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> Purchasing Overview

Purchase Orders/Change Orders are generated from on-line requisitions. The Origin Field will indicate the
type of Requisition being processed. Departments will be able to process an on-line requisition resulting in
one of the following documents:

e College Requisition (CR)

e Internal Vendor Purchase Order (IV)

e Limited Value Purchase Order (LV)

e Subcontract Purchase Order (SC)

A (CR) College Requisition is processed when the purchase is:
1. In excess of $5,000;
2. Blanket Orders (External Suppliers and Internal Vendors);

3. Commodities and/or Services that are prohibited on a Limited Value Purchase Order (see section
2.16 of the URI Purchasing Manual);

4. Change Order (Advice of Change) to a PO issued as a result of a prior CR. Note: Change Orders
cannot be processed to a LVPO or IV.

A (LV) Limited Value Requisition is processed when:

1. The purchase is $5,000 or less (inclusive of all costs; i.e. shipping and handling);

2. The commodity and/or service is an allowable purchase on a LVPO (see section 2.16 of the URI
Purchasing Manual);

3. The purchase is a one-time delivery, one-time payment situation;

4. The purchase is within the current fiscal year only.

A (IV) Internal Vendor Requisition is processed when:

1. The purchase is from a URI Internal Vendor and is a one-time delivery, one-time payment situation
(see section 2.12 of the URI Purchasing Manual).

A (SC) Subcontract Requisition is processed when:

1. URIlintends to issue a new subcontract agreement to a subrecipient to perform part of the statement
of work in a URI sponsored research project;
2. Anamendment is required to modify an existing Subcontract Agreement. The following are some
examples of when an amendment should be issued to modify an agreement:
a. Changes to the Subrecipient’s budget (i.e. the addition/reduction of funds or re-budgeting
that requires sponsor approval).
b. Changes to the subcontract agreement’s period of performance.
Changes to the subcontract agreement’s terms & conditions, or the subrecipient Pl or senior
personnel named in the Notice of Award. NOTE: These changes are considered to be administrative
and do not require a purchase order to be issued.
For additional information on Subcontract Purchase Orders please visit the Office of Sponsored
Projects Review at: https://web.uri.edu/research-admin/submit-a-proposal/subcontract-requisition-

po-interna I-processes/ .
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> Requisition Workflow Terminology

1) Approval Levels with associated Roles:
i) Pre-Approval - (Requester Role)
ii) Level 1 - (Signatory from Signature Authorization)
iii) Level 2 — (Final Review from Signature Authorization)
iv) Level 3 — (Administrative Approvals i.e. Grant/Research and Foundation.)

2) Approver — User who Approves Requisition or Chartfield String (CFS).

3) Category Code — Used to categorize the item that is being purchased. Users should select the
Category Code that most closely matches the item(s) they are purchasing. The Account Code is
defaulted based on the Category selected.

4) Denied Requisition — Requisition that is sent back to Requester for correction or cancellation.

5) Final Review — 2nd Level Approver for the CFS — (Optional Approval Level)

6) Hold from Further Processing Checkbox — \When checked: the Requisition is on hold; when
unchecked: the Requisition is available for processing.

7) Origin — Type of Requisition indicates to the system and users how the Requisition is processed.
The two-letter alpha code should be used for Requisitions. The Origins are listed below:

i) CR - College Requisition - Routed to Purchasing for completion.
ii) IV —Internal Vendor Requisition - Purchase Order auto generated directly from Req.
iii) LV — Limited Value Requisition - Purchase Order auto generated directly from Req.
iv) SC— Subcontract Requisition - Routed to the Research Office for completion.

8) Originator — A user who enters a Requisition but does not have Pre-Approval authority.

9) Pre-Approval Process — Requisition is entered by an Originator who must have a Requester
Approve the Req. The Requester Pre-Approves the Req by clicking the Green Pre-Approve Check
which changes the status from Open to Pending to facilitate workflow processing.

10) Requester — User who has been granted the authority to Pre-Approve Req. The Requester will
be the primary contact for Requisitions and/or Purchase Orders.

11) Routing — The process of electronically moving work.

12) Ship To Location — Address where the item’s final delivery is shipped.

13) Ship To Control — Determines where the shipped item is first sent.

14) Ship To Comments - Field used to Add the Attn: (Person’s Name) to whom the item will be sent.

15) Workflow — Paperless On-Line work routing system.

16) Worklist — Approvers work queue, where users manage/review Requisition(s).
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> Components of a Requisition

This Manual explains how to enter each component of a Requisition, and how they relate to
each other.

In PeopleSoft, Requisitions consist of five components:

1. Requisition Header — This includes the Requester name, Requisition date, Origin,
Accounting Date and Header Comments.

2. Requisition Defaults — Where general information pertaining to the entire Requisition is
entered. This includes data such as the Suppliers, Category (*if all Line Items are of the
same Category), Ship To Location and Due Date.

3. Lines — Where the Description, Quantity, Unit Of Measure (UOM), Category and Price for
each item you are ordering.

4. Schedule — Where the Ship To Address, Unit Price and Due Date are stored for each Item
on the Requisition.

5. Distribution — Where accounting information (i.e. Chartfield String) is entered. The
Chartfield String includes the Account, Fund, Department, Program, Project, Activity and
Budget Date.
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> Logging Into Peoplesoft

PeopleSoft is to be used in accordance with the URI Access and Compliance Data Confidentiality

Statement.
The Data Confidentiality Statement can be found here:

http://web.uri.edu/ecampus/hr/data-security/

Log into PeopleSoft using your e-Campus UserlD and Password here:

https://appfsprod.uri.edu:9301/psp/fsprod/EMPLOYEE/ERP/?cmd=login&languageCd=ENG&

UNIVERSITY  e-Campus

O | HODI l

User ID

Password

Sign In

Forgot Your Password?
M Enable Accessibility Mode

Copynight © 2000, 2015, Oracle and/or 1ts affiliates. All nghts reserved.
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> To Add a New Requisition

From the Main Menu, choose Purchasing:

Favortds = Main Menu
b -
earcn t u:

Menu

Financials

e-Campus

Search: 3| URI Menu

Employee Self-Service
*My Favorit ™ |Manager Self-Service
> URI Menu
> Employee
- Manager & [ ftems
> Supplier C
> ltems
»Vendors
» Purchasin
. eProcuren L1 Services Procurement
> Services F [ Travel and Expenses
» Travel and
» Accounts |
> Commitrme
>SetUp Fin [ Set Up Financials/Supply Chain
*Enterprise ] Enterprise Components

» Worklist 7 Workist

> Reporting )
, PeopleToo (3 Reporting Tools

— My Persor (] PeopleTools
— My Systen [ My Personalizations

|| My System Profile

[ \Supplier Contracts

[ Accounts Payable
3] Commitment Control

4»

* ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ W \r¥ ¥

Then choose
Requisitions:

[ Ten or Qugtes
31 Purchase Orde

3 Receipts
3 Procurement (ards

/

Then choose Add/Update
Requisitions:

Reconcie Requisitions
Review Rdquisition Information

OO

|| Add/Update Requisitions

|| Approve Amounts

To add a new Requisition, Click il :

Requisitions

Find an Existing Value

Business Unit: |URJPS
Requisition ID:|NEXT

Q

(\Add

The Requisition ID (Requisition number) will auto generate the next number once the

Requisition has been saved.

All text should be entered in upper/lower case.
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» Requisition Header

Requester - defaults based on your logon;

Requisition Date - defaults to the current date;

Origin defaults to KNG - Change to: CR = College Requisition (or change to SC if you are processing a
change to a Subcontract);

Click the Q and Select CR;

Then Click on the E2auisition Defaulls Hygarlink:

Maintain Requisitions
Requisition

Business URIPS Requires State Approval: [ Resubmit
Unit Status Open
Requisition NEXT
ID

Budget Status Mot Chk'd
Requisition Name

Copy From Return: [] Hold From Further Processing

*Requester kristenbellotti Q, Bal
*Requisition Date |01/14/2018 El Requ

Ingston
Currency Code [USD Dollar
Accounting Date (01/14/2018 el
C oomton Do il i ———————————————————

Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 USD
Purchasing Kit Catalog
ltem Search Requester ltems

Personiize | Find | View Al | BV | ¥ First K1 1071 ¥ Last

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Merchandise

Line Description Quantity *UomM Category Price Status

Amount
B 7 | €8 oo [ a | a | 0 0.00 Open O B EHEE
View Printable Version *Goto __More.. (=]
5l save =] Notify &% Refresh | b Add

It is IMPORTANT that you access the Requisition Defaults page and enter the following fields prior
to entering any information on the lines which will be discussed later.
PLEASE NOTE: ANY INFORMATION ENTERED IN THIS SCREEN WILL POPULATE TO ALL LINES.
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» Requisition Defaults

Buyer — Leave Blank;
Unit of Measure — Leave Blank;

Supplier —Select the Supplier by clicking on thel SURRIELLOOKUD |pugerfink. If you do not have a
suggested supplier, go to Entering the Category on Page 11.

NOTE: Select the same Supplier as on the original Purchase Order.

Requisition Defaults

Business Unit URIPS Requisition Date 01/14/2019
Requisition ID NEXT Status Open

Default Options &4

) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

@ Override

If you select this option, all default values entered on this page override the default values found in the default hierarchy,
only non-blank values are assigned.

Buyer Q Unit of Measure Q
Supplier | Q Syppliec! ocation | Q
Categury| Q Supplier Lookup
Ship Te Q “Distribute By Amount M
Due Date el
Ultimate Use Code \:I Ship Via [BEST WAY Q
Attention To| | Freight Terms FOB DEST @
One Time Address

speedChart| |
'=§n Asset Information ==

Dist Percent GL Unit Account Fund Dept Program Bud Ref L [ES

Unit Project Activity
1 URIPS Q | Q | Q | Q \ Q| Q | Q
| OK | Cancel  Refresh |
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» Supplier Lookup/Search

Type the Supplier name or a portion of the Supplier name. If the Supplier is an individual, type the

Sel Supplier ID Location Address

Address
Refresh

Supplier Detail

OK Cancel

Short Supplier Name

last name first. Click ~ Search
Supplier Search
Search Criteria
Name|:| Short Name’i
Alternate Supp Name|
ciy statel  Q
Country ’7(1 Postal ’7
Classliq Type’iq
Max Rows 10
( Search [ & » Mm

Find | View All

Supplier Name

ag

Withholding Applicable

First K 10f1 ] Last

Select the Supplier from the Search Results by typing a check (V) on the box at the beginning of the line.
If there are multiple locations, select the “MAIN” Location.
Note: If there are multiple locations beginning with MAIN, preview the address for each and select the

appropriate “MAIN” location.

Click | Ok

Once selected, the Supplier Number and Location will populate onto the screen.

Supplier Search

Name dim

Alternate Supp N3

Search

Search Results '3

Short Name

ciy | state| = Q
Country ’70\ Postal’i
Class ’70\ Type '70\
Max Rows ’710

trooofe (M & B [¥]

=l

First K 14 0f9 I3 Last

Withhelding Applicable

Sel Supplier ID Location Address Short Supplier Name Supplier Name
|:| 0000019684 MAIN 1 DIMEQCONST-001 Dimeo Construction Co I‘I
[[] 0000043383 MAIN 1 DIMARCOS-001 DiMarco,Steven F. Y
[ 0000045705 MAIN 2 DIMARKPREC-001 Dimark Precision Machining Inc N
1 0000047058 MAIN 1 DIMENSIONA-001 Dimensional Packaging Inc M
Supplier Detail <+——| Click here to preview address
OK Cancel Refresh
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> Choose a Category

Category — Use the same Category that was used for the PO that is being changed.
The Category will populate the Account; i.e. Category 406A = Account 5406 .

Note: Only one Category can be used per Line Item.
> If you are Requisitioning multiple Items with the same Category, you may select the Category
here.
» Otherwise, if you are Requisitioning multiple Items with multiple Categories, do not enter a
Category Code here.
> Instead, you will need to enter the Category Codes on each Line Item on the main Requisition
screen. For more information, see page 15.

Requisition Defaults

Business Unit URIPS Requisition Date 01/28/2019
Requisition ID NEXT Status Open

e -

©) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.
© overrid
verrice If you select this option, all default values entered on this page override the default values found in the default hierarchy,
only non-blank values are assigned.

Buyer‘ Q Unit of Measure Q
Supplier 0000019684 &, Dimeo Construction Co Supplier Location [MAIN Ql
B

Category

Q

Supplier Lookup

Ship To Q “Distribute By Amount -
Due Date ’7@
Ultimate Use Code Ship Via[BEST wAY  |Q
Attention To Freight Terms ’WO\
One Time Address
SpeedChart

Distributions
Asset Information

Dist Percent GL Unit Account Fund Dept Program Bud Ref

PC Bus
Unit

1 URIPS | Q | Q | Q | Q | Q | Q | Q

oK Cancel Refresh

Project Activity

Please note: All CRs utilizing Category Code 669A (Account Code 9669) for Components>$5K with
Fabrication numbers require that a FAB number is entered on the Distribution page. See page 22 for
instructions on how to enter FAB number.
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> Ship To Location

The Ship To Location is where the goods/services will be delivered. Select the Ship To Location in one of
these ways:

» If you know the four-digit Department Number where the goods/services are being delivered you

may enter that number in the 3hip To: field, click “\ and select from the Search Results;
OR

» Search by the Department Name by clicking the < next to the Ship To field, type the Department
Name in the Description field, click | -22KUR | and select from the Search Results.

Requisition Defaults

Business Unit URIPS Requisition Date 01/28/2019
Requisition ID NEXT Status Open
DefautOptors@®

©) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

@ override ) )
If you select this option, all default values entered on this page override the default values found in the default hierarchy,
only non-blank values are assigned.
Line
Buyer Q Unit of Measure Q
Supplier 0000019684 @ Dimeo Construction Co Supplier Location MAIN Q
Category [655A Q Supplier Lookup
Schedule
@ *Distribute By Amount -
by g -
Ultimate Use Code Ship Via BEST WAY Q
Attention To Freight Terms |[FOB DEST Q
One Time Address

Distribution

SpeedChart

Distributions

Details Asset Information

Dist Percent GL Unit Account Fund Dept Program Bud Ref EE“BUE Project Activity
f URIPS|Q \ Q| Q | Q | Q| Q | Q
OK Cancel Refresh

In those rare instances where goods/services are not being delivered to the University, type “offsite” in the

Ship to field and click = . Select OFFSITE. The following message will appear:

| Message -

_ By selecting the Offsite ShipTo location, your requisition will automatically be
Click “ flagged for audit.

(8124

The complete Ship To address will need to be entered as a Comment in the Requisition Header Comments
section and is described on page 30.
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> Due Date If the Due Date is changing, enter the new Due Date; otherwise, type or

click the ¥ and select the same date as on the PO.
If you are processing an Advice of Change to a multi-year Blanket Purchase Order, enter the Due Date
for the Line that you are changing.

> Distribute By “Distribute By” defaults to “Amount” — DO NOT CHANGE

DO NOT enter the Distribution(s) here. When processing an Advice of Change,

> Distributions o ) )
the Distribution(s) will be entered on the line. See page 19.

Requisition Defaults

Business Unit URIPS Requisition Date 01/28/2019
Requisition ID NEXT Status Open
Default Options &4
©) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

@ override
If you select this option, all default values entered on this page override the default values found in the default hierarchy,
only non-blank values are assigned.
Line
Buyer‘ Q Unit of Measure Q
Supplier ‘000001 9684 Q Dimeo Construction Co Supplier Location [MAIN Q
Category ‘655#\ Q Supplier Lookup

hi doda @ Capital Projects “Distribute By Amount

- G

Ultimate Use Code

-

Ship Via BEST WAY Q
Attention To Freight Terms FOB DEST Q

One Time Address

SpeedChart

(==
GL Unit Account Fund Dept Program Bud Ref EE“BUS Project Activity
1 URIPS .
Q Click 9% 'when done. ] Q| Q
( ok Cancel | Reiresh

—

If the Due Date is 30 days in the past or 30 days in the future, the following message will appear:

Warning -- date out of range. (15,9)

The date entered is either maore than 30 days in the past or 30 days in the future. This is not normally true for this date. Either acknowledge that the

date is OK, or correct the entered date.

. You will be returned to the Maintain
. (8] OK .
Click ' e Requisitions page.
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> Line Items

On the main Requisition page:

Description — The Description on all Advice of Change Reqs should read: Advice of Change to PO #
(reference original PO #).

The Description also needs to indicate if this is an increase or a decrease and the actual amount of the

increase or decrease.

Maintain Requisitions
Requisition

Business URIPS Requires State Approval: ] Resubmit
Status

Unit Open
Requisition NEXT
ID

Requisition Name

Budget Status Not Chk'd

ooy From Return: D Hold From Further Processing
ML e———————————————————————
“Requester |kristenbellotti S Bellotti Kristen
“Requisition Date [01/28/2019 B Requester Info
Requester Info
Origin |CR Q College Requisition

*Currency Code |USD

Dollar
Accounting Date |01/28/2019 El
CAmountSummay @
Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 USD
Purchasing Kit Catalog

ltem Search Requester ltems

Personaiize | Find | View All | BV | 8 First K1 1071 I Lot

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Merchandise

Status

Line scription Quantity *Uom Category Price Amount
1 Fh Advice of Change to PO 2l 1 |0.0000 Q |655A Q | 0 0.00 Open Q [m] @ [+] (=]
-=11#106816
View Printable Ver *Goto _More... E|
5] save =] Notify +* Refresh |+ Add

All Advice of Change Orders require a detailed breakdown of the reason(s) for the change.

Depending on the circumstances, the reason may be included in the Line Description (see
above), as a Line Comment (see page 28) or as an Attachment (see page 34).
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» Quantity

When increasing or decreasing a dollar amount on a Blanket PO, the Quantity will typically be 1.
However, if you are processing a change to increase a quantity, enter the actual quantity. If you are
decreasing the quantity enter 1 and indicate in the Description the actual quantity decrease.

uomM

The UOM on changes to a Blanket PO or a decrease to a Standard PO will typically be TOT.

Otherwise, enter the appropriate UOM or click Q to select.

Maintain Requisitions
Requisition

Business URIPS Requires State Approval:
Unit
Requisition NEXT

ID

Requisition Name

Copy From Return:
“Requester |kristenbellotti Q Bellotti. Kristen
*Requisition Date [01/28/2019 B Reauester Info
Requesier info
. o
Origin |CR 2 College Requisition
*Currency Code |USD Dollar
Accounting Date |01/28/2019 3

Requisition Defaults Add Comments

Resubmit

Status

Budget Status Mot Chk'd

Cpen

¥|Hold From Further Processing

Reguisition Activities Total Amount 0.00 USD
Purchasing Kit Catalog
ltem Search Requester ltems
B
Ship To/Due Date Status Supglier Information Item Information Attributes Conty sy cing Controls (=]
Line Description Quantity *UOM Category ' r:::t"dise Status
., |Advice of Change to PO 2 4 [0.oooo s BEET 0.00 Open Om S (=
1B 4108815 : : =—
View Printable Version Goto . More.. —
5 save =" Motify « Refresh REMINDER:
Only one Category
> Cat Code can be used
ategor .
gory per line

Note the Category has populated from the Requisition Defaults.
DO NOT CHANGE UNLESS you did not enter the Category Code in Requisition Defaults.
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Price Notes:

e When “increasing” a Purchase Order, enter the actual dollar amount of the increase.

e When “decreasing” a Purchase Order, enter an amount of $1.00 (DO NOT ENTER A NEGATIVE
AMOUNT; DO NOT ENTER 0).

e When “changing” a Date, only enter an amount of 1.

e When “transferring” funds from one Chartfield String to another Chartfield String, type the
first Line with the amount that is being reduced in the Description and the Amount of $1.00;
then type a second Line with the amount that is being increased in the Description and the
actual dollar amount that is being transferred in the Amount.

O MOST IMPORTANT: Make sure that the ChartField Strings are correct for each line —
the CFS that is being reduced should be on the first line and the CFS being increased
should be on the second line. See the example below:

Example of Transferring funds between CFS:

1-1 Advice of Change to PO #106816 to transfer funds 1.0000 TOT 1.0000 1.00 D6/30/2019
and decrease by $5,000 for FY19
241 And increase PO by $5,000 for FY19 1.0000 TOT 5,000.0000 5,000.00 06/30/2019
Total Requisition Amount: 5,001.00
Period  Line-Sch-Dist  Accounts &« : Project Activr Amount FAB
FY2019 1-1-1 9655-100-4055-0000 > 1.00
FY201% 2-1-1 9655-110-4061-0000 5,000.00
)
Make sure the ChartField Strings are correct for each line. In this example:

‘ 1 > $5,000 is being removed
from CFS #9655-100-4055-000 on
line one with an amount of $1.00

and

$5,000 is being added to CFS
#9655-110-4061-0000 on line two
with an amount of $5,000
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When done entering the Line information, click the Schedule icon [ for each line, starting

with Line 1. \

Potaonalze | Fnd | Vies Al |n! ﬁ Firat o 1all Ly ] Lam
m Ship Jo/Due Diate Status Supplier information Rem Information Attributes Contract Soucing Cantrols |L':)|

3 Gia + " - Merchandise 5
Lima Description Quantity LM Category Price st Status
o |Advice of Change to PO 12 fl 0,0000 G5EA 0 0,00 Open o ea +| =
1B 4106818 Qa aQ
View Printable Version *Goto . Mare =

i Save = Notify «* Refresh e Add

> Ship To Defaults from the Requisition Defaults page:

i

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date 01/, 019
Requisition ID NEXT Statys”Open

Return to Main Page

Find | View Al First BV 1 of2 I3 Last
Merchandise Amt 1.00 USD

1 Item Advice of CharfGe to PO #106816 Quantity 1.0000 Total

=8

Pumuizef@l\hewh]lf'l * First K 10of1 n Last

Sched Quantity Price Mercl};?;j:lsrﬁ Due Date Attention To Status
= 1.0000 1.00000 1.00 [06/30/2019 [5j |Bellotti Kristen |5 [53 Active [l |[=]

Add Ship To Comments

[5] Save =] Notify =% Refresh [ChAdd 7 |Update/Display

> Ship To Control The default Ship To Control is “K” for Kingston Central Receiving:

When the default Ship To Control is accepted, the Ship To address that will print on the
Purchase Order will include URI, Central Receiving, Kingston, Rl. 02881.

» To Change the default Ship to Control, click Q.
» See the next page for instructions on how to change the Ship To Address.
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» Change the Ship To Address

x|
? Help
Field Value: begins with «

Translate Long Name: begins with «

Look Up Clear Cancel | Basic Lookup

Search Results
View 100 First 1-30f3 Last

Value Translate L ong Name
Direct Delivery

GS0 Central Receiving
Kingston Central Receiving

1= o 1o |3

Select “D” for Direct Delivery to the Department (Non-Central Receiving)
The address will read: University of Rhode Island, Department name and physical address. For
example:

Ship To: University of Rhode Island
Facilities Services, Business Office
60 Tootell Rd., Sherman Bldg. 2nd Floor
Kingston Rl 02881

Select “G” for GSO Central Receiving:

The address will read: URI GSO Central Receiving, Narragansett, RI 02882-1197, followed by the

Department name and address. For example:

Ship To: URI GSO Central Receiving
Narragansett, Rl 02882-1197

Ocean Engineering
215 So. Ferry Rd., 110 Sheets Bldg.

Select “K” for URI Central Receiving:
The address will read: URI Central Receiving, Kingston, RI 02881, followed by the Department name
and address. For example:

Ship To: URI Central Receiving
Kingston, Rl 02881
CMB CBLS
120 Flagg Rd., Room 098

Notes: * If delivery is to be made to the Alton Jones Campus or FCCE, select “D” for Direct Delivery.
* This action only needs to be performed on Line 1/Schedule 1.

If you have selected a Ship To of “OFFSITE”, change the Ship To Control to “D”.
* You will type the complete Ship To address in a Header Comment.
Add Ship To Comments .

* If you have chosen an OFFSITE Ship To location do not access the
* “SEE BELOW” will print in the Ship To area on the printed PO:

Ship To: SEE BELOW
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» Ship to Comments

When processing an Advice of Change, DO NOT enter a Ship To Comment.

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date 01/28/2019
Requisition ID NEXT Status Open
Return to Main Page
1 Item Advice of Change to PO #106816 Quantity 1.0000 Total Merchandise Amt 1.00 USD

4
Personalize | Find | View All | = | ® First 1 or1 D Lost

Sched *Ship To (S::;:ﬁrTo? Quantity Price Mercg?ﬂ:: Due Date Attention To Status
1 B [4046 0l (K @ = [1.0000 1.00000 1.00 [06/30/2019 [ BellottiKristen S [53 Active &l (=]

[4Add i |Update/Display |

> Entering Distributions on the Line

Click on the = Distribution tab on the Schedule page:

A\

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date (01/28/2019
Requisition ID NEXT

Status Open
Return to Main Page

Find | View All First &2 10f2 1 Last
Merchandise Amt 1.00 USD

1 Item Advice of Change to PO #106816 Quantity 1.0000 Total
Schedule

Eorsonalize | Find | View All | & | 2 First &1 1 0f1 3 Last

Details
Sched *Ship To [S::i“‘::;? Quantity Price Mem:?:gi‘:i Due Date Attention To Status
1 B s046 0l |k @, | =1 [1.0000 1.00000 1.00 06/30/2019 |[5j BellottiKristen o the H|E=

Add Ship To Comments

|EESM | |IE]N°WY | |8 Refresh

|[ChAdd | | |Updateisplay |
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When Distributing by more than one ChartField String, Click to add the desired number of rows: \

\

Maintain Requisitions
Distribution

Enter the desired number of Enter number of rows to add:

rows. For example, if the 0

. . Ly

purchase is being chargedto2 — |

ChartField Strings, click

l—OK Ito add 1 row. ~ [ OK l | Cancel

Initially, the Category Account Number that was chosen on the Requisition Defaults page will populate
the Account Number to the first Distribution line. When more lines are added, the same Category
Account Number will populate in the Account field. DO NOT CHANGE THE ACCOUNT #

Maintain Requisitions

Distribution

Schodule 1
ShipTo 4045_001 B Capital Pi Cuanlity
“Destrituste By Amaount - Bpen Amoun .
Merchandise Amt

SpeodChart

2 Open

OK Canced Refresh
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Enter the Percent or Amount for each Distribution Line along with Fund, Dept, Program and if the ChartField
String contains a Project and an Activity, select the

PC Bus Unit (URIPS) by clicking <« and type the Project and Select the Activity by clicking < .

Maintain Requisitions
Distribution
Requision 10 HEXT R

Line
Schedule 1

Ship To 4046_001_8 apial Pr Quantty

*Distribute By Amourt -

SpeedChart

NOTE: The Budget Date defaults to the current date. Therefore, when processing an Advice of Change that
affects a future Fiscal Year, the Budget Date must be changed in order to pre-encumber the funds in the

appropriate Fiscal Year. Change the Budget Date, if necessary, and click e

Maintain Requisitions

Distribution

Hequsiton [ NEX mn

Guantity

Open Amoant

Merchandise Amt

oK Cancel Redrash

If you are done entering all of the ChartField Strings and Lines in Distributions and DO NOT need to enter
a Fabrication number (FAB number — using Category Code 669A for Components >$5K),

OK

Click l lto return to the Schedule page and continue on page 24.

If you need to add an additional Account Code to this Purchase Order, it MUST BE ON A NEW LINE.
PeopleSoft/Accounting allows ONE ACCOUNT CODE PER LINE on any Requisition.

Make a new Line by following the instructions on Page 26.

DO NOT ENTER any Category Codes in Defaults if there is more than one on the Requisition.

If you are using Category Code 669A, you must enter a Fabrication number (FAB number — using Category
Code 669A for Components >$5K) on the Distribution page following the instructions below:
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> Entering Fabrication Numbers for Research Projects

All College Requisitions utilizing Category Code 669A (Account Code 9669) for Components >$5K with
Fabrication (FAB) numbers will now require that the FAB number is entered into PeopleSoft.

The FAB number will then print on both the Requisition and the Purchase Order in the area where the
ChartField String prints. This will eliminate the need for Departments to have to add a comment to the
Requisition and for the need to ensure that the number is also printed on the PO.

When utilizing Category Code 669A, you will need to enter the FAB number in the Distribution Page for
each Line Item that is using this Category Code.

On the Distribution Page, Click on the Tab to access the Fab number Field.
7/
Maintain Requisitions
Distribution
Requisition ID MNEXT Item Advice of Change to PO #106816
Line 1 Status  Active
Schedule 1
Ship To 4046_001_B Capital Pr Quantity 1.0000 TOT
*Distribute By Amount Open Amount 1.000
Merchandise Amt 1.00 UsSD
SpeedChart Cy Multi-SpeedCharts
Chartfields | Details Budget Information
Distrib | Status Pe AM Unit Profile 1D CAP# Sequence Tag Humber FAB Humber
1 Open 100.0000 Q Q Q Q
OK Cancel Refresh /

Enter the FAB Number in the appropriate field.

If you have not entered the FAB number and proceed to Save the Requisition, you will get the
following message reminding you to do so.:

FAB Number Reguired on Line 1 Distribution 1

Requisition distributions using account 9669 require an FAB Number
!
Go back and enter the FAB number(s).

QK
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Coll sga Rag uisition

This Form & for Intérnal Use Only

S endor Adress. NA

Once the Requisition is Ship To: University of Rnode Istand
. 10 Tootell Rd_, Suite 3
saved, the FAB Number will Kingsion, RI 02651
print on the Requisition in Mt N
. . . . =e5ehd Descnpbon Quaniity UOW Prie  Extended Ard_Due Date

the Distribution section of

11 FJDﬂuhﬂnEqupmﬂl[Tnill 1.0000 EA 5,000,0000 £, 000,00 OQQ2R2018

theCR. —

Panod  Line-Sch-Disi

Progect Actrity Amouni FAR

Purchase Order

Page 1 of 1
THE Date Ordered Revision 20e
02/13/2018 PO# 0000101170
UN IVERSII Y Payment Terms  Freight Terms Ship Via
- g-:; 20 FOB nay[;;ah"" il Dargzn;av
Wl ue e
Once a PO is issued, the OF RHODE ISLAND A A
. . equester Phone ﬁequesﬂe_r Email
FAB number(s) will print | Angel Tracey 40187423 traceygdscartuieds |
Bill To:  Accounting - aprec@etal.uri.edu
URI, Cariotti Admin. Bld
near the Po Type on the }é"ennt‘k:l‘rS 00:][90%2328 e ;5 Lc;veréioéléa Be1Rd uite 1
isher Scientific ornpan ingston
bottom of the PO 300 industry Or Y (401) 874-7553
Pittsburgh A152?5
Ship To: Unwersrty of Rhode Island
urchasun%Depanment
10 Tootell Rd., Suite 3
\ Kingsten RI 02881
g Exeny ax Ex . = -
1-1 1.00 EA 5,000.00 5,000.00 02/28/2018
Amount

NOTES TO VENDOR:
THE ABOVE PO# MUST APPEAR ON ALL INVOICES
Rhode Island law requires that an MSDS be provided for each product containi
and Rhode Island regulations. Please include a GO%V with the shipment and send an aths
Public Safety, Environmental Health and Safety, 177 Plains Road, Kingston, RI 02881

This purchase is made in accordance with the General Conditions of Purchase of the Board of Godeg for Higher
Education, copies of which are available at hitp://web.uri.edu/purchasing/

mZardous chemicals as defined by OSHA
onal copy to the Department of

Every person or business entity pmwdm%gb or services at a cost of 55000 cumulated value is required to i
affidavit regarding buralltlcal campaign contributions with the Rl State Board of Elections even if no reportal

campaign contributions have been made. (Rl General Law 17-27) Forms can be obtained at the Board of Elections,
Campa-gn Finance Division, 50 Branch Avenue, Providence, RI, 02904 (401-222-2056).

INTERNAL USE ONLY
Period _Accounts Projects __Activity Category Requistion ID
FY2018 9669-100-4055-0000 B69A 5,000.00 97314
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> Return to Schedule Page

Click the hyperlink Return to Main Page .

Maintain Requisitions
Schedule

Business Unit URIPS Requisition Date 01/28/2019

MNEXT Status Open

Find | View Al First = 1 o2 D Last
Advice of Change to PO #106816 Quantity 1.0000 Total Merchandise Amt 1.00 USD

Personalize | Find | View All| El 1 First Kl 10f1 | Last

Sched *Ship To g';:’t:; Quantity Price “e”::::‘g:l’n‘i Due Date Attention To Status

1 B [4046_(q K q = [1.0000 [1.00000 1.00 [06/30/2019]5) BellottiKristen | "S> 53 Active =
Add Ship To Comments
|[Flsave | |=Inotity | |&¥ Refresh | |Ehadd | | 7]updatemisplay |

This will return you to the Maintain Requisitions page:

Maintain Requisitions

Requisition
Business URIPS Requires State Approval: | Resubmit st
Unit US  open
Requisition NEXT
ID
I Budget Status Mot Chk'd

Requisition
Name

Copy From Return: Hold From Further Processing
*Requester kristenbellotti Q Bellotti Kristen

“Requisition Date |01/28/2019 B Requester info
Requesler Info
ongn[CR & cyiece mequisition
*Currency Code Dollar

Accounting Date 01/28/2019 &

Reguisition Defaults Add Comments

Requisition Activities Total Amount 5.001.00 USD
Add Items From

Purchasing Kit Catalog

ltem Search Requester ltems

Personalize | Find | View All | & First KX 12012 I3 et

@ Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Merchandise

Line: Description Quantity *Uom Category Price It Status
1 [ [Advice of Change to PQ:: () €3 [1 0000 TOT @ |[655A @ [ 100000 1.00 Open (==
2 BB [Andincrease CFS il 5 [T.0000 TOT | [655A @, [6.000.0000¢ 5,000.00 Open ol E
ble Version *Goto  More =l

Z

1 [l save u_:;'luoufy | i Refresh | |Ceada | \:

When all lines are complete, Click 1 save To add additional Line Items, see page 26.

Click [ save when done.
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This message will appear:

This Requisition will be held from further processing (20001,42)

The Hold From Further Processing check box is currently on for this requisition. If your intention is to hold this requisition simply hit the OK button in
this message box. If you would like to release this requisition, turn off the Hold From Further Processing check box and hit the save button.

OK

Click %%

A Requisition ID has been assigned. The Requisition ID is for internal use only and is located
in the upper left-hand of the screen. (This is not the Purchase Order Number)

Maintain Requisitions
Requisition
Business S Requires State Approval: [ Resubmit
Unit Status Open
< Requisition 0000145729
Budget Status Not Chk'd

Requisition 0000145729

Name
Return: [ Hold From Further Processing

*Requester kristenbellotti Q Bellotti Kristen
*Requisition Date (01/28/2019 Bl Requester Info
Requester nto

orignlck [ College Requisition

*Currency Code USD

Accounting Date |01/28/2019 B
T T —
Requisition Defaults Add Comments :

Requisition Activilies Total Amount 5001.00 USD
Document Status

Dollar

agatiemsFrom@ W SeiecilnesToDisplay @@ |
Purchasing Kit Catalog Search for Lines

ltem Search Requester ltems Line Q. To Q Retrieve

Personalize | Eind | View A1 | B | 3 First & 12012 I Last

Ship To/Due Date |( Status | Supplier Information || ltem Information | Atibutes || Contract || Sourcing Controls | [F=2)

Merchandise

Line Description Quantity *UOM Category Price Amount Status
1/ [ [Advice of Change to PO | B8, [1.0000 TOT |@ [655A @ [ 1.00000 1.00 Open
2 [ [Andincrease cFs i |5 10000 TOT |, [655A @, ([5.000-0000¢ 5.000 00 Open
View Printable Version *Goto _NMore... =
|5 save oPReturnto Search ||| Notify % Refresh [k Add

Most Advice of changes will be one line item, however, if there are additional lines click to
add the desired number of rows and follow the same procedures as above for entering line
information including the distribution(s).

Once all of the Lines have been added, Header Comments and/or Attachments may be added
Add Comments | hyperlink

by clicking on the
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> To Add Additional Line Items

If you need to add any additional Line Items, Click : \

Maintain Requisitions

Requisition
Business URIPS Requires State Approval: Resubmit stat
Unit U open
Requisition 0000145729
1D
o Budget Stjtus Not Chk'd

Requisition 0000145729

Name

Requisition Defaults
Requisition Activities
Document Status

Add Items From §£}

Purchasing Kit
Item Search

Return:

*Requester kristenbellotti Q Bellotti Kristen
*Requisition Date |01/28/2019 Bl pequester Info
Eequester Info
Origin [CR Q College Requisition
“Currency Code oer
Accounting Date |01/28/2019 el

Amount Summary §3
Add Comments

Total Amount 5.001.00 USD

Select Lines To Display &

Catalog Search for Lines

Requester ltems Line Q To Q| Retrieve

Ship To/Due Date Status Supplier Information ltem Information Aftributes Contract Sourcing Controls [F==H

Line Description

1/ B3 [Advice of Change to PO (2] | Y
2 [ [And increase CFS ] E Y

View Printable \ersion

. . . Merchandise
Quantity UOM Category Price Amount Status
1.0000 TOT @ [655A @ | 1.00000 1.00 Open

1.0000 TOT (@ [655A @, [5.000.0000¢ 5,000.00 Open

*Goto More

|5l save |o"Return to Search =] Notify % Refresh

Hold From Further Processing

] |
Personalize | Find | View All | a | # First B ior2 O Last

[hAdd

Enter the des

For example:

3 lines, enter

added to the

of rows (lines) to add.

Requisition is for a total of

Click .

Two blank lines will be

ired number

if the Enter number of rows to add:

2. /—' 2

| oK ][ Cancel

PO
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Requisition

Business URIPS Requires State Approval: [ Resubmit
Unit Status Open
Requisition 0000145729
1D
- Budget Status Not Chk'd
Requisition 0000145729
Name
Return: [ Hold From Further Processing
~ Header
*Requester [Kristenbellotti (¢} Bellotti Kristen
*Requisition Date |01/28/2019 El Requester Info
Requesier iInio
Origin [CR Q College Requisition

*Currency Code |USD

Accounting Date 01/28/2019 El
e
Requisition Defaults Add Comments .

e Total Amount 5,001.00 USD
Document Status

AddtemsFromgd [ selectlnesoDispy @
Purchasing Kit Catalog Search for Lines

ltem Search Requester Items Line Q To Q Retrieve

Dollar

Mine B = View All | BV 58 Firet K1 14014 I Last

Type the Description, Quantity, UOM and Price for each additional Line:

tus

O
1 [ [Advice of Change to PO:iE2] | 3 [1.0000 [ToT @ [easA @ [ 1.00000 1.00 Open Qe E ==
2.8 Jandincrease CFS T AR S WETn] [T07 g [6asa < [5.000.0000( £ 000.00 Open C Bl E |EE
< 22 B [0.0000 [ al Q | 0 0.00 Open O | E
4B | 7 | € lo.0000 [ a| Q | 0 0.00 Open O wm E R

View Printable Version *Goto  More E|

|5] save |=*Return to Search =] Notify +% Refresh [k Add

Note: The Category will automatically populate from the Requisition Defaults page once you have
entered a Description, DO NOT CHANGE.
» If the Chartfield String(s) Distribution was entered on the Requisition Defaults page it will
automatically populate on each line.
» If the Chartfield String(s) Distribution was not entered in the Requisition Defaults it will
need to be entered on each Line as described above including the Budget Date, if
necessary.

. . . B save
If there are no more items to add click @ Save |

You will receive the following message:

This Requisition will be held from further processing (20001,42)

The Hold From Further Processing check box is currently on for this requisition. If your intention is to hold this requisition simply hit the OK button in
this message box. If you would like to release this requisition, turn off the Hold From Further Processing check box and hit the save button.

Click 9K R

g OK
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> Adding Line Comments

The Line Comment is a space to further explain and/or give details that only apply to that Line.
To add a Line Comment, choose the line you would like the Comment to be associated with by Clicking on

the talk bubble . icon on that line. \

AN

Maintain Requisitions
Requisition

Business URIPS Requires State Approval: || Resubmit
Unit Status Open
Requisition 0000145729
ID

Requisition 0000145729
Name

Budget Status MNot Chk'd
Return: [ Held From Further Processing
~ Header §3
*Requester |kristenbellotti Q
*Requisition Date Wyj
origin lmio\

*Currency Code |USD

Bellotti Kristen
Reguesier Info

College Requisition

Dollar
Accounting Date [01/28/2019 3
ENEIRTS IS T
Requisition Defaults Add Commenis :

Requisition Activities
Document Status

Total Amount 5,00NQ0 USD

[agaemsFromg@ [ soicct Lines To Display
Purchasing Kit Catalog Search for Lines

[tem Search Requester ltems Line Q To Q Retrieve

[ Personalize | Find | view Al | BV | 3 Firct B q20r2 I ast

Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls =k

. - . . - Merchandise
Line Description Quantity UOM Category Price Eaat Status

1 [ [Advice of Change fo PO | #R [1.0000 TOT | [655A @ [ 100000 1.00 Open | E

2 [ [And increase CFs 12 | |[1.0000 TOT | [655A @, [5.000.0000¢ 5.000.00 Open o m E =
View Printable Version *Goto More =l

5] save sPReturnto Search | =] Notify % Refresh [k Ada

DO NOT ATTACH ANY ATTACHMENTS TO A LINE COMMENT.

To add an attachment, follow the instructions on Page 34.

Line Comments

Once in the Line

comments section’ Business Unit URIPS Requisition Date 01/28/2019

you can M your Requisition ID 0000145729 Status Open Line 1
detailed information Retrieve Active Comments Only  Refrieve

about that Iine here' *Sort Method Comment Time Stamp - *Sort Sequence Ascending = v Sort

Comments

Find | View All First K} 1071 I3 | ast
Use Standard Comments Comment Status Active faasinie [#
Use Item Specifications

ChECk the \ Type in details about the transfer here if you need more info to explain @@

¥l Send to Supplier |

box as well. ——— |
send to Supplier [ shew at Receipt

[ show at voucher
.o | oK '
Click !

- Attachment Attach View Delete Email
when done. \ From -> REQ URIPS-0000145729-1

A oK Cancel | Refresh
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You will then be returned to the main Requisitions screen and can continue to enter the Line
information. Note: the talk bubble now has lines in it to show that there is a comment typed there:

Maintain Requisitions

Requisition

Business URIPS Requires State Approval: | Resubmit
Unit St open
Requisition 0000145729
1D
o Budget Status Mot Chk'd
Requisition 0000145729
Hold From Further Procegsing

Name
Return:

*Requester |kristenbelloti Q Bellotti Kristen
*Requisition Date |01/28/2019 3 Reauester Info
Requester Info
Origin [CR A College Requisition
“Currency Code polor
Accounting Date [01/28/2019 3

Requisition Defaults Add Comments
Requisition Activities

Document Status

Add Items From g3 Select Lines To Display §;
Search for Lines

Purchasing Kit Catalog
Line aQ T Q)  Refieve |

Requester ltems
IS
Personalize | Find | View All | & | = First Bl 120r2

Total Amount 5,001.00 USD

ltem Search
D

1
Last

Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls =M
. L . . . Merchandise
Line Description Quantity Uom Category Price P Status
1 [ [Advice of Change to PO.:{2] B3 [1.0000 TOT @ [655A Q [ 100000 1.00 Open ERNR
2 [ [And increase CFS S B3 (10000 TOT @ [655A @, [5.000.0000( 5,000 00 Open oM EEE
View Printable Version “Goto _More =]
bAdd |

| Glsave | |2PReturntoSearch | %] Wotify | &% Refresh

Page 29
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> Adding Header Comments

To add a Header Comment(s), Click on the hyperlink |292.Comments | (o | EQLEOMMENS Joe o0 haye

already typed a Header Comment in previously):

Maintain Requisitions

Requisition
Business URIPS Requires State Approval: |
Unit Status  open
Requisition 0000145729
D
. Budget Status Mot Chk'd

Requisition 0000145729

Name

Return: Hold From Further Processing

*Requester |kristenbelloti Q Bellotti Kristen
*Requisition Date |01/28/2019 3 Reauester Info
Reqguester info
Origin [CR A College Requisition
“Currency Code polor
Accounting Date [01/28/2019 3

it e ———————
Add Comments .

Requisition Defaults

Requisition Activities Total Amount 5,001.00 USD
Document Status
Add Items From g3 Select Lines To Display §£3
Purchasing Kit Catalog Search for Lines
liem Search Requesier liems Line Q To Q| Retrieve |

Personalize | Find | View All | & 1

Details Ship To/Due Date Status Supplier Information Item Information Aftributes Confract Sourcing Controls

Merchandise

Line Description Quantity *UoM Category Price o Status
1 [E2 [Aavice of Change to PO.: () E5 [1.0000 TOT [, [655A a [ 1.00000 1.00 Open B & ]
2 [ [Andincrease CFS (21 | I [1.0000 TOT | [655A @, [5.000.0000( 5,000 00 Open ClEE EE

View Printable Version *Goto _More =l

| Glsave | |2PReturntoSearch | %] Wotify | &% Refresh |Ceadd | \_‘
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If an “OFFSITE” Ship To Location was chosen, enter the entire Ship To Address in the Header Comment
field as follows: |

|

Business Unjt URIPS Requisition Date 01/28/2019

Header Commen

Requisition Ip 0000145729 Status Open

Retrievg Active Comments Only  Relrieve

*Sort Meth Comment Time Stamp - *sort Sequence Ascending v Sort
Use Standard Comments Comment Status Active / Inactivate iJ ’
URI Capital Projects g

c/o The Ryan Center
One Lincoln Almend Plaza
Kingston, RI 02881

Send to Supplier [Ishow at Receipt
er

Associated Document
Attachmen Attach Viey Delete Email

OK Cancel Refresh

T4 .
Check the Send to Supplier |,

To View All
Comments, Click

View Al |

To add additional
Header Comments,

Click
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To add Standard Comments, click on the [ Use Standard Commens | hyperlink:

Find | View All First 4 20f2 o Last

Use Standard Comments Camment Status Active Inactivate [+

Bl 2

[ send to Supplier [ Show at Receipt
[ Show at Voucher

Attachment Attach View Delete Email

From -= REQ URIPS-0000145713

OK Cancel Refresh

The Standard Comments box will appear. Click on the Comment Type Search icon @:

Standard Comments
The Look Up Comment Type box

e ——— will appear. Choose REQ.
*Action: Copy Comment - /
CommentID: | Q AT,
*Status: Active [~] 2 bl

‘ SetlD: URIPS

Description: ‘
Standard Comment Jype: begins with v|

Short Desc: : Description: begins with + |

Comments:
[Ed) Look Up Clear Cancel | Basic Lookup
Search Rgsults
View 100 First \ﬂ 1-4of4 |£| Last
Standard Comment Type Description
BID Bid Language/Bid Types
( rQ Purchase Order Language
OK Cancel Refresh REQ Requisition

Standard Instructions
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REQ will populate into the Comment Type box. Next, Click on the Comment ID Search icon :

Standard Comments The Look Up Comment ID box will
appear. Choose “AMT”.
“Action: Copy Comment - /
: VA
Comment Type:! @ Comment ID: Q >
? Help
*Effective Date: | 10/31/2017 *Status: i hd SetlD: URIPS
Description: Standard Commenf Type: REQ
Standard Commgnt ID: begins with +
Short Desc:
Description: begins with +
Comments:
K Look Up Clear Cancel | Basic Lookup
Search/Results
View 10 First [g] 1-30f3 [] Last
tan Comment ID Description
< AMT New P.O. Amount
BL Blanket Requirements
s Gancel fcliesh HDR Second Header Description

AMT will populate into the Comment ID box and the entire comment will populate into the
Comments box:

Standard Comments

After clicking OK, the comment will

‘action Copy Comment . be brought into the Header
Comment Type |REQ O cammen Comments and yOU can fi" in the PO
"Ettactive Date (O/2/2019 st Adve[> _~ amount before this change (if any),

Description |New P.O. Amount

the amount of this change (the
amount of the increase or decrease or
S0 if it’s a transfer), and the new PO
amount this creates.

Short Desc New PO Amt

)
=
o
=1

Q
@

2

0. Amount $

OK

ok | Cquel L Retresn Click to return to the
Header Comments and complete the
comment.
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> Adding Attachments

To add an Attachment(s), Click ~ Attach

\

in the Header Comments box:

Header Comments

Business Unit URIPS Requisition Date 01/28/2019

Requisition ID 0000145729

Status Open
Retrieve Active Comments Only Retrie\\
*Sort Method Comment Time Stamp - *Sort Sequence Ascending - Sort

Use Standard Comments

Comment Status Active Inactivate +

L

[Isend to Supplier [ show at Receipt
Show at Voucher

Associated Document

Attachment m View Delete [ Email

OK Cancel Refresh

This message will appear:

| File Attachment X

? Help

No file selected.

Upload Cancel

Click Browse...
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Using the navigation on your computer, find the file that you want to attach to the Requisition:

@ File Upload [ X
OO [ Deskiop * =43 |[ Search Desktop
Organize v New folder j‘: v j 9
- -
Favorites Public Works Bid Responses URI Purchasing Manual URI Purchasing
M Desktop Purchasing Internet Shortcut
& Internet Shortcut [ 139 bytes
4 Downloads
p _./"_"\_. Ryan Center Events Calendar m Sakai@URI Gateway Welcome
| | Internet Shortcut Internet Shortcut
| Sl [J Dyles ' 252 bytes
 Google DrivefS
Sample Attachment Services — Rhode Island Small .
Adobe Acrobat Document Business Development Center DOU ble-Cth
o Libraries 777 KB J Internet Shortcut
S Documents = ” =10 Exercises fo Do ate of Rhode Island Division of on the flle
J’, Music at Your Stand Up Desk Stand Up ... Purchase:
&, Pictures Internet Shortcut Pinned Site Shortcut you want to
‘Vidams URI Campus MAP 4" URI Daily Calendar
9 Internet Shortcut y/ Internet Shortcut attach to the
i [ 185 bytes f 133 bytes
A Computer . el
|| & 0S(C) URI Directory Service URI Home Page Req ulsltlon
o Internet Shortcut Internet Shortcut
& Goagle Drive Filg [ 126 bytes td 121 bytes
< Accounting (\\n3|
2 URI Purchasing URI Requisition Manuals
} Internet Shortcut ) Internet Shortcut
[| & Network i e 12 bytes 2 155 bytes
File name: Sample Attachment ¥ |All Files v
Open ‘v Cancel

The name of the file will pop up in a window:

.

? Help

Sample Attachment.pdf

Upload Cancel

Click Upload to attach the file
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The Attachment will be listed on the Comment. If you would like the Attachment to be included with
Email

box.

the resulting Purchase Order, check the

(If the Attachment is for internal use only do not check the L] Email box. - For example, if the
Attachment includes a Sole Source Justification, the e-mail check box will not be checked.

Header Comments

Business Unit URIPS Requisition Date 01/28/2019
Requisition ID 0000145729 Status Open

Retrieve Active Comments Only  Retrieve

*Sort Method Comment Time Stamp - *Sort Sequence Ascending - Sort
Comments Find | ViewAll First - 1072 I3 Last
Use Standard Comments Comment Status Active / Inactivate -+
See attached Single Source Justification Form ¢

[I send to supplier [ show at Receipt
"] show at Voucher

Associated Documant
Attachment Sample_Attachment pdf

Refresh f

To view the Attachment, Click . Y®¥  The
Attachement will pop up in a new window.

OK Cancel

After checking for accuracy, close the new
window to return to the Requisition.

e e
N—”

To View All Comments, click on the hyperlink. Once you are in the “View All”
Mode, you can either scroll down to the last Comment to add another Comment or insert
Comments in between other Comments.
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Continue adding more Attachments by clicking — Please note: PeopleSoft allows you to attach only 1

attachment per Comment box — if you have 2 more attachments, you will need to add 2 more

Comment boxes.

Header Comments

Business Unit URIPS
Requisition ID 0000145729

Requisition Date 01/28/2019
Status Open

Retrieve Active Comments Only Retrieve:

*Sort Method Comment Time Stamp -

Use Standard Comments

*Sort Sequence Ascending

Find | View 1 First K 1-30f3 0 Last

Comment Status Active iaaaiiale =

See attached Single Source Justification Form

[sendto Supplier [ show at Receipt

[[] show at voucher

Attachment Sample_Attachment pdf

From -> REQ URIPS-0000145729

Use Standard Comments

(£

Aftach View Delete [ ehait

Comment Status Active

URI Capital Projects
c/o The Ryan Center
One Lincoln Almond Plaza
Kingston, Rl 02881

Send to Supplier [[] show at Receipt

[[] show at voucher

Attachment

From -> REQ URIPS-0000145729

Use Standard Comments

Associated Document

£

Attach View Delete Email

Inactivate @

Comment Status Active

Current PO Amount $100,000 00
This Change 3 0.00
New P.O. Amount $100,000.00

send to Supplier I show at Receipt

[ show at veucher

(Bl

Associated Document
Attachment Attach View Delete Email
From THGQ URIPS-0000145720 ]
oK ncel Refresh . QK
Click ' when done.
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This will bring you back to the main Requisition screen:

Maintain Requisitions

Requisition
Business URIPS Requires State Approval: | Resubmit
Unit Status e
Requisition 0000145729
1D
o Budget Status Not Chk'd
Requisition 0000145729

Name

*Requester ’WQ
“Requisition Date [01/28/2019 |3
Origin ’CRio\
*Currency Code
Accounting Date W@
Requisition Defaults

Requisition Activities
Document Status

Purchasing Kit
ltem Search

Add Items From £}

Return:

Bellofti Kristen
Requester Info
College Requisition

Dollar

Edit Comments

Total Amount

Catalog
Requester ltems

Search for Lines

LTS U it ————

Line Q To Q|

Personalize | Find | view All | E1 |

Held From Further Processing

5.001.00 USD

Retrieve

1201203

Ship TofDue Date | Status  Supplier Information | ltem Information |~ Aftributes | Confract | Sourcing Controls
. L . . . Merchandise
Line Description Quantity UOM Category Price [ Status
1| B2 [Advice of Change to PO ) | B3, [1.0000 TOT | [B55A @ [ 1.00000 1.00 Open ge M EE
2 [ [andincrease CFs i) | E§ [1.0000 TOT o [655A « [5.000.0000¢ 5,000.00 Open BB EE
\swRdgtable Version *Goto _More.. =]
< [ save \}hﬁe{umtoSearm | =] ety | |2 Refresh s

y——

Click on (5] save | to save all of your changes to the Requisition.

This message will appear:

Click

oK |

Message

This Requisition will be held from further processing (20001,42)

The Hold From Further Processing check box is currently on for this requisition. If your intention is to hold this requisition simply hit the OK button in

this message box. If you would like to release this requisition, turn off the Hold From Further Processing check box and hit the save button.

oK |

» You are now ready to Print your Requisition.
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> Print the Requisition

To View and/or print a copy of the Requisition, click the | View Printable Version | hyperlink on the main
Requisition screen: /

]

Maintain Requisitions

Requisition

Business URIPS Requires State Approval: [ Resubmit stat
Unit AWS  open
Requisition 0000145729
D
o Budget Status Mot Chk'd
Requisition 0000145929
Name
Return: [ Hold Frem Further Processing

= Bellothi Kristen
*Requisition Djte 01/28/2019 ] Requester Info
Requester Info

Orfgin [CR A College Requisition
Accounting Date 01/28/2019 3
AT ULV T YN WO EUeom——
Requisition Defaulis Edit Comments :

Requisition Activities Total Amount 5001.00 USD
Document Status

Add ltems From @ SelectLinesToDispiay @ |

Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line aQ To Q| Retrieve
Personalize | Find | View Al | B | 3 First & 122072 1 Last

Ship TpiDue Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

. . . . 5 Merchandise
Line ription Quantity uom Category Price Amount Status
1 [ [MBvice of Change to PO | €% [1.0000 TOT | [655A o [ 1.00000 1.00 Open B E|EE
2 [ [Andincrease CFs () | B [1.0000 TOT @, [655A @, (5.000-0000€ 5,000.00 Open B EREE

*Goto _More . =]

View Printable Version

“"Returnto Search =] Notify +% Refresh | bAdd
Py
This message may Do you wish to save the current document? (10250,274)
appear:

Document cannot be printed if it is not saved. If you choose Yes, document will be saved and printed. If you choose No, document cannot be
printed.

Click Y8 o™
The following

message will
appear:

This Requisition will be held from further processing (20001,42)

The Hold From Further Processing check box is currently on for this requisition. If your intention is to hold this requisition simply hit the OK button in
this message box. If you would like to release this requisition, turn off the Hold From Further Processing check box and hit the save button.

e
Click ! ! m

—

» A new window will open in PeopleSoft and will display the Printable Version of the
Requisition. Check it for accuracy.
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A second tab will open as the Printable Version queues and then prints to the screen.
Proofread this copy to make sure all information is correct.

If any changes need to be made, close this tab and go back to the Add/Update Requisitions tab to

“'Jiew Printable Version | .

make and save changes to the Requisition and then Click

Tab 1 = Add/Update Reqs

d/Update Requisitions /psofturi/fs9dev/logs/pres/psun: x

Tab 2 = Printable Version of Req

| (— @ a https://appfsdev.ucs.uri.edu:5301/psreports/fs@dev/37101859/porg010_65431737

College Requisition
This Form 1= for Internal Use Only

Suggastad Vendor Mame: Dimen Construction Go Husnass Unt URIPS QPEN
Vendor Address. 73 Chapman St Dt Paye e 10
Providenca, R 02805 01 2872018 i a0601457249
Wendorg GO HERd Fsapscler F-mual tar Feaceivng Fegaor
Bellocri,¥riscen krlascenbellorcifdiscard. urd. edu
Ship To: URI Central Receiving Hexpaster [apt Phene # Fax#
Kingston, Rl 02821 Sesaszoh Furchaming 401/B74-2335 £01F0TE-2206

Office of Capital Projects
60 Teotell Rd,, Sherman Bldg.

Atachenents Y

Ling Schd Descrplion usaritity Ok Frice Eatended Amt  Due Dale

1-1 Audvice of Change 1o PO 106318 for an imemal 1.0000 TOT L0000 1,00 QUEN019
tranefer of funds. Decrease CF5
AR5 H-ARMLOMA0IDI0-PONOT -CONSTRICTION in the
arnonnl of 55 300 00 for FY'18

Type in delails abouwl the rangier here if you need maore nfo o
explain

21 And increase CFS 1.00a3 TOT %, 000.0000 I, ooco.on O6RN201E
A0F55-144-ON0-I000-PON20-CONSTRIETION in the
araaount of 55 00000 for FY 9.

Ser attached Singk: Source: Jushification Frem

UR| Capital Propects

oo The Ryan Cenler

Cone Lineokn &lmand Plasa
Kangston, K 02831

Curent PO Ameunt 5100,000.00
Thiz Ghange: 3 (1]
Mew PO Amount 510000000

Tokl Requisilion Amaund S i i
Penod  Line Sch Dt Acieunts Praject ATty FAE
rrRids 1-1-1 A55-4E0-0NDH-0000 PELLTER CORSTREIGTTS
FYa018 2-1-1 F425-144- 000000 FO0GIZ0 CONETE 5y
For punchasing use anly .
Buyer a [ypeiCone SHE Clerk Date |
Biryer | Date |I].':e-l'.:|:-ce B3 et Clem Dizte |
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To print the Requisition, choose either Eiie:l in the upper left of the screen or the printer icon E
in the upper right of the screen.

('_ @ a https://appfsdev.ucs.uri.edu:5301/psreports/fs9dev/37101859/porq010_6543173.PDF
Printer
Name: HP LaserJet 3050 PCL5 VI l Properties... ]
. Status: Read
The Print box : T
ind Type: HP LaserJet 3050 PCL5
window comes Where: DOT4_001
up; choose ) Eomment [ Printto file
where to Print
your Print range Copies
Requisition @Al Number of copies: 1 =
and Click ()Pages  from: 1 to: 1
Jﬂy Jﬁ Collate
—_— 1 Selection 1 1
 ’ [ 0K l ’ Cancel

Once you have previewed and printed the Requisition, close the second window by clicking E :

Add/Update Requisitions

/psofturi/fs9dev/logs/pres/psuny \

(& Oa https.//appfsdev.ucs.uri.edu:5301/psreports/fs9dev/37101859/porg010_6543173.PDF

On the following pages, you will find instructions on how to proceed for both:
» Originator (page 42); or
» Requester (page 43)
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> ORIGINATOR Procedures:

e | [T Hold From Further Processing

When the requisition is Complete and if you are an “Originator”, uncheck th

box and click @ Save .

y A
Maintain Requisitions
Requisition
Business URIPS Requires State Approval: Resubmit
" Status
Unit Open
Requisition 0000145729
ID
o Budget Status Not Chk'd
Requisition 0000145729
Name
Return: | Hold From Further Processing
*Requester |kristenbellotti L Bellotti Kristen

*Requisition Date [01/28/2019 Y Requester Info

Origin [CR College Requisition

e

* usb
Currency Code US| Dollar

Accounting Date [01/28/2019 5

Requisition Defaults Edit Commenis
Requisition Activities Total Amount 500100 USD
Document Status

Purchasing Kit Catalog Search for Lines
Item Search Requester liems Line : To ] Retrieve
LI 4 D]
Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls E‘
Line Description Quantity *UOM  Category Price :ﬂ;?$"i"“‘se status
1 F‘;‘. Advice of Change to PQ:: .2 *_F‘ 1.0000 TOT |Q |655A 'y 1.00000 1.00 Open 2|8 E ] ||=
2 F‘;’. And increase CFS L2 ;{;‘ 1.0000 TOT @ |655A 3, |5.000.0000C 5,000.00 Open ‘j‘ [BE] E | =

View Printable Version *Goto . More =
o save S“Ralum toSearch | | Noiity | 3 Refresh [hAdd

Note: The Requisition will remain in open status until the Requester submits the Requisition for
approval.

The Requester will receive an e-mail informing them that a Requisition is pending and needs to
be submitted for approval:

This e-mail is to notify you that College Requisition: 8868019932, entered by

bettyg is in open status and needs to be submitted for approval.

If you are a “Requester” and you have received an e-mail regarding submitting a Requisition for
approval, log on to PeopleSoft and retrieve the Requisition via the following navigation:
(Purchasing>Add/Update Requisitions>Find an Existing Value).

Enter the Requisition ID and click Search.

Once you have reviewed the Requisition, follow the above steps to change the status

from open to pending.

The Requisition has now entered the Workflow Approval Process.

Once this happens the Requisition cannot be retrieved.
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> REQUESTER Procedures:

When the Requisition is Complete, if you are a “Requester” and you have entered the Requisition,

uncheck the ! [ Hold From Further Pro-oessmgl Box:

Maintain Requisitions

Requisition
Business URIPS Requires State Approval: [ Resubmit
Unit Status  gpen
Requisition 0000145729
D
. Budget Status Not Chk'd
Requisition 0000145729
Name
Return: [ Hold From Further Processing

~ Header [

‘Requester [kristenellotii |
‘Requisition Date [01/26/2019 [
Origin ,C:Riq

*Currency Code |USD

Accounting Date |01/28/2019 [

TR i
Requisition Defaults Edit Comments h

Requisition Activities
Document Status

Bellotti,Kristen
Requester Info
College Requisition

Dollar

Total Amount 5.001.00 USD

[adaitems From gy~ = W electLines ToDispy @ |
Purchasing Kit Catalog Search for Lines

ltem Search Requester ltems Line Q To Q| Retrieve

Personalize | Eind | View Al B | 3 First BT 12002 T Last

Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls =]

N . . . N Merchandise
Line Description Quantity uom Category Price e Status
1 [ [Advice of Change to PO () 3, [1.0000 TOT @ [655A a [ 1.00000 1.00 Open @m E H=HE
2 [@ [And increase CFS 21 €3 [1.0000 TOT @ [655A @, [5.000.0000¢ 5,000.00 Open @m B ==
View Printable Version *Goto More =

|i/save  |[2"ReturntoSearch | [ Natify % Refresh [hadd

Then Click on the ™ icon to Submit for Approval (the status changes from Open to Pending) :

Requisition
Business URIPS Requires State Approval: O Resubmit x
Unit Status Open
Requisition 0000145729
D
L Budget Status Mot Chk'd
Requisition Name (000145729
Return: [ " Hold From Further Processing

Then Click &' 58 | 3¢ the bottom of the screen.

The Requisition has now entered the Workflow Approval Process.

Once this happens the Requisition cannot be retrieved.
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> Workflow Approval Process

Level 1 - Signatory for Signature Authorization
Level 2 - Final Review from Signature Authorization
Level 3 - Administrative Approvals; i.e.:
e Foundation Office when using Foundation Funds
e Sponsored and Cost Accounting when using Research Funds
e Business Services when using Bond Funds
Level 4 - Administrative Approvals which are based on the Category/Account Code
e Controller’s Office for Prepaid Costs, Revolving Loan Costs and Service Charges
e Capital Projects for Construction-related expenses
e Public Safety for Radioactive Materials and Safety Supplies
e Property Department for Capital Equipment on fund 500

The Approver(s) (Level 1) will receive this e-mail:

This e-mail is to notify you that College Requisition: 9888819882, Reqguester: bettyg, is

seeking level 1 approval for Chartfield String: URIP5188485588688, and has been added to your
e-Campus Financials Worklist.

The Approver(s) can either Approve or Deny the Requisition.
Note: All Approval Levels have the authority to Approve or Deny a Requisition.

If the Requisition is Denied, the Requester will receive an e-mail informing them that the
Requisition has been Denied. If the Approver indicated a reason it will appear as a Comment:

This e-mail is to notify wyou that College Requisition: 8888819881 entered on 81/25/2812 has
been denied by OPRID: bettyg

Comments: Use fund 118

Once a Requisition has been Denied, the Requester can retrieve the Requisition (use this
Navigation:Purchasing>Add/Update Requisitions>Find an Existing Value).
Enter the Requisition ID and click Search.

Make necessary changes, pre-Approve and Click & save |
Upon saving the Requisition, the Workflow Approval Process, will begin again.
If a Requisition needs to be Canceled please see “Canceling a Requisition” on page 47.
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> If the Approver(s) (Level 1) Approve the Requisition and any other Approvals that may be
required; i.e. (Level 2) Final Review, (Level 3) Foundation Office (if Foundation Funds are
being used, Sponsored and Cost Accounting if Research Funds are being used, etc.), (Level
4) based on Category/Account, the Requester will receive an e-mail indicating that the
Requisition has been Approved:

This e-mail is to nmotify you that College Requisition: 8888819882 entered on 81/26/2812 has

been approved.

» Once the College Requisition has been approved by all levels, the Budget Checking Process
will automatically be initiated. The Requisition will be routed to the URI Purchasing
Department when the Budget Checking Process is complete and the Requisition is in valid
Budget Status.

If the Requisition fails Budget Checking, the Requester will receive an e-mail:

This e-mail is to notify you that College Requisition: 8886819832 has budget errors.

» Because the Requisition did not pass Budget Check, the Requester is able to access the
Requisition and determine the cause of the Budget Error and either process a Budget
Transfer and/or make the necessary changes:

Retrieve the Requisition (Nav:Purchasing>Requisitions>Add/Update Requisitions):

Requisitions

Use the following search to look for an existing Requisition.

Click on the tab > < Add a New Value
Find an Existing Value

Enter the Requisition Business Unit =< LIZID Q
Number in the I, o Requisition ID begins with D

4

Requisition ID field Requisition Status = ~ -
Requisition Date = hd 3
Origin begins with + Q
Requester begins with ~ Q
Requester Name begins with ~ Q
Hold From Further Processing
State Req Flag
State Req Reference begins with ~ Q
State Requisition Date = hd 5]

Case Sensitive

[~ (\ Search |) Clear | Basic Search [P Save Search Criteria
O ——
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When you retrieve the Requisition you will notice that the | Budget Status: _ ETOU 1 4 40 poquisition
has automatically been placed back on hold.

. Errar . .
Click on the hyperlink to determine the cause of the budget error : \
|
Maintain Requisitions
Requisition
Business URIPS Requires State Approval: | Resubmit statu sl _Ennyad
_ _L!rlit Budget Status: Eyror
Requisition 0000145713
o o Budget Status Not Chk'd
Requisition 0000145713
Name Return: Hold From Further Processing
~ Header
*Requester |kristenbellofti (¢} Bellott Kristen
*Requisition Date [12/31/2018 El Requester Info

Origin [CR Q College Requisition
Accounting Date |12/31/2018 El

Requisition Defaults Edit Comments

Requisition Activities Total Amount 3,500.00 USD
Document Status

Add Items From g} Select Lines To Display [
Purchasing Kit Catalog Search for Lines
ltem Search Requester Items Line Q To Q| Retrieve

Personalize | Eind | View A1l | B | First K 10r1 I Last

Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls =l

Merchandise

Line Description Quantity *Uom Category Price Amount Status
1| B [Convection Steamer .10 | 3 [1.0000 EA |Q [654A @, [3.500.0000¢ 3.500.00 Pending Qe E R

View Printable Version *‘Goto . More.. =l

|lsave | [0“ReturntoSearch =] Moty | <% Refresh | (Chndd | |
Business Unit: URIPS  Requisition ID: 0000019283 F
*Exception Type: - [l override Transaction [i ] L LT‘Q

. . Maximum Rows: 100 [ More Budgets Exist
In this particular e

| Search Advanced Budget Criteria

example, the -
ple, Budgets with Exceptions Customize | Find | view 21 | & First Kl 1071 D Last

Budget Error ' Budget Chartfields |

. . . N .. Ledger - Override
Details Business Unit More Detail Transfer
Exception is the Group Budget
1 ® URIPS ORG Exceeds Budget Tolerance More Detail O GoTe.. B

result of “Exceeds
Budget Tolerance”

|Fl save | [G Retumto Search | |[=] Notity |

Requisition Exceptions | Line Exceptions
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If a Budget Transfer is necessary to support the purchase, you will first need to make the Budget
Transfer.
Once the Transfer has been made:

Hold From Further Processi
e Uncheck the = " hox; and

=
e Click [mSave|

e In this example, the Requisition will not require Re-Approval and will invoke
the Budget Process again.

If there are changes to the distributions, i.e.: change the Chartfield String or change the Price, the
Workflow Approval Process will start again once the Requisition is taken off Hold, Submitted For

Approval and Saved.

Other examples of Budget Error Exceptions include, but are not limited to:

Budget Date Out of Bounds - This Budget Exception typically occurs when using a Fund
500. If you receive a budget error of this type you will need to contact the appropriate
accountant in the Sponsored & Cost Accounting Office.

When all is correct:

The URI Purchasing Department will issue a Purchase Order and will e-mail a copy to:
e Supplier — This is the Supplier’s authorization to proceed
e Regquisitioning Department — This is the Department Receiving Report Copy

If there are any attachments, they will be a separate .PDF file. For example, the PO is one .PDF
and the Attachment(s) are a separate .PDF.

Purchase Order 0000017110

URIPurchasing@uri.edu
Fri 9/10/2010 9:48 AM
betty @uri.edu

- Message @0_00000].7].].0_000].?8].8.PDF @0 KD

—_— OO

This e-mail is to notify you that Purchase Order 8688817118 from the University of Rhode Island has
been issued. To wview the purchase order, click on the PDF file attached to this e-mail. If you have
any questions please contact the URI Purchasing Department at 481-874-2171.

THIS IS5 A SYSTEM GEMERATED E-MAIL. PLEASE DO NOT REPLY
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> Sample Purchase Order:

The Purchase Order number is located in
the top right-hand corner.

Once the goods/services are received, the
Department copy of the Purchase Order is
to be signed by the individual who has
signature authorization for “Receiving
Reports” and forward to the URI Accounts
Payble Office.

Note: Payment cannot be made until the
URI Accounts Payable Office receives the
invoice from the Supplier and the signed

receiving report copy of the PO.

et 30 #0; o6
Ue Da
0 il Betey 101/078-2310 09/30/2010
- Requester Phone Requester Email
betty@:

» Returned Requisition

Purchase Order

— ﬂaqe 1 of 1 \

THE
€ Po# soo0o17110
Stvi;:\ha

UNIVERSITY

Date Ordered Revision
19/10/2010

Wy\ght Terms
30

Gil.Betty 401/874-2310

Bill To: »'Xu:uuntingtt
URI, Carlotti Admin. Bldg.
75 Lower College Rd, Suite 1
Kingston RI 02881
(407) 574-2421

nenanr:dﬂDD[IDDgD43 4D -

ay Foodservice Equip and Design Corp
51 avashingtan Aye

Cranston RI 02920

Ship To: URI Central Receiving
Kingston, RI 02661
ining Servicss,

581 Plains Rd., Ste. 2 DSDS
Aftention: Emma Harrold

Tax Exempt? Y
ine Sch

Tax Exempt ID: 130
Ttem/Description Quantity _UOM

FO Price _Extended Amt__Due Date]

1-1 Convection Steamer Model CS5312 1.00 EA £, 00500 £,005.00 09/30/2010
Per Bid Specifications #2502
Amount 5,005.00]

NOTES TO VENDOR:
THE ABOVE PO# MUST APPEAR ON ALL INVOICES

Rhode Isiand law requires that an MSDS be provided for each product containing hazardous chemicals as defined by OSHA
and Rhode Island regulations. Please include a copy with the shipment and send an additional copy to the Department of
Fublic Safety, Environmental Health and Safety, 177 Plains Road, Kingston, RI 02881

his purchase is made in accordance with the General Conditions of Purchase of the Board of Govemors for Higher
ucation, copies of which are available at hitp:/www. uri edufpurchasing/

Ekry person or business entity providing goads or services at a cost of $5000 cumulated value is required to file an
affi\avit regarding political campaign contributions with the Rl State Board of Elections even if no reporiable
camyaign contributions have been made. (Rl General Law 17-27) Forms can be obtained at the Board of Elections,
CamMaign Finance Division, 50 Branch Avenue, Providence, RI, 02804 (401-222-2058).

INTERNAL USE ONLY

Period \ Accounts Projects Actity Category Reguisition 1D PO Type
PY. E54-100-4055-0000 GEAR 2,802.50 107 g3
E54-110-4061-0000 GEAR 2,502.50

LN N
"i#\)-‘.’(;?f AL
Bayer

A College Requisition submitted to Purchasing requiring additional information, specifications,
documentation, etc., may be returned. When a Requisition is returned from Purchasing, the

requester will receive an e-mail stating the reason for return.

From: URIPurchasing@uri.edu [mailto:URIPurchasing@uri.edu]
Sent: Monday, April 85, 2818 1:46 PM
To: kevinbanks@uri.edu

Subject: College Requisition: 0000000485 Has Been Returned By URI Purchasing Department

This e-mail is to notify you that College Requisition: @eeeeee4es, has been returned by the URI Purchasing Department for the following reason(s):
Please attach detailed specifications.
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Returned Requisitions will not require Re-Approval through the Workflow Approval Process
unless there is a change to the ChartField String or Price. For example, if a Requisition is returned
for detailed specifications, the Requester will retrieve the Requisition (see instructions above to

retrieve the Requisition), attach the specifications, and click sl . Once the

Resubmit button has been clicked, the Requisition will automatically route back to Purchasing.

If there is a change to Quantity, Price or ChartField String, a Change Order to the Requisition will
be created and the Requisition will require Re-Approval. Once a change is made to one of the
above Fields, you will receive the following message:

This action will create a change order. Continue? (1020027}

The action that you are taking will cause the system to create a change order. If you do notwant to create a change order, then you cannot perform the action at this time.

Yes Ma

1. Click '8

S
2. Click = 52

i ;
3. Uncheck Hold From Further Processing

Stalys: gpen M A
Budget StatuX: Mot Chk'd

Hold From Further Processing

Status: o

— —> [V

4. Clickon 4

5. The Status will change from Open to Pending
6. Click = Save

The Requisition has now entered the Workflow Approval Process. Once this happens the
Requisition cannot be retrieved.
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> Canceling a Requisition

Requesters can cancel a College Requisition when the following conditions exist:

e Status: Open/Budget Status: Not Checked and the Hold From Further Processing is
Checked. For example, if you prepare a Requisition and decide you no longer need the
goods/services, it is your responsibility to cancel the Requisition.

e Status: Denied/Budget Status: Not Checked

e Status: Returned Requisitions - Approved/Budget Status: Valid

Example of Denied Requisition:

Maintain Requisitions

Requisition

Business Unit: URIPS Return to Requester: [ Requires State Approval: [ Status: Denied [
Budgei i

Requisition ID: 0000019851 S X

Requisition Name: 00000198581 [Tl Hold F Further P i
old From Further Processing

w Header
*Requester: bettyg @, GilBetty Requisition Defaults
Edit Comments

P . Reguester Info _——
Requisition Date: 01/25/2012 - Requisition Activities
Origin: CR @, College Requisition 1,0 ment Stats
*Currency Code: usb Dollar Amount Summary

; . 01/25/2012 Eil

Accounting Date: Total Amount: 5,265.00 USD
Add ltems From Select Lines To Display
Purchasing Kit Catalog Line: l—Q; To: ’—Q B .

Item Search Requester ltems

Customize | Find | View A1 | B | 8 First T 4 or 4 I Last
Ship To/Due Date Status Vendor Information tem Information Attributes Contract Sourcing Controls

Line Description Quantity *Uom Category Price Amount Status

1 B [convenction Steamer = L2 &3 [1 0000 EA @, ([654a @, [526500000 5,265.00 Pending CmEE R
View Printable Version *Go to: .More... -
. Save | .|§‘?“ Return to Search | El Nrutify. S Refresh | |:L Add | . u|::aie-:|-;|:|a;.--
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Example of Returned Requisition:

Maintain Requisitions

Requisition

Business Unit: | )ppg Requires State Approval: [ | Resubmit
Requisition ID: ppp0070803

Requisition Name: pnnp070803 ——

Please attach detailed
10 specifications. Thank you, Betty

Track Batch: Return: (/] Seqlum:

Reguisition Defaults
Edit Comments
Requisition Activities

*Requester:

[gennari___ |  GennariKathym
01/12/2015 @Re uester Infa

*Requisition Date:

Add tems From

Purchasing Kit Catalog

ltem Search Requester ltems Line:

Origin: CR @ College Requisition Document Status

*Currency Code: UsD Dollar Amount Summary

Accounting Date: 0112/2015 El Total Amount: 12,000.00)
Pre-Encumbrance Balance: 12000.0

Personalize | Find |

Status: approved

Budget Status: wvalid

N Hotify From Further Proce&sing

[ et [ q J

Retrieve

El Save :Q.RatwntuSawch: EI Notify :r:, Refresh

" Ship TosDue Date [ Status | Vendor Information [ tem Information || Attributes | Contract | Sourcing Controle
Line Description Quantity *Uom Category Price Amount Status

1 F% TEST El 2.0000 EA O, |323A 6,000.000C 12,000.00 Approved
View Printable Version *Go to: ~More..

A X

If the Hold From
Further Processing
box is checked, you
must uncheck the box
before cancelling the
requisition.

To cancel a
Requisition click on

thex.

This message will appear:

Message

Canceling a requisition will commit any changes made and prevent further changes. Continue? (10100,7)

When you mark a requisition as complete or canceled, the system does not allow any further changes to the requisition. Any changes made,
however, will be stored on the requisition.

If you have any more changes to make to this requisition, do not mark it as complete or canceled at this time. Make the other changes, then return
to change its status.

Yes Mo

Click  'es
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> PLEASE NOTE THESE TIPS:

> If you are requisitioning more than 5 Line Items, you may issue a Requisition with 1 line item; the
description should read “See Attached Quote/Bid Sheet” and attach either the Quote containing
all items or if no quote exists you may complete a Standard or Multi-Year Bid Sheet (located at:
http://www.uri.edu/purchasing/forms.htm) and attach in an Excel format (not .pdf) to the

Requisition.

» Comments — Comments can either be a typed Header Comment(s); a typed Line Comment(s); or
an attached Document(s).
® Comments or information pertaining to the purchase may be used for comments for the
Supplier or internal comments.

® For the Comments to print on the purchase order you must Check | "~ $end to Supplier | ¢
the Comments are for internal use only, do not check the box.

@ All Requisition “comments” will print on the Requisition but will not print on the Purchase

= .
Order unless you have checked | “~ 5€nd to Supplier

@ The Send to Supplier option applies to Comments in the Comment Text Box only, not to the
documents attached. For the Attachment to be sent to the Supplier, you must Check the

= ]
box next to the Attachment.

> All documentation relating to the purchase MUST be attached to the electronic Requisition. This
includes but is not limited to; documented telephone Quotes and/or written Quotes, Sole Source
Justification, Screening Form, etc.

@ Attachments, for the most part, must first be scanned and saved to a location where you
will retrieve them and attach to the requisition. The naming convention for Attachments is
as follows: Requisition Origin (CR), Requisition ID_ followed by the type of Attachment;
i.e.: Bid Sheet, for example CR19887_Bid Sheet. However, Bid Sheets are to be attached in
an Excel format (see section 2.1 of the URI Purchasing Manual).

@ Any Attachment that is to be sent to the Supplier along with the resulting Purchase Order
will need to be scanned and attached separately and not combined with any internal
documentation.

@ In order for the Attachment to be sent to the Supplier with the Requisition, remember to

check the Email box.
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> If You Have to Make a Change in the Defaults Screen

If you need to change something in the Requisition Defaults screen, after you make the change and
Click |L|, a “Retrofit Field Changes...” screen will appear.

On this screen, you must check off the Fields that you would like this change to affect.

Requisition Defaults

Business Unit URIPS Requisition Date 01/28/2019

Requisition ID 0000145729 Status Open

Default Options &4

) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

@ override

If you select this option, all default values entered on this page override the default values found in the default hierarchy
only non-blank values are assigned.

Buyer| Q Unit of Measure Q
Supplier|0000019684 Q_Dimeo Construction Co Supplier Location |MAIN Q
Category |655A Q Supplier Lookup

Schedule

ts *Distribute By Amount v
Due Date |Ub/5U/2019 El
fimate Use Code| | Ship Via[BESTWAY  Q
Original Ship To code | Freight Terms FOBDEST @

One Time Address

SpeedChart| |

@ Asset Information

Dist Percent GL Unit Account Fund Dept Program Bud Ref ﬁltB us Project
1 | URIPS Q [ & Q | Q [ & Q
L OK wma || Refresh |
aassS———
Type in the New Ship To code:
Ship To: 4056_001_S (Q_ Central Receiving

Then Click | i |.
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For example, if you change the Ship To from Dining Services to Central Receiving, this message
on the following page will pop up:

Retrofit field changes to "all" existing requisition lines/schedules/distributions.....

Business Unit URIPS Requisition Date 01/28/2019

Requisition ID 0000145729 Status Open

For Line and Schedule defaults, Select 'Apply' to apply changes to all lines and schedules.

For Distribution defaults, Select 'Apply' to apply changes to the Distrib Line.
Example: If you select 'Apply' for Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition.

Select 'Apply to All Distribs' to apply changes to all distribution lines on the requisition.
¥ Mark All [ Unmark Al

First K 12 of2 I3 Last

Retrofit Field Selection

Apply Distrib Line  Field Name Field Value Apply to All Distribs
O Ship To 4058 001_S
£ 1 GL Unit URIPS [
OK Cancel Refresh

You have to choose which Field(s) to apply this change to by checking the box or boxes and then Click
on  °¢ to return to the main Requisitions screen :

Retrofit field changes to "all" existing requisition lines/schedules/distributions.....

Business Unit URIPS Requisition Date 01/28/2019

Requisition ID 0000145729 Status Open

For Line and Schedule defaults, Select 'Apply' to apply changes to all lines and schedules.

For Distribution defaults, Select 'Apply' to apply changes to the Distrib Line.
Example: If you select 'Apply' for Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition.

Select 'Apply to All Distribs' to apply changes to all distribution lines on the requisition.
¥ Mark All L] Unmark All

T
2 First Kb 120f2 I Last

Retrofit Field Selection o
Apply to All Distribs

Distrib Line  Field Name Field Value

Ship To 4058 _001_S
1 GL Unit URIPS ]
Cancel Refresh
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On the Main Requisition screen, click (5l e 40 save your changes:

Requisition
Business URIPS
Unit
Requisition 0000145729
ID

Requisition Name 0000145729

*Requester ’WQ
“Requisition Date ’W )
origincR ~ q

*Currency Code
Accounting Date ’W E

Requisition Defaults
Requisition Activities
Document Status

Purchasing Kit
ltem Search

Requires State Approval: |

Add Items From

Resubmit

Budget Status Not Chk'd

Return:

Bellotti, Kristen
Requester Info
College Requisition

Dollar

[ Amount Summary €3 |

Edit Comments

Total Amount

Catalog Search for Lines

Status

Select Lines To Display &}

Q  Tol

Line|

Reguester ltems

Open

[¥I Hold From Further Processing

5,001.00 USD

Q

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity *UomM Category Price Lﬂ;:;:::tndise Status
1 [ [Advice of Changeto PO (1 ER [1ooo0 | [ToT /@ [655A a [ 1.00000 1.00 Open B 6| EE
2 2 [Andincrease CFS s B [fooon | [TOT | [655A @, [5,000.00000 5,000.00 Open B E | EE
View Printable Version *Goto . More.. E|
) Save | )b Retumto Sewch | || Nty 3 Reltesh Goasa | |
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