Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Click the “eProcurement” link.

/2 Employee-facing registry content - Microsoft Internet Explorer provided by Towson University

@{Cj' [&] hitps 171531 51 towson.edu/psp /551 SP1/EMPLOYEE /ERP /R tb-DEFAULT =l 8 [[&4] x|

File Edit ‘“iew Favaortes Toolz Help

x Gogle| ji’Search"

fz Favorites | {é‘g e, Practical COLOR Help L‘L M ariug Best arm friendly racg... . http--twve pg. com-en_US-do... & | The Quotations Home Page -.. * Most Requested Senies Data... N CAMNS S Coak Library S Directary S Inzide

Ij Google |E|

- hioe 3> _ Signln %+ ¥ LEXMARK -

@Employee-facing regiztiy content & - v @ -+ Page~ Safety~ Tools - @v

Home |

Favorites — Main Menu
ERe -

|Menu [=] =]

Search:

- 1®

[ Emplovee Selt-Service
[ Manager Sel-Service
[ Supplier Contracts

[ tems

[ Vendors

[» Procurement Gontracts
[> Purchasing

[» eProcurement

[» Accounts Payable

[> Banking

[ Commitment Contral
[» General Ledger

[ Allocations

[» Statutory Repors

[> Set Up FinancialsfSupply Chain
[ Enterptise Components
[ Worklist

[ Tree Manager

[ Repotting Tools

[ TU Report Distribution
[ PeopleTools

[ Development Utilities
— My Personalizations

=
|Dore [T [ [ & intemet va v mmE -~
dsatl @ L @ O €@ |~ 6 Micrasoft Difice Outlook +| ) APPROVER AND REGU... | ©] Document! - Microsoft W... |[ & Employes-tacing regi BISASLISEY REELY

Revised 12/1/11 Towson University Page 1 of 18



Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Click the “Create Requisition” link.

/> Base Navigation Page - Microsoft Internet Explorer provided by Towson University

= S

Baze Mavigation Page

ORACLE’

Home es | Signout
Favorites ¢ Main Menu > eProcurernent
~ : - v

% 7 eProcurement

‘Create Requisition Manage Requisitions a Buyer Center
iCreate a new reguisition by browesing or searching company or external Review requisitions, edit or view status, cancel, receive, and return to Createfedtfapprove purchase arder; source requistion; process change
catalogs. wendor. request.
[0 Wendars
[ Return to YWendors
Profile

Moy perzonal information and preferences.
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Enter a name for your requisition. This will make it easier to look up the requisition in the future.
Set the Accounting Date according to the desired fiscal year. (7/01 or later for next fiscal vear

/2 Create Requisition - Microsoft Internet Explorer provided by Towson University
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(& Create Requisition & - (] @ ~ Page~ Safetyr Tools~ @v =
Home | worklist | AddtoFavorites | Signoout
Fa\rovrites MainYMenu > ePrDcuvrement » Create Requisition
(Z)Help
P Requisition Summary
Create ReqUISItlon There are no lines on this request.
’Tf‘ 1. Define Requisition Eh; 2. Add ltems and Services \g 3. Review and Submit ‘ Please add new e in order 1o save this
A requisition.
Specify requisition name, requester, and other information that applies to the entire requisition.
Tatal Lines: o

Business Unit: ITOWSN S Towsan Univarsity Total Amount (USD): o
‘Requester: [LPERKIN 2, Lynn E. Perkine ‘Currency: UsD

Requisition Name: | Accounting Date 1000712011 E{J Priority: IMedium vl

} Line Defaults

' Continue |
J | b
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Click either the “Continue” button or “2. Add Items and Services” to proceed.

/2 Create Requisition - Microsoft Internet Explorer provided by Towson University =] =]

& Create Requisition

ORACLE’

Haome
Favovrites MainvMenu ¥ ePrDcuvrement > Create Requisition

() Help
PP Requisition Summary

Create ReqUISItIDn There are no lines on this request.
’E\\_ 1. Define Requisition 2. Add tems and Services 3. Review and Submit ‘ f;i?:naid new e n areier to save this
Specify requisition name, requester, and other infarmation that applies to the entire requisition.

Tatal Lines: o
Business Unit: TOWEN |4 Tawsan University Tatal Amourt (USD). °
‘Requester: |LPERKIN 3, Lynn E. Perkins ‘Currency:
Requisition Name: |Comm0dit\rTraing Requisition | Accounting Date 100072011 E{J Priority: I—

} Line Defaults
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Click the “Special Item” link.

/2 Create Requisition - Microsoft Internet Explorer provided by Towson University
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€ Create Requisition

ORACLE’

Favovrites MainvMenu ¥ ePrDcuvrement > Create Requisition

() Help
. el Requisition Summary
Create ReqUISItlon There are no lines on this request.
IE\; 1. Define Requisition 2. Add Items and Services 3. Review and Submit ‘ Please add new ine in order to save this
i requizition.

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: || | Q Search Total Lines: i}

- . . Total Amourt (USD). 0
Catalog Favorites Templates ial Request

Select a Request Type

Special ltem Request an itern thatis not listed in the Catalog.

Fixed Cost Service Request a ane-time service far a flatfee.

Wariable Cost Serice Reguest a service farwhich the fee is based on the time worked.

Time and Materials Request a service farwhich the fee is based on the time worked and materials used.

Review and Subrnit
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

18]
Z|ENE R B

ORACLE’

Favovrites MainvMenu ¥ ePrDcuvrement > Create Requisition

Sign out

() Help
. el Requisition Summary
Cre ate RequlS“:an There are no lines on this request.
’E\L 1. Define Requisition 2. Add ltems and Services 3. Review and Submit ‘ Plegaz ad nzv 2 in arder ta save this
il requizition.

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: | | Q Search Total Lines: g

Total Amount (USD)

| Catalog \|| Favarites \|| Templates \|| Forms \|| Weh b

Special temn

*Item Description: |Commodity |

*Price: 500.00000 *Currency:

*Ouantity: *Unit of Measure: :IQ
egory: ue Date:

“Cat [ . Due Dat [ 8

Vendor ID: I:IQG Sugoest Mew Vendar
Vendor Name: I:I A

Vendor ltem ID: | |

Wit ID: [ &

Manufacturer:

g ltem ID: | |
Additional Information Request New ltem
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& Create Requisition

ORACLE’

Create Requisition

Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Favovrites MainvMenu ¥ ePrDcuvrement > Create Requisition

Look Up Category

Mote: You rmay either Search or Browse to look up the appropriate category for your special request.

} Search Categories

~ Browse Category Tree

'Select a catalog: |AII Furchase lterms

Left| Right ALLITEMS - DO MOT LISE

() Help

Requisition Summary

There are no lines on this request.
Please add new ling in order 1o save this
requizition.

Total Lines: 1]

Taotal Amaourt (LS00 o
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

When the folder opens click on the appropriate category. (Note: The folder for a category will not contain
a +.) In this example, click “Mntc Building Equip New.”

/= Create Requisition - Microzoft Internet Explorer provided by Towson University = 3] x|

'« I,u €] https: /(<31 spi towson edu/psp/F 531 5P1/EMPLOYEE /ERP/o/PY_MAIN_MEMLLFY_REQ_ENTRY GELYFORTALPARAM_FTCNAY=ER_PY_RED_ENTIE] ]| #2 ]| x| 2

ot | Fy

[
ORACLE'

Fa\rovrites MainYMenu > ePrDcuvrement » Create Requisition
Create Requisition

Requisition Summary

There are no lines on this regquest.
Fleaze add nesy ling in arder to save this
requisition.

Look Up Category

Mote: You ray either Search or Browse to look up the appropriate category for your special request.
} Search Categories
+ Browse Category Tree

‘Select a catalog: |AII Purchase ltems

Left| Right (= BEMITEMS SO0 NOT USE
SUPPLY UNDER 500- D0 WOT USE
EQUIPMERT - DO MOT LISE

ACADEMIC ] T- DO MNOT USE

ADMIM | T- D0 MNOT USE

OTS_PURCHASES - DO RMOT LISE

COMMURICATIONS - DO MOT USE

WEHICLES - DO MOT LSE

POLICE PURCHASES DO MOT LSE

SERVICES - DO MNOTUSE

CORSTRUCT & MAINT DO NOT USE

UTILITIES - D2 MOT USE

CORSULTANTS - DO MOT LUSE

0 TRAVEL - DO MOT USE

Total Lines: 1]
Tatal Amaourt (LS00 a

o]

o]

o]
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

The Item Category assigns the account number to your requisition(account number will not be seen) and is
used to route the requisition to a Buyer.

/= Create Requisition - Microzoft Internet Explorer provided by Towson University = 3] x|

€] https: /(<31 spi towson edu/psp/F 531 5P1/EMPLOYEE /ERP/o/PY_MAIN_MEMLLFY_REQ_ENTRY GELYFORTALPARAM_FTCNAY=ER_PY_RED_ENTIE] ]| #2 ]| x| 2

ot | Fy

ORACLES
Fa\rovrites MainYMenu > ePrDcuvrement » Create Requisition

~+ Browse Category Tree Requisition Summary

‘Select a catalog: |AII Furchase ltems There are no Iineg an this request. _
Fleaze add nesy ling in arder to save this

requisition.

Left| Right (2 ALLITEMS - DO NOT USE
SUPPLY UNDER 500 - DO NOT USE
= EQUIRMENT - DO NOT USE

[ Equipment Repair & Maintenance

Total Lines: 1]
Tatal Amaourt (LS00 a

[=r Education Vocation Equip Rep

[=r Education Vocation Equip Mew

[£= maintnce and Bldg Equip Rep

[£= hinte Bldg Equip Mew
[ Audiovisual Equipment Rep

Audiovisual Equiprment Mew:

[= Office Equip Furniture Reple

[£= Ofiice Equip & Furniture Mew

[=r Other Equip Furn Replace

[£= Other Equip Furn Mew
ACADEMIC | _T-DO NOT USE
ADMIMI_T- DO NOT USE
OTS_PURCHASES - DO MNOT USE
COMMUNICATIONS - DO NOT USE
WEHICLES - Do MOT USE
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Fill in the “Unit of Measure” and the “Due Date.” Enter any Additional Information and click the boxes
labeled, “Send to Vendor,” “Show at Receipt,” and “Show at Voucher.”

/= Create Requisition - Microzoft Internet Explorer provided by Towson University = 3] x|

& Create Requisition

ORACLE

Fa\rovrites MainYMenu > ePrDcuvrement » Create Requisition

| gdldlug ” Eavuries ” AEMMIpELES ” FUIIms ” =] W

Sign out

Special ltem Requisition Summary
There are no lines on this regquest.
. L IS di Fleaze add new line in arder to save this
tem Description: | ormmodity | recquisttion.
*Price: 500.00000 *Currency:
*Quantity: 10.0000 *Unit of Measure: Q IZ:: z:_:j o (USDY, g
*Category: MMTC BLD EQUIP G Due Date: 10/2042011 [+ :
Vendor ID: I:IQ‘ Sugoest Mew Yendar
Vendor Name: I:I @
Vendor ltem ID: | |
Mt I0: I N
Mamufacturer:
g ltem ID: | |

Additional Information Request New ltem
Demo additional infarmation. (E15 CIRequest New ftem
Send to Vendor Show at Receipt Show at Voucher

| Additern || cancel || Add or Start Mew Type |
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

If the vendor is in PeopleSoft, it can be found using the “Vendor Lookup.” If it is a new vendor, click the

“Suggest New Vendor” link and enter at least a vendor name, contact and phone number. When you are
done, click OK.

/2 Create Requisition - Microsoft Internet Explorer provided by Towson University = 3] x|

&) hiips: /591 sp1 towson. edu/psp/F5315 P1/EMPLOYEE /ERP/c/PY_MAIN_MENU.PY_REQ_ENTRY.GBL?PORTALPARAM_PTCNAV=EP_PV_REQ_ENTI =

- 55 A il
& Create Requisition

ORACLE
Favovrites MainvMenu ¥ eProcuvrement » Create Requisition
(Z)Help <]
Suggegt aVendor Requisition Summary
There are no lines on this request.
Please add new line in order to save this
Vendor Name: |TB stiendor | requisition.
Contact Name: |Jae the Salesman |
ot 0
Address Information Total Amourt (USDY’ a

Country: l:lqh
Address 1: | |
Address 2: | |
Address 3: | |
city: | |
State: Postal: I:I

Phone Information
Phone Type: |— Prefix: l:l
Telephone: 410 123-4567 Ext: I:I
Comments: =
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Click the “Add Item” button to add the item to your requisition. A new blank entry screen will appear
which can be used to add additional items to your requisition.

/2 Create Requisition - Microsoft Internet Explorer provided by Towson University == E

] https: /71531 spi towison edu/psp/F 531 5P1/EMPLOYEE /ERP/o/PY_MAIN_MENLLPY_REQ_ENTRY GBLPPORTALPAREM_PTCNAY=EP_PY_RED_ENTIZ] 2 EE

& Create Requisition

ORACLE’

Sign out

Favorites -~ Main Menu > eProcurement > Create Reguisition
HEN UESLHIpuL, Te ey

“Prica: 500.00000 gD
Price: “Currency: _ Requisition Summary
*Ouanitity: 10.0000 *Unit of Measure: Q There are no lines on this request.
Pleaze add new line in arder to save this
*Category: MNTC BLD EQUIP G Due Date: 10/2102011 [ recuisttion.

Vendor ID: |:| @

Vendor Name: |:| Q Suggested Vendor: TestWendor
Vendor ftem ID: | |

g ID: I:IQ

Manufacturer:

Mig ltem ID: | |

Total Lines: 1]
Tatal Amaourt (LS00 o

Additional Information Request New ltem
Dema additional infarmation. g " Request New ftem
Send to Vendor Show at Receipt Show at Voucher
| additem || cancel || Add or Start Mew Type |
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

When you are done adding items click “Review and Submit”.

/2 Create Requisition - Microzoft Internet Explorer provided by Towson University = e

reate Requizsition

ORACLE’

Fa\mvrites MainvMenu > eProcuvrement » Create Requisition

{Z)Help
P Requisition Summary
Create Requisition bescription ary | Lom
EL 1. Define Requisition 2. Add Items and Services 3. Review and Submit ‘ Commadity 10 EA
Add lines to the requisition, specifying the information necessary to procure each item or service. Total Lines: 1
Search: | 2 searcn Total Amournt (USDY’ 5,000.00

Catalog || Favorites || Templates |

Special tem

*ltem Description: | |

*Price: Currency:
“Ouantity: I:I *Unit of Measure: |:|Q;
*Category: I:I @, Due Date: |:|Eﬂ

Vendor ID: I:I Q Suggest Mew Yendor

Vendor Name: I:l @

Vendor ltem ID: | |

Mg ID: A

Mamrfacturer:

g em ID: | |
Additional Information Request New ltem
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

The screen will show all of the items on your requisition. For this requisition, there is only one line item.
18]

/2 Create Requisition - Microzoft Internet Explorer provided by Towson University

L (e bl
& Create Requisition

ORACLE
Fa\mvrites MainvMenu > eProcuvrement » Create Requisition
{(Z)Help <]

P Requisition Summary
Create Requisition bescription ary | Lom
EL 1. Define Requisition 2. Add Items and Services 3. Review and Submit Commadity 10 EA
Review the details ofvour requisition, make any necessary changes, and submit it for approval. Total Lines: 1

Total Amaount (USD) 500000

Business Unit: TOWEM | Towson University

‘Currency:

‘Requester: |LPERKIN |Q Lvnn E. Perking
|Comm0dit§.rTraing Reguisition | Priority: |—

Requisition Name:

Requisition Lines
Vendor Name

Line Description
P Commodity 100000 Each 500.00000 5,000.00 B2
[ SelectAll/ Deselect All Total Amount: 500000 USD
L% AddtoFavorites By addto Template(s) Madify Line f Shipping § Accounting | @ Delete |

[T Show at Receipt [T Shown at Voucher

[T Send to Vendor

3] Cheek Budget |
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

If you need to adjust accounting charges before you submit the requisition, click on the small triangle next
to the requisition line.

/> Create Requisition - Microsoft Internet Explorer provided by Towson University == E

- [t

o . =
(& Create Requizsition

ORACLE’

Home iz es Sign out
Fa\rDvrites MainvMenu » eProcyrement > Create Requisition

Requisition Name: |Comm0dit§.rTraing Reguisition | Priority: |—
Requisition S
Requisition Lines I:l ummary oy Uom
Line Description Vendor Name anti commodity 1 D| EA
= Commodity 10.0000 Each 500.00000 5,000.00 G Total Lines: ]
Total Amournt (LISD)! 5,000.00
[~ consolidate with other Reqs Override Suggested Vendor al Amourit (USD)
Shipping Line: 1 Due Date: 1052152011 Eﬂ Cuantity: 10.0000 Price: 500.00000 E|
Status: Active *Ship To: CENTRRECY @ Modify Onetime Address
Attention To: Lynn E. Perkins |
*Distribute By: E SpeedChart: [ & ‘Liquidate by At =]

Accounting Lines ize | Find |
Chartfielis? | Detals || Details2 | Sssetinformation | Assetinformation 2 | Budget Information |

Line Dist Type  ‘Location Cruantity Percent Merchandise Amt  GL Unit
1 Open [PROCUREMNT @ | 10.0000 | 100.0000) 5,000.00 [TOWSN (2 =
M SelectAllf Deselact All Total Amounit: 500000 USD

Ll AddtoFavorites By addto Template(s) Madify Line f Shipping / Accounting | @  Delete |

Comments
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Favovrites MainvMenu ¥ ePrDcuvrement > Create Requisition

Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Requisition Name: |Comm0dit§.rTraing Reguisition

| Priority:

[edium ]

= S

Sign out

Requisition Summary

Description Oty UomMm
Commodity 10 EA
Total Lines: 1
Total Amourt (USD). 3,000.00

Accounting Lines

Budget Information \|

~ 0O+ Comrmodity 10.0000 Each 50000000 5,000.00 B
[T consolidate with other Reqs override Suggested Vendor
Shipping Line: 1 Due Date: 10i2172011 El Cuantity: 100000 Price: 500.00000 [+ [=]
Status: Active *Ship To: CENTRRECY @, Modify Onetime Address
Attention To: Lynn E. Perkins |
‘Distribute By: E SpeedChart: [ & Liquidate by Arnt =

Chartfigids! | Details | Defails2 | Assetinformation || AssetInformation 2 |
Account Fundd Dept Initative Project Affiliate Funi Affiliate
[B11135 @ [tooo @ [resso @ | @ ]| [ % =
M SelectAllf Deselact All Total Amount: 500000 USD
L% AddtoFavorites By addto Template(s) Madify Line f Shipping § Accounting | @ Delete |
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition

Enter any comments to your approver in the box labeled “Comments.” If you want to save your requisition
without submitting it for approval, click “Save and Preview Approvals.” If you would like to submit the
requisition for approval, click “Save and Submit.”

/2 Create Requisition - Microsoft Internet Explorer provided by Towson University =] =]

€] https: /71531 sp1 towsan, edw/psp/F 531 5F1/EMPLOYEE /ERP/o/PY_MAIN_MEMLLFY_REQ_ENTRY.GBLIPORTALPARAM_FTCNAY=EP_PY_REG_ENTIZ] 2 EE

- 55 A W

ORACLE’

Favovrites MainvMenu ¥ ePrDcuvrement > Create Requisition

Status: Active *Ship To: CENTRRECY [“,  Modify Onetime Address
Attention To: |Lynn E. Perkins | Requisition Summary
Description Oty UomMm
‘Distribute By: E SpeedChart; [ @& lquidateby At =] Cornrm odity 10 EA
Accounting Lines Find | Total Lines: 1
Chartfields | (LI Detals | Detals2 | Assetinfarmation || Assetinformation 2 || Budget Information | Tetal Amourt (USD). 5,000.00
Account Fundd Dept Initative Project Affiliate Fund Affiliate
[Br113s @ oo @ [ressn @ | @& | @, | @, || @, =
M SelectAllf Deselact All Total Amounit: 5000.00 USD
L &  AddtoFavorites | By aAddto Template(s) Madity Line f Shipping / Accounting (@ Delete
|Enter comments to your Approver here, Do not elick any ofthe boxes helow. (B
[T Send to Vendor [T Show at Receipt [T Shown at Voucher [T Approval Justification
|&3  CheckBudget |
E‘u Save & submit ] . Save & preview approvals ] [ X Cancel reguisition ] Find more iterns

Revised 12/1/11 Towson University Page 17 of 18



Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Commodity Requisition
When you click “Save and Submit,” this screen will appear telling you where the requisition has been

submitted for approval. Once the requisition has been approved and successfully budget checked, it will
be forwarded to the appropriate Buyer for action.

/2 Create Requisition - Microsoft Internet Explorer provided by Towson University

Iﬁ Google |E|

@7@' {2 hips. /1531301 towson. ecu/psp/F531 SP1/EMPLOYEE /ERP/o/Py_MAIN_MENU.PY_REQ_ENTRY.GBL?PORTALPARAM_PTCHay-EP_Pv_Rea_enTIzl| B (B[ /| x|

File Edit ‘“iew Favortes Tools  Help

x Go g]ﬁ| ji’ Search ~ |- More > _ Signln S - X l.EKM'\RKv
{;‘f Favarites | {é‘p . Practical COLOR Help m Mariuz Best arm friendly racq... . http--www po.com-en_US-do... & | The Duotations Home Page - * Most Requested Series Data... R CAMS E Cook Library E Directary E Inzside »
@ Create Requisition & - - @ * Page~ Safety~ Took~ @v =
Hotme | ‘Wiorklist | Add to Favorites | Sign out
Fa\mvrites MainvMenu ¥ ePrDcuvrement » Create Requisition
(Z)Help [=]
Requisition Summary
- - Description Oty Uom
Confirmation Carmmadity 10 =
R sted For: . Numl fLi i Tatal Lines: 1
equested For: Lynn E. Perkins umber of Lines: 1 Total Amount (USD), 5.000.00
Requisition Mame: Commaodity Traing Total Amount: 5,000.00 USD
Feguisition
Requisition ID: ooooona2an
Business Unit: TOWER
Status: Fending
Priority: hedium
Budget Status: Mat Checked
Fiscal Approval |
— Commodity Traing Requisition:Pending [#]5tart Mew Fath
2
Pending
Lucy L. Slaich
G) Department Managers _E
|Done I_’_’_’_’_’_@ Intermnet Fa |'5§“g‘IDD°/° =
ttfs:an| a~EoeEn (6 Mictosaft Difice Oulook +| (=) APPROVER AND REQU... | 1] Document] - Micrasolt W.. || € Create Requisition - .. @2 ||13.§ LD &@ 24P
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