WAREHOUSE REQUISITIONS

1) FINANCE> REQUISITIONS> STORES REQUISITIONS

» Budget
» Fiscal

Requisitions
Approve Reguisitions
Department Requisition
Stores Reguisitions
‘endor Reguisitions

2) “NEW” (@ THE TOP)> CHOOSE PURCHASING 2019/20 OR INFORMATION TECHNOLOGY 2019/20

<l ance - Req 0 ores Req 0

Search
£9Go B Cear [ Mew = 3 Favortes =

Information Technology - 2918/20

Purchasing - 2019/20
E 1 - Requisition Information
2020 {2019/2020} ~
Department.
Academic Depariment
Requisiion Number
Requisition Date Start
Requistion Date End
Completed Date Start
Completed Date End
Order Location
Requisiioner
Responsiilty
Category
Template Reas? No
B 2- Status Information
Status
Status Comment
On Hold
B 3 - Other Information
Requistion Number Start
Requisiion Number End
Created By
Comment
Total Cost Minimum
Total Cost Maxmum
Pattially Issued Only
History Created By
History Created Date
History Contains

Fiscal Year
Enter {or look up) a fiscal year for requisitions to list.

3) MUST ENTER THE REQUISITIONER NAME AND COMMENT.

Requistion | tem  Accounts Approvals Atachments Motes  History
E 1 - Order Information
Dept Id & PURCH {Purchasing}
Academic Department
Requistioner TM/WAREHOUSE _
Date Requested 1/14/2020
Order Location 0134 {Warehouse} | ORDER LOCATION & DELIVERY LOCATION WILL
Delivery Location 0134 {Warchouse} 4—[| AUTOMATICALLY POPULATE WITH YOUR SITE/DEPT.
Room
Comment PAPER —
Responsibility
Category
E 2 - Account Information
Total Cost & 0.00
Acct Distibuted Amt & 0.00
Acct Undistributed Amt & 0.00
Amount Encumbered &
Amount Expensed =)




4)

5)

6)

7)
8)

ITEM TAB> NEW

Requisition Accounts  Approvals  Attachments  MNotes  History

[ New

ENTER THE STORES # AND ORDER QUANTITY
o THE REST WILL POPULATE ONCE YOU HIT ENTER

Requistion  ftem Accounts Approvals Attachments Notes  History

| Save/Mew #; Save/Close Qﬂ Cancel

] 1- ltem Order Information
Stores ltem # 090085
Order Quantity 2

Available Gty & 10077
Unit Price & 29100
Extended Cost a8 582

Order Unit 2 REAM

Description & PAPER, COPY PAPER: WHITE; 8 1/2 X 11, 20#, 92+ BRIGHTNESS, NON INKJET COMPATIBLE, (TK8400)

SAVE/NEW (IF THERE ARE MULTIPLE ITEMS)

Requistion  ftem Accounts Approvals Attachments Notes  History

| Save/New £ Save/Close Qﬂ Cancel

] 1- ltem Order Information

Stores ltem # 090085
Order Quantity 2
Available Gty & 10077
Unit Price 4 2.9100
Extended Cost a8 582
Order Unit 2 REAM

Description 2 PAPER, COPY PAPER: WHITE; 8 1/2 X 11, 20#, 92+ BRIGHTNESS. NON INKJET COMPATIBLE, (TK8400)

SAME STEPSAS5 & 6
ONCE FINISH ENTERING ITEMS> SAVE/CLOSE

Requisition  ftem Accounts  Approvals  Attachments MNotes  History

|_] Save/New f_; Save/Close Q« Cancel

= 1- tem Order Information

Stores tem # 073892

Order Quantity 2

Available Oty & 66

Unit Price & 12.8600

Extended Cost & 2572

Order Unit & REAM

Description & PAPER: CARBONLESS: PRE-COLLATED: 3-PART.WHITE/YELLOW /PINK.

9) ACCOUNTS TAB> NEW

Requisition  ftem Approvals  Attachments  Motes  History

L] New (mm—

10) ENTER ACCOUNT #> ENTER

Requisition  kem IJ""-CCUUI'ftSIJ’-“.ppmvaIs Attachments Motes  History
[_] New %Export Il Delete Q-r Cancel Al

Fnd-Objt-Rarc-Y-Goal-Func-Loc-Mgt-Optl-B
=] TYPE ACCOUNT # =




11) ENTER ANY NOTES PERTAINING TO THE ORDER THAT YOU WOULD LIKE THE WAREHOUSE TO
KNOW

Reguisition  ttem Accounts  Approvals Pd‘lachmerdsHistnry
[ New <(ummm—

12) DOUBLE CHECK REQUISITION BEFORE SUBMITTING
13) TASKS> SUBMIT

[fearch  List Form

la £s Save/Close  &J Cancel Tasks ~
[ Submit
Return to Open
Requistion  #tem  Accounts Approvals Attachments Notes  His Lamwed
o
2 1-0 Inf — Save as Personal Template
Dept Id & PURCH {Purc Apply Undistributed Amount
Academic Department
Requisitioner TM/WAREHOUSE
Date Requested 1/14/2020
Order Location 0134 {Warehouse}
Delivery Location 0134 {Warchouse}
Room

Comment PAPER




	WAREHOUSE REQUISITIONS

