ooy
- Creating eReqs & Checking Their Status

Creating eRequisitions

1. Login to a school at which you're authorized to create eReqs.
2. Click on the Procurement tab at the top of the window.
3. Select Create a purchase requisition. This window opens.

NEW REQUISITION ?)
New Requisition Originator: Stewart, Karen {Stewarti2)
Sep 27, 2005
Approval Tree

IBES Staff Approval (BES) ‘l

Item Type Desired Delivery Date
I___ vl IOct '”2? '”2Ill]5 'I

Order Information

Vendor Name ftem Number  Unit Cost Quantity

search | | [s0.000 [x

Description

Budget Purpose Amount

[s0.00 _tore |

Total Distributed  $0.00
Amount Remaining to be Distributed  $0.00

Add Item | Delate Item | cancal |
Orders Entered
Line # Yendor em # Unit Cost Guantity Subtotal
Totals $0.00
Save Draft |
" Print comments
c "
|
=

. BACK

4. Use the pull-down menus to select an approval tree and desired delivery date.
5. Press Search to enter a vendor name. This window opens.

SEARCH BROWSE

VENDOR SEARCH 2

Search |

« Type a few letters from the vendor’s name, then click the Search button to see a list of
vendors whose names resemble what you typed. Press the Select button for the vendor you
want to add to the eReq. You're returned to the New Requisition window.

* Orclick the Browse tab to see the whole list of vendors. Click the first letter of the vendor’s

name to see that portion of the list. Press the Select button for the vendor you want to add to
the eReq. You're returned to the New Requisition window.

Remember: First click the Search button in the new requisition window to select a vendor. Do not
type a vendor name first.
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6. Tab through the fields entering the item number, unit cost, quantity and description.

7. Enter the budget purpose if you want. Note: The budget purpose may be a description or an
account number.

NEW REQUISITION 2)
New Requisition Originator: Stewart, Karen (Stewartk2)
Sep 27, 2005

Approval Tree
| BES Staff Approval (BES) =

Kem Type Desired Delivery Date

Order Information

Vendor HName tem Number  Unit Cost Quantity
[MacMitlan Moore Publi: | search |  [MM345 fr.3s J2o
Description

|Lirlle House on the Prairie

Budget Purpose Amount
Iclassroom books |$2?.l]l] More

Total Distributed $27.00
Amount Remaining to be Distributed  $0.00

Add Item I Delete Item I Cancel I
Oriders Entered
Line # Yendor tem # Unit Cost Quantity Subtotal
Totals $0.00
Save Draft |
I Print comments
Comments
1=
=

.. BACK

8. Click the More button, if you have more than one budget purpose to enter for the item. The Order
Information area expands.

Order Information

[s0.00

Vendor Name fterm Number  Unit Cost Quantity
[MacMillan Moare Publi: | Search | [Mmagsaz [es.95 f1o
Description

[us attas

Budget Purpose Amount -
IIihmry reference |25.!ls H'—del
Iclassruom books IZ:B.SS

| [s0.00

| [s0.00

| [s0.00

| [s0.00

| [s0.00

| [s0.00

[

I

[s0.00

Total Distributed $259.50
Amount Remaining to be Distributed  $0.00

Add iters | Delete Ttem | cancel |

e Change the amount for the first budget purpose.

* Enter additional budget purposes and amounts. Note: Totals at the bottom of the list alert you
to the total amount distributed and remaining to be distributed.

e Click the Hide button to roll up the window.
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9. Press Add Item when you have finished entering information.
10. Repeat step 6 through step 9 until you have finished adding items to this requisition.

NEW REQUISITION 2)
New Requisition Originator: Stewart, Karen (Stewarti2)
Sep 27, 2005
Approval Tree

[BES staff (BES) - Any (BES) =l
Item Type Desired Delivery Date
Any oot =] [27 = |2005 -

Order Information

Vendor Name ftem Number  Unit Cost Quantity
[MacMillan Moore Publi _search | | [s0.00 fn
Description

Budget Purpose Amount

[s0.00 _ttore |

Total Distributed  $0.00
Amount Remaining to be Distributed  $0.00

Add Item |  Delete Item | cancel |
Line # Vendor tem # Unit Cost Quantity Subtotal
£Jq4  MacMillan Moore Publis... MM345 $1.35 20 $27.00
Little House on the Prairie
Classroom books $27.00
£)2  MacMillan Moore Publis... MMI9ET $25.95 1 $259.50
US Aflas
library reference $25.85
Classroom books $233.55

Totals  $286.50

Submit Requisition Save Draft |

" Print comments

|

I |
. BACK

Note: You may change an item by pressing the _f;.l beside the item. When you press the icon the
information for that item is displayed in the Order Information section. Make the needed changes,

and press Update Item.

To delete an item, press the _f;.l beside the item, and press Delete Item.

11. (Optional) Enter comments in the Comments box.

* You may use the comments box to designate this eReq for the next fiscal year. See “Future

fiscal year” on page 4-9 in the eRequisitions User’s Guide.

e Check the Print Comments box if you want the comments to be printed on the eReq. Note:
The comments are to be entered for the benefit of the originators, approvers and procurement

clerk. They will not be printed on the PO.

Note: If you want to complete the requisition later, press Save Draft.

12. When you’ve completed entering the requisition, press Submit Requisition. You’ll see a

message like this one.

CONFIRMATION 2
Requisition 278 Originator: Stewart, Karen (StewartK2)
Sep 27, 2005

Requisition Submitted on Sep 27, 2005
Thank You, Karen
Done

. BACK

13. Press Done. You're returned to the Procurement menu.

Creating & Checking Status of eReqs 9.07.06

Page 3 of 4



Checking the status of an eRequisition

1. Login to a school at which you’'re authorized to create eReqgs.
2. Click on the Procurement tab at the top of the window.

3. Select View status of my purchase requisitions. This window opens.

MY REQUISITION STATUS ?)
Req# Approver Approval Tree Status Total
Haaack, Roger I _
Q) 144 (HaaackR1) District Office Pending $170.00
&) 152 DRAFT District Office RETURNED $350.00
Q) 156 Procurement Clerk District Office Approved $5.00

Haaack, Roger

Q) 157 District Office Rejected  $25.00
Q 163 ffimmete t00er District Office Rejected  $537.67
Q) 164 ::_Ia:::(g;ll‘l:]ger District Office Pending  $203.97
) 165 DRAFT District Office RETURNED $100.00
Q) 166l o0 District Office Pending  $10.00
Q) 167 Procurement Clerk District Office Pending $25.00
Q) 168 Farris, Randy (FarrisR) Budget - Curriculum Pending $1,021.76
) 169 DRAFT District Office DRAFT  $200.00

. BACK
There are several ways you can review the eReqs.

e Click the gi to view the eReq detail. This option allows you to see comments that have been
added or edits that have been made during the approval process.

e Click the _:] beside draft eReqs to edit, delete or complete them.
* To edit the draft, see “Editing the eReq” on page 4-7 in the eRequisitions User’s Guide,
e To delete the draft eReq, click Delete Draft.
e To complete the eReq, click Submit Requisition.

e Click the approver’s name to send him an eNote.
e Click the approval tree to view the entire approval route and eReq status at each point.

Creating & Checking Status of eReqs 9.07.06 Page 4 of 4




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


