Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

Click on the “eProcurement” link.
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

Click the “Create Requisition” link.

/> Base Navigation Page - Microsoft Internet Explorer provided by Towson University =] =]
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service 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 the next fiscal year).
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‘ EL 1. Define Requisition 2. Add Items and Services 3. Review and Submit ‘ There are nolines an this request.
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

Click either the “Continue” button or “2. Add Items and Services” to proceed.
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

Click the “Special Item” link.
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

Enter the Description, the Quantity, the Price and the Unit of Measure. The quantity for a service
requisition will always be one (1) and the Unit of Measure will always be $$$. The price will be what you
intend to spend for a year. Click the Lookup button next to the Category box.
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

Click the small folder with the + sign to open the Category Tree.

/2 Create Pequisition - Microsoft Internet Explorer provided by Towson University
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

Click the + sign on the folder containing the appropriate category. In this example, click “Services.”

'~ Create Requi n - Microsoft Internet Explorer provided by Towson University
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

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

/= Create Requisition - Microsoft Internet Explorer provided by Towson University =] =]
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

The Item Category assigns the account number to your requisition (you will not see the number) and is
used to route the requisition to a Buyer. If you have not already done so, fill in the Unit of measure with
$8$ and enter the date you want the service to start in Due Date. Enter any Additional Information and
click the boxes labeled, “Send to Vendor,” “Show at Receipt” and “Show at Voucher.”
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

If the vendor is in PeogleSoft, 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
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Suggest a Vendor

Vendor Name: |Ser\rice FProvider |

Contact Name: |.Joe Salesman |

Address Information

Country:

Address 1:

Address 2:

Address 3:
City: |
State: Postal: I:I

Phone Information
[Business Phonis] 1

Phone Type: Prefix:
Telephone: 410 123-4567 Ext: l:l
Comments:

|2 ]

EE B —— L

| Addto Fay Sign out

Requisition Summary
There are no lines on this request.
Fleasze add new ling in order to save this

requizition.

Total Lines: 1]
Tatal Amaourt (LS00 o
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

Click the “Add Item” button to add the item to your requisition.

/2 Create Requisition - Microsoft Internet Explorer provided by Towson University =] =]
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*ltem Description: [service |
*Price: TCurrency: er I renuest.
*Ouarntity: *Unit of Measure: Q& Pleaze add new ling in order to save this
*Category: Q Due Date: fansizon |5 e
Vendor ID: |:| 'aa Total Lines: i]
Vendor Name: [ 1% Suggested Vendor: Senice Provider Total Amount (LSD). o
Vendor ftem ID: | |
it 1D: [ &
Manufacturer:
g em ID: | |
Additional Information Request New ltem
Demaonstrate additional infarmation (E1A I 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 Service Requisition

A new blank entry screen will appear which can be used to include additional items to your requisition.
When you are done adding items, click “Review and Submit.”

/= Create Requisition - Microzoft Internet Explorer provided by Towson University = 3] x|
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Create Requisition Requisition Summary
‘ _.>’< 1. Define Requisition 2. Add ltems and Services 3. Review and Submit ‘ Destriplion iy |UOM
Senice 1 555

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

Search: [ 9 Search Total Lines: 1

Total Amourt (USD)! 50,000.00

| Catalog \|| Favarites \|| Templates \|| Farms \|| Weh lE cial Request

Special termn

*ltem Description: | |

*Price: 0.00000 *Currency:
“Ouantity: I:I *Unit of Measure: |:|Q.,
*Category: [ & Due Date: [ 8

Vendor 1Dz I:IQ Sugoest Mew Wendar
Vendor Name: I:I Q‘

Vendor ltem ID: | |

Wit ID: [ &

Manufacturer:

g em ID: | |
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Entering a Service Requisition

The screen will show all items on your requisition.
MEE

/2 Create Requisition - Microsoft Internet Explorer provided by Towson University
m _:' Google !
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Fa\mvrites MainvMenu ¥ ePrDcuvrement » Create Requisition
Create REQUISItIOn Requisition Summary
E\_ 1. Define Requisition 2. Add ltems and Services 3. Review and Submit E=nnRtie [sidy el
Service 1| [323
Review the details ofvour requisition, make any necessary changes, and submit it for approval.
Tatal Lines: 1
Tatal Amaurt (USD). 50,000.00

Business Unit: TSR Tawezan University

|Q Lynn E. Perkins ‘Currency:

prorty:  [weaum ]

‘Requester: [LPERKIN
|Service Requisition Demo |

Requisition Name:

Requisition Lines

Line Description Vendor Name

U Senice 1.0000 Dollars 50,000.00000 50,000.00 G
[ SelectAll/ Deselect All Total Amount: 50,000.00 USD
Ll AddtoFavorites e Madify Line f Shipping / Accounting | @  Delete |
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service 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 - Microzoft Internet Explorer provided by Towson University
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ORACLE’
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Fa\mvrites MainvMenu > eProcuvrement » Create Requisition

Requisition Name: |senice Requisition Demo | Priority: [Medium =]
Requisition Lines lSummary oty iom
Description Vendor Name anti i Semice 1 | 555
01 Senice 10000 Dollars £0,000.00000 50,000.00 B Tatsl Lines: 1
: 50,000.00
[~ Consolidate with other Reqs Override Suggested Vendor Total smount (UZD). '
Shipping Line: 1 Due Date: 12052011 [H guantity: 1.0000 Price: 50,000.00000 =
ST Active *Ship To: CENTRRECY (& Modify Onetime Address
Attention To: |Lynn E. Perkins |
‘Distribute By: E SpeedChart; [ & Liquidate by Arnt =
Accounting Lines ize | Find | | 10f1
([ Chartfields2 | Details | Details2 || Assetinformation || Asset Information 2 || Budget Information |
Line Dist Type  ‘Location Cruantity Percent Merchandise Amt  GL Unit
1 Open [PROCUREMNT @, | 10000 | 1000000 50,000.00 [TOWSN @ (=l
|
T Selectallf Deselect Al Total Amourit: 50000.00 USD
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Entering a Service Requisition

Create Requisition

ORACLE

Fa\mvrites MainvMenu ¥ ePrDcuvrement » Create Requisition

Requisition Name: |Service Requisition Derno | Priority: |—

Requisition Lines

Description Vendor Hame
<[+ Senvice 1.0000 Dollars 50,000.00000 50,000.00 G
[T consolidate with other Reqs override Suggested Vendor
Shipping Line: 1 Due Date: 1201 52011 E  ouantity: 1.0000 Price: 50.000.00000 [=]
Status: Active *Ship To: CENTRRECY @, Modify Onetime Address
Attention To: |Lynn E. Perkins |
‘Distribute By: E SpeedChart: [ & Liquidate by Arnt =

Accounting Lines

Chartfigids1 Details | Defails2 | Assetinformation || Asset Information 2 | Budget Infarmation
Account Fundd Dept Initative Project Affiliate Funi Affiliate
[sos2za @, [tooo @ [resso @ | @ [ [l % =
T SelectAllf Deselact All Total Amounit: 50000.00 USD

Revised 12/7/11 Towson University
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Requisition Summary

Description Oty oM

Semice 1|

Total Lines:
Total Amourt (USD)

a0,000.00
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Updated Job Aid for Requesters
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Entering a Service Requisition

Enter your justification comments in the “Comments” box and click the box labeled “Approval
Justification”.

/= Create Requisition - Microzoft Internet Explorer provided by Towson University
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> 55 €]

€ Create Requisition
ORACLE
Fa\mvrites MainvMenu > eProcuvrement » Create Requisition

Accounting Lines

ind |

: — . - n— - mA— Requisition Summary
Chattfieldz1 Detailz || Detsils 2 || Assetinformation | Asset nformation 2 Budget Infarmation | Description Oty Uom
Account Fund Dept Initative Project Affiliate Fund Affiliate Senvice 1] B5§
lbos2z4 @ [1o00 (@ fress0 @ | @ | @ | @ | X =] Total Lines: 1
Total Amaurnt (LS00 £0,000.00
M SelectAllS Deselact All Total Amounit: 50000.00 USD
L [ Add to Favorites By addtoTemplaters) || Madify Line / Shipping | Ascounting (@ Delete

Demonstrate Approval Justification Comments

]
[T Send to Vendor [T Show at Receipt [T Shown at Voucher Approval Justification
3] Cheek Budget |
@ Sawe & submit ] Save & preview approvals ] [ X Cancel requisition ] Find more iterns
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Updated Job Aid for Requesters
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Entering a Service Requisition

Click the small yellow and red icon labeled “Line Details.”

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

ORACLE

Addta F:
Fa\mvrites MainvMenu ¥ ePrDcuvrement » Create Requisition

Business Unit: TOWYSH Towson University Requisition Summary
‘Requester: [LPERKIN (@, Lynn E. Perking ‘Currency: ;esffipﬁm oty 1|Ui!‘-'lll| -
BrvICE
Requisition Name: |Service Requisition Derno | Priority: |—
Requisition Lines Total Lines: 1
i Description Vendor Name i Total Amount (USD): 50,000.00
~ 0O+ Service 100000 Dollars 50,000.00000 50,000.00 B
[~ consolidate with other Reqs Override Suggested Vendor Ling Details]

Shipping Line: 1 Due Date: 121512011 EH  ouantity: 1.0000 Price: 50.000.00000 =

Status: Active *Ship To: CENTRRECY @, Modify Onetime Address

Attention To: Lynn E. Perkins |

*Distribute By: E SpeedChart: [ & ‘Liquidate by At =

Accounting Lines
Chartfigids! | Details | Defails2 || Assetinformation || AssetInformation 2 | Budget Information |

Account itati Project Affiliate Funil Affiliate
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Entering a Service Requisition

The Line Details page will appear. Click in the box labeled “Amount Only,” then click OK.

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

L

5% 2] 2,
ORACLE

Fa\mvrites MainvMenu ¥ ePrDcuvrement » Create Requisition
ey == | - ——— |—

vendor: | |Q Requisition Summary
Vendor Location: | |Q. Description Oty UOM

Suggested Vendor: Service Provider Service 1 | B35

€ Create Requisitio

Haome

Vendor's Catalog: | | Total Lines: 1
Vendor ltem ID: | | Total Amount (USD); 50,000.00

Manufacturer IDs | @ UPN ID:

Manufacturer:
Mamnufacturer’s ltem ID: |
Physical Nature |=emices
Where Performed |Eluyer's Location
" RFGQ Required = Zero Price Indicator Amount Only
-

Ll o

™ Device Tracking [T Inspection Required
Configuration Info

¥ Sourcing Controls

[ (814 ][ Cancel ]
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

This message will appear. Click “Yes.”

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

KD &)= [ tios:/is915p2 tawson.ecu/psp/ P15 P2/EMPLOYEE /EFP/c/P_MAIN_MENU FY_REQ_ENTRY GEL7PORTALPARAM_PTCNAY=EF_FY_FEC_ENTIS] 23 EE

L

. 5% 2] L
& Create Requizition ’_
ORACLES

Fa\mvrites : MainvMenu ¥ ePrDcuvrement » Create Requisition

Haome

Requisition Summary
Description Oty UoM
Service 1 | [323

Total Lines: 1
Tatal Amount (LS00 a0,000.00

The guantity will he setto 1 for an amount only line. The system will reprice
the line. Continue? (10150,238)

The Requisition quantity will be setto 1 for an amount only line, the system
will reprice the requisition line foryou.

e
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Updated Job Aid for Requesters
PeopleSoft Financials 9.1

Entering a Service Requisition

You will be taken back to the “Review and Submit” screen. 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 Pequisition - Microsoft Internet Explorer provided by Towson University

2] x|
€] https: /1531 sp2 towsan. edu/psp/F 591 5 P2/EMPLOYEE /ERP/c/PV_MAIN_MEMLLFY_REQ_ENTRY.GELPFORTALPARAM_FTCNAV=EF_PV_REQ_ENTI[E] = En
| &=
ento music s
> <5 &) L
& Create Requisition
ORACLE
. Home: Sign out
Favovrites MainvMenu ¥ ePrDcuvrement > Create Requisition
‘Distribute By: Arnt =] SpeedChart: [ &  Liquidate by Arnt =]
Requisition Summary
Description Oty UomMm
Chartfislis2 | Details || Detmils2 || Assetinformation | Asset infarmation Senice 1] {111
Line Dist Type ‘Location Percent Merchandise Amt  GL Unit Total Lines: 1
1 Open [PROCUREMNT @, 100.0000 50,000.00 [TOWSH @ =l Total Amourtt (USD). 50,000.00
[T Select &l f Deselect Al Total Amount: 50.000.00 USD
Ty Add to Favorites | By addtoTemplatetsy | 2 Madify Line / Shipping  Accounting [[@  Delete |
|Dem0nstrate Approval Justification Comments (E1
[T send to Vendor [ Show at Receipt [T shown at Voucher Approval Justification
3] Gheek Budget |
E‘H Sawe & submit ] [ . Save & preview approvals ] [ x Cancel reguisition ] Find rmore iterns
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Updated Job Aid for Requesters
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Entering a Service Requisition
When you click “Save and Submit,” this screen will appear telling you where the requisition has been
y ppP gy q

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