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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 (1V)

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/ .

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019) Page 3


https://web.uri.edu/research-admin/submit-a-proposal/subcontract-requisition-po-internal-processes/
https://web.uri.edu/research-admin/submit-a-proposal/subcontract-requisition-po-internal-processes/

1)

2)
3)

4)
5)
6)

7)

8)
9)

> Requisition Workflow Terminology

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.)

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

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.

Denied Requisition — Requisition that is sent back to Requester for correction or cancellation.
Final Review — 2nd Level Approver for the CFS — (Optional Approval Level).

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

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 Regq.

iv) SC— Subcontract Requisition - Routed to the Research Office for completion.
Originator — A user who enters a Requisition but does not have Pre-Approval authority.
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 Supplier, 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

OF RHODI

User ID

Password

Sign In

Forgot Your Password?
M Enable Accessibility Mode

Copyright @ 2000, 2015, Oracle and/or its affiliates. All nghts reserved.
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> To Add a New Requisition

From the Main Menu, choose Purchasing:

\

Financials

e-Campus Then choose

Favorie Requisitions:

.
/.

-

L)

A

-
yearcn u:
Menu

Search: 3| URI Menu
Employee Self-Service

»My Favorit ) \Manager Self-Service
> URI Menu

4

or Qugtes
3 Purchase Orde

C31 Recepts

3 Procurement Qards

Eroes [ \Supplier Contracts

» Manager

|

» Supplier C

- Items Then choose Add/Update
»Vendors L
> Purchasin ReqUISItIOHS:
> eProcuren Services Procurement
> Services F Travel and Expenses
> lravel atndI Accounts Payable (3 Reconcie Requisitions
> Accounts : o -
i Review uisition Information
BT Commitment Control [ q

* ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ \r ¥

a
[
[
[
> Set Up Fin [ Set Up Financials/Supply Chain
.
[
[
[

> Enterprise Enterprise Components || Add/Upda sitions
: Workllst Worklist Reauaste b

> Reporting )

> PeopleToo Reporting Tools |-] Approve Amounts

— My Persor PeopleTools

— My Systen [ My Personalizations

| My System Profile

To add a new Requisition, Click el

Requisitions

Find an Existing Value

Business Unit: URPS
Requisition 1D:|NEXT

<\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: IV = Internal Vendor Requisition;

Click the Q and Select IV ;

Then Click on the E2auisition Defaulls Hygarlink:

Maintain Requisitions
Requisition

Business URIPT Requires State Approval: (] Resubmit
Unit Status Open
Requisition NEXT

ID
Budget Status Mot Chk'd

Requisition Name

Return: [ Hold From Further Processing

“Requester kristenbellotti QA Bellotti Kz
guisition Date |02/14/2019 El

Origin [AN Q Kingston
*Currency Code |USD

sfliester Info

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

Personalize | Find | View All | BV | B8 First B 1071 I Lt

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

Merchandise

Line Description Quantity *UOM Category Price Amount Status

1 By | A2 | €3 [0.0000 [ a| Q | 0 0.00 Open QBB EE
View Printable Version *Gote .. More.. IZ‘
[l save | |=INotify i Refresh [ 4Add | | ]

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 - If you know the PeopleSoft (PS) Supplier number, you may enter that here; i.e.: URI_DIN.

If you do not know the PS Supplier number, type “URI_" and click the Q ; a list of URI Internal Suppliers
will populate; choose the correct one by clicking on it and it will bring the number into the Defaults screen.

Requisition Defaults

Business Unit URIPS Requisition Date 02/14/2019
Requisition ID NEXT Status Open

Default Options 3

©) 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
Supplier| Q

Unit of Measure

Supplier Location | Q

Category | Q Supplier Lookup
Ship To Q “Distribute By Amount v
Due Date 51
Ultimate Use Code| Ship Via BESTWAY @
Attention To| Freight Terms[FOBDEST _|Q
One Time Address

Distribution
speedchart |

Distributions

Details Asset Information [F=TH

Dist Percent GL Unit Account Fund Dept Program Bud Ref EE“B us Project
1 URIPS|Q [ Ja| Q| Q Q Q
OK Cancel Refresh

INTERNAL VENDOR (IV) REQUISITIONS REQUIRE THAT A SUPPLIER IS SELECTED.
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> Choose a Category

Category — is a classification of goods/services. For example, if you are requisitioning food for an event,
the Category is “Catering Services”. The Category will populate the account; i.e. Category 269D = Account
5269 . Choose the appropriate Category based on the goods/services you are requisitioning -- Click on the

< to choose the correct Category.

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 20.

Requisition Defaults

Business Unit URIPS Requisition Date 02/14/2019
Requisition ID NEAT Status Open

i  —————————————————————————nel

©) 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.

[é] :
% 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

Unit of Measure lio\
Supplier Location [MAIN Q

Supplier Lookup

Supplier|URI_DIN (2, URI Dining Service:

Category Q

Ship To Q “Distribute By Amount -
Due Date 5]
Ultimate Use Code| | ShipViaBESTWAY @
Attention To| Freight Terms[FOB DEST _ |Q
One Time Address

SpeedChan| |

Asset Information B8

Dist Percent GL Unit Account Fund Dept Program Bud Ref ﬁnB us Project A
1 URIPS | Q | Q | Q | Q Q Q ||

OK Cancel Refresh
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Search by either the Category Number (i.e.: 269) or Description (i.e.: Catering) and click

Select from the “Search Results”.

Look Lip

Within the Search Results you may also change the order in which a column sorts by clicking on the
Column Heading (i.e.: click on Description to sort in alphabetical order by the Description).

or

| Look Up B |

Look Up Category

-

m

Setlh: begins with -

Category: bedgins with -

Description: begins with

‘ Look Up Clear Cancel :Elasic Lookup

“" “"
Search Results

4 | m |

Wiewe 100

Setlld Category Description Cateqgory Comments

URIPS 000 Miscellaneous (hlank)

LURIPS 000 Agric, Hodi, Fishery Supplies (hlank

URIFS|200 Clothing, Apparel, Uiniforms (hlank

URIPS(261A Medical Serices - Other Health care services (ex: doc
LIRIPS 2618 Ere-Employvment Physicals Bre-emplovment physicals fo
LURIPS 26248 AEE Swes =550 Architecturalfendgineering, em
LRIFS 2634 Education/Profiadistic Sves Educational,professional arti =

3

Example of Search by Description

Type the Description (i.e.: Catering) and click =~ -2%""

Select the appropriate Category from the Search Results by clicking on the correct Category Number

Look Up Category Note:

You can also search Category
and Description by using the
SetlD begins with v |
Category begins with | .puII down menu. Your
D intion begi th ~ [cater choices are:
escription Degins wi caternng begins With
contains
Look Up Clear Cancel | Basic Lookup =
not =
Search Results p
View 100 First ] o1 [ <=
SetlD Category Description Category Comments >
|URIPS 268D Catering Svcs Catering services, includes outside vendor or URI Dining Se| >=
between
in
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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 02/14/2019
Requisition ID NeXT Status Open
DefaultOptons @
©) 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

only non-blank values are assigned.

Buyer Q

If you select this option, all default values entered on this page override the default values found in the default hierarchy,

Unit of Measure Q
Supplier URI_DIN Q_ URI Dining Services Supplier Location |MAIN Q
Category |269D Q Supplier Lookup
Schedule
@ *Distribute By Amount -
Due Date 31
Ultimate Use Code Ship Via BEST WAY Q
Attention To Freight Terms FOBDEST |
One Time Address

SpeedChart

Asset Information

Dist Percent GL Unit Account Fund Dept Program Bud Ref EE“B"S Project
1 URIPS 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 Q . Select OFFSITE. The following message will appear:

| Message i
By selecting the Offzite ShipTo location, your requisition will automatically be
Click Ok flagged for audit.
(0174

The complete Ship To address will need to be entered as a Comment in the Requisition Header Comments
section and is described on page 31.
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» Due Date & Distribute By

The requested Due Date for the delivery of goods/services.

DO NOT BACK DATE A DUE DATE - Type in the Due Date in mm/dd/yyyy format or click the &
and select the date from the calendar.

Requisition Defaults

Business Unit URIPS Requisition Date 02/14/2019
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.

@ i
> 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 |URI_D\N C_ URI Dining Services Supplier Location [MAIN Q
Category |269D Q, Supplier Lookup

Ship To.2102.00 ), Chemistry Dept ! *Distribute By Amount 5
Due Date [51)
N

timate Use Code

Attention Tr.|| | Freight Terms

One Time Address

speedchart |

Distribution

Distributions

Asset Information =

Dist Percent GL Unit Account Fund Dept Program Bud Ref ﬁnﬂ us Project A
1 URIPS|Q | Q | Q| Q Q Q [|
. OK | Cancel | Refresh |

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

When requisitioning one or multiple items and charging the same ChartField String or multiple
ChartField Strings with the same percent, you may enter that here in the Requisition Defaults

Distributions section on this page. Note: In Requisition Defaults you can only distribute by
percent.

For example:
1. One item being charged to one ChartField String, or
2. Multiple items (i.e.: 1 microscope, 1 lens and 4 sets of slides). Each item is split by the
same percent for multiple ChartField Strings; i.e. 3 items each being split by
25%/50%/25%.

If you are Distributing by one of the following, the ChartField String(s) will be entered on the
Line on the Requisition main page and will be discussed on page 16.
1. If requisitioning more than one item and each item is being charged to a different
ChartField String you will enter the Distribution(s) on each of the Lines; or
2. If the Distribution is based on a dollar amount vs. a percent you will enter the
Distributions on the Lines.

Requisition Defaults
Business Unit URIPS Requisition Date 02/14/2019
Requisition ID NE:.. Status Open

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

9 Qverride : - .
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 |URI_DIN Q) URI Dining Services Supplier Location |MAIN Q
Category (269D Q Supplier Lookup
Ship Te[2103_001_S | Q_ Chemistry Dept *Distribute By Amount A
Due Date [03/31/2019 51
Ultimate Use Code Ship Via BESTWAY  |Q
Attention To Freight Terms FOB DEST  |Q
One Time Address
SpeedChart
Q_ssetlnfﬂrmatm =W
. . PC Bus .
Dist Percent GL Unit Account Fund Dept Pregram Bud Ref Unit Project Al
1 URIPS |Q Q Q Q Q Q
OK Cancel Refresh

If you are entering the Distribution on the Line(s) on the Requisition Main Page, click'  °¢ and
go to Line Items on page 16.
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If you are entering the Distributions here and if there are multiple ChartField Strings, click :

Requisition Defaults

Aukiness

Requisitio

0K, Cancel Refresn

Enter the number of rows
to add. (If you are

tO/

add 1 row or type in the
number of rows you need

Enter number of rows to add:

distributing by 2 ChartField /ﬂ
Strings, click i

| | | Cancel
to add.).
|| Asset Information
PC Bus Fund
Dist Percent GL Unit Account Fund Dept Program Bud Ref Unit Project Activity Source Type  Category Affiliate Afil Budget Date Location
1 URIPS|Q a Q a, Q Q 021412019 [5{ §4055_001_8 Q
2 100.00008 |URIPS Q Q Q Q Q 02/14/2019 [+ §4055_001_8 Q|

Enter the Percent for each distribution. Type the Fund, Dept, Program and if the ChartField String
contains a Project and Activity, select the PC Bus Unit (URIPS) by clicking Q . Type the Project

and select the Activity by clicking <« .

NOTE: Delivery of goods or services on a Internal Vendor Requisition MUST BE WITHIN the

current Fiscal Year.

Click OK when all Distribution lines are done.
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You may receive the following message:
B e —————————————————

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

The date entered is either more 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.

ook

Click |L“o continue to the main Requisitions screen.

> Line Items

On the main Requisition page:
Description — Type the Description of the item being ordered (i.e.: Catering Services). The
Description should include any pertinent information such as the date of the event, etc.

Maintain Requisitions
Requisition

Business URIPS Requires State Approval: \ Resubmit
Unit
Requisition NEXT
ID

Requisition Name

Status Open

Budget Status Not Chk'd

Copy From Return: Hoeld From Further Processing

“Requester [kristenbellotti Q Belotti Kristen

*Requisition Date [02/14/2019 e Requester Info
Requester Info
Origin |V Q Internal Vendor Requisition
“Currency Code et
Accounting Date (02/14/2019 [+
| Amount Summary g |
Requisition Defaults Add Comments
Reguisition Activities Total Amount 0.00 USD
Purchasing Kit Catalog
ltem Search Requester ltems

T |
# First K 10f1 I3 Last

Personalize | Find | View All | & | ==

Status Supplier Information Item Information Attributes Contract Sourcing Controls

Quantity “Uom Category Price zdimife Status

Amount
1B @) Bpow | Q] Q | 0 0.00 Open C @ [E k-
View Printable Version *Goto __More . E|
|5 save | |=1MNatity | < Refresh | [had |
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There are 4 ways to enter the Line Item Description:

1 - Click on the!|

A

at the end of the Description to access the entire Description area:

Line

Ship To/Due Date

Description

Status

Suppli /

Type your Description

Return

1 [ [Catering Services

%)

and then Click

Fietum

2 - Expand the D box at the end of the Description by Clicking and Dragging it and type in your

Description:
Description When done typing your
: : Description, Click and
Ship To/Due Date Status §l|pp\i/v Caterlﬂg SEW|CES Drag the corner to make
Line Description 1 the box smaller
1 [E [Catering Senvices m /
\ 4

3 — Click the B icon to the left of the Description. This will take you to the Details for Line screen:

Line

Ship To/Due Date Status Suppli

Description

[:j‘ Catering Services

\ >4

Details for Line 1

Requisition 10 NEXT Itoen
Line 1

Buyer

Buyer Name
Category Code 2657
Description
“Transaction ltem Description

Merchandise Amt

Documant Base Ameunt

OK

at

Type your description and Click
the bottom of that screen

4 - If additional information needs to be added, it can be added as a Line Comment (See below):
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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

(o .
the talk bubble icon on that line. \
N\,
Requisition
Business URIPS Requires State Approval: | Resubmit
Unit Status Open
Requisition NEXT
ID
Budget Status Not Chk'd
Requisition Name
Copy From Return: [] Hold From Further Processing
~ Header 3
*Requester kristenbellotti QA Bellotti Kristen
*Requisition Date [02/14/2019 B Reguester Info
Requester info
Origin [V Q Internal Vendor Requisition
*Currency Code |USD Dollar
Accounting Date |02/14/2019 e
ERCI T S
Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 USD
Purchasing Kit Catalog
ltem Search Requester ltems
Line Personaiize | Eind | View All | BV | ## First K 130F3 D Last
Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity “Uom Category Price :\\ﬂ;::::tndise Status
1 [ [Catering Services 2 B, o.0000 [ o [269D Q | 0 0.00 Open Q S (= =
2 B | S B ooooo [ | Q | 0 0.00 Open O O =]
3 B | A Booo [ a] Q| 0 0.00 Open CP B EHE
\ y 4
N
DO NOT ATTACH ANY ATTACHMENTS TO A LINE COMMENT.
To add an attachment, follow the instructions on Page 34.

Once in the Line

Check the

¥ Sendto Supp‘ﬁe&‘\

box as well.

Click 9K \

when done.

S

Line Comments

Business Unit URIPS

Requisition Date 02/14/2019

Type all details about this line here.

> [l send to Supplier
[T] Show at Voucher

Attachment

From -> REQ URIPS-NEXT

OK Cancel Refresh

H Requisition ID NEXT Status Open Line 1
Comments section,
you can type your
detailed information *Sort Method Comment Time Stamp - *Sort Sequence Ascending - Sort
about that line here: Comments Find | View Al First KI 101 I Last
Use Standard Comments Comment Status Active Inactivate: +]
Use ltem Specifications
\ Catering Details: Catering needed for a conference in Room 123 of the Chemistry Building. @

[ show at Receipt

Attach View Delete Email

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019)
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You will then be returned to the main Requisitions screen and can continuing to enter the Line
information. Note: the talk bubble now has lines in it to show that there is a comment typed there:

/

Requisition

Business URIPS Requires State Approval: Resubmit
Unit Status

Requisition NEXT
ID

Requisition Name

Open

Budget Status Mot Chk'd

Copy From Return: Held From Further Processing
*Requester WQ
*Requisition Date ’W@
Origin ’Niq
“Currency Code

Bellotti Kristen

Requester Info

Internal Vendor Requisition

Dollar
Accounting Date 02/14/2019 [
. Amount Summary 3
Requisition Defaults Add Comments

Requisition Activities

Purchasing Kit Catalog

Total Amount 0.00 USD

ltem Search Requester ltems

Personalize | Eind | View All | B | First & 1.3 0f 3 I Last

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

Line Description Quantity *UoM Category Price x;::::tndise Status
1 [ [Catering Services B ELR [0.0000 [ & 2690 Q| 0 DD Oz |
2| B i B3 [o.0000 [ a Q| 0 0.00 Open T | =
3 B S #0000 [ la| Q| 0 0.00 Open O @ EE

View Printable Version *Goto _More. . |z|

[F sae | [Elnotiy | [ Refiesh [EVY"RE

» Quantity

Type the Quantity of that item: \

Requisition
Business URIPS Requires State Approval: | Resubmit
Unit
Requisition NEXT
ID

Requisition Name

Status Open

Budget Status Not Chk'd
Hold From Further Processing

kristenbellotti

02/14/2019

“Requester Q Bellotti, Kristen
*Requisition Date B Requester Info

Requester Info
Origin IV Q Internal Vendor Requisition

cummneycosa U0\ | oo
Accounting Date 02/14/2019 1
[ Amount Summary @ |
Add Comments h

equisition Defaultq

Requisition Activitied Total Amount 0.00 USD

Purchasing Kit

Catalog

Item Search

Requester ltems

Personalize | Find | View All | B | First K1 1 0f 1 3 st

m Ship To/Due Date | Status | Supplier Information | ltem Information || Attributes || Contract || Sourcing Controls

Line Description ‘Quantity *UomM Category Price x;:;:::t"diﬁe Status
1 [ [Catering Services =2\, [1.0000 Q 269D Q 0.00000 0.00 Open (== IO I |
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> Unit of Measure

Enter the Unit of Measure - UOM (i.e.: EA, TOT, or click < to Search:

Personalize | Find | View All | Bl st K g op1 I et

Ship To/Due Date Status Supeplier Information ltem Information Attributes Contract Sourcing Controls

Line Description

Merchandise

Quantity Category Price e iat Status
1 B2 [Catering Services a2l B3 1.0000 Q 0.00000 0.00 Open (e I FC R ;l.
Look Up UOM
? Help =
Unit of Measureé: begins with ~
Look Up Clear Cancel | Basic Lookup

Search Results 3
View 100 First [4] 11230123 [5] Last

Select from the Search Results Unit of Measure Description Short Description
AVC Average Cost Dollars AvgCost
B15 BAG 15 BAG 15 L
B25 BAG 25 BAG 25
B50 BAG 50 BAG 50
BAG Bag Bag
BBL Barrel - Liquid Measure Barrel
BDL Bundle Bundle
BL Bale Bale
BOX Box Box
EA Each Each
E Earenheit Earenheit
EFDR Eluid Dram - Apothecaries' Fluid Dram

> Category FOZ Fluid Qunce - Apothecaries' (blank)

Note the Category has populated from the Requisition Defaults.

DO NOT CHANGE UNLESS you did not enter the Category Code in Defaults. REMINDER:

Only one Category
Code can be used
. Ship To/Due Date Status Supplier Information Item Information cing Controls . per Iine
Line Description Quantity *UoM Category \ er[r):::tndise Status
1 [ [Catering Services <2 B [1.0000 TOT 2690 15,000_0000¢ \ 16,000.00 Open i B =l
N — NS - N

> Price

Enter the Unit Price for the item. You only need

Price is in dollars and cents.

N
to use a decimal when the Unit

Ship To/Due Date Status Supplier Information Item Information Attributes

B B, 2 i
Perme[Em[\ﬁewNH'ﬂ | R Frrﬁn tof1 I aet

Contract Sourcing Controls

A e & o 2 Merchandise
Line Description Quantity uom Category Price Aeioiat Status
1 % |Catermg Services ,;iﬁl ?'d_ 1.0000 TOT |Q |269D & |15,DE}0.UUDD( 15,000.00 Open

At the end of the line, Click the Schedule icon - '~
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> Ship To Defaults from the Requisition Defaults page:

i

Maintain Requisitions

Schedule
Business Unit URIPS Requisition D; 02/14/2019
Requisition ID NEXT

Status Open
Return to Main Page

1 Item fig Services Quantity 1.0000 Total Merchandise Amt 15,000.00 USD
= 0
. . Merchandise o
Sched Quantity Price R — Due Date Attention To Status
=1 |1.0000 15,000.0000C 15,000.00 |03/21/2019 [5] Bellotti Kristen | T2 _yI; Active | [=
Add Ship To Comments
o Save =] Notify % Refresh [ yAdd _» |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

£
? Help
Field Value: begins with +

Translate Long Name: begins with «

Look Up Clear Cancel | Basic Lookup

Search Results
View 100 First 1-30f 3 Last

Value Translate Long Name
Direct Delivery

GS0O Central Receiving
Kingston Central Receiving

1= @ o3

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, Rl 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 Ta 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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> Change the Ship To Comments

If you would like the shipment to be addressed to a particular individual, Click the

Add Ship To Comments

hyperlink. Note: This action is performed once on Line 1/Schedule 1 only.

-

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date 02/14/2019
Requisition ID NEXT Status Open

Return to Main Page
Find | View All First K1 1 of 1 13 Lo

1 Item Catering Services Quantity 1.0000 Total Merchandise Amt 15,000.00 USD
Personalize | Find | View All f | E First L 10of1 2] Last
Sched *Ship To ‘S::LF:;II;II) Quantity Price Memgﬁm";i;ﬁ Due Date Attention To Status
1 @ 21000 [k @ = [1.0000 15,000.0000C 15,000 00 [02/31/2018 5] BellottiKristen % |53 Active [#]|[=]
Add Ship To Comments
&% Refresh [ 4Add | _»|Update/Display
. . Add/Edit Comments
** If you have chosen an OFFSITE Ship To Location, do not access the

» Note: The Ship To chosen on the Requisition Defaults page will be the only default choice.
» In the Comment Box type the name only of the individual/room/lab that the shipment
should be addressed to.

> When done, Click = 2%

/

Requisition Ship To Comment

Business Unit URIPS Requisition Date 02/14/2019
Requisition ID NEXT Status Open
*Sort Method Copfment Time Stamp hd “Sort Sequence Ascending hd Sort

Use Standard Compfients Ship To 2103 001 S ~ Comment Status Active Inactivate [+]

[ send to Supplier [l show at Receipt
[C] show at Voucher
Associated Document

Attachment Attach View Delete: Email

From -» REQ URIPS-NEXT
OK Cancel Refresh
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When the PO is printed, the Ship To address will look like this:

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

PeopleSoft automatically adds the word “Attention”.

You will then be returned to the Maintain Requisitions — Schedule page:

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date 02/14/2019
Requisition ID NEXT Status Open

Return to Main Page
Find | View All First K 10f1 ] La|

1 Item Catering Services Quantity 1.0000 Total Merchandise Amt 15,000.00 USD
Personalize | Find | View Al | B3 | #¥ First £ 4071 1 Last
Sched *Ship To g::'ﬁr-(l;‘l) Quantity Price Merc:?:liel Due Date Attention To Status
1 B [2103_0/q [K @ | =1 [1.0000 15,000.0000C 15,000.00 03/21/2019 3] Beliotti Kristen % [53 Active (]| [=]
Add Ship To Comments
) save =] Notify «* Refresh | hAdd _# \Update/Display

» If the ChartField String Distribution(s) was not entered on the Requisition Defaults
the Requisition cannot be saved - skip this page and go to Entering Distribution(s) on
the Line on page 26.

» If the Chartfield String Distribution(s) was/were entered on the Requisition Defaults

page, @ and (o the Requisition:

. r—

You will Message

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

message:
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

CIiCk 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 >
I—— 7 ok |
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» Requisition ID

A Requisition ID has been assigned. The Requisition ID is for internal use only. (This is not the Purchase

Order Number)

Go to page 29 to add additional Line Items or if there are no more items go to page 31 to add Comments

and go to page 34 to add Attachments.

Maintain Requisitions

Requisition

Business URIPS

Requisition 0000145744
ID

Requires State Approval:

Origin IV Q Internal Vendor Requisition
*Currency Code

Accounting Date (02/14/2019 e

Requisition Defaults

Dallar

Add Comments

Requisition Activities
Document Status

Purchasing Kit
ltem Search

Catalog
Requester ltems

Resubmit

Status

Budget Status hot Chk'd

Requisition Name 0000145744
Return: Hold Frem Further Processing
w Header §&J
“Requester WQ Bellotti, Kristen
“Requisition Date WE‘] Regue;ter Info

LT - —

15,000.00 USD

Total Amount

Select Lines To Display

Search for Lines

Line Q To Q)

am
Personalize | Find | View All | & | ®= First 4 10f1 b Last

Line

View Printable Version

EE] Save @T\ Return to Search

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
—
. - . . Merchandise
Description Quantity uom Category Price I —— Status
1 & [Catering Services A B8, [1.0000 TOT @ |[269D @, [15,000.0000( 15,000.00 Open B E M=
*Goto More . E
2] Motify | | i Refresh L Add

Open

Retrieve
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> Entering Distributions on the Line

If the Distributions were not entered on the Requisition Defaults page, you will need to enter them
here.

Click on the = Distribution tab on the Schedule page:

\

N\

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date 02/14/2019
Requisition ID NEXT Status Open

Return to Main Page
Find | View All First Kl 1 0f1 13 L4

Jerchandise Amt 15,000.00 USD

1 Item Catering Services Quantity 1.0000 Total

#

Personalize | Find | View All [ First 4] 10f1 )] Last

Merchandise
Amount

Ship To
Control

1 By 21020l K Q| = [1.0000 [15,000.0000¢ 15,000.00/03/31/2019 |[5)  Bellotti Kristen 'Eve | =

Sched *Ship To Quantity Price Due Date Attention To Status

Add Ship To Comments

'Eﬂ Save =] Notify % Refresh :‘.Add _;'JUpdateIDlsp\ay

When Distributing by more than one ChartField String, Click to add the desired number of rows:

Maintain Requisitionz

Distribution
Fequisiton 1D NEXT nem Caleding Serdcas

Line 1 Status Actie

Sehadule 1
ShinTo 21030018 Chomisty Cuantity 10000 TOT

*Distribute By Amourt - Dpen Amasunt 15,000,000

Merchandise Amt 15.000.00 USD
SpewdChan O, Mufti-SpeecChans

e L B e

il Dot dsast ntorvetin _ Becgel informaton =
Merchandise
soant

Distrib Status  Percent e GLUME  OodgetOmte  Account Fuma Dept Program  Bud Bt t Profect hcuity T categry Aftitiate Fumd Affilkate
1 Open 100.0000 |[15,000.00 URIPS O [02nazns 3y [s28a a Q a Q Q q Q Q q aQ Q a e

G Cancel | | Refresh

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

rows. For example, if the

purchase is being chargedto2 — |
ChartField Strings, click

| 9K ltoadd1row. -+ | ok || cancel
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Initially, the Category Code that was chosen on the Requisition Defaults page will populate the Account
Code to the first Distribution line. When more lines are added, the same Category Code will populate in
the Account field. DO NOT CHANGE THE ACCOUNT #/

Maintain Requisitions
Distribution

Requisivion 0 HEXT

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

Requisition 10 NEXT ftem
Line 1 Status At

Schedule 1
Ship To 2103_001_8 Chosmislry Cuanlity
“Distribute By Amount -

Open Amount
Morchandise Amt

SpeedChart O Mum-SpesaCnans

Note: Budget Date defaults to the current date — IV Requisitions can only be processed for goods & services
delivered within the Current Fiscal Year; therefore, the Budget Date MUST BE within the Current Fiscal Year.

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 29.

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

If you are done entering all of the ChartField Strings and Lines in Distributions,
Click .__9<__|to return to the Schedule page.
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> Return to Schedule Page

Click the hyperlink Return to Main Page .

Maintain Requisitions
Schedule

Busine URIPS Requisition Date 02/14/2019

Status Open

Requisition ID

Return to Main Page:
Find | View All First & 1 of 1 L3 L4

1 Item Catering Services Quantity 1.0000 Total Merchandise Amt 15,000.00 USD

First K 10f1 D

Personalize | Find | View All | ©

Sched *Ship To g::'l‘:rTo[I) Quantity Price Mem:ﬁ:&ﬁ Due Date Attention To Status
1 FEE] |2103_0Q ‘K Q ] |1.0000 |15,000.0000C 15,000.00 /03/31/2019 [31) Bellotti Kristen T E'; Active (=] ([=]
Add Ship To Comments
|[E) save | |=]Notify | |&¥ Refresh | |CeAdd | | 5 Update/Display

This will return you to the Maintain Requisitions page:

Maintain Requisitions

Requisition
Business URIPS Requires State Approval: | Resubmit
Unit Status Open
Requisition NEXT
ID
o Budget Status Not Chk'd
Requisition Name
Return: Hold From Further Processing

Copy From

*Requester kristenbellotti Q  Bellotti Kristen
*Requisition Date [02/14/2019 B Requester Info
Requester Info

oignV.Q Internal Vendor Requisition
*Currency Code
Dollar

Accounting Date |02/14/2019 [3

73
Requisition Defaults Add Comments :
Requisition Activities Total Amount 1500000 USD
Add [tems From &3
Purchasing Kit Catalog
ltem Search Requester ltems
Personalize | Find | View All | © First K1 10f1 3 Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Li — - . N Merchandise
ine Description Quantity uom Category Price Amount Status
1 [ [Catering Senvices L2 |8 [1.0000 TOT /@ |[269D @, [15,000.0000( 15,000.00 Open @ ;| [E

*Goto More

i ble Version
{\Ejm\i oty | [ Refesh | [Chaaa | [
/

. —

When all lines are complete, Click 5 save To add additional Line Items, see page 29.
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This message will appear:

e ——————

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).

> To Add Additional Line Items

If you need to add any additional Line Items, Click
Maintain Requisitions

Requisition

Requires State Approval:

Business URIFS
ot
Requisition 0000145744
ID

F.Equm!lun Name 0000 40744

¥ Header 4
*Requester ’WQ
*Requisition Date W@
Origin ,Niq
*Currency Code
Accounting Date W@

Requisition Defaults

Return:

Bellotti,Kristen
Requester Info
Internal Vendor Requisition

Dallar

Add Comments

Requisition Activities
Document Status

Resubmit

Status Open

Budget Status Not Chk'd

Hold Frem Further Processing

Amount Summary &3

Total Amount 15,000.00 USD

Select Lines To Display

Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line Q To Q) Retrieve
Line Personalize | Find | View All | B | B Firgt KU 1 o5 1 I Lt
Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity *UomMm Category Price :\ﬂ:_lz;:::tndise Status
1 & [Catering Services i B8 [1.0000 TOT @ |[269D @, [15,000.0000( 15,000.00 Open =2 NI e
View Printable Version *Goto _ More.. E
[5] Save [t Retum to Search =] Motify «% Refresh L Add
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Enter the desired number of rows
lines) to add.
( ) Enter number of rows to add:
For example: if the Requisition is for a > 2
total of 3 lines, enter 2.
. OK
Click .
. . OK Cancel
Two blank lines will be added to the PO
Requisition
Business URIPS Requires State Approval: Resubmit
Unit Status Open
Requisition 0000145744
ID
. Budget Status Mot Chk'd
Requisition Name 0000145744
Return: Y| Held From Further Processing
“Requester |kristenbellotti Q Bellotti. Kristen
*Requisition Date [02/14/2019 B Reauester Info
Origin [V Q Internal Vendor Requisition
*Currency Code |USD Dollar
Accounting Date |02/14/2019 3
Requisition Defaults Add Comments
Requisition Activities Total Amount 15,000.00 USD
Document Status
Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line Q To Q Retrieve
o 2e . . eas . 7 [
Type the Description, Quantity, UOM and Price for each additional Line: =
]
Line Description Quantity *UoM Category Price ‘T:_lr:::t"dise Status
1 [ [Catering Services 20 €3 [1.0000 TOT (@ [269D @_ [15,000 0000 15,000.00 Open ®@ B E EE
> B 2 Eg [o.0000 Q Q 0 0.00 Open A [ =
3 [ 2 | [o.0000 Q Q 0 0.00 Open QBB =

have entered a Description - DO NOT CHANGE.

automatically populate on each Line.

the Price when processing 1 line item.

B

If there are no more Line Items to add, click

Save

at the bottom of the screen.

Note: the Category Code will automatically populate from the Requisition Defaults page once you

# If the ChartField String(s) Distribution was entered on the Requisition Defaults page it will

#  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.

»  If you are Requisitioning more than 5 line items using the same Category/Account Code you
may issue a Requisition with 1 Line Item; the Description should read “See Attached” and
Attach the quote containing all Line Items (see page 34).

> If there is an Additional Charge for Shipping, you must either add a Line or include the Cost in

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019)

Page 30




You will receive the following message:

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 R
Click | > oKk |

> Adding Header Comments

To add a Header Comment(s), Click on the hyperlink 224 Comments .
/

Maintain Requisitions

Requisition

Business URIPS Requires State Approval: | Resubmit
Unit Status Open
Requisition 0000145744
D

Requisition Name 0000145744

Budget Status Not Chk'd

Return: Hold From Further Processing

“Requester Kristenbelott Q Bellotti Kristen
*Requisition Date |02/14/2019 [ Requester Info
Lequesier info

Origin ’Nio\ Internal Vendor R
*Currency Code Dollar

Accounting Date (02/14/2018 [
¥ [ Amount Summary G |
Requisition Defaults Add Commenls :

Requisition Activities Total Amount 15,000.00 USD
Document Status

Add Items From Select Lines To Display

guisition

Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line | QT Q) Retrieve |
Personaiize | Find | View Al | E1 First K 1 of 1 I | 5
Ship To/Due Date Status Supgplier Information Item Information Attributes Contract Sourcing Controls
—
Line Description Quanti *Uom Catego Price MzminaEe Status
P 1 egory Amount
1 E% [Catering Services 2 B3 [1.0000 [ToT l@ (269D @_ [15.000.0000¢ 15,000.00 Open B E EE
View Printable Version *Goto . More . |Z|
|[E) save | |E@PRetumtoSearch | |[= Notify | [ Refresh (Ehadd | [
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If an “OFFSITE” Ship To Location was chosen, type in the entire Ship To Address in the Header
Comment field as follows:

|

Header Comment

Business Unit URIPS Requisition Date 02/14/2019

Requisition Ip 0000145744 Status Open

Retrieve|Active Comments Only Retrieve
*Sort Meth Comment Time Stamp v *Sort Sequence Ascending v Sort

Use Standard Comments Comment Status Active activate ﬂ ’

Chemistry Department @@
140 Flagg Road

Attn: Name of Person
Kingston, Rl 02881

Send to Supplier [C] show at Receipt

Attachmer¥ Attach View Delete Email

From -= REQ URIPX0000145744

OK Cancel Refresh

7 :
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 [ Usc Standard Commens | hyperlink:

Use Standard Comments

Comment Status Active

r

Find | View All First K12 0f2 I3 Last

Inactivate

[l sendto Supplier
] show at Voucher

Attachment

From -= REQ URIPS-0000145744

OK Cancel Refresh

[l Show at Receipt

Attach

g

View Delete Email

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

Standard Comments

=Act]

Comment Type:

“Effective Date

Copy Comment

-

The Look Up Comment Type box
will appear. Choose REQ.
/

v

Comment ID:

“Status:

Active

Description: ‘

Shert Desc:

Comments:

Q

-

OK Cancel

Refresh

q

| Look Up Comment Typ2

? Help
SetiD: URIPS

Standard Comment

Pipe: begins with v|

Description: begins with |

Look Up Cancel | Basic Lookup
Search R¢sults
View 100 First & o4 B Last

Standard Fomment Type Description

BID Bid Language/Bid Types
Purchase Order Lanquage
Requisition

Standard Instructions

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

Standard Comments

Comments

*Action:

Comment Type! @

Copy Comment

Comment ID:

“Effective Date: 1013172017
Description: | |
Short Desc: I:I
Comments:
OK Cancel Refresh

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019)

The Look Up Comment ID box will
appear. Choose the appropriate
Comment ID. /

Look Up Comment IC.

? Help

SetlD: URIPS
Standard Comment/Type: REQ
Standard Commenft ID: begins with « |
Description: begins with + |

Look Up Clear Cancel | Basic Lookup

First Iﬂ 1-30f3 d Last
d Comment ID Description
New P.O. Amount

Blanket Requirements
Second Header Description
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If you choose HDR, HDR will populate into the Comment ID box and the entire comment will

populate into the Comments box:

Standard Comments

-

Comment

*Status | Active

*Action Copy Comment

Comment Type REQ Q)
*Effective Date |02/15/2019
Description |Second Header Description

Short Desc |Second Hea

Comments ~

OK Cel Refresh

-

In this example, when the
Comment is brought into the
Header Comment, please
remember to type your Header
Comment after the ~ symbol. PS is
programmed to put the comment
with the ~ at the top of the Req
when it is printed.

L Click  ©KX  toreturnto the

Header Comments.

> Adding Attachments

To add an Attachment(s), Click  Aftach

\

in the Header Comments box:

\

Header Comments
Business Unit URIPS Requisition Date 02/14/2019
Requisition ID 0000145744 Status Open
Retrieve Active Comments Only Retrieve
“Sort Method Comment Time Stamp hd “Sort Sequence Ascending v Sort
K D]
Use Standard Comments Comment Status Active Inactivate +:
(B
[[Isendto Supplier | show at Receipt
[C] Show at Voucher
Attachment @ View Delete Email
From -= REQ URIPS-0000145744
OK Cancel Refresh
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This message will appear:

No file selected.

Upload Cancel

Click Browse...

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

& File Upload
OO | M Desiaop »

Crganize = Mew folder

Favontes

M Desktop
W Downloads
Recent

Public Works Bid Responses URI

Purchasing Manual URE Purchasing
Purchasing

h‘*‘ i
n Sakal@URI Gateway Weicome
Services - Rhode Island Small

Business Development Center

g Fyan Center Events Calendar

|.| & OneDrive
w Google Drivefs

o Libraries
Documints

& Music
54 Pictures L

K videos Q URI Campus MAP
P 155 oyte
9 URI Directory Service

, URI Purchasing
| & Network [ Jp = ABEFE

State of Rhode Island Diision of
Purchases

v/ URI Daily Calendar
2 133 bytes

URI Home Page
# 121 byte:

URI Requisition Manuals

N

andi MERIE
at Your Stand Up Desk Stand LN

iy Computer
| oo
« Google Drive File

& Accounting (\\na

o

File name: Sample Attachment

=
- O
Double-click

on the file

you want to
attach to the
Requisition

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

Attac :
? Help

Sample Attachment.pdf

Upload Cancel

Click Upload to attach the file

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019)
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The Attachment will be listed on the Comment. If you would like the Attachment to be included with

the resulting Purchase Order, check the | ** EMail | poy

(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

Use Standard Comments

Comment Status Active

See attached Catering Quote

Send to Supplier [[] show at Receipt
[C] show at Voucher

Attachment Sample_Attachment_pdf

From -> REQ S-U0UUT45 744

OK Cancel Refresh

Business Unit URIFS Requisition Date 02/14/2019
Requisition ID 0000145744 Status Open
Retrieve Active Comments Only Retrieve
*Sort Method Comment Time Stamp v *Sort Sequence Ascending v Sort
Comments

Find | View All First & 2 073 14’ a5t
Inactivate ﬂ

g

/

T
To view the Attachment, Click . Y% The

Attachement will pop up in a new window.
After checking for accuracy, close the new
window to return to the Requisition.

To View All Comments, click on the hyperlink. Once you are

Mode, you can either scroll down to the last Comment to add another Comment or insert

Comments in between other Comments.

in the “View All”

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019)
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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 Date \02/14/2019
Requisiticn I 0000145744 Status pen

= Retri
Retrieve Active Comments Only e

*5ort Method Comment Time Stamp

- *Sort Sequence AsceNding - Sort

Find First EI 13 0f 3 1 Last
Use Standard Comments Comment Status  Active Inactivate +|
‘Chemistry Department F'.?‘j%
140 Flagg Road

Attn: Mame of Person
Kingston, RI 02881

Send to Supplier Show at Receipt
Show at Voucher

Attachment Attach View Delete

. Email

Froem -= REQ URIPS-0000145744

Use Standard Comments Comment Status Active

See sttached Catering Quote

Send to Supplier Show at Receipt
Show at Voucher
ociated Documen
Attachment Sample_Attachment pdf Attach Wiew Delete

From = REQ URIPS-0000145744

Use Standard Comments

Comment Status Active

~This is the Header Comment - Chemistry Conference 3/31/2018

Send to Supplier Show at Receipt
Show at Voucher
Associated Document
Attachment Attach View Delete |:| Email
Tom Q URIPSpasss—te=as -
click %€ when done.
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This will bring you back to the main Requisition screen:

Requisition
Business URIPS Requires State Approval: | Resubmit
Stat
Unit Y% Open
Requisition 0000145744
ID
Budget Status Not Chk'd
Requisition Name (0000145744
Return: Hold From Further Processing

“Requester |iristenbellotti QU Bellott Kristen
“Requisition Date 02/14/2019 B Requester Info
Requester Info
orign[v.~1Q Internal Vendor Requisition
*Currency Code Dollar
Accounting Date |02/14/2019 Bl
[ Amount Symmary @ |
Requisition Defaults Edit Comments

Requisition Activities Total Amount 15,000.00 USD
Document Status

Select Lines To Dispiay 3
Purchasing Kit Catalog Search for Lines

ltem Search Requester ltlems Line Q To Q| Retrieve |

Personalize | Find | View All | 2 First Kb 1 0f 1 I3 Last

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

Merchandise

Line Description Quantity *UOM Category Price P — Status
1 @ [Catering Services < & [1.0000 TOT /@ (269D @, [15,000.0000( 15,000.00 Open @ o [ ==
*Goto _More . E|

View Printable Version

|[5] Save | Yo" Rstumto Search | | (=] Notify | | & Refresh [Thada | ||

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

This message will appear:

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

» 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: I

]

Requisition

Business URIPS Requires State Approval: Resubmit
Unit Status Open
Requisition 0000145744
ID
. Budget Status hot Chk'd
Requisition Name (0000145744
Return: Hold From Further Processing

*Requisition Dpte |02/14/2019 B Requester Info
Requester Info

Orfigin [V Q Internal Vendor Requisition
*Currency fode
Dollar

Date |02/14/2019 )
[ Amount Summary @ |
Requisition Defaults Edit Comments

Requisition Activities Total Amount 15,000.00 USD
Document Status

Select Lines To Display ¥3
Purchasing Kit Catalog Search for Lines

Item Search Requester ltems Line Q To Q Retrieve

+ |
Personalize | Eind | View All | =] | B st 0 10f1 O Last

Ship TgfDue Date Status Supplier Infarmation Item Information Attributes Contract Sourcing Controls

Merchandise

Line ription Quantity *UOM Category Price Amount Status
1| B [riering Services = 8 [1oo00 ToT | [289D @, [15,000 0000¢ 15,000.00 Open @ || E | HEE

View Printable Version *Goto . More... E|

5] Save Return to Search =] Motify #% Refresh [ Add

:
This message mayIi

appear:

Do you wish to save the current document? (10250,274)

Yes Diocument 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

Click printed.
‘ Yes ’ No

The following [0
message will
appea r: 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

0K 1 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 . °

» 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

make and save changes to the Requisition and then Click [View Printable Ve

sion |

File® Edit = Vi 151 Ell

d/Update Requisitions x

/psofturi/fs9dev/logs/pres/psuny x

+

| (— (D a8 https://appfsdev.ucs.uri.edu:5301/psreports/fs@dev/37101859/porq010_6543173.PDF

Tab 1 = Add/Update Reqs

Tab 2 = Printable Version of Req

ter alﬁ 'endo rdiegullsltlon
Thus orm s for In rral Use Only
Suggested Vendor Mame: URI Dining Services Elusiness Urit: URIPS OFEW
Vendor Address: 10 Toctell F'aua Fieeq 100
KlnFEdnn RI 02881 SR CRF R ] o000145744
Wendori: Ristqumsher E mail for Recering Report
S=llottl Fxistan krigtenbsllottiddiscard,urd, &du
Ship Te: URI Central Recelving Requester Dept Pranc ¢ Fan #
Kingston, RI 0233'1 Ssessrch Furchasing 401/574-2329 401/874-3306 |
Chemlstryé
. Beaupre Ceriter, 14E:l Flagg Rd, Rm 180
Attention: Tracey
Atnchments: ¥
Lme-Schd  Descrphion ity LG Frice Extended Amt Dug Dete
This i the Hesder Comment - Chamistry Conterance 37312018
1-1 Caleding Sarvices .1333 TOT 15,399.42990 15,000,200 DH3I2019
Catening Details: Catering needed for 2 confarenca in Room 123 of
the Chermigtry Buikding
Typa all datails about this Ine hare.
Chamistry Deparimant
140 Flagg Roed
Alln: Mame of Persan
Kingston, R 02881
Saa attached Catanng Cuate
T — ) S
Penod  Line-Schi-Dist  Accounts Froject Aitivity Amoiint FAL
FY2rly 1-1-1 S2EF-100-4055-00010 T, 500,00
Frzpls 1-1-2 S2ER-110-20€1-00010 T, 500,00
For purchaszing usa onty
Buryer Dale ypelCode SRe Clark | Dabe
Buryer Diate l'l’ype.'l:m:la PO Riew. ® Clark | Date
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To print the Requisition, choose either Eiie-‘ 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 K

(& 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:

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

box and click @ Save .

e | [T Hold From Further Processing

Requisition

Business URIPS Requires State Approval: Resubmit
Unit
Requisition 0000145744
1D

Requisition Name 0000145744

Return:

“Requester |luistenbelloft Q' Bellotti Kristen

*Requisition Date [02/14/2019 H Requester Info

Requester Info
A a

Origin IV Q Internal Vendor Requisition
*Currency Code [USD Dollar

Accounting Date |02/14/2019 31

Requisition Defaults Edit Comments

Requisition Activities Total Amount 15,000.00 USD
Document Status
Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line Q To Q| Retrieve
B &
Ship To/Due Date Status || Supplier Information | Jtem Information | Aftributes Contract Sourcing Cantrols =]
. . . , . Merchandise
Line Description Quantity uom Category Price [ Status
1 [ [Catering Services | E] gﬁ 1.0000 TOT |Q [269D @, |15,000.0000( 15,000.00 Open ® | [ EE
g ble Version *Goto _ More =
5] save “FReturn to Search =] Motify | |£% Refresh 4 Add

Status Open

Budget Status Not Chk'd

¥|Hold From Further Processing

approval.

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

be submitted for approval:

The Requester will receive an e-mail informing them that a Requisition is pending and needs to

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.

Enter the Requisition ID and click Search.

from open to pending.

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).

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

The Requisition has now entered the Workflow Approval Process.

Once this happens the Requisition cannot be retrieved.

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019)
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> REQUESTER Procedures:

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

| (] Hold From Further Processing

uncheck the | | Box:

Requisition

Business URIPS Requires State Approval: ]

Unit
Requisition 0000145744
ID
Requisition Name 0000145744
Return: [
[~ Header
“Requester kristenbellotti Q Bellotti Kristen
“Requisition Date 02/14/2019 BY Requester Info
Requester Info
origniv.|Q Internal Vendor Requisition
*Currency Code |USD Dollar

Accounting Date [02/14/2019 N

Requisition Defaults

Requisition Activities
Document Status

Catalog

Edit Comments

Purchasing Kit

ltem Search Requester ltems

Resubmit

Status Open

Budget Status Not Chk'd

Held From Further Procegging

e - I ——

Total Amount 15,000.00 USD

Select Lines To Display ¥4
Search for Lines

Line Q To Q|

Retrieve

A +
Personalize | Find |V\ewAJI| | #H First K11 or 1 D' Last

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity *Uom Category Price :\";t::lndiﬁe Status
1/ 2 [Catering Senvices 2 8 [1.0000 ToT | [269D @, [15,000.0000( 15,000 00 Open @l | EE
View Printable Version *Goto _More [~
o] save |[0hRetum to Search =] Notify 74 Refresh | bAdd

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

Maintain Requisitions
Requisition
Business URIPS Requires State Approval: 0
Unit
Requisition 0000145744
ID
Requisition Name (000145744

Return: [

Resubmit

X
Status Open @

Budget Status Not Chk'd

[l 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 Internal Vendor Requisition: 8888819988,
Reguester: bettyg, is seeking level 1 approval for Chartfield String:

URIPS168485588068, 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 you that Internal Vendor Requisition: 8888819988 entered
on B82/83/2812 has been denied by OPRID: bettyg

Comments: We do not have any funds remaining for this fiscal year.

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 49.
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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 notify you that Internal Vendor Reqguisition: 8888819983 entered

on B2,/83/2812 has been approved.

Once the Internal Vendor Requisition has been Approved by all levels, the Budget Checking
Process will automatically be initiated. If the Requisition passes Budget Check, an Internal Vendor
Purchase Order will auto-create through the Sourcing Process and the Requester will receive an
email:

This e-mail is to notify you that Internal Vendor Requisition: 8868819988 has been
sourced to Purchase Order: BBBBB35582.

Once the Sourcing Process has completed, the Requester will receive a final e-mail containing the
Purchase Order along with the Purchase Order Attachments, if any.

Each attachment will be a separate PDF file. For example, the PO is one .pdf and the
attachment(s) are a separate .pdf.

The URI Property Department will also receive a copy of Internal Vendor Purchase Orders
using account 5323, 5333, 5382, 5434, 5442, 9654, 9660, 9669 and 8797 at the same time.

Internal Vendor Purchase Order: 0000035582

URI_FsAdmin@ucs.uri.edu
Fri 2/3/2012 3:09 PM

Betty Gil

= MEssag@UGGUBSSSE_GGUSUBBPDF 91 KB}

—— =

This e-mail is to notify you that Internal Vendor Purchase Order: 8888835582 has
been issued. Please note this is the department copy of the PO. To place the
order, please click on the PDF file attached to this e-mail, print the PO and
either hand carry or fax to the vendor. If you prefer to e-mail the PO, please
save the PDF file and attach to an e-mail to the wvendor.

THIS IS A SYSTEM GEMERATED E-MAIL. PLEASE DO NOT REPLY

The Purchase Order attached to this e-mail is the Department Receiving Report Copy of the PO.

THE REQUESTER IS RESPONSIBLE FOR FORWARDING A COPY OF THE INTERNAL
VENDOR PURCHASE ORDER AND ANY ATTACHMENT(S) TO THE SUPPLIER.
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Therefore, you will need to print the PO and Attachments, if any, and Fax to the Supplier or make
a copy to mail or hand carry to the Supplier. If you prefer to e-mail the PO, you can save the PDF

file(s) and attach to an e-mail to the Supplier.

> Under no circumstances can changes be made to the hard copy of the Purchase Order.

> Sample Purchase Order

This is a sample of a Internal Vendor
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.

Internal Vendor Purchase Order

age 1 o

THE Date Ordered Revision

UNIVERSITY B e (et oo
OF RHODE ISLAND it reate O iesm012
S Sz s e

Bill To:  Accounting

75 LUwerCDllege Rd.
Kingston RI 02881
(407) 874-2421

d
fon RI 02881
hemist

; Kingston RI 0.
Attention: Emima Harrold

URI, Carlafti Admin, Bldo.
. Suite 1

Ship To: gmvemty %rRhode Island
epal
Pastore Hall, Room 210, 51 Lower College
2881

Tax Exempt? Y Tax Exempt ID: 129
Line-Sch em/Descripti GQuantity UOM PO Price Extended Amt Due Date|
1-1  Catering Services for student 1.00 TOT 750.35 750.35 02142012
anentation
2-1  Coffee Service for moming break 1.00 TOT oo oo 1a/201
3-1  Snack for aftemoon break 1.00 TOT 75.00 75.00 02/14/2012
Catening Event to start at 9:00
Amount

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

Rhods Island law requires that an MSDS be provided for ach product containing hazardous chemicals as defined by OSHA
and Rnode lsland reguiaions, Plsass inclucls 3 copy win the shipment and send an sddiianal cogy t2 the Dapartment of
i Plains Road. 2881

Public Safety, Environmental Heatth and Safety, 1 Kingston, RI O

This purchase is made in accordance with the General Conditions of Purchase of the Board of Governors for Higher

Eduation, copies of which ar= available at hitp:/fwww. ur eduipurchasing!
INTERMAL USE ONLY
Projscts Activ

Accounts Category
253-100-2055- 0000 2850
110-4051-0000 0
Assistant Vice President
Business Services
A Date Erman Tiyman
TRTAuthorized Individua

The signature on all Internal Vendor Purchase Orders is the Assistant Vice President for Business

Services.

» This signature is system generated and confirms a valid commitment of the
University to the Supplier, but does not confirm or validate the adherence of the
authorized signatory on the ChartField String(s) to the Policies and Procedures as

outlined in the URI Purchasing Manual.
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» Returned Requisition

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

This e-mail is to notify you that |ernalvendor Requisition: 0000019908 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 e < Add a New Value
Find an Existing Value

Enter the Requisition Business Unit = = =7=]

Requisition ID field Requisition Status = v

-

Requisition Date

Origin begins with ~

4

Requester begins with

4

Q
Number in the . — Requisition ID begins with ~ >
5
Q
Q
Q

Requester Name begins with
Hold From Further Processing

State Req Flag

o o

4

State Req Reference begins with

State Requisition Date = - 5

[Icase Sensitive

T~ (| Search |) Clear | Basic Search [8° Save Search Criteria
V

Click Search
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When you retrieve the Requisition you will notice that the | Budaet Status: _ ET0U 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
~ Unit Budget Statu
Requisition 0000145713 i—
o o Budget Status Not Chk'd
Requisition 0000145713
Hame Return: Hold From Further Processing
~ Header
*Requester |kristenbellofti (¢} Bellotti Kristen
*Requisition Date [12/31/2018 & Requester Info

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

Requisition Defaults Edit Comments

Requisition Activities Total Amount 3.50000 USD
Document Status

Add Items From [ Select Lines To Display [

Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line Q. To Q| Retrieve |
Personalize | Find | View Al | B First K 10r1 I Last
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls ¥
. - ; . . Merchandise
Line Description Quantity uom Category Price Amount Status
1 [ [Convection Steamer (7] | 5 [1.0000 EA Q |634A Q_ [3.500.0000 3.,500.00 Pending Q| E =E
View Printable Version *‘Goto . More.. =l
[Gleave | [oRetumntoSearch = Moty | | o Refresh | (Chndd | |

L NEN S e ERl | Line Exceptions |

Business Unit: URIPS  Requisition ID: 00000198835

*Exception Type: ~| [l override Transaction i ] ﬂa LV_‘Q
In this particular Maximum Rows: 100 [ More Budgets Exist

| Bearch | Advanced Budget Criteria

example, the

Budgets with Exceptions Customize | Find
BUdget Error " Budget Chartfields |
Exception is the Detais  Business Uit -o99°" o More Detail Ouerride  Transter
a
result of “Exceeds 1 @ URIPS ORG Exceeds Budget Tolerance More Detail | GoTo. =

Budget Tolerance”

|E] save | |2 Returnto Search | |[<] Notify |

Requisition Exceptions | Line Exceptions

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019) Page 48



Transfer.
Once the Transfer has been made:

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

=
Click ESave

the Budget Process again.

Approval and Saved.

If a Budget Transfer is necessary to support the purchase, you will first need to make the Budget

e In this example, the Requisition will not require Re-Approval and will invoke

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

> Canceling a Requisition

goods/services, it is your responsibility to cancel the Requisition.
e Status: Denied/Budget Status: Not Checked

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

Example of Denied Requisition:

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.

Maintain Requisitions

Requisition

Business Unit: URIPS Return to Requester: Requires State Approval: Status: Denied &

Requisition ID: 0000019881 Budget Status: Not Chkd b4

Requisition Name: 0000019881

mb rom Further Proessin

=

*Requester: bettyg @, Gil Betty Requisition Defaults

Edit Comments
isiti . 9EP019 Reqguester Info S

Requisition Date: 01/25/2012 - Requisition Activities

Origin: CR 4, College Requisition Document Status

*Currency Code: Dollar

. 0112512012 )

Accounting Date: Total Amount: 5265.00 USD
Purchasing Kit Catalog Line: @, To: @, T -

Item Search Requester ltems

e
)| Ship To/Due Date Status Vendor Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity oM Category Price Amount Status
1/ [convenction Steamer = 0 €3 [1.0000 EA @ [p542 @, ([5265.0000C 5,265.00 Pending CmE

Wiew Printable Version *Go to: ..More...

[5] save | [t Returnto Search || Nofify | &% Refresh Eh Add

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019)

Page 49




This message will appear:

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.

Click ~ Yes —

> Because Internal Vendo

Once the IV Req is sourced to an IVPO, please remember these notes:

Purchase Orde)s (IVPO) are a one-time delivery, one-time

payment situation, changestannette made to these types of PO’s.

However, if for some reason the entire IVPO needs to be canceled, please send an e-mail
to URIPurchasing@uri.edu referencing the IVPO number, the Internal Vendor Name and
the reason for cancellation; i.e. Item(s) no longer available. Purchasing will cancel the
IVPO in full which will liqguidate the funds. It is the Department’s responsibility to confirm
the cancellation with the Internal Vendor prior to requesting Purchasing cancel/liquidate

the encumbrance.

If the IVPO is for multiple items and not all items will be received, you will need to indicate
on the Receiving Report copy of the PO which item(s) will not be received and are being
cancelled. The URI Accounts Payable Office will finalize the IVPO when payment is made
and will liquidate any unused portion.
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» PLEASE NOTE THESE TIPS:

Y 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 | "~ Send 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 | $€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  ©€ | 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 URIFS Requisition Date 02/14/2019
Requisition ID 0000145744 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 |URI_DIN Q) URI Dining Services Supplier Location [MAIN Q
Category |269D Q Supplier Lookup

Ship To|2103_001_S & Chemistry Dept *Distribute By Amount v
Due Date (033172000 [34)

Ship Via BEST WAY Q
| Freight Terms |FOB DEST Q

Original Ship To code

One Time Address
speedChart| |

@ Asset Information [F=2¥
I

Dist Percent GL Unit Account Fund Dept Program Bud Ref ﬁltB us Project Ad

1 | 1000000 [URIPS/Q Q] Q | Q & Q [

o~
<| oK DCam:ei || Refresh |
M

Tvpe in the New Ship To code:

I
Ship To: 4058_001_3 @ Central Receiving

Then Click | s |.
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For example, if you change the Ship To from Purchasing 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 02/14/2019

Requisition ID 0000145744 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 Al L) Unmark Al

% First K1 12 0f2 I3 Last

Retrofit Field Selection

Apply to All Distribs

Apply Distrib Line  Field Name Field Value
O Ship To 4058 001 S
O 1 GL Unit URIPS O
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  9€ to return to the main Requisitions screen :

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

Business Unit URIPS Requisition Date 02/14/2019

Requisition ID 0000145744 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 All
Retrofit Field Selection Find | View All | B | B First K1 12012 1 ast
Distrib Line  Field Name Field Value Apply to All Distribs
Ship To 4058 001_S
1 GL Unit URIPS [
OK Cancel Refresh
Page 53

Purchasing Internal Vendor (IV) Requisition (Rev. 3/2019)




On the Main Requisition screen, click s 46 save your changes:

Requisition

Business URIPS Requires State Approval: | Resubmit o~ x
) Status
Unit Open
Requisition 0000145744
ID

Requisition Name (000145744

Budget Status Mot Chk'd

Return: Hold From Further Processing

“Requester |kristenbellotti Q Bellotti Kristen
*Requisition Date [02/14/2019 E) Reauester Info
Requester Info

Origin IV Q Internal Vendor Requisition
*Currency Code Dolar

Accounting Date |02/14/2019 )
| Amount Sumearv @ |
Requisition Defaults Edit Comments -

Requisition Activities Total Amount 15,000.00 USD
Document Status

Add Items From |3 Select Lines To Display £}

Purchasing Kit Catalog Search for Lines

ltem Search Requester ltems Line Q To Q‘ Retrieve |

First K 1of1 ) Last

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

Merchandise

Line Description Quantity *Uom Category Price Amount Status
1 B [Catering Services S B [1.0000 TOT @ [269D @ [15,000 00001 15,000.00 Open B E &=
Vi table Version *Goto __More... =]
‘Qﬂﬂm | JihRetumto Search || Notify | | % Refresh [Chadd [
=l
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