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~ “,r
University SYSTEM SYSTEM
of Houston Im University U H m. L] CINCO RANCH

f How
Clear Lake "Victorn.
User ID: | | (User ID is your 7-digit PeopleSoft ID Number)
Password: | |

Request A New Password

UNIVERSITY OF HOUSTON . UH-CLEAR LAKE - UH-DOWNTOWN . UH-YICTORIA
UH SYSTEM at CINCO RANCH » UH SYSTEM at SUGAR LAND » UH SYSTEM DISTANCE EDUCATION

State of Texas + Compact with Texans » Statewide Search =* Reporting Copyright Infringement =« Privacy and Policies
® 2007 University of Houston System = 4800 Calhoun, Houston Texas 77004 + Contact UH System * Feedback

Enter your User ID and password.

Click the —#" | button or simply press Enter and the following page will appear.

-« UHS Finance
@8 Test DB

FPersonalize Content | Layvout

Menu B E3 |l Requisition worklist
_Search:

| |®

[+ My Favarites

[ Business Processes
[> Custom Reparts

[= Computer Operations
[ Wendors

[ Purchasing

[> Accounts Payable

I» Asset Management

[» Commitment Control
[> General Ledger

[+ Bet Up Financials/Supply Chain
[+ Application Diagnostics
[ Tree Manager

[» Reporting Toaols

[» PeopleTools

— Chanoe bty Password
— My Personalizations

— iy Systerm Profile

— My Dictionary

Mo Reguisitions

" BeopleSe’

If you do not have the Requisition Worklist Table click on Sontent| located just
above the menu and the following page will appear.
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Personalize Content

Choose Pagelets: Simply check the iterns that vou want to appear on yaur hamepage.
Rememberto click "Save" when done.
Arrange Pagelets: Goto  Personalize Layout

Welcome Message: ||

PeopleSoft Applications Financials
Menu Reqguisition worklist

i My Reports

& save) Beturn to Home

= motify

Put a check mark in the box next to requisition worklist and then click save. Now
every time you log on to PeopleSoft the requisition worklist will appear.

Select the following in the menu field:
Purchasing — Requisitions — Maintain Requisitions.
The following page will appear.

fEhUHS Finance
wa'Reporting DB

(=1

Requisitions
Use the following search to look for an existing Requisition.

/ Find an Existing Value ' Add a New Value

Business Unit: = v [00755 |2
Requisition 1D: | begins with » ||| |
Requisition Status:| = V| | V|
Crigin: | begins with || |Q
Requester: | begins with | || |Q

[[]case Sensitive

Search | Clear | Basic Search [El Save Search Criteria

Find an Existing Value | Add a Mew Value
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Click on the “Add a New Value” tab, and the following page will appear.
@Urs France
w*'Reporting DB

=013

Requisitions

| Find an Existing Value | Add a New Value |

Business Unit:|p0765 |
Requisition ID:

Add

Find an Existing Value | Add a Mew Value

Business Unit: The system will default to 00765. If it does not, please type in
00765.

Since you are entering a requisition for the first time you need to click the

Add |

button and the following page will appear.

@UHS Finance
el REPGI‘tII’Ig DB Home Add o Favoriles Sign out
=1

Mew Window | Help | Customize Page | 5}

[ Form '\ Schedule |~ Approval ) Documents

Unit: 00785  ReqlD: NEXT *Req Date: | 0510112008 |5 grigin: | 000 & A X o=
*Requester: | |Q [1Hold From Further Processing

Status: Open Budget Status: Mot Chi'd Accounting Date: |05/01/2008 = *Currency: Dollar

Customize | Find | View All | # First [4] 1 r 4 [ Last

Sel Line ltem ID Description Reg Qty *UOM Category Price Ship To Status

1 & | =B fooooo |[ ] @ | |, [0.00000 || @ Active =
Total Amt: 0.00 USD Total Base Amt: 0.00 USD
*Goto: Header Defaults Header Comments  ltem Search ltern Detail Line Defaults  Line Details

Copy From Catalog Line Comments  Sourcing Controls Wore %
B sae | E nNoy | e Refresn B add | J upsateispiay

Form | Schedule | Approval | Documents

To enter a requester, click on the magnifying glass located to the right of the
*Requester: | ﬂ

requester box
will appear.

and the following page
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Look Up Requester

Requester: |begins with V|| |

Descripﬁon:l begins with v” |

Look Up | Clear | Cancel |EIasicLO0I-:ug

Search Results
Only the first 200 results can be displayed. Enter more information above and search again to reduce the number of search results.
Wiew All 1-100 of 200 [p] Last

Requester Description

0000844 STEREM Mail.Shannon D-UHSL
0002099 Barrow Kimberly Anne
0002606 STERM. Erol.Mihan - UHCL
0003670 Win.Candace Wehe

0004807 Edwards Kim Elaing

0004514 Benjamin.Betty Jean

0005232 STERMSlough,Brenda H-UHCL

In the blank box after Description, type in the last name of the requester and click

Look U
n M . The name of the person you typed in should appear in the

Search Results  There may be more than one person with the same last name
as your requester so you may need to scroll down until you find the right person,
then click on the name and the following page will appear.

Sign out

&3UHS Finance
e REpDI'tlng DB Home Add to Favorites

E»
New Window | Help | Customize Page | &

f Form % Schedule " Approval | Documents |

Unit: 00785  ReqID: NEXT “Req Date: |05101/2008 | origin:| & AXDOE
“Requester: |MIMS.ERIC | DELEGATED PURCHASER [ Hold From Further Processing
Status: Open Budget Status: Not Chikd Accounting Date: |05/01/2008 LEx! *Currency:| 50| Dollar
Customize | Find [ View All | 88 First (1] 4 o4 [M] Last
Sel Li ltem ID Description Reg Oty *UOM Category Price Ship To Status
1T | | IR fooono |[ ] & | [0.00000 |[vuct14]Qy Adive =
Total Amt: 0.00 USD Total Base Amt. 0.00 usD
*Goto: Header Defaults Header Comments Item Search Item Detail Line Defaults  Line Details
Copy From Catalog Line Comments  Sourcing Contrals -More.. ~|
B save = Motify s Refresh B+ Add I Update/Display

Form | Schedule | Approval | Documents

Next you will need to enter the Origin. Click on the drop down box next to

- v | TEIRTIR w
origin: B8 ¥/ -+ <elect ONL.
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Next go to Header Defaults )icy this link at the bottom left corner of the page

right after ®®™ _ The following page appears.

Header Defaults
Unit: 00765 ReqlID: MEXT

) Default * override

Voo | [ tocaon |

Wendor Lookup

e | Ja
Ship To: YUICT14 Q. RECEIVING -CENTER BLDG
Due Date: |:|E1'J Category: |Q UOM: |:|Q

pistribute by speecchart: A

Details Y Asset Information
Dist  Percent GLUnt  Account E‘j—.’(‘j‘; DeptidD  Program BudRef  BudgetDate  Project Entry Event
1 | |[0o785 | | o[ e [voois|a | o | o osmizooe | o | |a
One Time Address
QK Cancel | Refresh |
" Default % Owerride .
Under | make sure Override is checked.
Vendor: | Q| Location: I Q)
Yendor Lookup
Buyer: Q)

Ship To: IHEEHE Q| PUBLICATIONS
Due Date: I [ Category: | Ql  uom: I =y

Fill in the Vendor, Buyer and Due Date boxes. Also be sure that the Ship To is
correct.

To enter the vendor, click on the QJ'icon next to the vendor box. The following
page will appear.

May 2008 6



Look Up Vendor

SetlD:
Vendor ID:

oavar

heging with |«

Short Vendor Name: | hegins with

Look Up |

Clear | Cancel |E|asi|: Lookup

Type in the Vendor's name in

Short Vendor Name:l hedins with j |WE5TERN

_Losk U | 1y t0n, the following will appear.

Search Results

endor ID  Short YVendor Name Name 1

0000036185 WESTERM DA-001

WESTERMN DATA SYSTEMS

0000050737 WESTERMACA-001

WESTERM ACADEMIC PRESS INC

000004377 2 WESTERMAMNA-001

WESTERN AMALYTICAL PRODUCTS IMC

0000005764 WESTERMASS-001

WESTERMN ASSHN OF COLLEGE & UnNIY BUSINESS

box and then click the

1-28 of 29

0000011785 WESTERMNASS-002

WESTERMN ASSH OF UNIVERSITY PUBLICATIONS

0000046705 WESTERMNASS-004

WESTERN ASSH OF PRELAVW ADYISORS

0000042181 WESTERMATH-001

WESTERM ATHLETIC SUPPLY

0000009085 WESTERMBLIS-001

WESTERN BUSINESS SYSTEMS

000001 2258 WESTERMNCOS-001 WESTERMN COSTUME CO

000001 2364 WESTERMNGRA-001

WESTERN GRAPHTEC INC

000000341 FWESTERMILL-001
0000011406 WESTERMIMT-001

WESTERM ILLINGIS UM
WESTERM INTERSTATE COMM FOR HIGHER ED

0000005489 WESTERMNKEN-001

WESTERN KEMTUCKY UMY

0000043632 WESTERMLEI-001

WESTERN LEISURE INC

000000627 3WESTERMLIT-001

WESTERN LITHOGRAFPH

Marme 2 Old Vendor ID
Number
(blank) (blank) (hlank
hlank hlank hlank
hlank (hlankd) hlanks
OFFICERS (hlank) 16803809520
MARAG (blank) 193090473145
(blank) (blank) (hlank
(blank) (blank) hlank
hlank; blank 17601862273
{hlank (hlank) 19523962793
{hlank) (hlank) 19533303491
{hlank) (hlank) 13708104585
{hlank) (blank) 18460089443
{hlank (hlank) 161605956284
hlank hlank hlank
{hlank) (hlank) 17413587040

If there is more than one vendor with a like name of the vendor you are looking
for, the screen will look like the above. Scroll until you find the vendor you are

looking for and then click on their name. You will return to the Header Defaults
page and the vendor box will be filled in.

You are now ready to enter the Buyer. The two options for UHV are:

e Brenda Zellmer - 0807122
e Mary Lou Rendon - 0813172

Enter the ID number for one of the buyers in the Buyer field.

You are now ready to enter the DUE date. You can either enter the due date or

click on the kil icon next to the Due Date Box.
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Once you enter the Due Date you are now ready to enter your cost center.

NOTE: If you are entering a multi-line requisition and all lines are going to be
charged to the same account number and cost center you only need to enter the
cost center one time on this screen. If you are going to charge any line to a
different cost center DO NOT enter it here. It can be enter by line later in the
instructions. By entering the cost center in Header Defaults, the system will
automatically default each line to the cost center that is entered.

Distribute by: v SpeedChart: | |Q

Distributions
Details | Asset Information

Fund

Dist Percent GL Unit Account Code DeptlD Program  Bud Ref Budget Date Project Entry Event
1 [100.0000] [00765 |@ [53914 |Q, |2064 | voo1s |Q [Fo347 | [BP200E|CL 05/01/2008 na e ] e

One Time Address
OK | Cancel| Refresh |

ictri Armt -
Be sure that Distribute by says Amt. Enter your cost center and

click OK and you will return to the Form page of the requisition.

@UHS Finance
w#4*Reporting DB

(=3

Add to Favorites

hew Window | Help | Customize Page | B,

/ Form Y Schedule j” Approval | Documents

; X A
Unit: 00765  ReqID: NEXT “Req Date: [06101/2008 | origin:[ONL | A X T ™

*Requester: |MIMS ERIC |2 DELEGATED PURCHASER [[1 Hold From Further Processing

Status: Open Budget Status: Not Chkd Accounting Date: [05/01/2008 | «Cyrrancy: | | Dollar

First [1] 4 o1 [M] Last

Sel Line [temID Description RegQty *UOM Category Pri Ship To Status
1| e | = & [oooo0 || | @& | [ooooao |[vuctie| Active =
Total Amt: 0.00 USD Total Base Amt: 0.00 UsD
*Goto: Header Defaults Header Comments ltermn Search ltemn Detail Line Defaults  Line Details .
Copy From Catalog Line Comments  Sourcing Controls | More... ~|
Save = Notify 4 Refresh E  Add I Update/Display

Form | Schedule | Approval | Documents

You are now ready to enter the Line Information: Description — Req Qty — UOM
(Unit of Measure) — Category and Price. Leave Item ID blank, we do not use this
field.

Description: Enter the item description and include the part/item number. Entry
should be in ALL CAPS and there is a maximum of 250 characters allowed in this

field. Option: click on =l to see full display of description. Additional description
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can be added by clicking on Line Lomments [ink at the bottom of the screen. The
following page will appeatr:

Line Comments

Unit: 00765 ReqlD: MEXT Line: 1

Find | View Al First (4] 1 or 1 (] L ast

=
Active Only *Sort Methd: | CommentTime Sta v | «=gqrt geq| AsCending

Comments:
ADDITIOMAL DESCRIPTION INFORMATION ENTERED HERE.

send to Vendor [] Shown at Receipt [ Shown at Voucher

File Name: File Extension: Q@‘
Standard Comments GoTo Source Fetch Item Specs
Ok | Cancel | Refresh ‘

When entering additional comments on this page please ensure that the

Sendto Vendor checkbox is marked, this allows the comments to print on the
Purchase Request document.

Quantity: Enter the quantity requested.

Unit of Measure: Click &/ for UOM. Click the ISRy IEINEIMTEN \iew Al
link to see all units of measure on one page. Scroll down and click proper check

box for the unit of measure you would like to use. Most common unit of measure
is Each.

Cateqgory: Click Q for Category. The following screen will appear:
Look Up Category

SetlD: 007av7
Category: begins with

Description: | hegins with |«

Look Up Clear Cancel Basic Lookup

May 2008 9



Change the drop down box next to Description to say “Contains” and then type a
Look Up

brief description of the item you are purchasing in the box. Click and

the following page will appear:

Look Up Category

SetlD: oovay
Category: begins with

Description:| contains * [COMPUTER

Look Up | Clear | Cancel |Eagi|:|_.:|.:|k|_|g

Search Results
1-T2of 73

Category Description

60008 ADDRESSING MACHINES (COMPUTER
20710  BATTERIES, COMPUTER AMD PERIFH
20714 BATTERY CHARGERS, COMPUTER AMD
20723  CARTS COMPUTER

98430 COMPUTER ACCESSORIES (MOT OTHE
20700 COMPUTER ACCESSORIES AMD SUUIPPL
20931 COMPUTER AIDED DESIGH

20830 COMPUTER AIDED DESIGH AMD VECT
2018 COMPUTER AIDED DESIGH SERVICES
92019 COMPUTER DIGITIZING SERVICES
20400 COMPUTER HARDWARE AMD PERIPHER
20600 COMPUTER HARDWARE AMD PERIPHER
96728 COMPUTER HARDWARE AND SOFTWARE
91828 COMPUTER HARDWARE COMSULTING
20732 COMPUTER IMSTRUCTIOMAL AIDS AM

Click on the most appropriate link in Search Results for your item.

Price: Enter individual unit price for each line item.

Ship To: A default ship to address of VUC115F should be shown, click the q to
change if necessary.

MULTI-LINE REQUISITION -
If you are entering a multi-line requisition after you have entered line 1, scroll

=l =]

over until you see
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To add a line click on the | icon and you will get the following message

Explorer User Prompk

Script Prompt;

! Enter nurmber af rows ko add:

i

Cancel

T s

Enter the number of lines you want to add and click OK and the following page
will appear.

~%UHS Finance
l?éﬁﬁeporﬁng DB

=

Add to Favorites

Mew Window | Help | Customize Page

f Form Y\ Schedule j Approval § Documents

[ ] | / i
Unit: 00765  ReqD: NEXT “Req Date: |05/01/2008 & origin:| ONL (w| ™ A X T B
*Requester: ||'\'|”\"|5.ER|C |2\ DELECATED PURCHASER [ Hold From Further Processing

Status: Open Budget Status: Mot Chi'd Accounting Date: iVDSIUﬂZUUB’E@ ‘Currenc‘,':l : Dollar

Customize | Find | View A1l | B First [{] 12012 %] Last

Sel Line [tem ID Description ReqQty *UOM  Category  Price Ship To Status
04 | | [DELL COMPUTER, = B [ooo00 [[Ea | @ [20400 | [1,400.000] VUCT15|Q Active =l
2 | la | S| B oooon [ ] @ | [o.00000 | vuct1a]y active =
Total Amt: 0.00 USD Total Base Amt: 0.00 UsD
*Goto: Header Defaults Header Comments ltem Search ltemn Detail Line Defaults Line Details
Copy From Catalog Line Comments  Sourcing Cortrols | ~MOre... ¥
B Save = Notify i Refrash B Add Update/Display

Form | Schedule | Approval | Documents

Enter the Description — Req Qty - UOM — Category and Price the same way you
did for line 1 for each line that you are adding. If all additional lines are going to
be charged to the same cost center as item 1 you DO NOT need to add the
additional cost centers because the system will default the cost center from what
you entered in Header Defaults.

If you are going to charge the full amount of any of the additional lines you added
to a DIFFERENT cost center, do the following.

Click the box next to the item number that you want to change the cost center on.
This will put a check in that box. Click on Schedule and once the schedule page
appears, click on distribution. You will notice that the cost center defaulted to
what you entered for item number 1. You can just delete what is in each field of
the cost center (a field at a time) and enter in the correct cost center you want to
use. Once you have done that, click on Ok and then on Save. You should be
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back at the Schedule page. Click on Form and this will return you to the
Requisition Form page. You are now ready to enter comments.

Click on He=sertenments gnd the following page will appear.

Header Comments

Unit: 00765 ReqlD: Qo0o002922

indJviewAll  First [ 1 or1 [M Last
% H

[“ActiveOnly  =sort Metha: | Comment Time Sta v | ~gort geq:| Ascending v

Comments:
PUT ANY INFORMATION THAT THE VENDOR: MAY NEED AS WELL AS QUOTE
INFORMATION AMD AMNY STANDARD COMMENTS.

Send to Vendor [ ] Shown at Receipt [ Shown at Voucher

File Name: File Extension: @
Standard Comments GoTo Source Fetch ltem Specs
oK | Cancel ‘ Refresh |

In the comments box type in any information that the vendor may need as well as
guote information and any standard comments that will help purchasing process

your requisition. Please make sure the ¥ SendtoVendor o, is checked. This will
allow your comments to print on the requisition cover sheet. Once all information
has been entered click OK and you will return to the Form page.

NOTE: The purpose/ benefit statement no longer goes on this screen and will be
added later in the Approval Comments Section.

. . . B sawe |.
You are now ready to save the requisition, click on the save icon Q in

the lower left corner of your screen. This will give you a requisition number.
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Reporting DB

Home Add to Favorites

@UHS Finance
[

Mew Window | Help | Customize Pz

[ Form Y Schedule | Approval | Documents |

Unit: 00765  ReqID: 0000002922 *Req Date: |05/06/2008 | origin: | ONL V|E‘/ AXDTR
“Requester: |[MINS.ERIC |2 pELEGATED PURCHASER [ Hold From Further Processing
Status: Open Budget Status: Not Chicd Accounting Date: | 05/06/2008 |@ *Currency: |JSE Dollar

Customize | Find | View All | 3

Sel Line ltem (D Description RegQty *UCM Category Price Ship To
1 |@ [PHoTOSHOP = | B [1.0000 |'EA Q [20400 @ [134.40000 [VUC114|Q, Active =
Total Amt: 134.40 USD Total Base Amt: 134.40 USD
*Goto: Header Defaults Header Comments... Item Search ltemn Detail Line Defaults Line Details
Catalog Line Comments  Sourcing Controls | More v|
B Save S Returnto Search | +E  Mextin List +E Previous in List ’ =l Notify f:aRefresh] B Add ] F Update/Displa

Form | Schedule | Approval | Documents

At this point, you are ready to attach documents, budget check and approve your
requisition. Before you do that, take a look at the requisition by clicking on the

L tab, then click on Print Requisition COversneet  pg il pull up the
requisition. Review the requisition and ensure that your entries are correct. If
everything is correct, X out of the Requisition Cover Sheet. If changes are
required, go back to the requisition and make the changes.

The process for attaching documents to your requisition works the same way as
attaching documents to other PeopleSoft Finance Transactions.

mUHS Finance
vt Test DB

(=3

Mew Window | Help | Customize Page | &,

J Form Y Schedule Y Approval | Decuments Y

Unit: 00730 ReqID: 000000GEES

Frint Requisition Coversheet

[¥] Display Active Documents Only Add New Document

ave - BIUrN [0 Searc ot + REefres =] 22 Update/Display
B s £ Retum to Search | [Z] Moty o Refresh B Add B faiD

Form | Schedule | Approval | Docurments
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. Add Mew Document . .
Click on and follow the instructions.

| ReqDocument Upload

Instructions:
1. Zelect an image file for this transaction by clicking the browse button below.
2. Upload the selected file by chicking the upload image button.

Select an Image

Browse...

[ Upload Image ]

Once you have selected your document, the following screen will appear
showing the document you selected.

j/ Req Document Upload

Instructions:
1. Zelect an image file for this transaction by clicking the browse button below.
2. Upload the selected file by clicking the upload image button.

Select an Image
DADOCUMENTS AND FORMS\BID REVIEW NOTICE. do

Upload Image ]

Click on L_Uplead Image | o e following page will appear.
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Mew Window | Help | Customnize Pane | &,

[ Form Y Schedule | Approval | Documents

Unit: 00730 ReqID: 000000GEG4

Print Requisition Coversheet

Display Active Documents Only Add New Document

e A First (4] 107 4 [*] Last
Security Flag Details
Active Status | Active o

Sequence Nbr 1

(\r@l\q Created By ZUNKERSH
Create Date/Time 05/30/2006 11:25:37TAM
Last Update User ID
Last Update Date/Time

Rendition Type

B Save | Q\RetumlnSeamh| = notify | ) Refresh E  add

Eort | Schedule | Approval | Documents =

(S

X | Discussions ~ | | % ty g ‘ | QDis:ussiUns not available on https:/fmy .uh.edu:95300

i Eorm i

You are now ready to Budget Check your requisition. Click on the
tab and then click on the Budget Check icon = in the upper right corner.

NOTE: The requisition must be budget checked before it can be approved.
This is a significant change from prior Requisition data entry.

Approval

Once you get a valid budget check click on the tab, the following

page will appear.
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£

Eorm Y Schedule Y Approval Y Documents |

Unit: 00765 ReqID: 0000002922

*Please select the appropriate approval path:
Department V0016

® DeptiColl/Div - Purchasing Office
) Dept/Coll/Div - OCG - Purchasing Office Source | ITS - Information Technology %

Business Unit 00755 Approval Instance
Approval Status

Requisition ID 0000002922
OperlD 0162254 Approval Action| ¥
Apply

Comment Log

You will first need to enter the Purpose/ Benefit statement in the Add Comments

box.

Comment Log

Add Comment
ENTER YOUR FURPOSE BEMEFIT STATEMENT AMD THEM CLICK SAVE.

Approval History
Date/Time Stamp User ID Hame

Step Status

| +E Previous in List | =] Motify | beefresh|

B save | ,QReturnmSearch| +E  Mesxtin List

Form | Schedule | Approval | Documents

Once you hit save that will move your Purpose/Benefit statement into the

Comment Log.
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Comment Log
05-12-08 02:50 PM : Robinson Aurcra: ENTER YOUR PURPOSE BEMEFIT STATEMENT AMD THEM CLICK SAVE.

Add Comment

Approval History

sStep Status DateTime Stamp User D Hame
B Save | E\ReturntGSearch‘ +E  Mextin List | +E Previous in List ‘ =] Motify ‘ s Refresh

Form | Schedule | Approval | Documents
You may now select the appropriate approval path in the Route To box

*Please select the appropriate approval path:
® DeptiColliDiv - Purchasing Office
O DeptiColliDiv - OCG - Purchasing Office

NOTE: Dept/Coll/Div — Purchasing Office is used for most requisitions.
Use the Dept/Coll/Div — OCG — Purchasing Office for requisitions using
grant funds. This routes the requisition through the grants department for
their approval.

Once you have selected the appropriate approval path review the Source box

Department V0016

Source | ITS - Information Technology w

and ensure the source is correct. If it is not correct click on the down arrow and a
list of all of the sources will appear.

You are now ready to approve the requisition. In the Approval box
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Approval Instance

Approval Status

Approval Action
Apply

Click on the down arrow, click on approve, and then click on the Apply tab. Once
you click on Apply you will get the following message.

Warning — This transaction needs WF_REQ_COLLDIV approval. Enter it into workflow? (107 4)

This transaction must be approved. If you click OK, the systemn will route itto someone who can approve it; if you click Cancel, vou can change the transaction without forwarding it.
oK Cancel

When you click on “OK” the requisition has been submitted to workflow and has
gone on to the next level of approval based on the Route To path you selected.
Click OK and the following page will appear.

!{&‘UHB Finance
“*'Reporting DB

Home Add to Favorites Sign out

B

New Window | Help | Customize Page | 5,

Form | Schedule | Approval Y Documents |

Unit: 00765 ReqID: Q000002922

*Please selectthe appropriate approval path:

Department
Dept/ColliDiv - Purchasing Office w voo1s

Dept/ColliDiv - OCG - Purchasing Office Source
Business Unit 00765 Approval Instance 1134641
Requisition D 0000002922 Approval Status Pending
OperlD 0162254 Approval Action
Comment Log

05-12-08 02:50 PM : Robinson,Aurora: ENTER YOUR PURPOSE BENEFIT STATEMENT AMD THEN CLICK SAVE.
05-12-08 02:56 PM : Dept/Coll/Div - Purchasing Office : Approve : Robinson Aurora:

Add Comment

[Approval History

Step Status Date/Time Stamp User ID Name
Initiated 05/12/08 2:56:06FPM 0162254 Robinson Aurora
Step 1 FPending 05/12/08 2:56:06FM
Step 2 Pending 05/12/08 2:56:06PM
& save | S RetuntoSearch | [ Notify 4 Refresh Er Add

Form | Schedule | Approval | Documents
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Notice that the Comment Log and Approval History Boxes show the approval
path history and at what approval level your document is pending.

Requisition will now appear in your department approver’s worklist. Please
ensure that you department approver is notified or schedules a time to approve
requisitions that are in their list. Once the department approve has approved the
requisition it moves on to Purchasing for final approval.

NOTE: Purchasing has the final approval and until Purchasing approves
this requisition, the status of the requisition will remain Open.

At any time during the approval process the requisition may be DENIED. If a
requisition is Denied, it will appear in YOUR worklist because you were the
initiator and you will receive an email stating it was denied. A sample worklist
appears on the next page.

Requisition Worklist =
Filter on | for value Q Filter
Customize | Find | View All | 88 First [4] 4 o4 [ Last
Source From Worklist Date Worklist Action Business Unit Requisition 1D Buyer View Item
ITS  ZELLMER, BRENDA 051212008 Approval Denied 00765 0000002919 RENDONML View ltem
View kem

To determine why the requisition was denied, click on the __*IE#IEm  |inj

Approval

Once the Form page of the requisition appears, click on the tab and
the following page will appear.
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l‘:& UHS Finance
“*'Reporting DB

Home Add to Favorites Sign out

SIS

Luiin | muisuns | ApEeven | Duwuainsing

Unit: 00765 ReqID: Q000002922

*Please selectthe appropriate approval path:

Department
@ Dept/ColliDiv - Purchasing Office epartment V0018

) Dept/ColliDiv - OCG - Purchasing Office Source |ITS- Information Technology %
Business Unit 00765 Approval Instance 1184541
Requisition ID 0000002922 Approval Status Denied
OperlD (162254 Approval Action| ¥
Apply
Comment Log
05-12-08 02:58 PM : Dept/Coll/Div - Purchasing Office : Approve : Robinson Aurora: A5

05-12-08 03:08 PM : Dept/Coll/Div - Purchasing Office - Approve - Ferguson Joseph Stephen
05-12-08 03:09 FM : Dept/Coll/Div - Purchasing Office : Deny : ZELLMER, BREMNDA: PLEASE ATTACH THE
QUOTE FROM SHI

Add Comment

< |

[Approval History

Step Status Date/Time Stamp User ID Name
Initiated 05/12/08 2:56:06PM 0162254 Robinson Aurora
Step 1 Approved 05/12/08 3:08:34PM 0083773 Fergusan,Joseph Stephen
Step 2 Denied 05/12/08 3:09:38FM 0807122 Zellmer,Brenda Elaine
& save | S RetuntoSearch | [ Motify 4 Refresh Er Add

Form | Schedule | Approval | Documents

Look at the Comment Log. The person that denied the requisition should give a
brief statement as to why the requisition was denied.

Once you correct the requisition, save and check to see if it still has a valid
budget check, if not, budget check and then approve the requisition following the
previous procedures.

The requisition will then be re-submitted in workflow.

Good Luck! Please contact the Purchasing Department if you need any help at
all!

Brenda Zellmer - Ext 823
Mary Lou Rendon — Ext 821
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