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TEAMS

Approve/Analyze Requisitions

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

APPROVE/ANALYZE 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 Approve Requisitions, Analyze Requisitions, and Receive Requisitions
functions to search for requisitions you want to approve, analyze, or receive. If you want to
modify a requisition you are about to approve, analyze, or receive, use the Maintain Requisitions

function.

An overview of the information in this guide is below:

e Approve Requisitions describes how to search for traditional, not-to-exceed, and blanket/
project requisitions.

e Analyze Requisitions describes how to analyze traditional, not-to-exceed, and blanket/
project requisitions.

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

e Create Purchase Orders On Demand describes how to create purchase orders for
requisitions.

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

Approve Requisitions

Once a requisition has been created, it needs to be approved. Use the following topics to approve
traditional or warehouse requisitions, not-to-exceed requisitions, and blanket/project
requisitions.

How to Approve 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 Approve Requisitions link. The Traditional Requisition Approval tab is displayed,
as shown in the following illustration.

Traditional Requizition ApprouaI(Q)] Mot-To-Excesd Requisition Approua|(0)| Blanket/Project Requisition Approua|(0)| Histary

Filter Criteria -
Requisitions to Approve -
Approve ’C— This approval list was compiled for you on 04-06-2010 10:11,
ter, R 262
Ast arpenter, Ronnie (262) El Refresh this list with the most current approval candidates?
Sort | Clear  Sorted by: (default)
. Consistent
Contract Item P Shart wantity 0t Total
Cart Mame Yendor = Numbar Organization Deszctiption Q Y Price  Amount Account Murmnber(z) gfatalog
Teams Prologic 03-23- Ilsa's 123 Board of 1.0 1000 10,00 199.51.6129.00,914,99
2010 Cart #4 Hardware Trustees - 100.0%
Store
[FETTR0261)
Teams Prologic 03-23- Ilza's 124 Board of 1.0 15.00 15.00 199.51.6129.00,914,99
2010 Cart %3 Hardware Trustees - 100.0%
Stora
(767790861)
record count: 2 of 2
Requisition Datails || Cart Details || Select All || Approve | | Approve All | | Rejact || Maid || Hald | | Hotes

Figure 2: Traditional Requisition Approval tab

Note: Approval tabs are color-coded. Green indicates that there are no requisitions that
need to be approved. Red indicates that there are requisitions that need to be approved. On
each tab, the number of requisitions that need to be approved is displayed in parenthesis.

Note: If you are approving Not-To-Exceed Requisitions or Blanket/Project Requisitions,
bring that tab forward, and skip to step 5.

3. Click the ™ to expand the Filter Criteria panel.

Requisition Approval(0) | Not-To-Exceed Requisition Approval(d) | Blanket/Project Reguisition Approval(0) | History

Filter Criteria
Vendor: - Category: [
Requisitioner: I Status: | =]
Requisitioned On: ]7 Requisitioned To: ’7
[T ]

Figure 3: Traditional Requisition Approval tab with Filter Criteria panel expanded
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APPROVE/ANALYZE REQUISITIONS

Vendor Enter the name of the vendor by which to filter the list, 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 34.

Requisitioner Enter the name of the person who created the requisition, or click
the icon to select one from the Employee Lookup tab.

Note: For more information about the Employee Lookup tab, see
"Using the Employee Lookup Tab" on page 32.

Requisitioned On  Epter 5 date on which the requisition was created, or click the
icon to select one from the calendar.

Status Select an item from the drop-down list to filter the list by the status
of the requisition.

4. Click the Filter button. The filtered Requisitions to Approve list is displayed.

Bring the appropriate tab forward, and highlight to select the requisition you want to
approve.

Tip: If you want to approve all of the requisitions in the Requisitions to Approve list, and click
the Approve All button. If you want to approve most of the items in the list, click the Select
All button, and deselect the item(s) you do not want to approve, and click the Approve
button.

Note: To review and/or edit the requisition before approving it, click the View button. The
Requisition Overview tabs are displayed. For more information about these tabs, see
"Maintain Requisitions" on page 17.

6. Click the Approve button. A message is displayed which tells you that the requisition(s) you
selected were approved.

Note: Use the History tab to track the progress of the requisition you just submitted for
approval.

How to View Requisition Details
Note: To view the details of Blanket/Project or Not-to-Exceed Requisitions, click the View button.

To view the details of and/or edit a requisition before approving it, highlight to select the
requisition in the Requisitions to Approve list, and click the Requisition Details button. The
Requisition Overview tabs are displayed. For more information about this tab and navigation bar,
see "Maintain Requisitions" on page 17.

Note: After viewing and/or editing information on the Cart tab, you can approve the requisition
from any of the Requisition Maintenance tabs by clicking the Approve and Return button.
Clicking the this button does not approve all of the requisitions in the cart. Only the requisition
with which you are working is approved.
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Approve Requisitions

How to View Cart Details
Note: You can only view the cart details of a Traditional requisition.

To view the details of and/or edit requisitions in a cart before approving the requisition, click the
Cart Details button. The Cart tab is displayed with the Requisition Maintenance navigation bar.
For more information about this tab and navigation bar, see "Maintain Requisitions" on page 17.

Note: After viewing and/or editing information on the Cart tab, you can approve the requisition
from any of the Requisition Maintenance tabs by clicking the Approve and Return button.
Clicking the this button does not approve all of the requisitions in the cart. Only the requisition
with which you are working is approved.

How to Reject a Requisition

Note: Only Traditional requisitions can be rejected.

Note: Rejecting a requisition returns it to the requisitioner for modification and can be
resubmitted. To completely void a requisition so that it cannot be resubmitted, use the Void
button. For more information about how to void requisitions, see the next section.

1. On the Requisitions tab, highlight to select the requisition(s) you want to reject.

Cenial Reason v | X

Cenial Reason:  # | =]

Cenial Mote: |

Characters remaining: {500 reax)

Figure 4: Denial Reason box

2. Select a Denial Reason from the drop-down list.
3. Enter a Denial Note.

Note: The note you enter is displayed in the report queue, which the requisitioner will access
so that he or she can make modifications to rejected requisitions so that they can be
resubmitted. Therefore, you can use this field to explain what modifications need to be made
so that the requisition can be approved after it is resubmitted.

4. Click the Ok button. The requisition is removed from the list.
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APPROVE/ANALYZE REQUISITIONS

How to Void or Deny Requisitions

Note: Traditional requisitions are voided, and Not-To-Exceed and Blanket/Project requisitions
are denied.

1.

Unlike rejecting a requisition, voiding a requisition means that it cannot be modified and
resubmitted to the requisitioner.

Note: To return the requisition to the requisitioner for modifications, click the Reject button.
For more information about the Reject button, see the previous section.

2. On the Requisitions tab, highlight to select the requisition(s) you want to void.
3. Click the Void button. The Void Reason box is displayed, as in the following illustration.
“Yoid Reasaon - | b4
Void Reazon: * | =]
Figure 5: Void Reason box
4. Select a Void Reason from the drop-down list.
5. Click the Ok button. The requisition is removed from the list.

How to Hold Requisitions

Note: Only Traditional requisitions can be held.

1.
2.

On the Requisitions tab, highlight to select the requisition you want to hold.
Click the Hold button. The Hold Reason box is displayed, as in the following illustration.

Haold Reasan * | X

Hold Reazan: #* | El

Figure 6: Hold Reason box

Select the Hold Reason from the drop-down list.

Click the Ok button. The requisition can no longer be approved.

How to Add Notes to Requisitions

Note: You can only add notes to Traditional requisitions.

Click the Notes button on the Requisitions tab. The Notes tab is displayed. For more information
about how to work with the Notes tab, see "Using the Notes Tab" on page 32.
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Analyze Requisitions

Analyze Requisitions

Use the Analyze Requisitions function to send requisitions to the next stage in the requisitions
workflow.

How to Analyze 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. Select the Analyze Requisitions link. The Traditional Requisition Analysis tab is displayed,
as in the following illustration.

Traditional Requizition Analysls(S)] Mot-To-Exceed Requisition Analysls(ﬁ)‘ Blanket/Project Requisition Anall,lsls(l]]l History

Filtar Critaria -
Requisitions to Apprave 7
Approve oD, i F BT This approval list was compiled for you on 04-06-2010 17125,
As sleon, Falice Ann (20448) [=] Refrash this list with the most current approval candidates?
Configure columns | Sort | Clear  Sorted by: (default)
%“"“‘ vendor nem, Crganization Lang Description Quantity it Tt Account Mumber(s) Mome /AT
SS(Check Crisis Prevention YDWBOO03 Special Education Additional Warkbooks How to., 200.0 6,00 1200.00 224,13,6399.01,870,23.0,00 - NM
Letter) Institute(5941) 100.0%
Ss(Check Crisis Prevention PWKBOOOL Special Education NCI Participant Workbook, M., 200.0 10,29 2052.00 224,13,6399.01,270,22.0,00 - MM
Letter) Institute(6941) 100.0%
Grainger Industrial 50.27.0026& Warehouse N SUB, (GRAINGER #3BB40) £.0 1.21 726 192,00,1310,00,000,00,0,00 - MM
Supply(1038) 100.0%
CHECK Az Educational ozizi0 Accounts Payable checks 5000.0 010 500.00 199.21.6399.02.220.11.0.00 - N M
REQUEST consultants 100.0%
(15321000)
Green Mesquite 3 0z2zzi0 Accounts Payable chips and soda 1000.0 0,25 250,00 192,51,6392.01,901,93.0,00 - N
(10274204) 100.0%
02-110 Apple Computer 267E30 Accounts Payable iPod Classic Black 30 143,00 447.00 192,53,6392.01,835,99.0,00 - N
Incorporated Qisv 100.0%
#1942404110104/7¢
(332000)
Office Mar(4725) 040410 1 Accounts Payable paper 5.0 10,00 45,00 199,53.6399.01,837.99.0,00 - NM
100.0%
(>ffice Supplies Corporate Express ABC1Z3 Accounts Payable ‘ellow Mewsprint Theme Pape... 1.0 500,00 473.00 192,23,6392.01.001,93.0,00 - N
(6454) 100.0%
record counts 8of 8
Requisition Details | [ CartDetails | [ Selectall | [ Approve | [ Approve All | [ Reject | [ Woid | [ Hold | [ Hotes | [ Send Message

Figure 7: Traditional Requisition Analysis tab

Note: Approval tabs are color-coded. Green indicates that there are no requisitions that
need to be analyzed. Red indicates that there are requisitions that need to be analyzed. On
each tab, the number of requisitions that need to be analyzed is displayed in parenthesis.

Note: If you are approving Not-To-Exceed Requisitions or Blanket/Project Requisitions,
bring that tab forward, and skip to step 5.

3. To filter the Requisitions to Approve list, click the * on the Filter Criteria panel to expand it.

Requisition Approval(0) I Mot-To-Exceed Requisition Approval(0} | Blanket/Project Requisition Approval(0) | History

Filter Criteria

“endor: Category: [E3]

Requisitioner: Status: E|

Requisitioned On: Requisitioned To:

Figure 8: Traditional Requisition Analysis tab with the Filter Criteria panel expanded
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APPROVE/ANALYZE REQUISITIONS

Vendor Enter the name of the vendor by which to filter the list, 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 34.

Requisitioner Enter the name of the person who created the requisition, or click
the icon to select one from the Employee Lookup tab.

Note: For more information about the Employee Lookup tab, see
"Using the Employee Lookup Tab" on page 32.

Requisitioned On  Epter 5 date on which the requisition was created, or click the
icon to select one from the calendar.

Status Select an item from the drop-down list to filter the list by the status
of the requisition.

4. Click the Filter button. The filtered Requisitions to Approve list is displayed.

Bring the appropriate tab forward, and highlight to select the requisition you want to
approve.

Tip: If you want to approve all of the requisitions in the Requisitions to Approve list, and click
the Approve All button. If you want to approve most of the items in the list, click the Select
All button, and deselect the item(s) you do not want to approve, and click the Approve
button.

Note: To review and/or edit the requisition before approving it, click the View button.The
Requisition Maintenance tab is displayed. For more information about this tab and navigation
bar, see "Maintain Requisitions" on page 17.

6. Click the Approve button. A message is displayed which tells you that the requisition(s) you
selected were approved.

Note: Use the History tab to track the progress of the requisition you just submitted for
approval.

How to View Requisition Details

Note: You can only view the details of a Traditional requisition.

To view the details of and/or edit a requisition before approving it, highlight to select the
requisition in the Requisitions to Approve list, and click the Requisition Details button. The
Requisition Overview tab is displayed. For more information about this tab and navigation bar,
see "Maintain Requisitions" on page 17.

Note: After viewing and/or editing the requisition, you can approve it from any of the Requisition
Maintenance tabs by clicking the Approve and Return button.
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Analyze Requisitions

How to View Cart Details

Note: You can only view the cart details of a Traditional requisition.

To view the details of and/or edit requisitions in a cart before approving the requisition, click the
Cart Details button. The Cart tab is displayed with the Requisition Maintenance navigation bar.
For more information about this tab and navigation bar, see "Maintain Requisitions" on page 17.

Note: After viewing and/or editing information on the Cart tab, you can approve the requisition
from any of the Requisition Maintenance tabs by clicking the Approve and Return button.
Clicking the this button does not approve all of the requisitions in the cart. Only the requisition
with which you are working is approved.

How to Reject a Requisition

Note: Only Traditional requisitions can be rejected.

1. Rejecting a requisition returns it to the requisitioner for modification and can be resubmitted.
Note: To completely void a requisition so that it cannot be resubmitted, use the Void button.
For more information about how to void requisitions, see the next section.

2. On the Requisitions tab, highlight to select the requisition(s) you want to reject, and click
the Reject button. The Denial Reason box is displayed, as in the following illustration.

Denial Reazon - | b4

Denial Reasont | =]

Cenial Mote: |

Characters remaining: {500 max)

Figure 9: Denial Reason box

3. Select a Denial Reason from the drop-down list.

4. Enter a Denial Note.
Note: The note you enter is displayed in the report queue, which the requisitioner will access
so that he or she can make modifications to rejected requisitions so that they can be
resubmitted. Therefore, you can use this field to explain what modifications need to be made
so that the requisition can be approved after it is resubmitted.

5. Click the Ok button. The requisition is removed from the list.
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APPROVE/ANALYZE REQUISITIONS

How to Void or Deny Requisitions
Note: Traditional requisitions are voided, and Not-To-Exceed and Blanket/Project requisitions
are denied.

1. Unlike rejecting a requisition, voiding a requisition means that it cannot be modified and
resubmitted to the requisitioner.

Note: To return the requisition to the requisitioner for modifications, click the Reject button.
For more information about the Reject button, see the previous section.

2. On the Requisitions tab, highlight to select the requisition(s) you want to void.
3. Click the Void button. The Void Reason box is displayed, as in the following illustration.

“Yoid Reasaon - | b4

Void Reazon: * | =]

Figure 10: Void Reason box

4. Select a Void Reason from the drop-down list.

5. Click the Ok button. The requisition is removed from the list.

How to Hold Requisitions

Note: Only Traditional requisitions can be held.
1. On the Requisitions tab, highlight to select the requisition you want to hold.
2. Click the Hold button. The Hold Reason box is displayed, as in the following illustration.

Hold Reasan - | X

Hold Reazon # | =]

Figure 11: Hold Reason box

3. Select the Hold Reason from the drop-down list.

4. Click the Ok button. The requisition can no longer be approved.

How to Add Notes to Requisitions
Note: You can only add notes to Traditional requisitions.

Click the Notes button on the Requisitions tab. The Notes tab is displayed. For more information
about how to work with the Notes tab, see "Using the Notes Tab" on page 32.
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Requisition Search

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 12: Requisition Search tab

TEAMS User Guide: Approve/Analyze Requisitions 11
August 2013



APPROVE/ANALYZE REQUISITIONS

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 34.

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: Approve/Analyze Requisitions
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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 13: 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 17.

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 32.

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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APPROVE/ANALYZE REQUISITIONS

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 14: 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 34.

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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Requisition Search

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 15: 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 15.

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 17.
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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 32.

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.

16 TEAMS User Guide: Approve/Analyze Requisitions
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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 15)

e How to Maintain Blanket/Project Requisitions (see page 24)

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.
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Requisition Maintenance

Cuerview

Indicators
Attachments
Favorites

Review

Requisition Gverview

Figure 16: Requisition Overview tab with the Requisition Maintenance navigation bar

APPROVE/ANALYZE REQUISITIONS

| Purchase Item Details

wendor # [BARRETT'S AUTOMOTIVE, Ir Category: # [ Auto Supplies [=]
Grder Fram: # |BARRETT'S AUTGMOTIVE, INC, - 161[=]  Contract =
Ttem Mumber: BP123 Unit of Measure: % |EACH 7]
NIGP Code:

Detailed &’|3RAKE PADS 0918 |

Description:

Special @| |
Instructions!

Justification: = |

Cart Mamer Prologic Administrator 09-16-2009 Cart #9

Requisition Derails

Requestor #  School Board Meeded By Dater
Ship-To Location: *  Distribution Center g?‘oﬁlp“ Receiving pitribution Center
. R G Delivery Recaiving —
Delivery Location: %k Administration Building Group: Adrniniztration Elementary

Accounts

(% Eupense dccounts © Freight Accounts © Tax Accounts © Installation Accounts

Auailable
Budget
FHD FM oBJ 30 ORG I L PR Year Guner Pret Balance
Enpense
Acpwunts: 189, [s1, [ezss, [oo , [1B0, (8% ., [o ., [oo 2010 [=] [1e0 [=] [1o0 $568.43 BE &
PEIMS: 199.51.,..99.
(D) 100%
Cost -
Quantity: % Unit Price: z:_:z‘?r:;?c”tf“ * z:-:zuT:;fpc:- * zm;é:z};llt Freight Amount: #  Total:
[10 55.00 [o.o0 [0.00 IEE [0.00
55.00 0,00 0.00 0.00 0.00 55.00
Save and Continue | [ Save and Restart Approval

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

2. 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 34.
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

Lookup Stock Number tab.

Enter the item number, or click the icon to select one from the

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

34.

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

TEAMS User Guide: Approve/Analyze Requisitions
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NIGP Code Enter the NIGP Commodity code of the item of the requisition.
Detailed Enter a detailed description.

Description

Special Enter any special instructions.

Instructions

Justification Enter a reason for the requisition.

3. Use the Accounts panel to select which account out of which to draw funds to purchase the
item(s) being requisitioned. You have the following options:

e Expense Accounts

e Freight Accounts

e Tax Accounts

¢ Installation Accounts

Once you select an account type, edit the account number by either manually entering it, or
by clicking the T2 icon to select one from the Account Numbers tab.

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

4. Use the following information to edit information in the Cost panel:

Quantity Enter a quantity.

Unit Price Enter a price per unit.

Unit Discount Enter an amount or percent to be discounted per unit.
Amount/Pct

Unit Tax Amount/ Enter an amount or percent to be taxed per unit.

Pct

Unit Install Enter an amount or percent to be charged for installation per unit.
Amount/Pct

Freight Amount Enter an amount to be charged for freight.

5. Click the Save and Continue button. The Requisition Indicators tab is displayed, as in the
following illustration.
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Requisition Maintenance Requisition Indicators

[ Indicators

Cwerviey

(i) Stock Replenishment: O yes O o
Indicators @ ”
Fined Assen
Attachments * " Yes % o
Favorites (D can Combine: " & ves © Ne
Review (D Can Substitute: F yas O Mo
K
(1) Receiving Required: * @ e O Mo
(D) confirmation Gnly: ™ yas 0 Mo

*

|
H Save and Continue || Back |

Return | [ Approze and Return

Figure 17: Requisition Indicators tab

6. Use the following information to edit information on the Requisition Indicators tab:

Stock Indicate whether you want the item to be requisitioned again.

Replenishment

Fixed Asset Indicate whether this requisition is a fixed asset.

Can Combine Indicate whether this requisition can be combined with other
requisitions.

Can Substitute Indicate whether this requisition can be substituted.

Receiving Indicate whether receiving is required for this requisition.

Required

Confirmation Only Indicate whether this requisition is only a confirmation.

7. Click the Save and Continue button. The Requisition Attachments tab is displayed, as in
the following illustration.

Requisition Maintenance Requisition Attachments
., File Description
Indicators
Attachments
T
Favarites |[ Save and Continue || Back ‘

Review

Return | [ Approe and Return

Figure 18: Requisition Attachments tab

8. To add an attachment to this requisition, click the + icon. The File and Description fields are
displayed, as in the following illustration.
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Requisition Maintenance\ Requisition Attachments\
Duarviey File Description
Indicators [ [ Browse.. @
Attachments
Favorites
T
Review || Save and Continue | | Back

Return | | Approve and Return

Figure 19: Requisition Attachments tab with File and Description fields displayed
9. Click the Browse button to navigate to the file location.
10. Enter a Description.

Note: Click the + icon to add another attachment.

11. Click the Save and Continue button. The Requisition Favorites tab is displayed, as in the
following illustration.

Requisition Maintenance Requisition Favorites

Favorites

Cwerview
Indicators

Attachments

Favorites

Review

Add Mew Favarite Shopping carmE]

Available Favorite Shopping Carts Selected Favorite Shopping Carts
Default Barsky 09-23- = m
2008 Cart #6 Favorites
Crefault Barsky 09-23-
2008 Cart #35 Favorites add alls
Default Barsky 09-30-
2008 Cart #2 Favorites = o Remove All

Mext Back

Return | | Approve and Return

Figure 20: Requisition Favorites tab

12. Look through the list of available favorite shopping carts. If you do not want to use the items
in this list, proceed to the next step to add a new shopping cart. If you want to use an
existing favorite shopping cart or carts, proceed to step 17.

13. Click the + icon to add a new favorite shopping cart. The New Favorite Shopping Cart Info
box is displayed, as in the following illustration.

Mew Favarite Shopping CareInf > |

Faworite #* |
Shoepping Cart Mame:

Faworite |
Shopping Cart

Drescription: Characters remaining: {255 max)
| Add || Cancel |

Figure 21: New Favorite Shopping Cart Info box
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14. Enter the new Favorite Shopping Cart Name.

15. Enter a description in the Favorite Shopping Cart Description field.

16. Click the Add button. The new favorite shopping cart is added to the Available Favorite
Shopping Carts list.

17. Highlight the appropriate item(s) from the Available Favorite Shopping Carts list, and click

the Add button.

Note: To select all the available favorites, click the Add All button. To remove a favorite
from the Selected Favorite panel, highlight the favorite’s name and click the Remove button.
To remove all selected favorites, click the Remove All button.

18. Click the Next button. The Requisition Status tab is displayed, as in the following illustration.

Requisition Maintenance

Caruviaw
Indicators
Attachments
Fawarites

Review

Status
Receiving
Action History
Cart

Ordering

&=

Analysis in Progress

Requisition Status
| Status
Urgency: * “Wedium
Stage: #  Buyer Analusis
Status: *
[
|| Save and Continue H Back ‘

Figure 22: Requisition Status tab

Return | | Approve and Return

19. Select an item from the Urgency drop-down list

20. Click the Save and Continue button. The Requisition Receiving tab is displayed, as in the
following illustration.

Requisition Maintenance

Cwerview
Indicators
Attachments
Favarites
Review

Status

Receiving
Action History
Cart

Drdering

Figure 23: Requisition Receiving tab

Requisition Receiving

| Requisition Receiving Summary

Total

Ordared: 2
Receipt Type
Kept
Returned

Total
Received:

Cuantity Good
o
1]

Total

0 Cancelled;

Cruantity Damaged
u}
o

Total

Ewxpected: 2

Cuantity Good or Damaged
u}
o

Rejected

[1]

a

a

| Requisition Receiving Records

-

Sort | Clear  Sorted by: (default)
rdered Stack Mumber

Mext Back

Receivied Stock Mumber

Received |Rejected |Cancelled

racord count: O of 0

Return | | Approve and Return

21. Review the information on the Requisition Receiving tab.

22. Click the Next button. The Action History tab is displayed, as in the following illustration.
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Requisition Maintenance

Cwaruiaw
Indicators
Attachments
Favorites
Review
Status

Receiving

Action History

Action History
Cart

Ordering

| Creation |
Date: 09-17-z2008 Requisitionar Position: a
Requisitioner I0: [u] Requisitionar Mame: Barzky, Default
| Last Modification |
Crate: 11-04-2008 Position: 614
10 o] Ermployee Mame: Barsky, Default
| Action History & |
Sort | Clear  Sorted by: (default)
Action Type Drate Description Actar ID Actor PCH Actor Mame
Stage/Status 2008-09-18 1128630 T30 Rarnirez, Magdalena
Change 14:01:44 (405)
Approver 2008-09-18 Approved 1128630 T30 Ramirez, Magdalena
140144 (271)
Approver 2008-09-18 Approved 1127351 262 Dawson, Ronnie
13/55:51 (622)
Stage/Status 2008-09-18 1127351 262 Crawson, Ronnie
Change 13:155:39 (334)
Stage/Status 2008-09-17 1] [u] Barsky, Default
Change 14,35:55 (950)
Stage/Status 2008-09-17 0 0 Barsky, Default
Change 14:35:55 (813
record count: 6 of &
|| Ment I Back
Return | | Approve and Return

Figure 24: Action History tab

23. Review the information on the Action History tab.

24. Click the Next button. The Cart tab is displayed, as in the following illustration.
Requisition Maintenance

Ouerview
Indicators
Attachments
Favorites
Review
Status
Receiving

Action Histary

Cart

Ordering

Cart

| cart Header

Cart Mame:

Default Barsky 11-14-2008 Carts12

Requisition Total Amount:
Process Lines Separstely:

$3406.19
@ yes (7 No

| cart Requisitions

Figure 25: Cart tab

the cell you want to change.

Wendor Wendor Order From Categary Contract(s) Quantity Itern Murmber | Unit of Measure DES
S Art Supplies it At Supplies 00.0 TOS41 1446 EA P~
Sax At Supplies A Supplies 1.0 705215604 EA Fo
SaArt Supplies it At Supplies 1.0 05219856 EA BO
Sax Art Suppliss L LAt Supplies 10 FOSL0GFA7 EA PO
Sax At Supplies A Supplies 1.0 705404793 EA P,
Sax Art Bupplies At Supplies 1.0 T05446081 EA CH
Sax At Supplies A Supplies 1.0 705446684 EA B2
Sax Art Supplies At Supplies 1.0 TOA446248 EA PAr
4 »
| Save Cart | [ Add Lineto Gart
| Mext Back
Return | [ Approwe and Return
25. Use the Process Lines Separately field to indicate whether the items you add to the
requisition must be purchased and delivered together. If necessary, select Yes if one item
may be purchased without the other(s). Otherwise, select No.
26. Review the information in the Cart Requisitions list. To edit items in the cart, click once in
27. To add an item to the cart, click the Add Line to Cart button. A duplicated line is added to
the bottom of the Cart Requisitions list. Click once in the cells to change information.
28. Click the Save Cart button to save your changes.
29. Click the Next button. The Ordering tab is displayed, as in the following illustration.
23
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Overview
Indicators
Attachments
Favorites
Review
Status
Receiving
Action History

Cart

Ordering
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Ordering

| Purchase Order

Purchase Crder

o 1138

Grder Stage: PO

Crder Created

Sent Snt

Order Status: 01-0%-200%9

[ _Return | [ Approwe and Return

Figure 26: Ordering tab

30. Review the information on the Ordering tab.

How to Maintain Blanket/Project Requisitions

1. If you are in the Blanket/Project Requisition Search function, click the Maintain button. If
you are using the Approve Blanket/Project Requisitions or Analyze Blanket/Project
Requisitions functions, click the View button. The Project Requisition Overview tab is
displayed with the Project Requisition Maintenance navigation bar, as in the following

illustration.

J Project Requisition Maintenance

Cverview
Action History

Purchaze Order

Project Requisition Oueruieww

| Preject Reguisition Overview Header

-

Fiscal Year k2010 Vendor:
Order From:

Category # | Appliances = Contract:

Requestor: # | Administrator, (Prelagic) Prologic - 9929[]

Ship-Ta #* ,7 Ship-Te Receiving

Coeatian: Distribution Center - 982 [=] aroup:

Delivery Delivery Receiving

Location: | E oo

Description: #*  [F

T84T

Characters remaining: { 255 max)

*

[ HoME DEPOT - 40550 =]
[ HOME DEPOT - 5801 West Laop 283 ACCT# 6035 3[]

=

Distribution Center [
=]

Project Requisition Gverview Description

-

Description Total Amaount ‘

Released Amount

‘ Balance Amaunt | Account M

Refrigarator |50.00 |o.00

|s0.00 |199.11.6122.00.150.

4

|| Add Mew Description

Project Requisition Overview Attachments

File Description

Submit Clear

Figure 27: Project Requisition Overview tab

g A W N
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Select a Category from the drop-down list.
Select a Vendor from the drop-down list.

Select a Contract from the drop-down list.

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

6. 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.

7. 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.

8. Enter a Description.
9. Click in the cell under the Description column to change the description.
10. Click in the cell under the Total Amount column to change the total amount.

Note: If the requisition has been approved and analyzed, and a purchase order has been
created for it, then the number in the Released Amount column is a hyperlink. To release
funds, proceed to the next step. If you do not have this option, proceed to step 13.

11. To release funds, click the hyperlinked amount in the Released Amount column. The Release
Funds box is displayed, as in the following illustration.

Realease Funds w |
Mew Releaze * Tlenes
Arnount
Prior Releazes *
Release Amount Feleased By Released On
56,66 IDawson, (Grecis) Grecia & Dawson, (Marl08-06-2009

Figure 28: Release Funds box

12. Enter the amount you want to release in the New Release Amount field, and click the
Release button. The release is added to the Prior Releases list, and the amount is subtracted
from the Released Amount field in the Project Requisition Overview tab.

13. Click on the Account Number hyperlink to change the account number. The Edit Accounts
box is displayed, as in the following illustration.
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Edit Accounts v | X
#uailable
FUMD  FMC  OBJ sUB  ORG  PI Year Crwner Pret Budget Balance
[13% . [51 . |e3%% . |00 . [214 . |39 [z200% [=]|914 [=]|100 $11,144.73 = g
100%;
| ok || cancel |

Figure 29: Edit Accounts box

14. Edit the account number, or click the 2 icon to select another one from the Account
Numbers tab.

Tip: Complete any of the boxes and click the &, jcon to filter the search.
15. Select the Year from the drop-down list.
16. Select the Owner from the drop-down list.

17. 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.

18. Optional. To add another account, repeat steps 14 through 17, and ensure that the
percentage for all accounts equals 100.

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

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

Create Project Requisition Attachments

File Crescription

| | Browse. . T
| Submit || Clear

Figure 30: Project Requisition Overview Attachments panel with Browse and Description
fields displayed

21. Click the Browse button to navigate to the file location.
22. Enter a Description.

Note: To add attachments, click the + icon again. To delete additional attachments, click the
& icon.
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23. If you accessed the Project Requisition Maintenance function from the Approve or Analyze
Requisitions functions, you have the following button options for submitting your changes:

e Submit: Use to submit the requisition for approval to the next.

* Save and Restart Approval: Use to save your changes and restart the approval process

as though the requisition was just created.

e Approve and Return: Use to approve the requisition and return to the function in which

you were originally working.

To continue viewing information about the requisition, proceed to the next step.

24. Click the Action History link in the Project Requisition Maintenance navigation bar. The
Project Requisition Action History tab is displayed, as in the following illustration.

Project Requisition Maintenance Project Requisition Action History
o | creation
yerdiow Date: 10-10-2008  Requisitioner Position: o
Action History Requisitioner 1D: a Requisitioner Mame: Barsky, Default
Purchase Crder [[status
Stage: Approval Chain  Status: Approval in Progress

Rarnirez,

Naut Approvar Magdalana

| Action Histary

Sort | Clear  Sorted by: (default)

Action Type Date Description Actor ID Actor PCH
Approver (2008)-10-10 154241 Approved 1127351 262
486

StagefStatus 2008-10-10 15:42:28 1127351 262
Change (371
Stage/Status 2008-10-1015:41:03 a x)
Change (6831
StageSStatus 2008-10-1015:41:03 0 a

ange 42%9)

Figure 31: Project Requisition Action History tab

25. Review the information on the Project Requisition Action History tab.

Actor Mame
Cawson, Rennie

Dawsaon, Ronnie
Barsky, Default
Barsky, Default

record count: 4 of 4

26. Click the Purchase Order link on the Project Requisition Maintenance navigation bar. The

Project Requisition Purchase Order tab is displayed.

27. Review the information about the purchase order.

How to Maintain Not-To-Exceed Requisitions

You can maintain not-to-exceed requisitions from various not-to-exceed requisition-related

functions. Use the following procedure to maintain not-to-exceed requisitions.

1. If you are in the Not To Exceed Requisition Search function, click the Maintain button. If
you are using the Approve Not-To-Exceed Requisitions or Analyze Not-To-Exceed
Requisitions functions, click the View button. The Not-To-Exceed Payment Authorization tab
is displayed with the Not To Exceed Requisition Maintenance navigation bar, as in the

following illustration.
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Mot To Exceed Requisition Maintenance Mot-To-Erceed Payment Authorization]

| Mot To Exceed Payment Authorization Details -

XD Catagary: # [ ArtSupplies = Wendar: #  [San A Supplies  []

Action History Contract: = Requestor s |Barsky, Defaule [=]
Description: *  [F Mot-To-Excead # 250,00

Purchase Ord BD d

drchaselarcer Requisition * $300,00:

Characters remaining: [ 265 max)

Auailable
FUMD FMNC QBJ sue QRG PI Wear Cwner Prct Budget Balance

199, [13 ., [eass ., [35 . [s18 . [=0 zo08 [=] [s18 [=] [1o0 $-705.00 = a3

PEIMS: M/A

100,
Mot-To-Exceed Attachments h
File Description
Messages -

Figure 32: Not-To-Exceed Payment Authorization tab

Tip: If you are an Approver or a Buyer for this requisition, you can use the Approve button
to submit it with a status of Approved or Analyzed, respectively.

2. 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 requestors, respectively. Select a Contract from the drop-down list.

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

4. 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 User Guide.

5. Enter a Description.

6. Enter an amount in the Not-To-Exceed Requisition field. The amount must be less than
the amount displayed in the field name.

7. 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 &, jcon to filter the search.
8. Select the Year from the drop-down list.

9. Select the Owner from the drop-down list.
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10.

11.

12.

13.
14.

15.

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.

Optional. To add another account to the requisition, click the + icon, and repeat steps 7
through 10. Ensure that the Prct fields equal 100 for all accounts.

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 Attachmants

File Description

| | Browse... &
Meszages

Figure 33: Not-To-Exceed Attachments panel with File and Description fields displayed
Click the Browse button to navigate to the file location.
Enter a Description.

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

Click the Action History link in the Not To Exceed Requisition Maintenance navigation bar.
The Action History tab is displayed, as in the following illustration.

| Mot Te Excesd Requisition Maintenance Mot T Exceed Raquisition Actian Histor-,-]

16.

17.

| Creation |

Gwardlicw Crate: 11-06-2008 Requizitioner Position: 1]
Requisitioner ID: 1] Requisitioner Mame: Barsky, Default
Action History [Status |
Purchasze Order Stage: Buyer Analysis  Status: #Analysiz in Progress
Mext Approver: Juarez, Juan &

| Action History - |

Sort | Clear  Sorted by: [default)

Action Type D ate Description Actar ID Actar PCH Actar Mame

Stage/Status 2008-12-01 130937 Changed Stage / Status to Buyer Analysis / 1127351 262 Dawson, Ronnie

Change (124) Analysis in Progress

Approver (2008)-12-01 12:07:41 Approved 11273251 262 Dawson, Ronnie

759
Approver (2008)-11-06 10:31:400enied x) x) Barsky, Default
1)

Stage/Status 2008-11-06 0%:41:55Changed Stage / Status to Approval Chainf O ] Barsky, Default

Change (976] Approval in Progress

Stage/Status 2008-11-06 09:41:55Changed Stage / Status to Requisition o o Barsky, Default

Change (782) Crestion / Enterad

record count: 5 of 5

Figure 34: Not To Exceed Requisition Action History tab

Review the information on the Not To Exceed Requisition Action History tab, and click the
Purchase Order link in the Not To Exceed Requisition Maintenance navigation bar. The Not
To Exceed Requisition Purchase Order tab is displayed.

Review the information about the purchase order.
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Create Purchase Orders On Demand

Use the Create Purchase Orders On Demand function to print purchase orders for requisitions.

How to Print Purchase Orders for Requisitions

1.

30

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.

Select the Create Purchase Orders On Demand link. The Submitted Tasks tab is
displayed, as in the following illustration.

Submitted Tasks

Refresh Rater %  [L0zeconds [7] Refrash Now

[ Submitted Tasks

Sort | Clear  Sorted by: (defaul)

Queue Processing

Mame Request Date Status Status Message Pasition Wait Time
Creste Purchase Orders 08-31-2009 16:23 Requested 1 0 s2conds 0 s2conds
GCreate Purchase Orders 08-31-2009 16:18 Complete Successfully created 0 purchase orders from 0 r.., /A 0 seconds 0 seconds
Creste Purchase Orders 08-21-2009 15:43 Complate Successfully created 1 purchase orders from 1 r.. iR 1 seconds 1 seconds
GCreate Purchase Orders 08-26-2009 12:07 Complete Successfully created 1 purchase orders from 1 r.., NiA 1 seconds 1 seconds
Creste Purchase Orders 08-19-2009 09:25 Complate The TraditionalRequizitionToP O Conuerter failed.. A 0 s2conds 1 seconds

record count: 5 of 5

Figure 35: Submitted Tasks tab

When the Status of the purchase order changes from Requested to Complete, you can print

the checks using the My Report Profiles function.

Note: For more information about the My Report Profiles function, see TEAMS Online Help.
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(i) Mo tazks in progress, Refresh was stopped

| =
Submitted Tasks

# Etopped E'

Refrezh Rate:

Eefrezh Mow

| Submitted Tasks

Sort | Clear
Marme

Check Printing
heck Run

heck Run
heck Run
heck Run
heck Run
heck Run

Check Printing
heck Run

heck Run
heck Run
heck Run

heck Run

Lo b e

Sorted by: [default]
Request Date

0g-05-2005
0g-05-2002

0g-03-2005
0g-05-2002
0g-03-z2002
0g-05-z002
0g-04-2008

02-04-2005
0g-04-2008

02-04-2005
0g-02-2002
og-0z-z002

0g-02-2002

Am oAA AAAn

11;

45

143

142

133

133

e
141

134

121

Status

Failed
Complete

Complete
Cornplete
Complete
Carnplets
Complete

Failed
Complete

Cormplete
Cornplete
Complete

Carnplete

LS B

Status Message

Queue
FPosition

com.prelogicteams.commoen.batchrunner.schedul Hf&

Created O checks; considered 2 possible
saurce .
Created O checks; considerad 2 poszible
Source ..
Created 0 checks; considerad 2 possible
saurce ..
Created 1 checks; considerad 4 possible
saurce ..
Created 1 checks; considerad 1 possible
TOUrCE ..
Created 1 checks; considerad 1 possible
saurce ..

MF&
Hi&
MHF&
MiA
Mi&

Mi&

cormuprologicteams.common.batchrunnerschedul HA &

Created 1 checks; considerad 2 possible
saurce ..
Created 1 checks; considerad 2 possible
Source .
Created 0 checks; considerad O possible
saurce ..
Created O checks; considerad 0 possible
Saurce ..
Created O checks; considerad O poszsible

SOUFCe ..,
e e R T R I OO S T

Mi&
Mid
Ni&
Mia

MHf &

Rica

I ait
Tirne
1 sec,
3 sec,
1 sec,
4 sec,
2 sec,
4 zec,

3 sec,

3 sec,
3 sec,

0 sec,

0 sec,

1 sec,

0 sac,

Processing

Timne
0 sec,
0 sec.
0 sec,
0 sec.
0 sec,
0 zec.

0 sec.

0 sec,
0 sec.

0 sec,

0 sec.

0 sec,

0 sac.

-

" T Yecord count 86 of 66

Figure 36: Submitted Tasks tab

4. In the Submitted Tasks panel of the Results tab, locate the check run you created. If the

check run has a status of Complete, click the Check Run hyperlink under the Name

column. The Results tab is displayed, as in the following illustration.

Note: You can also void, reissue, or create Automated Clearinghouse checks from this tab.
Information about these processes will be available in a future edition of the documentation.
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APPROVE/ANALYZE 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.

| (D) Please provide 2 filtar critaria

J Employes Lookup |

Filter Bu: # %10 Name 7 55N

Employee 10 [ Filter

| Employees

Sort | Clear  Sorted by: (default)

IESP'“"“ s5M Last Mame First Mame Middle

Select Cancel

Current Hire

Type Active Crganizations

record count: 0 of 0

Figure 37: 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 nhame.

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

Motes

=

Maote:

Characters remaining: | 500 ¢ £00 max)

Private: * 7 ves % Mo
Internal Cnly: ES @ ves O Mo
Communication Method: | El
| Motes 7
Sort | Clear  Sorted by: (default)
Added On |I‘I;1aosdtiﬁed Motz |F\dded By Privatz g:ﬁ;nal Mote Operation
racord count: 0 of 0
Edit Delete

Figure 38: Notes tab

How to Add Notes

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

2. 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.

3. Inthe 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.

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

6. 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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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 39: Lookup Stock Number tab

1. To filter 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.
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.

e
Wendor Lookup

Filter By: s+ * Mame T ID
Wendor Mame: [
| Vendars hd
Sort | Clear  Sorted by: (default)
Eempamy Hama }.-'Ez)zndor vendor Official Mame x::ﬁdeor Known &= Tan ID _?:;eazories as of $°0dn:r;lacts az of
record count: 0 of O

Figure 40: Vendor Lookup tab

1. In 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. If you 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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3. Click the Filter button. The search results are displayed.
4. Select the appropriate Company.

5. 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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