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Requisitions

District personnel purchase items in the TEAMS system using the Requisitions
module. Requisitions must be created, and then purchase order can then be
created for the requisition, which is then received. An invoice must then be
created for the requisition. This document describes this process.
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Introduction

REQUISITIONS

Purchasing items in TEAMS is a seven-step process. The following chart illustrates this process.
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Figure 1: Requisitions workflow

Requisition Search

Maintain Requisitions

Note: You can use the Receive Requisitions functions to search for requisitions you want to
receive. If you want to modify a requisition you are about to receive, use the Maintain
Requisitions function.

An overview of the information in this guide is below:

e Create Requisitions describes how to create traditional, not-to-exceed, project, and
blanket requisitions.

¢ Maintain Requisitions describes how to edit or view information about requisitions.

¢ Requisition Search describes how to search for traditional, not-to-exceed, and blanket/
project requisitions.

e Receiving Requisitions describes how to receive items bought through requisitions.

e Appendix: Requisitions provides supplementary information for requisition-related
functions.
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Create Requisitions

Create Requisitions

To purchase items using TEAMS, you must create and submit requisitions to be approved by
approvers and analyzers so that it can be posted and invoiced. This document describes how to
create and submit the following types of requisitions:

Traditional Requisitions (below)
Not-To-Exceed Requisitions (page 12)
Project Requisitions (page 15)
Blanket Requisitions (page 18)

How to Create a Traditional Requisition

1.

Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

Select the Create Requisitions link. The Select Requisition Type tab is displayed, as shown
in the following illustration.

Select Requisition Type

| Requisition Types

Requisition Type: & (& Traditional (Mew) Fiscal Vear: * [zoto =

| Continue

" Traditional (Saved)

" Warehouse Replenishment
Requisition

" Mot To Excesd Requisition -
Matimum Amount $500

" Project

" Blanket

Cart Name: % [Frolagic Administrator 09-17-200%9 Carce g

Process Lines *
Separataly:

Confirmation Onlyr 3k " ves ™ Ng

" ves & o

Cancel

Figure 2: Select Requisition Type tab

In the Requisition Type field, Traditional (New) is the default selection. Leave
Traditional (New) selected.

Note: Select Traditional (Saved) if you have already created the requisition and saved it as
incomplete in the Line Items tab, and select the saved requisition from the Cart Name drop-
down list.

The Fiscal Year defaults to the current year, but you can change this, if necessary.
In the Cart Name field, the following information is defaulted in:

e The employee’s name who is logged in

e Today’s date

e The next cart number

You can change this information, if necessary.
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Note: Cart Names are stored in numbered increments. If you change the Cart Name, the
next requisition will default in using the same number as the number you change. For
instance, if you change the Cart Name from Andrew 07-29-2008 Cart #4 to Office Chairs,
the next requisition you create will default in the same Cart Number you changed: Andrew
07-29-2008 Cart #4.

6. Because the line items you add to the requisition can be approved individually, one item may
be approved but not the other, or one item may be approved before the other. Use the
Process Lines Separately field to indicate whether the items you add to the requisition
must be purchased together. Select Yes if one item may be purchased without the other(s).
Otherwise, select No.

7. Use the Confirmation Only field to indicate whether you are creating this requisition only
to confirm it. For instance, select Yes if you already have the merchandise and only need to
confirm the order. (No is the system default.)

8. Click the Continue Button. The Create Requisition tab is displayed, as in the following
illustration.

Create Requisition | Line Items

Requisiton Header -

Category: * | =] Vendor: *

Contract ]75 Order Fram: * ’75

Requestor: s [ Administrater, (Prologic) Prolagic - 89399993

Ship-To Location: s | Distribution Genter - 982 [« gtl'z‘;”“““””g *  [Distribution Center [=]

Dalivary Location: % | [ owers Receiving S I
Figure 3: Create Requisition tab

9. The Category and Vendor fields are related. You have the following options:

e Select a Category first: If you enter a category first, the vendor drop-down list is
populated with those vendors that are assigned to the category you selected.

e Select a Vendor first: If you enter a vendor first, the category drop-down list is
populated with those categories that are assigned to the vendor you selected.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts

and requestors, respectively.

10. Select a Contract from the drop-down list.

11. Select the Order From from the drop-down list.

12. The Requestor field defaults to your name, but you can select another one from the drop-

down list, if necessary.

Note: The names in this drop-down list reflect the requestors you support. To create a
requisition for someone else, select his or her name from the Requestor drop-down list.
Otherwise, leave your name selected.

Note: Requestors you support are defined in the Maintain Requisition Support Hierarchy
function. You can also view who you support and who supports you using the View My
Requisition Support function. For more information about these functions, see the TEAMS
Requisition Setup Guide.
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13.

14,

15.
16.

17.

Select the Ship-To Location from the drop-down list.

Note: Depending on your selection, the Ship-To Receiving Group field is populated, and the
Delivery Location and Delivery Receiving Group fields are displayed and populated on the
tab. Select items from these drop-down lists.

Select the Ship-To Receiving Group from the drop-down list. Available selections in the
drop-down list are based on your selection in the Ship-To location field.

Select the Delivery Location from the drop-down list.

Select the Delivery Receiving Group from the drop-down list.

Click the = on the Messages panel to add messages to the requisition. The expanded
Messages panel is displayed in the following illustration.

Create Requisition | Line Items

Requisiton Header -

Category: # [ ArtEquipment and Supplies = wendor: #  [SANARTS & CRAFTS - 73931 =
Contract: = rder From: % [SAXARTS & CRAFTS - PO Box 1579, ARPLETON, W1, 54312, 1579 7]
Requestor # | Administrator, (Prologic) Prolegic - 239939934~
Ship-To Locations  # | Distribution Center - 982 [7] ghip'“ Receiving * [ Distribution Center
roup:
Delivery Location: | Administration Building - 701 = Delivery Receiving *  [Administration Elementary =

Graup:

Messages -

Available Approver Messages Selected Approver Messages

Add
« Remove

Add Alls

« Remove All

Available Buyer Messages

Selected Buyer Messages

Add
« Remove

Add Alls

« Remove All

Available Vender Messages

Selected Yendor Messages

Add
% Remoue
Add Alls

« Remove All

I I I
IIII : 8

Add Line Ttems Clear

Cancel

18.

19.

Figure 4: Create Requisition tab — Messages panel expanded

To include a message to Approvers, Buyers, or Vendors, highlight to select the appropriate
message in the respective field and click the Add button.

Tip: Use the Add All button to move all of the items in one of the Available fields to its
corresponding Selected field.

Note: Available messages are created in the Requisition Options function. For more
information, see the TEAMS Requisition Setup Guide.

Click the Add Line Items button. The Line Items tab is displayed, as in the following
illustration.
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Creste Requisition || Line Items

REQUISITIONS

| Requisition

Line Items

Show
Install?:
Save

as
Fav.?

Gluantity

F es Show  es & Show C ves @& )
Wes Mo Fraight?: Yes Mo Tan?: Yes Mo Cart Total Amount: $0.00

Total Line
Amaount

Long
Description

Special
Instructions

ltem Mumber | Unitof Measure Justification Unit Price | Unit Dscnt. Accounts

- 1o

\ | \ | | 0.00] 0.0/ 0.00}iclick to add an account) lReguar [ &

i| Add Line

from Scrarch | [ Add Line fram Catalog | [ Sawe Cart as Incomplete

20.

21.

22.

23.

24.

Figure 5: Line Items tab

Tip: Use the Add Line from Catalog button to add a line item from the catalog, from a list of
items you have saved as a favorited item, or from a list of items you have added in the past.
For more information about how to add these items, see "How to Add a Line from the
Catalog" on page 8.

In the Show Install? field, indicate whether the item needs to be installed. If you select
Yes, the Unit Install column is added to the table displaying the line items. Enter the amount
the installation will cost in that cell of the appropriate line item.

In the Show Freight? field, indicate whether freight charges will be applied to the item. If
you select Yes, the Freight column is added to the table displaying the line items. Enter the
amount in that cell of the appropriate line item.

In the Show Tax? field, indicate whether taxes will be applied to the item. If you select Yes,
the Unit Tax column is added to the table displaying the line items. Enter the amount the tax
amount in that cell of the appropriate line item.

In the Split Accounts By Type? field, indicate whether the unit price, discount, or tax
amounts need to be taken out of another account. If you select Yes, the Expense Accounts,
Discount Accounts, and Tax Accounts columns are added to the table displaying the line
items. Enter the amounts for each and add the account out of which to draw the funds.

Note: For more information about how to add an account, see step 25.
Use the information in the following table to configure the table in the Line Items tab.

Note: Click inside the cells under the relevant columns to enter information. The Total Line
Amount cell cannot be edited, but is altered by what you enter in the Unit Price and Unit
Discount fields, as well as the Install, Freight, and Unit Tax columns, if they are selected.
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Save As Fav?

Checkmark the box in this column to save that line item as a
favorite. The line item is added to the My Favorites tab when you
click the Submit button.

Tip: When you need to add that item later, click the Add Line
From Catalog button to access the Favorited Items tab. For
more information about how to add favorited items, see "How
to Add Items from the My History tab" on page 10.

Quantity

Enter the number of items you want to purchase.

Item Number

Enter the item’s number.

Note: Entering an item number that matches the item number
used in the catalog populates all of the information for the line
item except for the account. For more information about how
to add an account, see step 25.

Unit of Measure

Select how the items are grouped from the drop-down list.

Long Description

Enter a long description.

Justification

Enter an explanation for the purchase.

Special Instructions

Enter any special instructions.

Unit Price

Enter a price per unit.

Unit Dscnt.

Enter a unit discount.

25. Click the (Click to add an account) hyperlink to include an account from which to draw
funds to pay for the item. The Edit Accounts box is displayed, as shown in the following

illustration.
Edit Accounts -* | =
Auvailable
Budget
FUMD  FMC B SUB 2RG PI Year Dwner Prct Balance
| [ [ S =] [=][100 $0.00 =
100%:

| Ok || Cancel |

Figure 6: Edit Accounts box

26. Enter the account number, or click the T jcon to select one from the Account Numbers tab.

Tip: Complete any of the boxes and click the B2 jcon to filter the search.

27. Select the Year from the drop-down list.

28. Select the Owner from the drop-down list.
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29. The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.

Note: To delete an account, click the @ icon.

30. Optional. Click the + icon to add another account humber for the requisition. Repeat steps
25 through 29, and ensure that the Percentage fields for all accounts equals 100.

31. Click the Ok button. The account is added into the Accounts column in the Line Items tab.
32. Use the following information to add line items:

e Use the Add Line from Scratch button to add a new, blank line item.

e Use the Add Line from Catalog button to add a line with previously defined information.

Note: Clicking the Add Line from Catalog button opens the Purchasing Catalog tabs, which
you can use to select catalog items, items you have saved as a favorite, and items you have
added before. For more information about how to select these items, see "How to Add a Line
from the Catalog" on page 8.

Note: Click the Save Cart as Incomplete button to save the requisition and complete it at
another time. When you want to continue creating the requisition, select Traditional (Saved)
from the Select Requisition type tab, and choose the requisition you created and saved from
the drop-down list.

33. Click the Submit button. A message is displayed which tells you that the requisition was
successfully created, and asks if you would like to create another requisition.

How to Add a Line from the Catalog

If the item you want to add can be found in the catalog, instead of manually entering the line item, you
can save time by adding line items that have already been saved in the catalog.

1. Onthe Line Items tab, click the Add Line from Catalog button. The Purchasing Catalog tab
is displayed, as in the following illustration.

J Purchasing Catalog] My Fauorites] My Historg] Search Results]

| Purchaszing Catalog Criteria

Carpany! #
Procurament B .
Category: Art Supplies
Description “7
Contains:

o |

| Eeturn to Shopping Cart

Figure 7: Purchasing Catalog tab

2. Enter information in the Description Contains field to search for items with a particular
description.

3. Click the Search button. The Search Results tab is displayed, as in the following illustration.
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Purchasing Catalog] My Favorites] My History“ Search Results]

| Seatch Results

-]

Sort | Clear  Sorted by: (default)
Prchs

Stock Unit of ish |MIGP
il Hazard Perizh

igam Short Description WVendar Mumbe Sategaory Measure Code
745074  Gold ribbons Beklemek Furniture GO0l Furniture EA 4 *
754264 desk-L Beklemek Furniture desk- Furniture E& » e

Lreturn
567344  large brown desk Eeklamek Furniture gesk- Furniture EA X X

o
267343 Y - Student chairs Beklermek Furniture W - CH Furniture EA » *
518943 Student Desks Beklemek Furniture Cd Furniture EA * x
267340  zhort descp Beklemek Furniture OKIZ Furniture Each » e

record count: & of &

I Select Catalog Item(s) |

| Return to Shopping Cart |

Figure 8: Search Results tab displaying results from a purchasing catalog search

4. Highlight to select the appropriate item, and click the Select Catalog Item(s) button. The
Line Items tab is displayed with the item you selected added to the list.

How to Add Items from the My Favorites tab

When line items were originally entered, users have the option of saving it as a favorite by
selecting the Save as Fav? field. Use the procedure below to select the items that have been
saved as favorites.

1. Click the My Favorites tab to bring it forward. The My Favorites tab is shown in the following

illustration.
Purchasing Catalog || My Fauorites] My Historp] Search Results]
| My Favaorite Shopping Carts i
Sort | Clear  Sorted by: (default)
Created . Muri
Marme on Craated By Crescription s
Default Barsky 09- 09-30-2008 Barsky, Default Fawarites fram the 2009 shopping cart Default Barsky 09-30- 1

30-2008 Cart #2

Favorites

Dafault Barsky 10- 10-04-2008 Barsky, Default
04-2008 Cart #4

Favarites

Default Barsky 09- 09-23-2008 Barsky, Default
23-2008 Cart #5

Favorites

Deafault Barsky 09- 09-23-2008 Barsky, Default
23-2008 Cart #6

Favarites

| Select I

2008 Cart #2

Favorites from the 2009 shopping cart Default Barsky 10-04- 1
2008 Cart &4

Fawarites fram the 2009 shopping cart Default Barsky 09-23- 2
2008 Cart #5

Favorites from the 2009 shopping cart Default Barsky 09-23- 1
2008 Cart #6

recaord count: 4 of 4

Eeturn to Shopping Cart

Figure 9: My Favorites tab

2. Highlight to select the item from the My Favorite Shopping Carts list, and click the Select
button. The Search Results tab is displayed, as in the following illustration.

TEAMS User Guide: Requisitions 9
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Purchaszing Catalog] My Fa-.-orites] Ty Historg“ Search Results]

| Search Results - |
Sort | Clear  Sorted by: (default)
Frchs Stock i

ot Unit of Hazard Perish [MISP
%E;am Shart Description Wendor Mumbe| Categary Measure Code
745074  Sold ribbans Beklermek Furniture GD1  Furniture EA ®

recard count: 1 of 1

I Select Catalog Item(=) I

| Return to Shopping Cart |

Figure 10: Search Results tab showing results for a favorited items search

3. Highlight to select the appropriate item, and click the Select Catalog Item(s) button. The
Line Items tab is displayed with the item you selected added to the list.

How to Add Items from the My History tab

Use the following procedure to search for and select items that have been added before.

1. Click the My History tab to bring it forward. The My History tab is shown in the following
illustration.

Purchazing Catalog] My Fauorites]l My Historl,l\| Search Results]

Search Types to Include -
Ty Supported
Requisitions r Requisitions r
Requisition Criteria -
Campany: #  Beklemek Furniture (2
Requestor: El g:‘::.mg Cart | EI
Stage: El Status: | EI
Ship-To Location: | El
FUIMD FHC OB =100 ORG PI
Account Mumber: I— ’— ,— ’— I— I_
Mininum Maxinum
Requisition Create ,7 ,7
Date:
Requisition Last ,7 ,7
Modified Doate:
Purchase Order ,7 ,7
Drate:
Purchase Item Criteria -
Stock Humber ::':T_;::ie Ttem
Category: * Furniture E::l::f;:n
MIGP Commodity —
Code:
Eeturn to Shopping Cart

Figure 11: My History tab
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Create Requisitions

2. In the Search Types to Include panel, select at least one of the following options:

* My Requisitions: Select to search for requisitions that you created.

o Supported Requisitions: Select to search for requisitions that were created for you by
someone who supports you.

3. In the Requisition Criteria panel, enter information into at least one of the following fields:

Requestor

Select an item from the drop-down list.

Requisition Create
Date (Minimum
column)

Under the Minimum column, enter a date on or after which the
requisition(s) for which you are searching were created, or click

the (=] icon to select a date from the calendar.

Note: Enter a date in the Maximum column to search for
requisitions that were created within a timeframe.

Stock Number

Click the icon to select a Stock Number from the Lookup Stock
Number tab.

Note: In order to search for a stock number, you must first
select a vendor. For more information about the Lookup Stock
Number tab, see "Using the Lookup Stock Number Tab" on page
33.

Shopping Cart
Name

Select the name of the shopping cart that was used for the
requisition from the drop-down list.

4. To narrow your search results, enter information into any of the following fields:

Stage Select the stage of the requisition for which you are searching
from the drop-down list.
Status Select the status of the requisition for which you are searching

from the drop-down list.

Ship-To Location

Select the location where the items on the requisition were or are
being shipped from the drop-down list.

Account Number

Enter the account humber that was used to pay for the
requisition for which you are searching.

Requisition Create
Date (Maximum
column)

Enter the date on or after which the requisition was created, or
click the icon to select a date from the calendar.
Note: If you entered a date in the Minimum column, you can

search for a requisition that was created within a timeframe by
entering a date in this field.

Requisition Last
Modified Date

Enter a date on or after which the requisition was last modified,
or click the icon to select a date from the calendar.

Note: Enter a date in the Maximum column to search for a
requisition that was last modified within a timeframe.

TEAMS User Guide: Requisitions
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Purchase Order Date

REQUISITIONS

Enter the purchase order date for the requisition for which you
are searching, or click the icon to select a date from the
calendar.

Note: Enter a date in the Maximum column to search for a
requisition’s purchase order date within a timeframe.

Purchase Item
Number

Enter the number of the item that is or was being requisitioned.

Description
Keywords

Enter words that would match the description of the items on the
requisition.

NIGP Commodity
Code

Enter the NIGP Commodity code of the item of the requisition.

5. Click the Search button. The results of your search are displayed on the Search Results tab,
as in the following illustration.

Furchasing Catalog] My Fauorites\| My Historp]l Search Results\|

| Search Results

Sort | Clear  Sorted by: (default)

Prchs
Ttem
IC

Short Description

F67343 W - Student chairs

\ictor
W - Traditional
W test for reqapprove

754264  desk-L

I Select Catalog Item(s) I

Wandor E{tuorﬁte Categary qu'::sojre IRlemar (P 21035
Beklermek Furniture W - CH Furniture E& b4 b e
Beklermek Furniture 123 Furniture E& b4 Y
Beklemek Furniture 123  Furniture Ef x X
Beklemek Furniture W1Z23 Furniture Ef x X
Beklemek Furniture desk- Furniture Ef 4 X
Lreturn
record count: 5 of 5

| Eeturn to Shopping Cart |

Figure 12: Search Results tab for items that have been ordered before

6. Highlight to select the appropriate item, and click the Select Catalog Item(s) button. The
Line Items tab is displayed with the item you selected added to the list.

How to Create a Not-To-Exceed Requisition

12

1.

Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

Select the Create Requisitions link. The Select Requisition Type tab is displayed, as shown
in the following illustration.

TEAMS User Guide: Requisitions
August 2013



Create Requisitions

Select Requisition Type
| Requisition Types
Requizition Type: % (% Traditienal (Mew) Fiscal vearn: #  [z010 =]
" Traditional (Saved) Cart Name: # [ Prolagic Administrator 09-17-2009 Cart #3
(™ Warehouse Replenishment
Pracess Lines R vee B
Requisition Separatey: es ¥ Mo
r isition -
Mot Te Exceed Requizition Confirmation Only: #  { ¥es (* No
WMsximum Amount $500
™ Project
" Blanket
T |

Figure 13: Select Requisition Type tab

3. In the Requisition Type field, select the Not-To-Exceed Requisition option. The tab is
redisplayed.

Note: The maximum amount the requisition is not to exceed is determined by a business
rule. Business rules are high-level maintenance functions that allow districts to control
certain aspects of how TEAMS will operate.

4. Select a Fiscal Year from the drop-down list.

5. Click the Continue button. The Not-To-Exceed Payment Authorization tab is displayed, as
in the following illustration.

J Mot-To-Exceed Payment Authorlzatlon]

Mot To Encesd Payment Authorization Details

Category: # =] wvendar |

Contract: =] Requestor: # =]

Description: w [FH Mot-To-Exceed ok
Requisition > $500:

Characters remaining: { 1000 rmax)

Available

FUMD FH bj org PI SUB Year Dwner Prect Budget Balance
P A PR R e PO S B - [ B = M A0 $0.00 =)
PEIMS: N/&
1005
Mot-To-Exceed Attachments -
File Description
Messages -

Figure 14: Not-To-Exceed Payment Authorization tab

6. The Category and Vendor fields are related. You have the following options:

o Select a Category first: If you enter a category first, the vendor field is populated with
those vendors that are assigned to the category you selected.

o Select a Vendor first: If you enter a vendor first, the category field is populated with
those categories that are assigned to the vendor you selected.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts
and requestors, respectively.

7. Select a Contract from the drop-down list.

TEAMS User Guide: Requisitions 13
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8. The Requestor field defaults to your name, but you can select another one from the drop-
down list, if necessary.

Note: The names in this drop-down list reflect the requestors you support. To create a
requisition for someone else, select his or her name from the Requestor drop-down list.
Otherwise, leave your name selected.

Note: Requestors you support are defined in the Maintain Requisition Support Hierarchy
function. You can also view who you support and who supports you using the View My
Requisition Support function. For more information about these functions, see the TEAMS
Requisition Setup Guide.

9. Enter a Description.

10. Enter an amount in the Not-To-Exceed Requisition field. The amount must not be more
than the amount displayed in the field nhame.

11. Enter or edit the account number, or click the + icon to select another one from the Account
Numbers tab.

Tip: Complete any of the boxes and click the T jcon to filter the search.
12. Select the Year from the drop-down list.
13. Select the Owner from the drop-down list.

14. The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.

15. Optional. To add another account to the requisition, repeat steps 11 through 14, and ensure
that the Percentage fields for all accounts equals 100.

16. Click the Ok button. The new account number is populated in the Account Number column.

17. In the Not-To-Exceed Attachments panel, click the + icon to add an attachment. The File and
Description fields are displayed, as in the following illustration.

Mot-To-Exceed Attachmeants

File Description

| | Browse. . 3
Messages

Submit || Clear

Figure 15: Not-To-Exceed Attachments panel with File and Description fields displayed
18. Click the Browse button to navigate to the file location.
19. Enter a Description.

Note: To add attachments, click the + icon again. To delete additional attachments, click the
icon.

20. Click the Submit button. A message is displayed which tells you that the requisition was
successfully created, and asks if you would like to create another requisition.

14 TEAMS User Guide: Requisitions
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How to Create a Project Requisition

1.

Select Requisition Type

Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your

district has configured its TEAMS Home page.

Select the Create Requisitions link. The Select Requisition Type tab is displayed, as shown

in the following illustration.

| Requisition Types

Maximum Amount $500
" Project
" Blanket

| Continus

Requisition Type: ok * Traditional (New) Fiscal ¥ear #* zoio =1
" Traditional (Saved) Cart Mame: # [ Prologic Administrator 09-17-2009 Cart #d
" Warehouse Replenishment :
. Process Lines e
Requizition Separaralys s o
s isitian -
Mot To Exceed Requisition Confirmation Only: & ves & Mo

Cancel

Create Project Requisition

Figure 16: Select Requisition Type tab

In the Requisition Type field, select the Project option. The tab is redisplayed.

Select a Fiscal Year from the drop-down list.

Click the Continue button. The Create Project Requisition tab is displayed, as in the

following illustration.

Create Project Requisition Header -
Fizcal Year ®  zolo Vendan w
Crdar From: I
Garenory o Il = contract =
Requestar * =]
Ship=To Location: # [ Distribution Center - 982 =] Ship=To Receiving Group: [Cistribution Center [=]
Delivery Location: [ = Delivery Receiving Group: =
Description: W &
Charactars remaining: [ 250 { 255 max)
Creats Project Requisition Description -
Diescriptian Tatal Amaunt | Released Amount Balance Amaunt | Azcount Mumbers | Action
|n.00 |o.00 |n.00 lictick to add an accounty &
Create Project Requisition Attachments -
File Description

Submit Clear

Figure 17: Create Project Requisition tab
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REQUISITIONS

The Category and Vendor fields are related. You have the following options:

e Select a Category first: If you enter a category first, the vendor field is populated with
those vendors that are assigned to the category you selected.

e Select a Vendor first: If you enter a vendor first, the category field is populated with
those categories that are assigned to the vendor you selected.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts
and vendors, respectively.

Select a Contract from the drop-down list. The Category, Vendor, and Order From drop-
down lists are populated with preferred Categories, Vendors, and Order From names,
respectively.

Note: Preferred Vendors and Categories are defined in the Maintain Procurement Contracts
function.

The Requestor field defaults to your name, but you can select another one from the drop-
down list, if necessary.

Note: The names in this drop-down list reflect the requestors you support. To create a
requisition for someone else, select his or her name from the Requestor drop-down list.
Otherwise, leave your name selected.

Note: Requestors you support are defined in the Maintain Requisition Support Hierarchy
function. You can also view who you support and who supports you using the View My
Requisition Support function. For more information about these functions, see the TEAMS
Requisition Setup Guide.

Select the Ship-To Location from the drop-down list.

Note: Depending on your selection, the Ship-To Receiving Group field is populated, and the
Delivery Location and Delivery Receiving Group fields are displayed and populated on the
tab.

Select the Ship-To Receiving Group from the drop-down list. Available selections in the
drop-down list are based on your selection in the Ship-To location field.

Select a Delivery Location from the drop-down list.

Select the Delivery Receiving Group from the drop-down list.

Enter a Description.

Click the Add New Description button. An empty row is displayed.

Click in the cell under the Description column to enter the name of the milestone.
Click in the cell under the Total Amount column to change the total amount.

Click on the (click to add account) hyperlink to enter the account number. The Edit
Accounts box is displayed, as in the following illustration.
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uﬂ

Auailable
Budget
FUME  FHiZ (a0 SUB QRG PI Year Crwner Prct Balance
L S S B =] [=][ 100 $0.00 = @
10075
| Ok || Cancel| |

Figure 18: Edit Accounts box

18. Enter the account number, or click the + icon to select another one from the Account
Numbers tab.

Tip: Complete any of the boxes and click the B2 jcon to filter the search.
19. Select the Year from the drop-down list.
20. Select the Owner from the drop-down list.

21. The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.

22. Optional. Click the + icon to add another account number for the requisition. Repeat steps
17 through 21, and ensure that the Percentage fields for all accounts equals 100.

23. Use the Action column to delete a line item.
24. Click the Ok button. The new account humber is populated in the Account Number column.

25. In the Create Project Requisition Attachments panel, click the + icon to add an attachment.
The File and Description fields are displayed, as in the following illustration.

Hdd el ez Criplian

Create Project Requisition Attachments

File Cescription

| | Browse... 3
| Submit || Clear

Figure 19: Create Project Requisition Attachments panel with Browse and Description
fields displayed

26. Click the Browse button to navigate to the file location.
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27. Enter a Description.
Note: To add attachments, click the + icon again. To delete additional attachments, click the
@ icon.

28. Click the Submit button. The Select Requisition Type tab is displayed with a message that
the project requisition was successfully saved.

How to Create a Blanket Requisition

18

Select Requisition Type
| Requisition Types
Requisition Type: % & Traditional (Mew) Fizcal Year # [z2010 =
T Traditional (Saved) Car Hame: # [Pralogic Administratar 09-17-2009 Cart 83
" Warehouse Replenishment .
fere Process Lines K ves B
Requistion Separately: as (¥ e
Mot To Exceed Requisition - Confirmation Only: # ves (% Mo
Maximum Amount $500
" Project
" Blanker
| Continue

1. Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Select the Create Requisitions link. The Select Requisition Type tab is displayed, as shown
in the following illustration.

Figure 20: Select Requisition Type tab
3. In the Requisition Type field, select the Blanket option.

4. Select a Fiscal Year from the drop-down list.

5. Click the Continue button. The Blanket Requisition tab is displayed, as in the following
illustration.

Blanket Requisition
Blanket Requisition D etails -
Fiscal Year ® 2010 Vendon *

Grder From: * =]
Category: w = Contract: =
Ship-To Locations % | Distribution Center - 952 [=] ghip"& Receiving Distribution Center [ =]

roup:

) Delivery Receiving s [~
Delivery Location: | [=] aroup =]
Dezcription: * F Armount: *
Characters remaining: ( 255 max)
Auailable
FND FN 0Bl 50 ORG PI L PR vear Owner Pret Budget Balance
Eupense C .0 .0 [ [ [ . [ B[ ®w o = 8
Aecounts: PEIMS: N/A
100%

Blanket Requisition Attachments -
File Description
Submit Clear

Figure 21: Blanket Requisition tab
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6. The Category and Vendor fields are related. You have the following options:

¢ Select a Category first: If you enter a category first, the vendor drop-down list is
populated with those vendors that are assigned to the category you selected.
e Select a Vendor first: If you enter a vendor first, the category drop-down list is
populated with those categories that are assigned to the vendor you selected.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts
and requestors, respectively.

7. Select the Order From from the drop-down list.

8. Select a Contract from the drop-down list.

9. Select the Ship-To Location from the drop-down list.
Note: Depending on your selection, the Ship-To Receiving Group field is populated, and the
Delivery Location and Delivery Receiving Group fields are displayed and populated on the
tab.

10. Select the Ship-To Receiving Group from the drop-down list. Available selections in the
drop-down list are based on your selection in the Ship-To location field.

11. Select a Delivery Location from the drop-down list.

12. Select a Delivery Receiving Group from the drop-down list.

13. Enter a Description.

14. Enter the Amount.

15. Edit the Expense Account, or click the T2 icon to select another one from the Account
Numbers tab.
Tip: Complete any of the boxes and click the B2 jcon to filter the search.

16. Select the Year from the drop-down list.

17. Select the Owner from the drop-down list.

18. The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.

19. Optional. Click the + icon to add another account number for the requisition. Repeat steps
15 through 18, and ensure that the Percentage fields for all accounts equals 100.

20. Click the Ok button. The new account number is populated in the Account Number column.

21. In the Blanket Requisition Attachments panel, click the + icon to add an attachment. The
File and Description fields are displayed, as in the following illustration.

TEAMS User Guide: Requisitions 19

August 2013



20

REQUISITIONS

Blanket Requisition Attachments

Fila Cescription

| | Browse... 3

| Submit | | Clear
Figure 22: Blanket Requisition Attachments panel with Browse and Description fields
displayed

22. Click the Browse button to navigate to the file location.

23. Enter a Description.
Note: To add attachments, click the + icon again. To delete additional attachments, click the
@ icon.

24. Click the Submit button. A message is displayed which tells you that the requisition was

successfully created, and asks if you would like to create another requisition.
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Requisition Search

You can search for regular requisitions, not-to-exceed requisitions, and blanket/project
requisitions.

How to Search for Traditional Requisitions

1. Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Select the Requisition Search link. The Requisition Search tab is displayed, as shown in
the following illustration.

J Requisition Saarch] Requisition Search Resul(s]

Search Types to Include -
My Al
v

Requisitions 4 Requisitions r
Requisition Criteria -
Vendor: | Order From: | =
Requeston: | [z] Shopping Cart | =
Stager = Status [ =]
Ship-Te Location: =]

FHD FN OBl 30 ORG PI L PR
Account Number: ’*— ’T ,*— ,*— ,*— ,*— ’T ,*—

Minimun Mazimum
Requisition Create 08-01-2009 09-16-2009
Date:
Requisition Last ,7 ,7
Modified Dare:
Purchaze Crder ’7 ,7
Date:
Purchase Item Critetia -
Stock Humber | Rurchase Ttem |
Description

Saregory: | B s
MIGP Commodity ,7
Codes

Search Clear

Figure 23: Requisition Search tab
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In the Search Types to Include panel, select at least one of the following options:

e My Requisitions: Select to search for requisitions that you created.

¢ All Requisitions: Select to search for both requisitions that you created and requisitions

that you approved.

Enter information into at least one of the following fields:

Vendor

Enter the name of a Vendor, or click the icon to select one
from the Vendor Lookup tab.

Note: For more information about the Vendor Lookup tab, see
"Using the Vendor Lookup Tab" on page 33.

Order From

Select the name of the person from whom the items on the
requisition were ordered from the drop-down list.

Requestor

Select an item from the drop-down list.

Shopping Cart Name

Select the name of the shopping cart that was used for the
requisition from the drop-down list.

Stage Select the stage of the requisition for which you are searching
from the drop-down list.
Status Select the status of the requisition for which you are searching

from the drop-down list.

Ship-To Location

Select the location where the items on the requisition were or are
being shipped from the drop-down list.

Account Number

Select the location where the items on the requisition were or are
being shipped from the drop-down list.

Requisition Create
Date

Under the Minimum column, enter a date on or after which the
requisition(s) for which you are searching were created, or click

the icon to select a date from the calendar.

Note: Enter a date in the Maximum column to search for
requisitions that were created within a timeframe.

Requisition Last
Modified Date

Enter a date on or after which the requisition for which you are
searching was last modified, or click the icon to select a date
from the calendar.

Note: Enter a date in the Maximum column to search for a
requisition that was last modified within a timeframe.

Purchase Order
Date

Enter the purchase order date for the requisition for which you
are searching, or click the icon to select a date from the
calendar.

Note: Enter a date in the Maximum column to search for a
requisition’s purchase order date within a timeframe.

TEAMS User Guide: Requisitions
August 2013



Requisition Search

Stock Number Click the icon to select a Stock Number from the Lookup
Stock Number tab.

Note: In order to search for a stock number, you must first
select a vendor.For more information about the Lookup Stock
Number tab, see "Using the Lookup Stock Number Tab" on

Purchase Item Enter the number of the item that is or was being requisitioned.
Number

Category Select the requisition’s category from the drop-down list.
Description Enter words that would match the description of the items on the
Keywords requisition.

NIGP Commodity Enter the NIGP Commodity code of the item of the requisition.
Code

5. Click the Search button. The results of your search are displayed on the Requisition Search
tab, as in the following illustration.

Requisition Search || Requisition Search Results]

| My Requisitions -~
Sort | Clear  Sorted by: (default)

Requisition .
Stock Long Matche Hextin
Murber | Description Guneriizy ;“n::lm Ctlg, | Stage Siefars Warkflow

123 Steering Wheel 1.0 23.00 v Requisition Creation Entered 2009-09-14

Vender Creation Date

BARRETT'S

AUTOMOTIVE,
=

BARRETT'S 123 Brake Pads 2.0 104,50 v Requisition Creation Entered 2009-09-14

AUTOMOTIVE,

IMC,

HOME DEPOT 123 Micrawave 1.0 23.00 v Requisition Creation Entered 2009-09-14
record count: 3 of 3

[_Maintain Requisition | [ Maintain Cart | [ Motes | [ Cancel | [ Routefor Approval |

Figure 24: Requisition Search Results tab

How to Maintain Requisitions

Highlight to select the requisition you want to edit, and click the Maintain Requisitions or
Maintain Cart button to edit the requisition or the cart, respectively. Both buttons open the
Requisition Maintenance tab. For more information, see "Maintain Requisitions" on page 27.

How to Add Notes to Requisitions

Highlight to select the requisition to which you want to add a note, and click the Notes button.
For more information, see "Using the Notes Tab" on page 31.

How to Cancel Requisitions

Highlight to select the requisition you want to cancel, and click the Cancel button. A message is
displayed which tells you that the requisition was successfully canceled.
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How to Route Requisitions for Approval

Highlight the requisition you want to route for approval, and click the Route for Approval
button. The requisition is routed for approval.

How to Search for Not-To-Exceed and Blanket/Project
Requisitions

Note: Because you use the same process to search for not-to-exceed requisitions as you use to
search for blanket/project requisitions, the procedures in this section only cover how to search
for not-to-exceed requisitions.

1. Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Select the Not To Exceed Requisition Search link. The Not-To-Exceed Requisition Search
tab is displayed, as shown in the following illustration.

J Mot-To-Excead Requisition Sear:h] Results ]

Search Types to Include -
My all
Requisitions r Requisitions B
Search Criteria -
Requestar
Fiscal Yean * [z010 = Vendon [
Category: [=] Limitto Releasable: 7 ves ™ Mo
Min Amount: Man Amount:
[=] Description Contains:
Stage: E| Status! |
FUN FN 0BT GRS pic SUB
Account Mumber: ,— ,— ’— ,— ,— ’—
Search

Figure 25: Not-To-Exceed Requisition Search tab

3. In the Search Types to Include panel, select at least one of the following options:
¢ My Requisitions: Select to search for requisitions that you created.
¢ All Requisitions: Select to search all requisitions.

4. Select a Fiscal Year from the drop-down list.

5. Enter information into any of the following fields:

Vendor Enter the name of a Vendor, or click the icon to select one from the
Vendor Lookup tab.
Note: For more information about the Vendor Lookup tab, see "Using
the Vendor Lookup Tab" on page 33.

Category Select an item from the drop-down list.

Limit to Select Yes to search for releasable not-to-exceed requisitions. Select No

Releasable to search for both releasable and non-releasable requisitions.
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Min Amount

Enter the minimum amount for the requisition

Max Amount Enter the maximum amount of the requisition

Description Enter a part of the description.
Contains

Stage Select an item from the drop-down list.
Status Select an item from the drop-down list.
Account Enter the account number.

Number

6. Click the Search button. The Results tab is displayed, as in the following illustration.

Mot-To-Exceed Requisition Search“ Results ]

| Requisitions

Sort | Clear  Sorted by: (default)

\F,.i::ral Requisitioner Wendor Amount Eﬂizi:d
2009 Barsky, Default San Art Supplies 250,00
2009 Barsky, Default San Art Supplies 250,00
2009 Barsky, Default San Art Supplies 250,00
2009 Barsky, Default San Art Supplies 250,00
Z009 Barsky, Default Saw Art Supplies 200,00
z009 Barsky, Default Saw Art Supplies 250,00
2009 Barsky, Default San Art Supplies 200,00
FNnna Warlau, Wil San Art Sonnlies A0N.AN
I_Maintain | | Motes | | Moid | | Eoute for Approval

Category

Art Supplies

Art Supplies

Art Supplies

Art Supplies

Art Supplies

Art Supplies

Art Supplies

Art Sunnlies

Contract(z)

2009-A%

2009-A%

2009-A%

2009-A%

2009-A5

2009-A%

2009-A%

PNNI-AS

Crescription

test 48724

test 48724

testing 428724

BD's crayons

BED

BD

Meed thiz

Faselz

AccountMumbers

199.13.6499,35,918,30 -
100.0%
199.13,6499,35,918,30 -
100.0%

199.13.6499,35,918,30 -
100.0%

1

199,13,6499,25,918.20 -
100.0%

1

1

199.nn.211n.nn.0ann.nn

199.00,2110,00,000,00 -
00.0%

199.13,6499,35,918,30 -
00.0%

101.35.6269.00,909,99 -
00.0%

Stage

Aﬁproual -
Chain

Aﬁproual
Chain

Aﬁproual
Chain

Buyer
Analysis

Aﬁproual
Chain
PO 1256

Buywer
Analysis

- annraval hd
recard count: 13 of 13

Figure 26: Results tab

How to Maintain Not-To-Exceed Requisitions

Highlight to select the requisition you want to edit, and click the Maintain button to edit it. This
button opens the Not-To-Exceed Requisition Maintenance tab. For more information, see "How
to Maintain Not-To-Exceed Requisitions" on page 25.

Note: If you are working in the Blanket/Project Requisition Search function, clicking on the
Maintain button opens the Blanket/Project Requisition Maintenance tab. For more information
about this tab and navigation bar, see "Maintain Requisitions" on page 27.
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How to Add Notes to Not-To-Exceed Requisitions

Highlight to select the requisition to which you want to add a note, and click the Notes button.
For more information, see "Using the Notes Tab" on page 31.

How to Void Not-To-Exceed Requisitions

Highlight to select the requisition you want to cancel, and click the Void button. A message is
displayed which tells you that the requisition was successfully canceled.

How to Route Not-To-Exceed Requisitions for Approval

Highlight the requisition you want to route for approval, and click the Route for Approval
button. The requisition is routed for approval.
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Maintain Requisitions

After you create a requisition and it is submitted for approval, district personnel in the workflow
have the option of editing it. Use the Requisition Maintenance tabs to review or edit traditional
requisitions, use the Not-To-Exceed Requisition Maintenance tabs to review or edit not-to exceed
requisitions, and use the Project Requisition tabs to review or edit Blanket or Project requisitions.
The following topics describe how to maintain requisitions.

¢ How to Maintain Traditional Requisitions (below)

e How to Maintain Not-To-Exceed Requisitions (see page 25)

How to Maintain Traditional Requisitions

You can maintain requisitions from various requisition-related functions. Use the following
procedure to maintain requisitions.

Note: Illustrations in this procedure show the Requisition Maintenance tabs accessed from the
Approve Requisitions function. Button options will depend on the function from which you
accessed the Requisition Maintenance tabs.

1. If you are in the Requisition Search function, select a requisition and click the Maintain
Requisitions button. If you are using the Approve Requisitions or Analyze Requisitions
functions, click the Requisition Details button. The Requisition Overview tab is displayed
with the Requisition Maintenance navigation bar, as in the following illustration.

Requisition Maintenance Requisition Overview

| Purchase Item Details -
Cuarview
Yendor % [BARRETT'S AUTOMOTIVE, In Category: s [ Auto supplies =
Indicators
Order Fram: # [BARRETT'S AUTOMOTIVE, INC. - 161[] Contract: =
Attachments
Item Mumber: BP123 Unit of Measure: % | EACH [=]
Favatites
HIGE Code:
Review )
Detailed [H[erake paDs 0916
Description:
Special =
Instructions:
Justification: = |
Cart Mame: Prologic Administrator 09-16-2009 Cart #9
Requisition Details -
Requestor: #  School Board Meeded By Date:
Ship-To Location: %  Distribution Center gc'oﬁ';;” Receiving  * b coribution Center
Delivery Location: %  Administration Building gﬁol'::.“" Receiving # o inistration Elementary
ACcounts i
% Expensze Accounts © Freight Accounts © Taw Accounts © Installation Accounts
Available
Budget
FND FH 15 30 ORG PI L PR Vear Owner Pret Balance
Enpense
M’znunm 199, [s1 , [ezss, [oo . [1e0 ., [ ., [o ., [oo 2010 [=] [t20 [=] [too $566.49 [z
ofg PEIMS: 199.51....99.,
@ 100%
Cost e
Unit Discount #  Unit Ta= #  Unit Install
Quantity #  Unit Pricet Amount/Pet: AmountdP ot AmountPot Freight amount: %  Total:
[10 55.00 [o.00 [o.00 [0.00 0.00
55.00 0.00 0.00 0.00 0.00 55.00
Save and Continue | [ Save and Restar Approval
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Figure 27: Requisition Overview tab with the Requisition Maintenance navigation bar

Note: The buttons on the bottom of this tab depend on how you accessed the Maintain

Requisitions function.

Use the following information to edit information in the Purchase Item Details panel:

Vendor Enter a vendor, or click the icon to select a vendor from the
Vendor Lookup tab.
Note: For more information about working with the Lookup
Vendor tab, see "Using the Vendor Lookup Tab" on page 33.
Category Select a category from the drop-down list.

Order From

Select the entity from which the item(s) will be ordered from the
drop-down list.

Contract

Select the contract from the drop-down list.

Item Number

Enter the item number, or click the icon to select one from the
Lookup Stock Number tab.

Note: For more information about working with the Lookup Stock
Number tab, see "Using the Lookup Stock Number Tab" on page
33.

Unit of Measure

Select a unit by which to measure the item(s).

NIGP Code

Enter the NIGP Commodity code of the item of the requisition.

Detailed
Description

Enter a detailed description.

Special
Instructions

Enter any special instructions.

Justification

Enter a reason for the requisition.
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Receiving Requisitions

Use the Receive function to receive requisitions.

How to Receive Requisitions

1. Navigate to the TEAMS Home page and locate the Requisitions menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Click the Receive link. The Receiving Search tab is displayed, as in the following illustration.

Receiving Search] Purchase Order Receiuing]

| Search Criteria

Purchase Grder Humber T Vendon [
Description: Part Mumber:
Min D ate:

| Search Clear

Figure 28: Receiving Search tab

3. The current Fiscal Year is selected by default, but you can change this, if necessary.

4. Enter information into any of the following fields:

Purchase The purchase order number
Order Number

Description The description of the requisition
Note: You must enter at least three characters.

Part Number The part number of the order

Note: Click the icon to select a part number from the Vendor
Lookup tab. For more information about the Lookup Stock number
tab, see "Using the Lookup Stock Number Tab" on page 33.
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5. Use the following information to refine your search results:

Use this To search by

filter

Vendor The name of a Vendor

Note: Click the icon to select a vendor from the Vendor Lookup tab. For
more information about the Vendor Lookup tab, see "Using the Vendor
Lookup Tab" on page 33.

Min Date The date after which to search for requisitions

Note: Click the icon to select a date from the calendar.

6. Click the Search button. The results of your search are displayed in the Purchase Orders
panel, as in the following illustration.

J Receiving Search] Purchase Order Receiuing]

[ saarch criteria

Purchase Order Mumber: [ wender: [

Description: ’W Part Mumber: ’7

Min Date:

Purchase Grders - |
Sort | Clear  Sorted by: (default)

E‘:J'nﬁt:fe Order Requestar Stack Mumber Lang Description Ordered Gy Canceled Qry Received Oty Gutstanding Gty

1o Adrmin, Prologic 123 Battery for district 1.0 0.0 1.0 0.0

record count: 1 of 1
Receive/Cancel | [ Miew

Figure 29: Receiving Search tab with results displayed

Note: The columns that are displayed in Figure 29 and Figure 30 depend on what is selected
in the Requisition Options function. For more information about this function, see the TEAMS
Requisition Setup User Guide.

7. Highlight to select the appropriate requisition, and click the Receive/Cancel button. The
Purchase Order Receiving tab is displayed, as in the following illustration.

Receiving Search || Purchase Order RE(Eiuing]

Receiving Details hd
Show Return?: " ves @ Mo Show Cancel? " ves O po
- - ) Qty. Mot
Requestar Stock Mumber Short Description Long Description Expecied | Oty. Received
Delivered
Board of Trustees | |student Desks |Student Desks 2.0 2.0 0.0
Receiving Attachments -
Save Cancel

Figure 30: Purchase Order Receiving tab
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Appendix: Requisitions

This appendix provides supplementary information for requisition-related functions, such as how
to use the Notes tab and various Lookup tabs.

Using the Employee Lookup Tab

The Employee Lookup tab is accessed by clicking the icon. The Employee Lookup tab is

displayed.
‘ (@) Plesse pravide afilter criteria |
[ Emplayes Lookus |
Filter By # @ ID  Mame { g5M
Emplayee ID [ Filter

| Employess -
Sort | Clear  Sorted by: (default)

IEE’)“"'W“ e Last Mame First Mame Middle Current Hire Type |Active

record count: O of O

Select Cance|

Figure 31: Employee Lookup tab
1. You have the following options:
e ID: Enter the employee's Employee Identification Number.
e Name: Enter the employee's Last Name, Middle Name, or First hame.
e SSN: Enter the employee's Social Security Number.
2. Click the Filter button. The results are displayed on the Employees list.

3. Highlight to select the employee, and click the Select button. The tab in which you were
previously working is displayed with your selection.

Using the Notes Tab

The Notes tab is accessed by clicking the Notes button.
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Motes

=

Muote:

Characters remaining: | 500 500 max)
 ves 8 No
@ yes O Mo

Communication Method: | =

*

Private:

*

Internal Only:

| Motes

Sort | Clear  Sorted by: (default)

Added On aes

|Modiﬁed fria

Private

Internal

only

Mote Operation

Dealete

recard count: 0 of O

Figure 32: Notes tab

How to Add Notes

1. In the Notes field, enter any free-text comments, up to 500 characters.

In the Private field, select Yes to indicate that this note is private; select No if the note is
not private. No is the system default.

Note: If a note is designated as Private, then only the person entering the note has access
to it. No information about the note is displayed for other users.

In the Internal Only field, select Yes to indicate that this note is for internal use only; select
No if the note is not only for internal use. Yes is the system default.

Note: Selecting Yes in the Internal Only field indicates that only district employees have
access to the note.

Select the Communication Method by which you received the information.
Click the Add button. The note is added to the Notes list.

Click the Return button to return to the tab on which you were working.

How to Edit an Existing Note

Highlight it in the Notes list and click the Edit button. Make any changes, and click the Save

button.

How to Delete a Note

Highlight it in the notes list and click the Delete button. The system displays a message asking

you to confirm the deletion action. Click Yes to delete the note.
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Appendix: Requisitions

Using the Lookup Stock Number Tab

The Lookup Stock Number tab is accessed by clicking the icon next to the Stock Number
field. The Lookup Stock Number tab is displayed.

Lookup Stock Mumber

: Filt:
Company: Grant Office Supply Description Contains || Lilter
| Stock Mumbers hd |

Sort | Clear  Sorted by: (default)
Company Stock Mumber Crescription

record count: 0 of O

Select Cancel

Figure 33: Lookup Stock Number tab

1. Tofilter the items in the Stock Numbers list, enter at least one character in the Description
Contains field. The list is filtered by the Description of the item.

2. Highlight to select the appropriate item in the Stock Numbers list.
3. Click the Select button.

4. You are taken back to the appropriate tab, and the stock number you selected is populated
next to the Stock Number label.

Using the Vendor Lookup Tab

The Vendor Lookup tab is accessed by clicking the icon. The Lookup Vendor tab is displayed.

T R e 8
Wendor Lookup

Filtar By: H * Mame 1D
“endor Mame: |
| “endors hi
Sort | Clear  Sorted by: (default)
Eampany e }.l'sndor Vendor Official Mame E::ndeor Known &z Tax ID _I(an;ea?flories az of _I(Eoogta:r:cts as of
recaord count: O of O
‘ Selact Cancel

Figure 34: Vendor Lookup tab

1. 1In the Filter By field, select one of the following options:
e ID: The Vendor ID field is displayed.
e Name: The Vendor Name field is displayed.

Tip: If you are unsure of the spelling of the company name, enter at least one letter, and
click the Filter button. For example, if you enter Ed, your search results could return
companies containing the word United, as well as those containing the word Red.

2. Ifyou selected the ID button, enter the vendor's identification number in the Vendor ID field.
If you selected the Name button, enter the vendor's name in the Vendor Name field.
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Click the Filter button. The search results are displayed.
Select the appropriate Company.

Click the Select button. The tab in which you were previously working is displayed with the
Vendor's information populated in the appropriate field.
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