Reference Guide

Business Process Navigation
1. Add comments and attachments to a requisition. 1. Main Menu > eProcurement > Create
Requisition

Use the following navigation to create a requisition.
1. From the Main Menu page, select eProcurement > Create Requisition

2. Enter the requisition header information. Details for creating a requisition header are in a separate training quick reference
guide titled Enter a Requisition — 1.Define a Requisition.

3. Enter the requisition line information. Details for creating requisition lines are in a separate training quick reference guide titled
Enter a Requisitions — 2.Add Items and Services.

4.  Enter the requisition schedule and distribution information. Details for creating requisition schedules and distributions are in a
separate training quick reference guide titled Enter a Requisitions — 3.Review and Submit

5. Click the Review and Submit link.

Fawlntes i Main'Menu ¥ eProq.l_rement » Create Requisition

Create Requisition

S

Review the details of your requisition, make any necessary changes, and submit it for approval.

1. Define Requisition =k 2. Add Items and Services 3. Review and Submit

Business Unit:

&

Saint Paul Public Schools *Currency: usb

*Requester: |5|]|]51 [ Q. Jim Engen Priority:

Requisition Name:  [Comments & Attachments

Requisition Lines @

Vendor Name
v 1 Add Comments and Aftachments  C.J EVENT PLANNING 10.0000 Each 25000000 2,500 nn@
["| Consolidate with other Regs Override Suggested Vendor
Shipping Line: 1 Due Date: [{  Quantity: 10.0000 Price: 250 00000 =
Status: Active “Ship To: 214095 Q
. Add Shipto Comments
Attention To: |Jim Engen
*Distribute By: ay  [7] SpeedChart: [t
Accounting Lines e | Eind | View Al | B First K 1.0r1 3 Last
Charffields? | Detals  Defals2 | Assel Asset I ion 2
Line Status Dist Type *Location Quantity Percent Merchandise Amt GL Unit
1 Open |214095 (¢} | 10.0000 | 100.0000 2.500.00 |62500 Q =
Select All / Deselect All Total Amount: 2,500.00 USD
L Add to Favorites |5 AddtoTemplate(s) | % Madify Line / Shipping / Accounting |0 Delete | |

Send to Vendor Show at Receipt Shown at Voucher Approval Justification IMore Comments

6. Comments are free form text that can be added at the Header, Line or Ship To levels of a requisition. You will want to add
Header comments if the comment applies to the entire requisition. Line comments are specific to a requisition line. Ship To
comments automatically default the delivery information.

7. Select the Send to Vendor checkbox if the comment should print on the PO. Click the Show at Receipt checkbox if the
receiver should be able to view the comment when entering a receipt. Select the Shown at Voucher if AP needs to see the
comment and select the Approval Justification checkbox if the requisition approver should view the comment.

8. Enter Header Comments in the Comments text box at the bottom of the 3.Review and Submit page. Select the applicable
checkboxes if the comments should be viewed by the vendor, receiver, AP or the approver.

9. Click the @ Add/Edit Comments icon to access the Line Comments page and add Line Comments and Attachments.
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Line Comments

Business Unit: 62500 Requisition Date: 051372013
Requisition ID: NEXT Status: Pending Line: 1
Comments Find First © 10f1 1 Last
Use Standard Comments Entered On: 05/13/2013 8:33:30PM #HE
1 Training Comments E .
Send to Vendor Show at Receipt Show at Voucher

(e )

. 0K Cancel

10. Enter the comment in the text box and select the applicable checkboxes if the comment should be viewed by the vendor,
receiver or AP.

11. Click the % Spell Check icon to spell check the comment.

12. Click Add Attachments. You must attach a scanned copy of the Contract and vendor’'s W-9 form for each contract. For
complete directions on what and how to do a contract visit the Purchasing website at purchasing.spps.org.

File Attachment

(Opoad)) Cance|

13. Click Browse to search for the file to attach. Attachments can be .xIs, .doc or .pdf.

14. Select the file you want to attach and click Upload.

Fam‘n'tes MainvMenu b eProcuvrement » Create Requisition
Line Comments
Business Unit: 62500 Requisition Date: 05/1372013
Requisition ID: NEXT Status: Pending Line: 1
Comments Find First - 10f1 1 Last
Use Standard Comments Entered On: 05/13/2013 8:33:30PM ® =
1 Training Comments @@
Send to Vendor Show at Receipt Show at Voucher
f Add Attachments ]
+~ Attachments
Attached File UseriDate Time View Send to Vendor
PO_Inquiry_of_Purchase VP12013-05-13-
1 Orders docx 2039.14.089 =
-
G o

15. Click View to open the attachment. Click OK to return to the 3.Review & Submit page.

16. Complete the requisition and submit it for workflow approval following the steps outlined in the training quick reference guide
titled Enter a Requisitions — 3.Review and Submit.
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