Step

Action

Step 4: Enter Item(s) and Save the requisition (required)

Step 4 is a multi-pronged. It requires users to enter item information and save the
requisition.

In this exercise, users will request the following items: Binders and Gel Pens. After
entering item information for Binders, the user will save the requisition. The system
will automatically assign the next available requisition number to the requisition.

The Tabs above Line 1 (Ship To/Due Date, Status, Supplier Information, ltem
Information, Attributes, Contract, and Sourcing Controls) provide a compilation of
the information entered into the requisitions. The system automatically defaults
needed information into the tabs.

NOTE: Users should never change any information on these tabs. The Details tab
is only tab in which users will enter information.

NOTE: The Item Number will always be left blank when entering a requisition.

Description

A description must be entered for each line item. You may enter the description
directly into the Description field if the description is no more than 20 characters
long.

If the description is more than 20 characters, users will enter the description on the
Details page in the Transaction Item Description box. The Details page is located
to the right of the line number.
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PeopleSoft PeopleAdmin )

£ LSU Health Financials

Business Unit | SUNO
Requisition ID NEXT

Merriam-Webster 2™ LaGov LEQ

B Add/Update Requisitions x 4+ ~ = b
&« C & rcbb.psfsisuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NUL.GBL?CONTEXTIDPAR.. & % [ &

@ FINPAT afi Password Strength...

Purchasing

Status  Pending
Budget Status Not Chk'd

Requisition Name |Karen's Binders Copy From & Hold From Further Processing
Header (7
*Requester’ Q e e
*Requisition Date | 04/18/2023 Requester Info
Origin | ONL 2 on-Line Entry
*Currency Code | YSD US Dollar

Total Amount 0.00 uso
Add Items From (7
Purchasing Kit Catalog
Iltem Search Requester ltems
Line (2 Personalize | Find
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls
Line Htem Description Quantity “uoM Category Price el Stat
1B Q, y.Eel € [0.0000 Q Q 0 0.00 Pen
View Printable Version View Approvals *Go to ...More... v

[5] Save ||[=] Notify

Accounting Date| 04/18/2023

Amount Summary (7
Add Comments

i Refresh

Step Action
5. Click the Details button.
=13
‘=
6. Transaction Item Description
The Transaction Item Description is a free-text edit field. This means any type of
character can be entered into the field (e.g., letters, numbers special characters, etc.).
Description information must be entered in ALL CAPS.
The box is limited to 254 characters, which includes spaces. The system will allow
you to enter more than 254 characters, but the system will truncate the number of
characters entered down to 254.
7. In this example, you will enter the Transaction Item Description for the Binder
item.
Enter the desired information into the Transaction Item Description field. Enter
"D-RING BINDER, 3 -5" RINGS, PURPLE".
8. A spell check (blue book with a check mark) feature is also available and works the

similarly as spell check used in Word and other Microsoft applications.

Click the Spell Check Transaction Item Description button.

€
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Step Action
9. Click the OK button.

10. Below the Transaction Item Description box are five (5) collapsed sections: Supplier
Information, Item Information, Attributes, Contract and Sourcing Controls.
The Expand All link allows you to expand all five (5) sections at one time. The
Collapse All link minimizes all five (5) sections at one time. Individual lines may be
expanded by selecting the Expand arrow for a specific line.
Click in the Expand All field.

Expand All

11. The supplier information defaults into the Supplier Information fields. The fields
will remain as defaulted.
If a user has found the desired item in a supplier's catalog, the user may enter the
Supplier Catalog name and Supplier Item ID in the Item Information section.
These are the only two fields users should utilize, and most end-users will not enter
information into these fields.
Also, if the user knows the requisition will need to go out for quote, the checkbox to
the left of the RFQ Required for each line item. If the user is unsure as to whether
the requisition will go out for quote, do not check the RFQ Required.

12. Click the Down scrollbar.

13. Click the OK button.

OK
14. Quantity

The Quantity must be entered in whole numbers (e.g., 10 or 11 rather than 10.5)
NOTE: Delete the value in the Quantity field before entering the new value to
prevent keying errors. The system will automatically populate the decimal point
and trailing zeros when the page is refreshed (e.g., 10.0000)

Enter the desired information into the Quantity field. Enter "10".
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Step Action

15. Unit of Measure (UOM)

The UOM is a required field and may be entered in upper, lower, or mixed case.
The system will automatically change the UOM to upper case when the page is
refreshed. You may enter the UOM directly into the field, or search for it by clicking
the Look up UOM button to the right of the field.

Click the Look up UOM button.

L
16. Enter the desired information into the Unit of Measure: field. Enter "E".
17. Click the Look Up button.
Look Up
18. Click the EA link.
EA
19. Category

The Category is a value from the Inventory Tables of the State Commaodity Code.
The Category code will vary by business unit.

LSUNO users will search for the appropriate Category code using the Look up
Category option. If the appropriate code cannot be found, contact Purchasing for
assistance.

Click the Look up Category button.

Q
20. Enter the desired information into the Description field. Enter "BINDER".
21. Click the Look Up button.
Look Up
22. Click the 61509 - BINDERS: CHAIN, POST, PRONG, link.

61509 BINDERS: CHAIM, POST, PRONG

23. Price

When entering the cost of an item into the Price field, users must enter the decimal
point to indicate cents (e.g., 12.95).

NOTE: Delete the value in the Price field before entering the new value to prevent
keying errors. The system will automatically populate the trailing zeros when the
page is refreshed (e.g., 12.9500)

Enter the desired information into the Price field. Enter "48.59",
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Step

Action

24,

The total amount of Line 1 will display in the Merchandise Amount field.

25.

NOTE: The first time you save the requisition the system will automatically assign
the next available requisition id number to the requisition.

You cannot successfully Save the requisition until all required fields are populated.
The minimal date required is:
. Requester

. Requisition Date

. Accounting Date

. Account

. Department

. Location

. Fund

. Program

. Class

10. Description

11. Quantity

12. UOM (unit of measure)
13. Category

15. Price

O©CoO~NOOIT, WN PR

26.

NOTE: If a multiple line item requisition is created, and a red box or Save Edit
message is received, the line item containing the blank field(s) will not be
identified. It is strongly recommended the user save after the completion of each
line item.

Click the Save button.
5] Save

27.

The Requisition ID displays. The Requisition ID is not the PO number. A separate
PO will be assigned by Purchasing when the PO is generated. The Status will remain
as "Pending" until the Hold From Further Processing is uncheck and the requisition
is saved.

Users will add another line to the requisition for gel pens.

28.

Click the Right scrollbar.

3

29.

Click the Add multiple new rows at row 1 button.
+.

30.

Click the OK button.

31.

Click the Details button.

=13
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Step Action
32. Enter the desired information into the Transaction Item Description field. Enter
"GEL PENS, MEDIUM POINT, PURPLE".
33. Click the Down scrollbar.
34. Click the OK button.
OK
35. Enter the desired information into the Quantity field. Enter "2".
36. Enter the desired information into the UOM field. Enter "BOX".
37. Click the Look up Category button.
Q,
38. Enter the desired information into the Description: field. Enter "PENS".
39. Click the Look Up button.
Look Up
40. Click the 62080 - PENS (GENERAL WRITING TYPES): link.
5208¢ PENS (GENERAL WRITING TYPES):
41. Enter the desired information into the Price field. Enter "8.95".
42, Click the Save button.
5] Save
43. This completes Enter Item Information and Save the Requisition.

End of Procedure.
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Adjust Chartstring Information

Topic Contents:

1. Step 5: Adjust Chartstring Information (required)
2. Access Schedule page
3. Access Distribution page
a. Change Distribute By to Amount
b. Using Multi-SpeedChart link
1) Overwrite existing chartstring using speedchart 0497100012 and 485.90 as Amount to
Distribute
2) Use Account code 546700 and change Dept to 1497120
3) Create row 2 by selecting Append as the SpeedCharts Process Option and enter
speedchart 0497100013
4) Change Percent to 50% for each row
5) Add Account code 546700 to row 2
6) Delete row 1
7) Change Percent to 100 and change Distribute By to Quantity
8) Save the requisition
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B Add/Update Requisitions x

< Cc

PeopleSoft

+

PeopleAdmin () Merriam-Webster 7 LaGov LEO

< LSU Health Financials

@ FINPAT afi Password Strength...

Purchasing

& rcbb.psfsisuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUIL.GBL?CONTEXTIDPAR...

e w O

4

immary (?
lotal Amount 503.80 usD
1es To Display (2
r Lines
QA To Q| Reirieve
Personalize | Find | View All | &1 | First (4) 1-20f2 (b Last
es || Contract || Sourcing Controls
ntity oM Category Price g‘.‘;"nﬁ"‘ﬁ{‘”i“ Status
0000 EA  |@ [61509 Q | 48.59000 485.90 Pending O m = Rl =
1000 BOX |Q [62080 @ [ 895000 17.90 Pending [ = &l =]
“Goto ..More... v
Reiresh EL Add

Step

Action

Step 5: Adjust Chartstring Information (required)

Users can change the Distribute By for a specific line item. The Distribute By for a
requisition is either Quantity or Amount. The Distribute By can be changed on the
Distribution page for the specific line item. Users can also add, change, or delete
chartstring information for a specific line item on the Distribution page as well. The
Distribution page is located on the line item's Schedule page.

Click the Schedule... button.

=

The Schedule defines when and where the user wants the specific item delivered.

Click the Distribution button.

1
7
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Step Action

3. The Distribution page defines how departments and accounts are charged for an
item.

In this example, users will change the Distribute By from Quantity to Amount. The
Multi-SpeedChart link will be used to first overwrite the current chartstring, and
then used again to append the overwritten chartstring so that two chartstring split
the cost of the item.

4, Begin by changing the Distribute By from Quantity to Amount.

Click the button to the right of the Distribute By field.

5. Click the Amount list item.
" Amount -
6. By changing the Distribute By to Amount, the system automatically removed

Quantity from Distributions line and moved Merchandise Amount next to Percent.

7. The Multi-SpeedCharts link can be utilized if the wrong speedchart was previously
used, or if the user needs to change the chartstring for this specific item.

Click in the Multi-SpeedCharts field.
! Multi-SpeedCharts

8. In this example, the SpeedCharts Process Option will remain as "Overwrite". The
speedchart will be 0497100012 to overwrite the current chartstring information. The
Amount to Distribute will be 485.90.

9. Enter the desired information into the SpeedChart field. Enter *0497100012".
10. Enter the desired information into the Amount to Distribute field. Enter "485.90".
11. Click the OK button.
QK
12. The new chartstring has overwritten the previous chartstring. The Program

previously was 00654 and now is 00653. The Account is not copied over, so the
user must enter the Account information.

Enter the desired information into the Account field. Enter "546700".

13. The user will also change the Dept to 1497120.

Enter the desired information into the field. Enter "1497120".

14. Click the Multi-SpeedCharts link.
! Multi-SpeedCharts
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Step Action

15. Users will append the speedchart, which will add a second row and chartstring to the
Distributions. Multiple chartstring can be used on the Distributions page, Unlike the
Defaults page, to make splitting a the cost of an item easier and reduce keying
errors.

16. In this example, users will select the Append option. the original speedchart will be
entered as the SpeedChart: 0497100013. The Amount to Distribute will be left
blank, so that the user can enter the desired split on the individual distribution lines.
Click the Append option.

C 'Append
17. Enter the desired information into the SpeedChart field. Enter "0497100013".
18. Click the OK button.
oK

19. Enter the desired information into the Percent - Line 1 field. Enter "50".

20. Enter the desired information into the Percent - Line 2 field. Enter "50".

21. The Account code is not part of the chartstring, so must be entered manually by the
user.

Enter the desired information into the Account field. Enter "546700".

22. The chartstrings for bother lines are complete and show the cost of the binders being

slip evenly between the two chartstrings.
The user will now return the Distributions to the original chartstring (row 2) and
have the entire cost (100%) charged to that chartstring. The Distribute By will be
changed back to Quantity.
Click the Right scrollbar.
5
23. Click the Delete row 1 button.
24. A warning message displays to confirm the delete of row 1.
Click the OK button.
Ok
25.

Click the Left scrollbar.

1
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Step Action

26. The Percent must be changed back to 100%.

Enter the desired information into the Percent field. Enter 100",

217. Change the Distribute By back to Quantity.

Click the button to the right of the Distribute By field.

] b
28. Click the Quantity list item.
Chuantity
29. Notice the Quantity field again displays to the right of the Percent field.

Click the OK button.
OK

30. Click in the Return to Main Page field.

Return to Main Page

31. Changes have been made on the Distribution page, so the requisition needs to be
saved.

Click the Save button.
[5] save

32. This completes Adjust ChartString Information.
End of Procedure.
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Enter Comments and Attach Documents

Topic Contents:

1. Step 6: Enter Comments and Attach Documents (optional)
2. Header Comments
a. Apply to the entire requisition
1) New supplier information
2) Specific shipping and delivery instructions
b. Approval Justification
c. Displays above all line information on the requisition
3. Line Comments
a. Apply to specific line item
b. Displays and print after specific line item information on the requisition
c. Comments boxes
1) Free-text box limited to half a page
2) No limit on number of comment boxes - boxes list in ascending order
3) Can copy and paste information into comment boxes
4) Can attach documents to comment boxes
5) Can Inactivate but cannot delete comment boxes
4. Dots in Line Comments bubble denotes comments available
5. Attach a document
a. Choose a file and click Open button
b. Upload file
c. File name displays next to Attachment - can View to verify file
d. Delete button activates once user navigates away from page and saves
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B Add/Update Requisitions x  + £ - X
<« C & rcbb.psfsisuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK PT_AGSTARTPAGE NUILGBL?CONTEXTIDPAR... & v [ &
PeopleSoft PeopleAdmin () Meriam-Webster =7 LaGovLEO @ FINPAT #j1 Password Strength..
< LSU Health Financials Purchasing
Business Unit LSUNO Status Pending “
Requisition ID 0060255 Budget Status Not Chk'd =

Line ttem Description Quantity ~uom Category Price mﬁl‘:l"““e Stat
1| By Q [D-RINGBINDER, 3- | A3 € [10.0000 EA  |Q (61509 Q [ 4859000 485.90 Pen
2 By @, [GEL PENS, MEDIUM | AT € 20000 BOX |Q, [62080 Q [ 895000 17.90 Pen

Requisition Name [Karen's Binders Bl Hold From Further Processing

Header (7
*Requester’ Q
*Requisition Date | 04/18/2023 Gl Requester Info
Origin| ONL a On-Line Entry
*Currency Code uso US Dollar
Accounting Date | 04/18/2023
- Amount Summary (2
Requisition Defaults Add Comments
Requisition Activities Total Amount 503.80 usp
Document Status
Add Items From (2 Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q To Q Relrieve
Line (2 Personalize | Find |

Details Ship To/Due Date Status Supplier Information Item Information Altributes Contract Sourcing Controls

Step

Action

Step 6: Enter Comments and Attach Documents (optional)
Comments can be added at the Header level using the "Add Comments" link.

Click the Add Comments link.

Add Comments

NOTE: The method used to add, change and delete comments is the same method
used to add comments on the Line level. In this exercise, comments will be
demonstrated at the Line level. However, comments that can added at the Header
level will be discussed first.

NOTE: Comments entered at the Header level will display and print above all line
item information on the requisition. Please do not include any comments you do
not wish to be seen or shared.

Users will only enter information at the Header level that applies to the entire
requisition (e.g., new supplier information, suggested suppliers for bid, address for
the mailing the Purchase Order when the supplier has multiple locations, etc.).
Specific shipping or delivery instructions applicable to all line items may also be
entered at the Header level.

Likewise, justification for purchase can be added as well at the Header level. The
Approval Justification box will be checked, and will display on the requisition
approval page when the Approver selects the requisition.
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Step Action

5. Click the Close button.
x
6. Click the Right scrollbar.
| 3
7. There is no link to click when entering comments at the Line level. Instead, users
will click the speech/text bubble (Line Comments) found to the right of the Status
field.

NOTE: Comments added at the Line level will display and print below the
corresponding line item information on the requisition. Please do not include any
comments you do not wish to be seen or shared.

Click the Line Comments button.

»

8. Only information that pertains to the specific line (e.g., item specifications) will be
added to Line Comments. The Comments field is a free-text field, and your Enter
key on your keyboard can be used to move between lines. It is recommended users
limit comments in each box to half a page.

The first comment box defaults onto the page. Additional comment boxes can be
generated if required. PeopleSoft is a web-based application, so data (e.g., item
specifications) from the web or other Microsoft sources can be copied and pasted
into the comment boxes. The spell check feature is also available for each comment
box.

9. If the comments are lengthy, the user can elect to utilize the attach option and upload
any supporting documents such as specification, quotes, etc.

Attaching and uploading documents will be demonstrated later in this topic.

10. The "Use Standard Comments™ and "Use Item Specifications” links are not used
by LSUNO.

11. Enter the desired information into the Comments field. Enter "MAKE SURE
BINDERS ARE DURRABLE AND HAVE 3 RINGS".

12. Click the Spell Check button.
g

13. The word "DURRABLE" is misspelled and must be corrected.

Click the Change button.
Change
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Step Action

14. A message displays that spell check is complete, so no other misspellings were
found.
Click the OK button.

oK

15. Purchasing will determine at the PO level if Comment options such as "Send to
Supplier”, "Show at Voucher", and/or "Show at Receipt" are required.

16. If additional space is needed, a new row can be inserted.
Click the Add a new row at row 1 button.
|+

17. When the new row is added, users can only see the new row. The View All link
allows users to view all comment box rows.
Click the View All link.
| View Al

18. Inserted rows are independent of each other, and will be viewed in ascending order
unless sort sequencing is changed.
Click the Down scrollbar.

19. Enter the desired information into the Comments - Row 2 field. Enter "TEST".

20. Inactivate

Comments cannot be deleted, but can be inactivated so they will not show in the
system or on the requisition. The comments box will be grayed out by the system
when the Inactivate button is clicked.

NOTE: When users navigate away from the Line Comments page, the system will
remove the inactivated comment boxes from the page. Inactivated boxes cannot be
retrieved once a user navigates away from the page; they must be re-entered.
Click the Inactivate - Row 2 button.

Inactivate
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Step Action

21. Undo

Notice the comments area is grayed out. The Undo button will re-activate a
comment box as long as the user has not navigated away from the Line Comments

page.

Click the Undo - Row 2 button.

Undo
22. Click the Inactivate - Row 2 button.
Inactivate
23. Click the Down scrollbar.
24, Click the OK button to navigate away from the Line Comments page.
oK

25. Click the Left scrollbar.

4
26. Click the Save button.

[5] save
217. Click the Right scrollbar.

3

28. Notice the Line Comments bubble now contains blue dots which denote that

comments are available.

Click the Line Comments button.

29. If comments are lengthy, documents can be attached rather than typing or copying
and pasting information.

Click the Attach button.

Attach

30. In this example, users will attach the Binders document.

Click the Choose File button.

Choose File
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Step

Action

31.

Click the Binders list item.
M= Binders

32.

Click the Open button.
Open

33.

Click the Upload button.

NOTE: If you receive a ""File Failed to Attach" message, check the file name
length. If the file name contains more than 60 characters, the file will not attach.
Rename the file to reduce the number of characters and repeat the attachment
process.

Upload

34.

The file name displays to the right of Attachment. Users are able to view the file to
verify the correct file was selected.

Click the View button.

View

35.

Click the Close button.
4

36.

The Delete button will activate once the user navigates away from the Line
Comments page and saves the requisition.

Click the OK button.
QK

37.

Click the Save button.
5] Save

38.

This completes Enter Comments and Attach Documents.
End of Procedure.
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View Approvals and Print a Requisition

Topic Contents:

DU WN -

. Step 7: View Approvals and Print a Requisition (optional)
. Uncheck Hold From Further Processing

. Save the Requisition

. View Approvals link

. Requisition can only be printed ONE AT A TIME

. Two methods for printing a requisition

a. View Printable Version link
1) SQR Report box displays
2) Statuses - Queued, Processing, Success, Preparing Report
3) Select Printer icon to designate number of copies and where to print
b. Access the Process Scheduler
1) Select Reports and then Print Requisition from left-side Navigation Menu
2) Select Add a New Value tab
3) Enter Run Control ID
4) Enter Print Requisition parameters
a) Business Unit, Requisition 1D, Select ALL Statuses, ON Hold AND Not On Hold
6) Select the Run button
a) Type = Web, Format = PDF
7) Select Process Monitor
a) Click Refresh until Run Status = Success, Distribution Status = Posted
8) Select Report Manager
a) Select Administration tab
b) Report is blue link in Description column named Requisition Print SQR
9) Return to Print Requisition page to print another requisition
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B Add/Update Requisitions x 4+ ~ = b
&« C & rcbb.psfsisuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NULGBL?CONTEXTIDPAR.. & % [ &

PeopleSoft PeopleAdmin () Merriam-Webster 27 LaGovlEQO @ FINPAT #ji Password Strength...

< LSU Health Financials Purchasing wan Financials TRN @ 4

New Window | Help | Personalize Page

Maintain Requisitions

Requisition
Business Unit | SUNC Status  Pending
Requisition ID 0060255 Budget Status Mot Chk'd ﬂa

Header (7
*Requester Q
*Requisition Date | 04/18/2023 Requester Info
ONL .
Origin 2 on-Line Entry
“Currency Code USD US Dollar
Accounting Date| 04/18/2023 &
Amount Summary (7
Requisition Defaults Add Comments
Requisition Activities Total Amount 503.80 usD
Document Status
Add Items From (2 Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q  To Q Retrieve
Line (2 Personalize | Find |

Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls

Requisition Name |Karen's Binders HHold From Further Processing

Step

Action

Step 7: View Approvals and Print a Requisition (optional)

The Hold From Further Processing must be unchecked and the requisition Saved
in order to move the requisition forward in the Purchasing process.

Click the Hold From Further Processing option.

Click the Down scrollbar.

-

Even though the Hold From Further Processing has been unchecked, the requisition
still must be Saved for it to move forward in the Purchasing process.

Click the Save button.
[=] save

If the Requester is their own approver, the system will automatically run the
approval process and approve the requisition.

Click the Down scrollbar.

-
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Step Action

5. Step 7: View Approvals and Print the Requisition (optional)
Users can view requisition approval steps on the View Approvals page.
Click the View Approvals link.

View Approvals

6. In this example, the requester is their own approver and the requisition has been
approved. If the requester is not their own approver, the Status = Pending and the
name of the approver would display.
Click the Return button.

Return

7. There are two (2) methods that can be used to Print a requisition:
1. View Printable Version
2. Accessing the Process Scheduler
NOTE: Users may only REQUEST AND PRINT ONE REPORT AT A TIME.
NOTE: The View Printable Version cannot be used for printing once the Status =
Complete or Closed. You must use the Accessing the Process Monitor option once
the Status = Complete or Closed.
Click the View Printable Version link.

View Printable Version
8. The SQR Report box displays with Status = Processing. The SQR process begins

with Queued, then Processing, and then change to Success. When the Status =
Success, a line will appear stating the system is preparing the report. The report
will open automatically in the SQR Report box.
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@ Report Index X @ D\PS_CFG_HOME\PSOFSURG\ap X = +
C & rcbb.psfsisuhscedu/psreports/fsupg/9083223/PORQO10_11015107.PDF

PeopleSoft PeopleAdmin (1) Merriam-Webster 27 LaGovlEQO @ FINPAT #fi Password Strength...

= D:\PS_CFG_HOME\PS9FSUPG\appserv\pr...

Requisition

age

P
Ship To:  LSUHSC New Orleans 0060255
Atin: Radiology/#353 ate
1542 Tulane Ave Rm 353

Roquester
New Orleans LA 70112 lephone

04/18/2023

1487100
Location 1487100
Suggesled 0000002440 Date Desired 04/28/2023
Vendor: OFFICE DEPOT LLC Requester Signature

7979 FLORIDA BLVD

BATON ROUGE LA 70805

ITEM ID AND COMMODITY/SERVICE DESCRIPTION JGTY ORD | UNIT UNIT PRICE| EXTENDED AMOUNT

D-RING BINDER, 3 - 5" RINGS, PURPLE 10.00| EA

485.90
MAKE SURE BINDERS ARE DURABLE AND HAVE 3 RINGS

GEL PENS, MEDIUM POINT, PURPLE

Tolal Reguisition Amount:

Step Action

9. Select the Printer icon to print the requisition.

Click the Printer button.
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@ Report Index X @ DAPS_CFG_HOME\PSOFSURG\ap X = + v — 24
C & rcbb.psfslsuhscedu/psreports/fsupg/9083223/PORQ0O10_11015107.PDF = w O &
Requisition Print 1 sheet of paper
ShipTe:  LSUMEC NewGreaes
1582 Tutane Hor i —
e Crigans -
—- Destination 5 HPOSFO6A (HP Officej ~
onase B Hbor, o Y
FS73 ELORIDABLYG
BATON ROUGE LA 7080
o A Pages Al -
e
= Copies 1
Color Black and white -
More settings v
L o T e L o | T

Step Action

10. Users can designate the number of copies to print, the destination printer, etc.

For training purposes only, click the Cancel button.

Cancel
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@ Add/Update Requisitions X @ DiPS.CFGHOMEPSIFSUPGap| x || + v = x
&« C & rcbb.psfsisuhscedu/psreports/fsupg/9083221/PORQ010_11015105.PDF = w O &
PeopleSoft PeopleAdmin () Merriam-Webster =7 LaGovLEQ @ FINPAT  #fi Password Strength...

=  D:\PS_CFG_HOME\PS9FSUPG\appserv\pr.. 1 / 1

Requisition

Page 1

Ship To:  LSUHSC New Orleans Number 0060255
Attn: Radiology/#353 ate 04/18/2023
1542 Tulane Ave Rm 353 Requester
New Orleans LA 70112 lephone
1487100

Location 1487100
Suggesled 0000002440 Date Desired 04/28/2023
Vendor: OFFICE DEPOT LLC Requester Signature
7979 FLORIDA BLVD
BATON ROUGE LA 70805

ITEM ID AND COMMODITY/SERVICE DESCRIPTION JGTY ORD | UNIT UNIT PRICE| EXTENDED AMOUNT
D-RING BINDER, 3 - 5" RINGS, PURPLE 10.00| EA 48.59
MAKE SURE BINDERS ARE DURABLE AND HAVE 3 RINGS

GEL PENS, MEDIUM POINT, PURPLE

Tolal Reguisition Amount:

Step Action

11. Click the Close Print tab.
»

12. The second method for printing the requisition is using the Process Scheduler.

Click the Navigation Area button.

13. Click the (select to expand or collapse child steps) Reports button.

~

14, Click the Down scrollbar.

15. Click the Print Requisition button.

Print Requisition
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Step Action

16. The first time you run the Requisition Print process, you must create a Run Control
ID.

See the Create/Find a Run Control ID topic under Requisition Basics for
instructions on how to create a valid run control id.

Click the Add a New Value tab.

Add a New Value

17. Enter the desired information into the Run Control ID: field. Enter
"PRINT_REQ".
18. Click the Add button.
Add
19. Click the Navigation Area button.
|D
20. The parameters entered on the Print Requisition's page will be saved to a specified

run control id. When running the report in the future, the user will only change the
Requisition 1D - all other fields will remain as defaulted.

Enter the desired information into the Business Unit field. Enter "LSUNQO".

21. Requisition ID

The user may enter the requisition id directly into the Requisition ID field, or search
for it using the Look up Requisition ID option. It is recommended the user note the
requisition id when attempting to enter it on the page and print the requisition

Enter the desired information into the Requisition ID field. Enter "0060255".

22. NOTE: Do not enter From Date, Through Date or Requester on the Print
Requisition page. If this information is entered incorrectly, it can prevent the
requisition from printing. Since requisitions must be REQUESTED AND
PRINTED ONE AT A TIME, entering the requisition id will be sufficient to
identify the requisition.

23. Selecting all statuses to be included means that the requisition ID that you enter will
be printed regardless of the current status of the requisition.

Click the Select All button.

Select Al

24, Click the button to the right of the Statuses to Include field.

bl
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Step

Action

25.

For simplicity, users will want to select the most inclusive option.

Click the On Hold AND Not on Hold list item.
Cn Hold AMD Mot ©n Hold

26.

Click the Save button.
5] Save

217.

Process Scheduler

The Process Scheduler defines the Run Location and Output Destination of the
print request.

Click the Run button.

Run

28.

Click the button to the right of the Server Name field.

W

29.

Click the pane.
PSNT

30.

NOTE: The Type field will default as Web and the Format field as PDF. These
fields will remain as defaulted. If the Type and Format fields do not default
correctly, the user will need to correct them.

31.

Click the OK button.
QK

32.

Click the Process Monitor link.

Process Monitor

33.

click the Refresh button until both statuses are achieved.

Click the Refresh button.

Refrash

34.

Users will view the report in the Administration tab of the Report Manager.

Click in the Report Manager field.
Feport Manager

35.

Click the Administration tab.

Administration
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Step Action

36. The top line is always the most current print. The report is complete and ready for
viewing when the Requisition Print SQR under the Description column turns into
a blue link and the Status = Posted.

NOTE: Click the Refresh button until the Status = Posted and the Requisition
Print SQR link becomes active.

Click the Requisition Print SQR link.

NOTE: Clicking the Requisition SQR link will open and display in a new tab.
Requisition Print SQR

37. Select the Printer icon to set parameters and print your report.

Click the Close tab.
»

38. Click the Go back to Process Requests link.

Go back to Process Requesis

39. Click in the Go back to Requisition Print field.

G0 back to Requisition Print

40. Users can enter another Requisition ID to print another requisition. All other
parameters will remain as defaulted.

41. This completes View Approvals and Print a Requisition.
End of Procedure.

Page 65



Training Guide
Managing Requisitions Fluid

Page 66



View and Copy an Existing Requisition

Topic Contents:

Training Guide
Managing Requisitions Fluid

1. Step 8: View and Copy an Existing Requisition (optional)
2. Add a new requisition and check Hold From Further Processing

3. Scenario
a. Copy own requisition rather than another user's

b. Copying a cancelled requisition or a requisition with cancelled lines

4. Search for requisition to copy
a. Requisition ID, Requester
b. Search select requisition from existing list
1) Utilize Req Inquiry in search and selection
5. Make appropriate changes to requisition
a. Requester if necessary
b. Accounting Date if necessary
c. Requisition Defaults
1) Ship To if necessary
2) Due Date
3) Distribution information

a) Account, Department, Fund, Program, Class, Project, etc.

6. Make adjustments to Line information
a. Quantity, UOM, Category, and/or Price
b. Delete any unneeded lines
7. Uncheck Hold From Further Processing and Save

PeopleSoft PeopleAdmin () Merriam-Webster &7 LaGov LEO

< LSU Health Financials Purchasing

B My Worklist - Summary View e
Requisitions

i~ Process Monitor

FEind an Existing Value Keyword Search

] Requisitions ~
*Business Unit: |LSUNO |Q

*Requisition 1D:|NEXT

Add/Update Requisitions

Requisition Inquiry Add

Requester's Workbench

Find an Existing Value | Keyword Search | Add a New Value
Budget Check - Requisitions
Document Status
Manage Requisition Approvals

Accounting Entries

Change History

1 rRFas ~

B Add/Update Requisitions x 4+ v = pe
& C & rcbb.psfssuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUILGBLZCONTEXTIDPAR... & ¥ [ &

@ FINPAT  afi Password Strength...

Add a New Value

@ Q

wean FiN@ncials TRN

New Window | Help
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Step

Action

1.

Step 8: View and Copy an Existing Requisition (optional)

Click the Close Navigation Area button.

A new requisition must be added in order to copy a requisition. The Business Unit
will default as LSUNO and the Requisition ID will default as NEXT.

Click the Add button.
Add

Click the Hold From Further Processing option.

Scenario

Users may copy their own requisitions or the requisition of another requester. In this
exercise, a new requisition will be created by copying a Requester's own requisition
using the Copy From option.

When copying a requisition, you will not perform Step 3: Enter Requisition
Defaults. The defaults, line item(s), distribution of funds, and comments are copied
from the old requisition to the new requisition. Once copied, the requester will make
any necessary additions/changes/deletions to the line items, Schedule page,
Distributions page, and/or Comments page.

NOTE: It is recommended to enter a new requisition rather than copying a
requisition if extensive changes will be made to the requisition.

Cancelled Lines and Requisitions

A requisition with cancelled rows or a cancelled requisition can be copied to a new
requisition. If the user copies a requisition that has one or more lines cancelled, only
the active lines from the existing requisition will be copied to the new requisition. If
the user copies a cancelled requisition, all the lines from the cancelled requisition
are copied to the new requisition and the status of the lines are made active.

Users can override any values that are copied over with the requisition. Activity and
original requisition dates are not copied over.

Click the Copy From link.
Copy From
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Step Action

8. Search for an Existing Requisition to Copy

Users may search for an existing requisition to copy by entering all or part of one of
the following Search criteria:

* Requisition ID - to view a specific requisition; or

» Requester — to view requisitions associated with a specific requester.

9. Requisition ID

It is highly recommended you note the Requisition 1D you wish to use when copying
a requisition. You will then be able to enter it directly into the Requisition ID field.
You may search for a requisition id using the Look up Requisition ID magnifying
glass.

10. Requester

You must enter the User ID of the person who requisition you wish to copy in the
Requester field. the user id must be entered in ALL CAPS. If you enter the
requester's name, or enter the user id in lower case, you will receive a warning
message stating you entered an invalid value. You may search for the requester's
user id using the Look up Requester option.

NOTE: If is not recommended that any of the remaining options be used when
searching for a requester user id.

11. Enter the desired information into the Requester field. Enter "KOCONN".
12. Click the Search button.
Search
13. The system defaulted the check into the Sel box since the Requester has only one
requisition that can be copied. Requisition information can be reviewed by selecting
the Req ID.

NOTE: This will open a new tab and display the Req Inquiry page.

Click the 0060255 link.
0060255

14. You are taken to the Req Inquiry page. Select the requisition number to view
requisition items.

NOTE: This will take you to the Requisition Details panel.

Click the 0060255 link.
0060255
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Step Action

15. Additional requisition information displays.

Click the Close Requisitions tab.
x

16. NOTE: If there were more requisitions to review and this was not the desired
requisition, you would click other Req ID links and repeat the previous steps until
the desired requisition was located.

Click the OK button to copy the requisition.
oK

17. The information copied from the old requisition displays in the new requisition.
NOTE: Any changes made to the new requisition will have no effect on the
original requisition that was copied.

18. The Requester's user id for the requisition being copied defaults into the Requester
field. No changes are required since the Requester and person copying the
requisition are the same. However, if you copy someone else's requisition, the
Requester must be changed to your user id.

NOTE: The Requester user id must be entered in ALL CAPS.

19. Click the Requisition Defaults link.

Requisition Defaults

20. Users must enter default information onto the Requisitions Default page or on the
Distributions page for each line item. In this example, users will enter the new Due
Date of 04/28/23.

NOTE: Users may also enter the Due Date directly into the field.
Click the Calendar Due Date button.
b
21. Click the 28 date.
28
22. NOTE: If the user was copying someone else’s requisition, additional default

information would need to be checked and changed as needed, such as: Ship To,
Distribute By, chartstring information, account information, etc.

Click the OK button.
QK
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Step Action

23. The "Mark All" option is selected so that all listed settings will automatically be
changed by the system for all Distribution lines.

Click in the Mark All field.

Maric All
24, Click the OK button.
oK
25. Line items must be checked and necessary changes made. For this example, the user

will make the following changes:

Line 1 - Quantity: change quantity from 10 to 5
Line 1 - Price: change from 48.59 to 47.65
Line 2: Delete line 2

26. Line 1 - Quantity: change quantity from 10 to 5

Enter the desired information into the Quantity field. Enter "5".

27. Line 1 - Price: change from 48.59 to 47.65

Enter the desired information into the Price field. Enter "47.65".

28. Click the Right scrollbar.

k

29. Line 2: Delete line 2

Click the Delete row 2 button.

30. A confirmation message to delete the row displays.

Click the OK button.

OK
31. Click the Left scrollbar.
4
32. The system will assign the Requisition ID number since this is the first time the

requisition is saved.

Click the Save button.
[5] Save
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Step

Action

33.

If all changes have been made to the requisition, users must uncheck Hold From
Further Processing and Save the requisition for it to move through the Purchasing
process.

Click the Hold From Further Processing option.

34.

Click the Save button.
5] Save

35.

This completes View and Copy an Existing Requisition.
End of Procedure.
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Review Requisition Documents and Process Status
Inquire on a Requisition using Requisition Inquiry

Topic Contents:

1. Utilize Requisition Inquiry Search page to find requisition
a. Requisition ID
b. Req Status
c. Requester
d. Supplier ID
e. Department
2. Review Requisition page
a. Details tab
1) Access Requisition Details panel
b. Status tab
1) Linked "Y"s
a) PO Inquiry page
b) Voucher Inquiry page
c¢) Voucher Payment page
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B Add/Update Requisitions x 4+ v = pe
&« C & rcbb.psfssuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUILGBLZCONTEXTIDPAR... & ¥ [ &

PeopleSoft PeopleAdmin () Meriam-Webster 2= LaGovLEO @ FINPAT #j1 Password Strength..
£ LSU Health Financials Purchasing weatn FiNaNcials TRN Q 0
. PN New Window | Help
] Requisitions ~
Requisitions

Add/Update Requisitions

FEind an Existing Value Keyword Search Add a New Value

Requisition Inquiry

Requester's Workbench
Budget Check - Requisitions Add
Document Status
»mu an Existing Value | Keyword Search | Add a New Value

Manage Requisition Approvals

Accounting Entries

Change History

*Business Unit: |LSUNO |Q
*Requisition 1D:|NEXT

1 rFQs ~
¥ Purchase Orders ~
1 Reports ~

Step Action
1. Click the Requisition Inquiry button.
Requisition Inguiry

2. Click the Close Navigation Area button.

3. Users may search to inquire on an existing requisition by entering all or part of the
following search criteria:
* Requisition ID — to view a specific requisition;
* Req Status — used in conjunction with Requester, can focus search to specific
requisition status;
* Requester — to view requisitions associated with a specific user;
« Supplier 1D — to view requisitions for a specific supplier; or
* Department — to view requisitions for a specific department.

4, In this example, users will search for the Requester and the Req Status of

Complete.

Click the Look up Requester button.
Q,
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Step Action

5. In this example, the requester is Jennifer Crisp. Use the Description field to enter
the Last Name of the requester.

NOTE: Use the Last Name only when entering information into the Description
field. If you attempt to enter the entire user name, and it is not entered in the
correct format, you will receive a "'"No Matching Values Found'" message.

Enter the desired information into the Description: field. Enter "crisp".

6. Click the Look Up button.
Look Lip
7. Click the JCRISL1 link.
Crisp, Jennifer K
8. Click the Look up Req Status button.
a,
9. Select the appropriate requisition status to focus search results.

Click the Complete link.

C Complete
10. Click the OK button.
QK
11. The first six (6) options of twelve display. Use the View All link to display all

twelve options at one time if desired. The Requisition Name column can aid in
identifying the requisition sought.

12. In this example, the subscription renewal for the American Assoc. of Advanced
Science will be selected, which is requisition number 0057873.

Click the 0057873 link.
0057873

13. From the Requisition Details panel, users can view Description information,
supplier information, quantity, and UOM.

14. Selecting the Show All Columns button allows users to see the merchandise amount
and the Schedule button. The Distribution button is found on the Schedule Details
panel which displays additional chartstring information.

15. Click the Close Requisition Details button.
x

16. Click the Status tab.
Status
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Step Action
17. The linked Y™ values on the Req Inquiry page allow the user to review additional
information such as the Purchase Order Inquiry page or the Voucher Inquiry page.
The linked "Y" values display only in columns for which documents are available.
Click the On PO - Y link for Requisition 0057873.
Y
18. Select the linked Purchase Order number (00389819) to view the PO Inquiry
page.
Click the Close Requisition to Purchase Order List button.
»
19. Click the On Voucher - Y link for requisition 0057873.
N
20. Select the linked Voucher number (00406345) to view the VVoucher Inquiry page.
Select the Payment Information link to view the Voucher Payments page.
Click the Close Requisition to Voucher List button.
X
21. Click the Open Navigation Area button.
22. This completes Inquire on a Requisition using Requisition Inquiry.

End of Procedure.
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Inquire on a Requisition using Document Status

Topic Contents:

1. Access Document Status page

a. Requisition ID

b. Requester
2. Purchasing Document Status page

a. Pictorial buttons for related documents

b. Doc ID Number hyperlinks for related documents
3. Actions button associated with related documents
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B Requisitions x  + v - X

C & rcbb.psfsisuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NULGBL?CONTEXTIDPAR.. & w O &

PeapleSoft PeopleAdmin (%) Merriam-Webster 27 LaGovlEQ @ FINPAT #f) Password Strength...
£ LSU Health Financials Purchasi ng
= New Window | Help | Personalize Page
1 Requisitions ~ .
Requisitions
; Req Inquiry
Add/Update Requisitions
Details || Status
- q Direct Ship
Requisition Inquiry unit Requisition Requisition Name  SP%"8° onRFQ OnPO  from Received
Supplier
Requester's Workbench LSUNOD 0058245 Maxient Y
Budget Check - Requisitions LSUND 2057673 e v
Advance Scienc
Document Status
LSUNO 0057415 Hotel ) ¥
Accommodations
Manage Requisition Approvals
LSUNO 0056263 ACCUWEATHER Y
Accounting Entries
GREY WALL
LSUNO 0056261 SOFTWARD DBA
. /I
Change History VEOC
EMILY
] RFQs v LSUNO 0056280 MCCULLOCH/DB Y
S TARGET VID
] Purchase Orders v Search
(=1 Notify
J Reports v v T

Step

Action

The Document Status page provides a process stream view of a requisition from
entry to completion. Documents associated with the various steps within the process
stream are available for review such as: Requisition Inquiry page, the PO Inquiry
page, the Voucher Inquiry page and the Payment Inquiry page.

NOTE: You may only view the Voucher and Payment Inquiry pages if you have
the required security access.

Click in the Document Status field.

Document Status

Click the Close Navigation Area button.

It is recommended users search by Requisition 1D or Requester. Requisition Status
can be used in conjunction with Requester to help focus on requisitions retrieved.

Enter the desired information into the Requisition ID: field. Enter "0057873".

Click the Search button.

Search
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Step Action

5. The Document Status page provides a pictorial as well as Doc ID hyperlinks for
available process stream documentation.

Click the Req ID 0057873 link.
0057873

6. The Req Inquiry panel displays.

Click the Close Requisitions tab.
X

7. Users may select the Purchase Orders(1) picture or the Doc ID link to view PO
information.

Click the Purchase Orders(1) link.
e

11
Furchase
Orders(1)

8. The Purchasing Document Status page displays. Select the Doc ID to view the
Purchase Order Inquiry page.

Click the 00389819 link.
00339319

9. The Purchase Order Inquiry displays.

Click the Close Purchase Order tab.

X
10. Click the Vouchers(1) link.
o
Vouchers(1)
11. The Voucher Documents Status page displays. Select the Doc ID to view the

Voucher Inquiry page.

Click the 00406345 link.
00406345

12. The Voucher Inquiry page displays.

Click the Actions dropdown button to activate the menu.

- Actions
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Step

Action

13.

A list of additional Purchasing documents displays. The user must have the
appropriate security access to access any of the listed pages.

Click the Close VVoucher tab.
»

14.

Click the Payments(1) link.

D+ |

Payments(1)

15.

The Purchasing Document Status page displays. Select the Doc ID to view the
Payment Inquiry page.

Click the 682693 link.
682693

16.

From the Payment Inquiry users can see when payment was made, where it was
sent, etc.

Click the Close Payment tab.
X

17.

This completes Inquire on a Requisition using Document Status.
End of Procedure.
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Requisition Basics
Use the Look up Feature

Topic Contents:

1. Navigate to Requisition Defaults page
2. Look up Feature
a. What does it do?
b. How do you access it?
3. Look up Supplier
a. Results auto displayed
b. Fields to narrow search scope
1) Supplier ID
2) Short Supplier Name
c. Operands used to narrow search scope
1) begins with
2) contains
d. Select desired link from search results
e. Supplier ID and Supplier Name display on Requisition Defaults page
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&« C @ rcbb.psfssuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUILGBLZCONTEXTIDPAR... & ¥ [ &
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< LSU Health Financials Purchasing weas FiNancials TR

New Window | Help | Personalize Page

Maintain Requisitions

Requisition
Business Unit |SUNG Status  Pending
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name Copy From B Hold From Further Processing
Header (7
"Requester’ 2 oconnor, Karen
*Requisition Date | 10/25/2022 Requester Info
Origin [ONL 2 on-Line Enty
*Currency Code USD US Dollar
Accounting Date | 10/25/2022 &
Amount Summary (7
Requisition Defaults’ Add Comments
Requisition Activities Total Amount 0.00 uso

Add Items From (7
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find

Details | Ship To/Due Date || Status || Supplier Information || ltem Information | Aftributes || Confract | Sourcing Controls

. . N N Merchandise
Line ftem Description Quantity UOM Category Prica et Stati

4 65°F Cloudy

Step Action

1. Navigation:

» LSU Health Financials homepage * Purchasing tile
* Requisitions

* Add/Update Requisitions

Click the Requisition Defaults link.

Requisition Defaults
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<« C & rcbb.psfsisuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NULGBL?CONTEXTIDPAR.. & +w [ &
PeopleSoft PeopleAdmin (1) Merriam-Webster 27 LaGovlEQO @ FINPAT #fi Password Strength...
Requisition Defaults x
Help -
Business Unit LSUNO Requisition Date 10/25/2022
Requisition ID NEXT Status Pending i
Default Options (2
If you select this option, the default values entered on this page are freated as part of the defaulting logic and are
only applied if no other default values are found for each field. If default values already exist in the hierarchy, they
are used, and fhe values on this page are not used
® override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned.
Line
Buyer Q Unit of Measure Q
Supplier Q Supplier Location Q
Category Q Supplier Lookup
Schedule
Ship To Q *Distribute By
Due Date El
Ultimate Use Code Q ship via |GRND Q
Attention To Freight Terms |DES Q
One Time Address
Distribution Fﬂ
SpeedChart Q -
3
Line Item Description ‘Quantity oM Category Price e Stat

@ 68°F Cloudy

Step Action

2. The Look up feature allows you to search for all valid values in the database for a
specific field. It can also be used to narrow the scope of your search when a large
number of values are returned.

The Look up feature is depicted as a magnifying glass in PeopleSoft. Anytime you
see a magnifying glass next to a field, you have look up capability.

3. Scenario

In this exercise, you will search for an appropriate value for the Supplier field. The
10-digit Supplier ID number is the value needed for the Supplier field rather than the
supplier name. You will use Office Depot as the supplier. You will locate and select
Office Depot utilizing the Look up feature. Once selected, the system will auto
populate the Supplier ID number into the Supplier field, thus completing the Look
up process.

4, Click the Look up Supplier button.
Q,
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B Add/Update Requisitions x  + ~ = b

C & rcbb.psfs.lsuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK PT_AGSTARTPAGE NUI.GBL?CONTEXTIDPAR... & % [ &

PeopleSoft PeopleAdmin (1) Merriam-Webster 2 LaGovlEQO @ FINPAT #fi Password Strength...
Look Up Supplier x a
Help -

SetlD SHARE

Supplier 1D: begins with v n
D Short Supplier Name: | begins with w

Look Up Clear Cancel Basic Lookup
Search Results
IDnly the first 300 results can be displayed I

View 100 First (4) 12000f300 (b) Last

D Our old

SupplierID  Short Supplier Name  Supplier Name Additional Name Customer Supplier
Number 1D
0000000017 LADEFERRED CO  LADEFERRED COMPENSATION PLAN LA DEFERRED COMP (blank)  (blank)
0000000019 LA STATE EMPLO  LASTATE EMPLOYEES' RETIREMENT LA STATE EMP RETIREMENT (blank)  (blank)
0000000035 STATE EMPL-001 STATE EMPLOYEE GROUP BENEFITS STATE EMPLOYEE GROUP (blank] (blank)
D 0000000040 TEACHERS' RETI  TEACHERS' RETIREMENT SYSTEM OF TEACHERS' RETIREMENT SYSTEM (blank)  (blank)
0000000061 7TH WARD COURT  7TH WARD COURT MARSHAL (blank) (blank)  (blank)
0000000063 ALLIED INT-001 ALLIED INTERSTATE INC (blank) (blank)  (blank)
0000000066 AMERICAN HERIT ~ AMERICAN HERITAGE LIFE INSURANCE (blank) (blank] (blank)
0000000067 AMERICAN INCOM ~ AMERICAN INCOME LIFE INSURANCE CO (blank) (blank)  (blank)
0000000068 AMERICAN P-015  AMERICAN PUBLIC LIFE INSURANCE CO (blank) (blank)  (blank)
0000000070 ANNETTE CLAYTCO  ANNETTE CLAYTON CRAWFORD TRUSTEE SUPPORT ENFORCEMENT (blank)  (blank)
0000000091 COLONIAL LIFE COLONIAL LIFE AND ACCIDENT INSURANCE ATTN: RECOVERY SERVICES (blank)  (blank)

D 0000000092 CONSECO HEALTH CONSECO HEALTH INSURANCE INC (blank) (blank)  (blank)
0000000110 DEPARTMENT-017  DEPARTMENT OF SOCIAL SERVICES (blank) (blank)  (blank) F
0000000120 EAST BATON-002 EAST BATON ROUGE PARISH SHERIFF (blank) (blank)  (blank)

| 0000000132 GUARANTY INCOM GUARANTY INCOME LIFE INSURANCE CO (blank) (blank] (blank) B

10:30 AM
10/25/2022 D

& 68°F Cloudy

Action

The system will automatically display up to 300 results on the Look up pagelet. If
more than 300 results are available, a message will display above the returned
results. You will then use the provided search fields to narrow the scope of your
search.

The number of results retrieved can be reduced by entering all or part of either the
Supplier ID or the Supplier Short Name into the search field provided. Most users
will utilize the Short Supplier Name option as their search parameter.

There are two operators that can be used to help narrow your search results. They
are:

* begins with and

* contains.

begins with

The system defaults the "begins with" operand for all search fields. In this example,
you will search for Office Deport using the Short Supplier Name field and the
"begins with" operand.

Enter the desired information into the Short Supplier Name: field. Enter
"OFFICE".

Click the Look Up button.
Look Lp
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Step Action

10. The system returned supplier names that begin with the word "Office", thus
reducing the list of options to 16.

Click the Clear button.
Clear
B Add/Update Requisitions x  + v = *
<« C @ rcbb.psfsisuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK PT_AGSTARTPAGE_NUILGBL?CONTEXTIDPAR... 1= ¥ [ &
PeopleSoft PeopleAdmin () Merriam-Webster #™ LaGov LEO e FINPAT  B§) Password Strength...
Look Up Supplier x D

SetlD SHARE
Supplier 1D: begins with v u
D Short Supplier Name: | begins with| v

Look Up Clear Cancel Basic Lookup

10:31 AM
U orzsanzz

Step Action

11. contains

The second search option is "contains™. The "contains" option searches for any
supplier name that "contains" the portion of the Short Supplier Name entered. The
operand can be selected by clicking the drop-down arrow to the right of the Short
Supplier Name field.

Click the button to the right of the Short Supplier Name field.

e

12. Click the list item.

contains
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Step Action

13. In this example, you will use "Depot" as your search component rather than Office.
Enter the desired information into the Short Supplier Name: field. Enter
"DEPOT".

14. Click the Look Up button.

Look Up

15. The system has returned supplier names that contains the word "Depot". Using the
"contains" operand reduced the original search results to 5.
Each line contains a series of links for the specified supplier. Links are generally
underlined and blue in color. You can click anywhere on the desired supplier's line
and the system will default the needed information into the Supplier field on the
Requisition Defaults page.
Click in the OFFICE DEPOT field.
0000002440 OFFICE DEPOT  OFFICE DEPOT LLC

16. The 10-digit Supplier ID defaults into the Supplier field and the Supplier name
displays to the right of the field.

17. This completes Use the Look up Feature.

End of Procedure.
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Create/Find a Run Control ID

Topic Contents:

1. Navigation
a. LSU Health Financials page
b. Purchasing tile
c. Reports
d. Print Requisition
1) Requisition Print
a) Add a New Value tab
2. Run Control ID
a. Specifications
b. Can be re-used
3. Parameters
a. Business Unit
b. Requisition 1D
c. All Statuses
d. On Hold AND Not On Hold
e. Save
4. Print Requisition
a. Requisition Print
1) Find an Existing Value
2) Search List
3) Select Run Control ID
b. Previous Print Requisition page

Training Guide
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Step Action

1. Users are able to print a requisition using the View Printable Version link on the
Maintain Requisitions page. You can also print a requisition through the Process

Scheduler.

Process Scheduler.

NOTE: See the "Access the Process Scheduler® section in the View Approvals and
Print a Requisition topic for instructions on printing a requisition using the
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B vy Worklist - Summary \

& [&] 8 dpsb.psfsisuhsc.edu/psc/fstrm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL?CONTEXTIDPAR.. 12 % [0 &
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New Window | Help | Personalize Page

71 My Worklist - Summary View Worklist

— Worklist for
5| Process Monitor

Detail View Worklist Filters[
1 Requisitions v -
Worklist Items
From Date From Work ltem Worked By Activity Priority
1 RFOs v
03/23/2023 Approval Routing Approval Workflow 2-Medium _ »
J Purchase Orders v
03/23/2023 Approval Routing Approval Worldflow 2-Medium

¥ Reports ~ D

Print Requisition
Print POs

Req and PO Budgetary Activity
Refresh

-1 PO Distribution Print

@ s0°F sunny

Step Action

2. Navigation:

» LSU Health Financials homepage * Purchasing tile
* Reports

* Print Requisition

Click the Print Requisition button.

Print Requisition

3. Click the Close Navigation Area button.
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B Print Requisition

psb.psfs.Isuhsc.edu/psc/fstrn/EM ) S 'fc/| _| Wi PT_AG R GE_| LGEL?CONTE. AR.. 1=
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New Window | Help

Requisition Print

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

Run Control ID:| begins with ~

O case sensitive

el
Search Clear | Basic Search @ Save Search Criteria

Find an Existing Value | Add a New Value

@ s0°F sunny

Step Action

4, The first time you use Requisition Print, you will need to create a Run Control ID
in order to access the Process Scheduler.

The system defaults you into the Find an Existing Value tab. Clicking the Search
button will display any existing run control ids. Create a new run control id by
clicking the Add a New Value tab or hyperlink.

NOTE: On all subsequent prints, you will use the Find an Existing Value tab to
search for existing run control ids.

5. Click in the Add a New Value field.

Add a New Value
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Step

Action

Run Control ID

A Run Control ID is used to access the Process Scheduler. Users may save
parameters to a particular process or report to a run control id to minimize data entry
when running recurring processes or reports.

A Run Control ID is:

* Specific to an end-user’s Operator (User) ID;

* Can be entered in upper, lower or mixed case;

* Can be up to 30 characters long;

* Characters can be either number or letters, but cannot include any special
characters (e.g., $, #, &, etc.)

« Cannot contain blank spaces; and

» Must be one continuous string of characters or words must be linked by an
underscore.

Examples of run control ids that meet the requirements:
1. PRINT_REQ can be used since the underscore links the two words together; or

2. PRINTREQUISITION can be used because it is one continuous string of
character.
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Step Action

8. Examples of run control ids that do not meet the requirements:

1. PRINT REQ because there is a blank space between the two words; or

2. PRINT_REQUISITION'S because a special character, and apostrophe, is used.

9. A run control id must be created to run many reports in PeopleSoft. If a run control
is created to a specific type of report, such as printing a requisition, it can be used
to run that specific type of report in the future. The advantage to this method is that
all parameters are saved with the run control. When running future reports, a user
would only have to change the Requisition ID instead of entering all report
parameters again. If the user creates a run control id to use for all reports, then the
user will need to change the report parameters each time the report is run.

10. Enter the desired information into the Run Control ID: field. Enter
"REQ_PRINT".
11. Click the Add button.
Add
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Print Requisition

Run Control ID: REQ_PRINT Report Manager Process Monitor Run
Language: English il @Specified Language ‘:'Recwpiem‘s Language
Report Request Parameters
Business Unit Q Statuses to Include
Requisition ID Q. [ Approved Select All
F Dat B O canceted
rom bate O completed
Through Date Copen
O pendin
Requester Q 4
[NOT Gn Hold v
;ﬂsave [=] Notify Ey Add | Update/Display
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Action

The parameters you enter on the Print Requisitions page will be saved to the
specific run control id just created. When running the report in the future, you will
only change the Requisition ID; all other fields will remain as defaulted. If you
do not save your parameters to the run control id, the user will have to enter the
parameters the next time the report is run.

NOTE: See the View Approvals and Print a Requisition topic for instructions on
printing your report.

13.

If your Business Unit does not default, it must be entered.

Enter the desired information into the Business Unit field. Enter "LSUNQO".

14.

Enter the desired information into the Requisition ID field. Enter "0062925".
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Run Centrol ID: REQ_PRINT Report Manager ~ Process Monitor Run
Language: English v @ specified Language (O Recipient's Language
Report Request Parameters
Business Unit [LSUNC Q, Statuses to Include
Requisition ID |0062925 Q [ Approved Select Al
F b 5 O canceled
rom Date
O completed
D Through Date el Oopen
O pendin
Requester Q o
[NOT On Hold v
[5) Save | [=] Notify L& Add 21 Update/Display

B Print Requisition

& C 8 dpsb.psfsisuhsc.edu/psc/fstrm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL?CONTEXTIDPAR.. 12 ¥ [ &

PeopleSoft PecpleAdmin (] Merriam-Webster 27 LaGovLEO B§l Password Strength... Kl Microsoft Train Rec... Al SignIn |Allof Us R

£ LSU Health Financials Purchasing weatn FiNaNcials TRN Q 0

New Window | Help | Personalize Page

Print Requisition

@ s0°F sunny

Step Action

15. NOTE: Do not enter From Date, Through Date, or Requester. If this information
is entered incorrectly, it may prevent the requisition from printing. Since
requisitions must be REQUESTED AND PRINTED ONE AT A TIME, entering
the Requisition ID will be sufficient to identify the requisition.

16. Statuses to Include

If the user selects the wrong status of the requisition, it will prevent the requisition
from printing (i.e., the end-user checked Pending, but the requisition is already
Approved). By clicking the Select All button, users will be able to print the
requisition in any status.

Click the Select All button.

Select Al
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Print Requisition

Run Control ID: REQ_PRINT Report Manager ~ Process Monitor Run
Language: English  w ® specified Language (O Recipient's Language
Report Request Parameters
Business Unit [LSUNC Q, Statuses to Include
Requisition |D 0082925 [ @ Approved [ Seiect Al
F Dat 5 @ canceled
rom Date
@ completed
Through Date el Hopen
& pendin
Reguester Q o
[NOT On Hold v
[5) Save | [=] Notify L& Add 21 Update/Display
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Step

Action

17.

Statuses to Include (continued)

As previously stated, selecting the wrong status will prevent the requisition from
printing. This is also true if the user selects the wrong Hold type. In this case, using
the default NOT On Hold rather than On Hold AND Not On Hold. If the
requisition is on hold, meaning the Hold from Further Processing box is checked
on the Maintain Requisitions page, the requisition would not print using the NOT
On Hold option. By selecting On Hold AND Not On Hold, you will be able to
print the requisition regardless of whether the Hold From Further Processing box
is checked or unchecked.

Click the button to the right of the NOT On Hold field.

W

18.

Click the On Hold AND Not On Hold list item.
On Hold AND Mot On Heold
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Print Requisition

Run Control ID: REQ_PRINT Report Manager ~ Process Monitor Run
Language: English  w ® specified Language (O Recipient's Language
Report Request Parameters
Business Unit [LSUNC Q, Statuses to Include
Requisition |D 0062925 [ @ Approved Select All
F Dat 5 @ canceled
rom Date
@ completed
D Through Date el Hopen
@ pendin
Reguester Q o
{ On Hold AND Not On Hold vi
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Step Action

19. Click the Save button.

NOTE: Parameters must be saved in order for them to default when printing in
the future.

5] Save

20. After saving your parameters, the user would click the Run button to begin the print
process. The user must access the Report Manager to view and print the report.

See the View Approvals and Print a Requisition topic for instructions on how to
print a report.

For training purposes only, click the Open Navigation Area button.

21. Click the Print Requisition button.

Print Requisition

22. Click the Close Navigation Area button.
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Step

Action

23.

The system defaults you into the Find an Existing Value tab.
Select the Search button for a list of existing run control ids.

Click the Search button.

Search

B print Requisition

< LSU Health Financials Purchasing wan Financials TRN @ A

New Window | Help

Requisition Print

Enter any information you have and click Search. Leave fields blank for a list of all values.

Run Control ID:| begins with v

O case sensitive

ViewAll First (4) 1zofz (b Last
Run Control 1D
BRINTREG
REQ_PRINT

Find an Existing Value \ Add a New Value
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earch Results

@ 30°F Sunny

Action

A list of available run control ids displays. Once a run control has been selected, the
Print Requisition page displays the parameters from the most recent print request for
that run control id.

Click the REQ_PRINT cell.

REGQ_PRINT

25.

This completes Create/Find a Run Control ID.
End of Procedure.
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