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Requisition Entry — Warehouse Inventory

These instructions only cover the steps you need to follow when ordering inventory items
from the Warehouse (Central Stores).

1. From your DEPARTMENTAL FUNCTIONS folder open REQUISITION ENTRY:

Main TT—! ms/Miscellaneous Jser Define

Main Information
Dept/Loc * 511 - BUDGET PLANNING & ACCTNG OFFIC Status 2 Created
Fiscal year * 2021 Current Next _> Needed by 05/01/2021 o)
Requisition number * 7377 Entersd * 03/16/2021 [ | By | B728654
General commodity PO expiration =2
Receive by @ auentity (O Amount

General description

[ General Notes

vendor Information

—P  vendor - D
Name

PO mailing

Delivery method Print Fax

Remit 0 =)

O vendor/Sourcing Notes

Three way match required
[ inspection required By

Project accounts applied

shipping Information
Committed —P  shiptor 051100
BUDGET PLANNING ACCOUNTING
545 WEST DAYTON STREET
MADISON
Email

——P reterence (Becky Bender |

E-Mail E-Procurement

Enter the name to reference on vendor's shipping document.

00f0

2. To start entering a req, click the + on the tool bar, which is ADD.

Field Description/Data to enter
Dept/Loc Will auto-fill based upon your user id
Req Number Will auto-fill
Needed by Enter a date. A date must be entered or your order will not
be processed.
Vendor Leave this blank

Shipping Information

Default is to Pflaum. When ordering inventory from Central
Stores you must change this to your school or department’s
“D” location. Click the search buttons for help in finding this.
Be certain to enter the staff person’s name that is requesting
these items in the “Reference” field.

Deliver To button

Do not select this button. . .no information should be entered
or changed.

3. Click Accept in the upper left. The line detail will open.
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4. Click the +to add. The fields noted below are the only fields that need to be
entered. ***Use the TAB key, not the mouse***

Field Description/Data to enter
Quantity Number of items
Inventory Item Enter the 6-digit item number (you can also search for this)
Inventory Type Select “Pick Ticket”
Account Number Enter the account number

2021

Fiscal year| 202 Number Line
Detai
Quantity * 1.00 Unit price 43.03350
Commodity uom * EACH
_> Inventory item 010032 . C] Freight
Location cs . Discount percent
—> (®) Pick ticket
Type
O rurchase Credit
Line item total
Description VISITOR PASS REGISTRY BOOK 702 400 badges per
book - 242C-YL Amount justification: UNKNOWN
[ Add'l Desc/Notes
Miscellaneous
Manufacturer 8id [(m)
Manufacturer item no Dept/Loc 511 - BUDGET PLANNING & ACCTNG OFFIC
Vendor Required by 05/01/2021 o
PO mailing Requested by
Delivery metnod print Receipt notification to
O Fa Capital asset N
O e WO number -] (m)
WO task 0
E-Procurement _
Seq PAType Project Account Account Description Amount | PA Bud GL Bud
—> 10.511.0411.252000.000.0000.000. - BPA Of Fiscal 43.93

5. To finish this line record, click Accept

6. To add additional lines, click the + key. Repeat steps outlined above under point
4. If all lines on the requisition are to be charged to the same account you can
use the “Copy GL Acct” button once your cursor is in the Seg field of each line.

7. Once you are finished adding lines, click on return.

8. This will bring you back to the requisition header screen. Click on release on the

ribbon.

9. Note the Status has changed to 6, Released.
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