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» Small Delegated Purchase Authority

In accordance with Rhode Island General Laws § 37-2-22, Small Purchases not to exceed an aggregate
amount of five thousand dollars ($5,000) may be made in accordance with Small Purchase Regulations
promulgated by the Chief Purchasing Officer. Note: The $5,000 limitation must include all costs relating to a
purchase, ie. shipping & handling. A complete version of URI Purchasing Policies and Procedures is available
at https://web.uri.edu/purchasing/. Procurements shall not be artificially divided so as to constitute a Small
Purchase. When obtaining quotes, we recommend you provide written solicitations to all Supplier(s) in order
to clarify your request and secure the best price.

For Non-Research Funds:

» Purchases up to $500 — For general procurements up to $500, quotations are not required; however,
quotations are encouraged.

» Purchases > $500 to $2,500 — For general procurements greater than $500 to $2,500 per transaction,
three (3) telephone quotes must be obtained prior to procurement.

» Purchases > $2,500 to $5,000 — For general procurements greater than $2,500 to $,5000 per
transaction, three (3) written quotes must be obtained (fax, email, mail, web quote, etc.) prior to
procurement.

For Research Funds (Fund 110, 126 and 500):

> For general procurements up to $5,000 quotations are not required; however, they are encouraged.

Internal Vendors — URI Printing Services, Dining Services, Central Stores, etc. should be utilized by processing
an Internal Vendor (1V) PO before seeking like services or merchandise from outside Suppliers.

Master Price Agreements — The Small Delegated Purchase Authority does not replace the requirement to
utilize Master Price Agreements (MPA) when one is available for the purchase and when the MPA price is less
expensive. Master Price Agreements can be downloaded from the Division of Purchases website at
http://www.purchasing.ri.gov/MPA/MPASearch.aspx.

Correctional Industries Products and Services — The Small Delegated Purchase Authority does not replace the
requirement to utilize Correctional Industries products and services when they are available. For information

and help in using Correctional Industries, please visit their website at:
http://www.doc.ri.gov/industries/index.php or call 401-462-1441.

MBE Participation — State Purchasing Regulations require that at least one of the 3 quotes must be solicited

from a certified minority or woman-owned business supplier if one is available. Lists of certified MBEs are
available at http://odeo.ri.gov/offices/mbeco/.

Documentation — All documentation of quotes must be attached to the on-line requisition and be retained by
the department along with a copy of the purchase order.

Accountability — If it is determined that there has been an abuse of the regulations or the University’s
financial policy and procedures, the individual and/or the department will be required to designate and
authorize private and/or personal funds to pay for the improper purchase(s). After confirming abuses, use of
LVPOs will be removed from the department for an appropriate time frame.
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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 Reg.
iii) LV — Limited Value Requisition - Purchase Order auto generated directly from Reg.
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).

Purchasing Limited Value Requisition (LV) (Rev. 3/2019) Page 5



> 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, Unit Of Measure (UOM), Price, Category and Quantity for
each item you are ordering.

4. Schedule — Where the Due Date, Ship To Address and Unit Price 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 and Project 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 RHODLE l

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:

\

Favorits
b

Menu
Search:

> My Favorit
> URI Menu
> Employee
» Manager
» Supplier C
> ltems

> Vendors
» Purchasin
> eProcuren
> Services F
» Travel and
» Accounts |
> Commitre
> Set Up Fin
> Enterprise
> Waorklist

> Reporting
> PeopleToo
— My Persor
— My Systen

5 Main Menu
-
yearcn u:

4

.

Financials

e-Campus

.
/.

-

L)

A

.
-

URI Menu
Employee Self-Service
Manager Self-Service
Supplier Contracts

Services Procurement

Travel and Expenses
Accounts Payable
Commitment Control

Set Up Financials/Supply Chain
Enterprise Components
Worklist

Reporting Tools

PeopleTools

| My Personalizations
| My System Profile

¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ W\ w

Then choose
Requisitions:

3 Purchase Orde

C3 Recepts
1 Procurement (ards

|

Then choose Add/Update
Requisitions:

Recondle Requisitions
Review

OO

quisition Information

= Add/Upda

sitions

|| Approve Amounts

To add a new Requisition, Click

Add

Requisitions

Find an Existing Value

Business Unit: URPS
Requisition 1D:|NEXT

<\Add

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

» The Requisition ID (Requisition number) will auto generate the next number once the
Requisition has been saved.
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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: LV = Limited Value Requisition;

Click the Q and Select LV ;

Then Click on the E2auisition Defaulls Hygarlink:

Maintain Requisitions
Requisition

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

Requisition N Budget Status Not Chk'd
equisition Name NE

Return: [ Hold Frem Further Processing

kristenbellotti elotti Kristen

*Requisition Date 02/11/2019

& Requester Info

Origin KNG Q Kingston

Currency Nm Dollar
Accounting Date 02/11/2019 B
[ Amount Summary G |
Requisition Defaults Add Comments

Requisition Activities Total Amount 0.00 USD

Purchasing Kit Catalog

ltem Search Requester ltems

T

i First K1 1 0f 1 O Last

Personalize | Find | View All | E1 |

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

Merchandise

Line Description Quantity *uom Category Price Amount Status

1) BB A2 | €3 o.ooo0 [ a | Q | 0 0.00 Open Q| B E|E=
View Printable Version *Goto . More... IZ‘
E Save =] Motify % Refresh [ % 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 the

Supplier Lookup

hyperlink.

NOTE: Limited Value (LV) Requisitions require that a Supplier is selected. If the Supplier is not in PS,
they will need to register with the University through the Controller's Office. Suppliers should be

directed to the registration instructions on the Controller's website which can be found

at: http://web.uri.edu/controller/vendor-registration/

Requisition Defaults

Business Unit URIPS
Requisition ID NEXT
Default Options &4

Distribution

SpeedChart| |

Distributions

Asset Information

Dist Percent GL Unit Account
1 URIPS Q
OK | Cancel = Refresh |

Fund Dept

Requisition Date 02/11/2019
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.

@ 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.
Buyer Q, Unit of Measure Q
Supplier| Q Supplier | ocation ‘ Q
Category | Q Supplier Lookup
Ship To Q “Distribute By Amount e
Due Date El
Ultimate Use Code \:\ Ship Via [BEST WAY Q
Attention To| Freight Terms[FOBDEST | Q
One Time Address

Program Bud Ref

[l

Q| Q

PC Bus
Unit

[ Jal  Jal]

Project A
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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
last name first. Click |~ S&arch

Supplier Search

Search Criteria
Name|:| Short Name
Alternate Supp Nantar
City State Q
Country Q Postal
Class Q Type Q
Max Rows 10
< Search > M M M
Sel Supplier ID Location Address Short Supplier Name Supplier Name Withholding Applicable
Supplier Detail Address
OK Cancel Refresh

LIMITED VALUE (LV) REQUISITIONS REQUIRE THAT A SUPPLIER IS SELECTED.

If the Supplier is not in PeopleSoft, they will need to register with the University of Rhode
Island through the Controller’s Office. Suppliers should be directed to the Registration
Instructions on the Controller’s website which can be found at
https://web.uri.edu/controller/vendor-registration/ .
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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 = 9K Once selected, the Supplier Number and Location will populate onto the screen.

Supplier Search

Alternate Supp Name

City State Q
Country Q Postal
Class Q Type Q
Max Rows 10
i 1to6ofe M & B D
Search Results =
Sel Supplier ID Location Address Short Supplier Name Supplier Name Wit
[C] 0000006998 MAIN 2 HUNTSPHOTO-001 WB Hunt Co Inc N
[C] 0000006998 PRICING 5 HUNTSPHOTO-001 WB Hunt Cao Inc N
‘ | & oooooosees MAIN 2 WBMASON-001 WB Mason Co Inc | N
[C] 0000006999 PRICING 4 WBMASCON-001 WE Mason Co Inc N
Supplier Detail <«———| Click here to preview address
OK Cancel Refresh
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> Choose a Category

Category - is a classification of goods/services. For example, if you are requisitioning pens, the Category is

“Office Supplies”. The Category will populate the account; i.e. Category 323A = Account 5323 . Choose
the appropriate Category based on the goods/services you are requisitioning -- Click on the 2 to choose

the correct Category.

Please Note: all Requisitions 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 31 to enter

FAB number(s).

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 23.

Requisition Defaults

Business Unit URIPS Requisition Date 02/11/2019

Requisition ID NEXT Status Open

DefauOpions @

©) 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 0000006929 WB Mason Co Inc Supplier Location MAIN Q
Categury| 7Q Supplier Lookup
Ship To Q, “Distribute By Amount h
Due Date 3
Ultimate Use Code Ship Via[BESTWAY |
Attention To Freight Terms FOB DEST O\
One Time Address
SpeedChart

Distributions
Asset Information

Dist Percent

GL Unit R [E1T

Account Fund Dept Program Bud Ref Unit Project Activity
1 URIPS Q | Q | Q | Q | Q | Q | Q
OK Cancel Refresh
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Search by either the Category Number (i.e.: 323) or Description (i.e.: Office Supplies) and click

LaokUR | or Select from the “Search Results”.

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).

| Look Up []

Look Up Category

SetlD: bedins with -

Category: begins with -

Description: begins with

‘ Look Up Clear Cancel :Elasic Lookup

“" “"
Search Results

4 | 1 |

3

-~

Wiewe 100

Setlld Category Description Cateqgory Comments

LURIPS 000 Miscellaneous thlank)

LURIPS 000 Agric, Hodi, Fishery Supplies (hlank

URIPS|200 Clothing, Apparel, Liniforms (hlank

URIPS(261A Medical Serices - Other Health care services (ex: doc
LIRIPS 2618 Ere-Emplaviment Physicals Bre-emploviment physicals fa
URIPS 26248 AEE Swes =F501K Architecturalfendgineering, em
LRIFS 2634 Education/Profiadistic Sves Educational,professional arti =

Example of Search by Description

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

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

[ ook U —

SetlD begins with ¥ |

Category begins with |

Description begins with ~ |0fﬁce supplies

Look Up Clear Cancel | Basic Lookup

Search Results
View 100

Note:

in

>=
| URIPS[323A Office Supplies|includes all supplies & expenses for the mal

| between

not =

You can also search Category
and Description by using the

pull down menu. Your

choices are:

begins with
contains
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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 Ship 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 02/11/2019
Requisition ID NEXT Status Open
i - E————————————————— 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.

@ 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 I—Q Unit of Measure ,70\
Supplier 0000006999 C, WB Masan Co Inc Supplier Location [MAIN Q
Category’?aE?»’-\—Q Supplier Lookup
Schedule
@ *Distribute By Amount -
Due DatE — El
Ultimate Use Code Ship Via [ BEST WAY | Q
Attention To Freight Terms WQ
One Time Address

Distribution

SpeedChart

Distributions

Details Asset Information

Dist Percent GL Unit Account Fund Dept Program Bud Ref (A€ [ETD

Unit Project Activity
1 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 Q . Select OFFSITE. The following message will appear:

I

By selecting the Offsite ShipTo location, your requisition will automatically be

flagged for audit.
Click 2%

(824

The complete Ship To address will need to be entered as a Comment in the Requisition Header Comments
section and is described on page 36.
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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 02/11/2019

Requisition ID NEXT

Status Cpen
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.

@ Ovemide 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 0000006999 Q_WB Mason Co Inc Supplier Location |MAIN Q
Category [323A Q

Supplier Lookup

“Distribute By Amount

s Q
Due Date [
e
Ultimate Use ComEm— |
Attention To|

Ship Via BEST WAY

Freight Terms FOB DEST

One Time Address

SpeedChart |

Distribution

Details Asset Information
" . PC Bus . -
Dist Percent GL Unit Account Fund Dept Program Bud Ref Unit Project Activity
1 [ [[wesq [ & Q| Q Y 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 19.
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 URIFS Requisition Date 02/11/2019
Requisition ID NEXT 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.

@ 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 0000006999 Q, WB Mason Co Inc Supplier Location [MAIN Q
Category |323A Q Supplier Lookup
Ship To|4055 001_S O *Distribute By Amount -

Due Date|03/31/2019 B

Ultimate Use Code Ship Via BEST WAY Q

Attention To Freight Terms FOB DEST | Q
One Time Address
SpeedChart
e set Information [F=:h
Di s PC Bus A p
ist Percent GL Unit Account Fund Dept Program Bud Ref Unit Project Activity
1 URIPS |Q 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 = ¥

go to Line Items on page 19.

and
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If you are entering the Distributions here and if there are multiple ChartField Strings, click :

Requizition Dafaults

Busineys Unil LURIPS Requisition Date 0271172015

Status

Requisition [0 NEXT

Detaust

D (rerriae

Buyer Uit of keasure

Supplier Location M

Ship To [4D55_001_5 &

“DHstribute By Amourt
Dwe Date 03312019 I
Ship Via
F ht Tarm:
L Fuid Prog Tt P fiiem

oK Cancel Retrash

Enter the number of rows
to add. (If you are
distributing by 2 ChartField

Strings, click i

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

to_

Enter number of rows to add:

/ﬂ

| OK | | Cancel

PC Bus

Fund Dept I'rogram Unit

=

Mroject

Activi

Source lype  Colegory Hud Het Afiilinte [ und Afiil

JLocation

Hudget Uate

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 Q .

NOTE: Delivery of goods or services on a Limited Value Requisition MUST BE WITHIN the current

Fiscal Year.

Click  ©K

when all Distribution lines are done.

Purchasing Limited Value Requisition (LV) (Rev.
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You may receive the following message:
Mmoo

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.

. 0K

Click |i“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.: Pens). The Description should
include any pertinent information such as model number, manufacturer, etc.

Maintain Requisitions

Requisition

Business URIPS Requires State Approval: | Resubmit
) Status
Unit Open

Requisition NEXT
D

Requisition Name

Budget Status hot Chk'd

Copy From Return: Hold From Further Processing
*Requester kristenbellotti Q, Bellotti Kristen
*Requisition Date [02/13/2018 [3) Requester Info

Origin |LV A Limited value Requisition
*Currency Code
Dollar

Accounting Date (02/13/2019 B
| Amount Summary G |

Requisition Defaults Add Comments

Requisition Activities Total Amount 0.00 USD
Purchasing Kit Catalog

ltem Search Requester ltems

i
| =

Personalize | Find | View All | & i First K1 1 o1 DY et

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

Merchandise

Line Quantity *Uom Category Price Amount Status

‘ Y Y m— o O ® MW @E
View Printable VersTg *Goto . More... E|
|5l save | =IMotiy | |£3 Refresh [endd | ||
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There are 4 ways to enter the Line Item Description:

1 - Click on the . at the end of the Description to access the entire Description area:

_ Ship To/Due Date Status Ven| /
Linea Description / Type your Description
E i Reti
1 [:Jl misc office supplies C\ and then Click —

— /

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
misc office supplies Description, Click and

5 Ship To/Due Date Status Ven|
/ Drag the corner to make
Linea Description

/ the box smaller
1 [ [misc office supplies | B b

-

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

Details for Line 1

Requisition ID: DO00121299 Ttem:

Line:
B - Buysr: -} Line Status: Oper
Ship To/Due Date Status Ven|

Buyer Name:

Linea Description Category Code: 230 Merchandise Amt
Category ID: Document Base Amount:

[ Jisc office supplies M E Duacsiption:
- *Transastion ltam Deseription:
a st office supphes

Type your description and Click OK at

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. \
AN
Requisition
Business URIPS Requires State Approval: o Resubmit
Unit Status Open
Requisition NEXT
ID
Budget Status Not Chk'd
Requisition Name
Copy From Return: [] Hold From Further Processing
~ Header @
*Requester kristenbellotti A Bellotti Kristen
*Requisition Date |02/13/2019 E Reguester Info
Origin LV Q Limited Value Requisition
*Currency Code USD Dollar
Accounting Date 02/13/2019 e
Requisition Defaults Add Comments Z
Requisition Activities Total Amount 0.00 USD
Purchasing Kit Catalog
ltem Search Requester ltems
Line Personalize | Find | View All | B | BB First K1 13 0f3 I Last
Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity *uom Category Price :\l;:;:l:l:tndise Status
1| [Pens =2l # [ooooo Q ([323A Q| 0 0.00 Open (®) = | (=]
2 B | iz B3 [o.0000 Q| Q| 0 0.00 Open 2 o =]
| B 2 B oo [T la | Q| 0 0.00 Open Q ERISE
\ y 4
N
DO NOT ATTACH ANY ATTACHMENTS TO A LINE COMMENT.
To add an attachment, follow the instructions on Page 39.
Line Comments
Once in the Line
Comments section’ Business Unit URIPS Requisition Date 02/13/2019
you can t“!?e your Requisition ID NEXT Status Open Line 1
detailed information
about that line here: *Sort Methed Comment Time Stamp - *Sort Sequence Ascending - Sort

Check the

¥ Send to Supplier ‘

boxaswell. ——_

Click = 9K

when done. \

Comments

Find | View All First K} 10f1 I3 Last

Send to Supplier
[”] show at Voucher

7] Show at Receipt

Attachment

From -= REQ URIPS-NEXT

S

OK Cancel Refresh

Attach View

Use Standard Comments Comment Status Active Inactivate +]
Use ltem Specifications
Pens - details/further description about this line only @

Associated Document

Delete Email

Purchasing Limited Value Requisition (LV) (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
Requisition NEXT
ID

Requisition Name

Status Open

Budget Status Not Chk'd

Copy From Return: Hold From Further Processing

*Requester kristenbellotti Q Bellott Kristen
*Requisition Date [02/13/2019 El
Origin lwiq

Requester Info

Limited Value Requisition
* usb
Accounting Date |02/13/2019 E
L Amount Summary £3
Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 USD
Add Items From i
Purchasing Kit Catalog
ltem Search Requester ltems

Yy Fisst Bl 13073 I3 Last

Personalize | Find | View All

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

Line Description Quantity “uom Category Price L‘;’j::‘"di“ Status
1 [ [Pens A2 Eq [o.0000 [ [a23a Q | 0 0.00 Open B E |l
2/ B <7 €2 [oo000 [ la| | 0 0.00 Open B E s
3 By 2 B [o.0000 [ al Q| 0 0.00 Open Qo B HE

» Quantity

Type the Quantity of that item: \

Requisition

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

Requisition Name

Status Open

Budget Status Mot Chk'd

Hold From Further Processing

*Requester kristenbellotti Q Bellotti Kristen
“Requisition Date |02/13/2019 B Requester Info
Requester Info
Origin LV Q Limited Value Requisition
“currencyCodelusn | |

02/13/2019

Accounting Date
[ Amount Summa @ ]

Total Amount 0.00 USD

Requisition Defauit] Add Comments

Requisition Activitied
Add Items From §£3

Purchasing Kit Catalog

ftem Search Requester ftems

Personalize | Find | View All | a First K1 1071 I3 Laat

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

Merchandise
Amount

J 1 Q[ Q 0.00000 0.00 Open el lsiias)

Line Description Quantity uom Category Price Status

1 & [Pens g [5.0000
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> Unit of Measure || Enter the Unit of Measure - UOM (i.e.: EA, TOT, or click “ to Search:

ine Personalize | Find | View Al | BV | 2% First B 4 of 1 13 Last |

Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Contrals
—

B e - b . Merchandise
Line Description Quantity Category Price AR GunE Status
1 B2 [Pens a2 8 [5.0000 Q Ppaa Q 0.00000 0.00 Open & 8|l

Look Up UOMI
? Help =
Unit of Measure: begins with +
Look Up Clear Cancel | Basic Lookup
Search Results 3
View 100 First [4] 11230123 3 Last
Select from the Search Results Unit of Measure Description Short Description
AVC Average Cost Dollars AvgCost
B15 BAG 15 BAG 15
B25 BAG 25 BAG 25
BS50 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 Farenheit Farenheit
FDR Fluid Dram - Apothecanes' |Fluid Dram

-
e}
™~

Fluid Qunce - Apothecaries' (blank)

| > Category |

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

Only one Category
Code can be used
Personalize | Find | per line
cing Controls | |20

lerchandise
ount

Ship To/Due Date Status Supplier Information Item Information

Line Description Quantity *Uom Category

1 [ [Pens 22 Eg [5.0000 BOX 323A 10.00000 \ 50.00 Open
- - .~ - .~ > A AN
— ———_ \

Enter the Unit Price for the item. You only need to use a decimal when the Unit
Price is in dollars and cents.

Status

> Price

Personalize | Emd [ View All [B0 | 28 Fst KJ 1071 13 (ast

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls 2w

. - . ” . Merchandise
Line Description Quantity UoMm Category Price At Status
1 [ [Pens 2 By [5.0000 BOX (@ [323A [ 10.00000 50.00 Open

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

pd

Maintain Requisitions

Schedule
Business Unit URIPS Requisition D 02/13/2019
Requisition ID NEXT

Status Open
Return to Main Page

1 Item Quantity 5.0000 Box Merchandise Amt 50.00 USD
T )
Sched Quantity Price Mercl;andise Due Date Attention To Status
mount
10 =" |5.0000 10.00000 50.0003/31/2019 [5 Bellotti Kristen ™5 _yI; Active e | [=
Add Ship To Comments
'S Save =] Notify #* Refresh 3 Add 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, RI1 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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> 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 02/13/2019
Requisition ID NEXT Status Open
Return to Main Page
1 Item Pens Quantity 5.0000 Box Merchandise Amt 50.00 USD

o
| # First 0 10f1 O Last

Personalize | Find | View All |'—H

Ship To Merchandise

Sched *Ship To Ereiml Quantity Price T Due Date Attention To Status
1 F‘g ‘4055_00\ ‘K Q & |5,DDDD 10.00000 50.00/|03/31/2018 |[3§ Bellotti Kristen LY 3 Active Bl |[=]
‘( Add/Edit 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 =~ K

/

Requisition Ship To Comment:

Business Unit URIPS Requisition Date 02/13/2019
Requisition ID NEXT Status Open
*Sort Method Corgffment Time Stamp hd “Sort Sequence Ascending hd Sort

Use Standard Compfients Ship To 4055 001 S ~ Comment Status Active Inactivate [+]
< Tracey > i"-'@

[ sendte Supplier [[] 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 02/13/2019
Requisition ID NEXT Status Open
Return to Main Page
1 Item Pens Quantity 5.0000 Box Merchandise Amt 50.00 USD
[~
Sched *Ship To g:::r"zf Quantity Price Merc:?::l?i Due Date Attention To Status
1| [ 4055 0lq, [k Q| =1 [5.0000 10.00000 50.00 [03/31/2019 [ Bellotti Kristen & 53 Active ] |[=]
Add/Edit Comments
o Save =] Notify &% Refresh _ $Add _» |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 29.
» If you are using Category Code 669A (Components >$5K), you must enter the
Fabrication (FAB) nhumber(s) to the line(s) - go to page 31.
» If the Chartfield String Distribution(s) was/were entered on the Requisition Defaults
I =l zave . ere
page, @ and & the Requisition:
You will

receive this
message:

Click

oK

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
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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 34 to add additional Line Items or if there are no more items go to page 36 to add Comments
and go to page 39 to add Attachments.

Requisition
Business URIFS Requires State Approval: | Resubmit
Unit St open
Requisition 0000145743
Budget Status Mot Chk'd
Requisition Name 0000145743
Return: Hold From Further Processing

“Requester |kristenbellotti QU Bellotti Kristen
*Requisition Date 02/13/2019 B Requester Info
requester Info

Origin "—\"7@ Limited Value Requisition

*Currency Code

Dollar
Accounting Date [02/13/2019 [+1)
Requisition Defaults Add Comments

Requisition Activities Total Amount 50.00 USD
Document Status

Add I[tems From Select Lines To Display
Purchasing Kit Catalog Search for Lines

ltem Search Requester ltems Line Q To Q| Retrieve |

R
E First n 10of1 )| Last

Personalize | Find | View All | E | B

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

Merchandise

Line Description Quantity *uom Category Price s Status

1 B [Pens il B3 [s.0000 BOX |Q [323A Q@ | 10.00000 50.00 Open B E =
View Printable Version *Goto __More |E|
[l save | [GPRetum toSearch | [[=] Notity | |#2 Refiesh [Fhadd | [
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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 02/13/2019
Requisition ID NEXT Status Open

Return to Main Page
Find | View Al First K 10of1 O La|
50.00 USD

1 Item Pens Quantity 50000 Box rchandise Amt

A
Personatize | Find | View All | -| B First L4 10of1 | Last

Details
Sched *Ship To g:i"‘:[—lr)? Quantity Price Mem:?:::;e‘ Due Date Attention To Status
1 [ [a085 0jq K @, = [s.0000 [10.00000 50.00 [03/31/2019 [  Bellotti Kristen 'D'ée | =]
Add/Edit Comments
5 Save =] Motify % Refresh | 4Add _+ |Update/Display

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

Maintain Requisitions

Distribution
Requisition 10 NEXT Ttem Pang
Limo 1 Status Actie
Schedule 1
Ship To 4055_001_% Purchasing Quanuty £0000 pox
“Distribute By Amount - Opan Amount 50000
Marchandiss Amt 5000 USD
Spepdihan

‘Pacnonadon | Fog | Ve 21 B | pew Dy
" Charticd, T

Distris Slatus  Percent MershnS® GLuUnd  BudgeiDale  Account Fung Dept Progam  Bud Ref e prect Activity it

nnnnn Category Alfiliale Fund Affiliate
1 Open 100.0000 (5000 URIPE 0 (021132010 fj 5323 =3 a, Q Q, Q, Q Q aQ, aQ =} a a,

o Cancel Relresh

Enter the desired number of

rows. For example, if the

purchase is being chargedto2 — |
ChartField Strings, click

to add 1 row. —> [ OK ] l Cancel

Enter number of rows to add:
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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

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 ID NEXT Item Pens
Line 1 Status Active
Schedule 1
Ship To 4055_001_S Purchasing Quantity 5.0000 BOX
*Distribute By| Amount hd Open Amount 50.000
Merchandise Amt 50.00 USD
SpeedChart Q Multi-SpeedCharts
Details Asset Information Budget Information
Distrib Status Percent Lzosrorl GL Unit Budget Date Account Fund Dept Program Bud Ref BEES Project Activity
nnnnn it Unit
1 Open 50.0000 |25.00 URIPS|Q |02/13/2019|[5) ||5323 Q, [100 @ |4055 (S Q Q (& Q, Q
2 Open 50.0000 |25.00 URIPS|Q |02/13/2019 [] |5323 Q110 G 4081 . |Dooo Q Q Cy o} &]
OK Cancel Refresh ?

Note: Budget Date defaults to the current date — LV 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 34.

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 and DO NOT need
to enter a Fabrication number (FAB number — using Category Code 669A for Components >$5K),

Click | 9% |to return to the Schedule page and continue on page 33.

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:

Purchasing Limited Value Requisition (LV) (Rev. 3/2019) Page 30




> 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.

Maintain Requisitions

Distribution

Requisition ID NEXT
Line 1
Schedule 1

Ship To 4056_001_S

“Distribute By Amount

SpeedChart

Chartfields [ Detalf
Distrib | Status
1/Open 50.0000

2 Open 50.0000

OK Cancel Refresh

Item Pens
Status Active

Purghasing

Merchandise Amt

Q_Multi-SpeedCharts

CAP# Sequence

Quantity 50000 BOX

Open Amount 50.000
50.00 USD

Tag Number,

_N

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

OK

Go back and enter the FAB number(s).
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Col Iage Requisition

This Form T for Intérmal Use Only
S e Addrese. NA I PR
Once the Requisition is e i agee rece mcormaiscasd ue
. L Y farchasiog AGLFET4-2324 4917874 -2304
saved, the FAB Number will Kingston, RI 02681
print on the Requisition in Anchmesns X
Lme-5chd _Descnipbon Cuanbby LIOMW Prce Exiended Ami__ D Daie |

the Distribution section of
theC(R  — = |

11 Fabrication Equipment (Test) 1.0000 EA 5,000.0000 5, 00000 0222018

Perod  Lne-Sch-Dest  Accousls Progect Agtrity Anguril
FY2018 1-1-1 ] 5, 000.00

T3

Purchase Order

Page 1 of 1
THE Date Ordered Revision 20e
02/13/2018 PO# 0000101170
UN IVERS]_I Y Payment Terms  Freight Terms Ship Via
- r;; 2 FOB nay[;i;ah"' il Dafg:g;av
Ll e e
Once a PO is issued, the OF RHODE ISLAND A1 reacer o aune
. . equester Phone ﬁequesﬂe_r Email
FAB number(s) will print | Angell Tracey 01142026 tracey@discarduriedy |
Bill To:  Accounting - apre elal uri_edu
URI, Carlotti Admin.
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 inaustry Or Y (407) 874.7553
Pittsburgh A152?5
Ship To: Unwersrty of Rhode Island
urchasun%Depanment
10 Tootell Rd., Suite 3
\ Kingsten RI 02881
g Exemy ax Ex . o ~
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 roducl containing hegardous chemicals as defined by OSHA
and Rhode Island regulations. Please include a with the shipment and send an alsiional copy to the Department of
Public Safety, Environmental Health and Safety, 1 ” Plains Roa Kingston, R1 02881

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

Every person or business entity providing gb or services at a cost of 55000 cumulated value is required to
affidavit regarding burolltlcal 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,
Camp:ngn Finance Division, 50 Branch Avenue, Providence, RI, 02904 (401-222-2056).

INTERNAL USE ONLY
Period _Accounts Projects __Activity Category Requisition ID
FY2018 9669-100-4055-0000 BEOA 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 02/13/2019

Requisition ID NEXT Status Open

Return to Main Page

1 Item Pens Quantity 50000 Box Merchandise Amt 50.00 USD
Schedule

Personalize | Find | View All | &

Find | View All First &I 10f1 13 2

First K 1of1 D Las

Sched *Ship To g:i“‘::;? Quantity Price Mem:?::li:;ﬁ Due Date Attention To Status
1 [ [a0s5_0lq K @, = [s.0000 10.00000 50.00 [02/31/2019 [ BelottiKristen "% [3 Active ]| =]
Add/Edit Comments
) Save | =)Moty | | Refresh | |[5Add | | 7 |Update/Display
This will return you to the Maintain Requisitions page:
Maintain Requisitions
Requisition
Business URIPS Requires State Approval: | Resubmit
Unit StS open
Requisition NEXT
ID
Budget Status Not Chk'd
Requisition Name
Copy From Return: [¥|Hold From Further Processing

*RequesterWQ Bellotti Kristen
*Requisition Date W@ )
Origin LV Q
*Currency Code
Accounting Date W@

[ Amount Summav @ |
Requisition Defaults Add Comments :

Requisition Activities

Purchasing Kit Catalog

Requester Info
Limited Value Requisition

Dollar

Total Amount 50.00 UsD

ltem Search Requester ltems

Personalize | Find | View All | First K1 1.0f1 I st

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

Line Description Quantity *UoM Category Price Lﬂ;r‘;:::tndisa Status
1 @ [Pens A2 |8 50000 BOX @ [323A @ [ 1000000 50.00 Open @

’ ble Version “Goto __More... El
|5 save | J=] Notify | |&* Refresh

/

When all lines are complete, Click [ save

~

To add additional Line Items, see page 34. Click |E| Save when done.
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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.

ook

Click 2% |

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 Kl N

Requisition \
Business URIPS Requires State Approval: | Resubmit |
UnE Status Open
Requisition 0000145743
1D
— Budget Status Mot Chk'd
Requisition Name 0000145743
Return: Hold From Further Processing
w Header &J
“Requester [kristenbellott O\ Bellotti Kristen
*Requisition Date |02/13/2019 [ Requester Info
Origin LV QU Limited Value Requisition
:
Accounting Date [02/13/2019 [+1)
o Amount Summary £4
Requisition Defaults Add Comments
Requisition Activities Total Amount 50.00 \SD
Document Status
Add I[tems From Select Lines To Display
Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line Q Te Q| Retrieve |
Line Personalize | Find | View All | B | B vyt K1 1 of1 O st
Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
—
Line Description Quantity *uom Category Price E;t:::t"dise Status
1 B [Pens il B3 [s.0000 BOX |Q [323A Q@ | 10.00000 50.00 Open B E
View Printable Version *Goto More |E|
[l save | [GPRetum toSearch | [[=] Notity | |#2 Refiesh [Fhadd | [
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Enter the desired number
of rows (lines) to add.

For example: if the Enter number of rows to add:
Requisition is for a total of

2
3 lines, enter 2. /*
click <],

. . [ OK l | Cancel
Two blank lines will be
added to the PO
Requisition
Business URIPS Requires State Approval: Resubmit
Unit Status Open
Requisition 0000145743
ID

Budget Status Not Chk'd
Requisition Name 0000145743

Return: ¥ Hold From Further Processing
“Requester kristenbellotli Q Bellotti Kristen
“Requisition Date |02/13/2019 5 Requester Info
igin [L\ A
Origin [LV - Limited Value Requisition
* usD
Currency Code [US Dollar
Accounting Date 02/13/2019 Bl
Requisition Defaults Add Comments
Requisition Activities Total Amount 50.00 USD
Document Status
Purchasing Kit Catalog Search for Lines
Q Retrieve
Type the Description, Quantity, UOM and Price for each additional Line:
B
Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls =]
. . . . - Merchandise
Line Description Quantity uom Category Price Amount Status
1 [ [Pens L2 g:fi\ 5.0000 BOX |Q ||323A Q 10.00000 50.00 Open @ B [ |k
2 Fj‘ L gj&\ 0.0000 Q Q 0 0.00 Open f:_? o E: + 1 =]
3 @ 2 [ooo000 Q Q 0 0.00 Open Ol B ==

Note: the Category Code 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.

k E save

If there are no more Line Items to add, clic at the bottom of the screen.
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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
Click | e—

> Adding Header Comments

To add a Header Comment(s), Click on the hyperlink 22d omments .

/
Requisition /
Business URIPS Requires State Approval: \ Resybmit
Unit Status Open
Requisition 0000145743
ID
o Budget Status Mot Chk'd
Requisition Name 0000145743
Return: Hold Frem Further Processing

“Requester [kristenbellotti Q' Bellott kristen
*Requisition Date [02/13/2019 [y Requester Info

Origin [LV Q Limited Value Requisifon
"Currency Code
Dollar

Accounting Date |02/13/2018 e
[ Amount Summary @ |
Requisition Defaults Add Comments :

Reguisition Activities
Document Status

Add Items From Select Lines To Display

Total Amount 50.00 UsD

Purchasing Kit Catalog Search for Lines

ltem Search Requester ltems Line Q To OJ Retrieve |

Personalize | Find | View All | & First &1 1 0f 1 L Last

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

Merchandise

Line Description Quantity *UomM Category Price [ — Status

1) B [Pens 2, [5.0000 BOX |Q [323A Q| 1000000 50.00 Open B © &=
View Printable Version *Goto . More... |z|
|5 save | [0MRetumtoSearch | = Notify = g% Refresh hadd | [
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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 Comments
Business Unif URIPS

Requisition Date 02/13/2019

Requisition I 0000145743 Status Open
Retrieve fctive Comments Only Retrieve
*Sort Methody Comment Time Stamp hd “Sort Sequence Ascending - Sort
Use Standard Comments Comment Status Active nactivate [+] ’
(g

URI Dining Services

c/o The Ryan Center

One Lincoln Almond Plaza
Kingston, RI 02881

] show at Receipt

Send to Supplier

Attach View Delete Email

From -= REQ URIPSXJ000145743

OK Cancel Refresh

¥ Send to Supplier box

Check the

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:

Use Standard Commentd

Comment Status Active

)

Inactivate

! Send to Supplier
! Show at Voucher

Attachment

From -> REQ URIPS-0000145713

OK Cancel Refresh

! Show at Receipt

Attach

View Delete Email

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

Standard Comments

~Actiog.

Comment Type:

“Effective Uate!

-

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

| Look Up Comment Typ2

q

? Help
URIPS
Pipe: begins with v|

SetlD:

Standard Comment

Description: begins with |

Look Up Cancel | Basic Lookup
Search R¢/sults

View 100 First & o4 B Last

Standard Jomment 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

Copy Co

“Action:

Comment Type:

mment

*Effective Date: *Status:
Description: | |
shortDese: ||
Comments:

OK Cancel Refresh

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

" Look Up Comment I/
? Help
SetlD: URIPS
Standard Comment/Type: REQ

Standard Commenft ID: begins with + |
Description: begins with + |
Look Up Clear Cancel | Basic Lookup

First (4] T3erE [y Last
d Comment ID Description

AMT New PO_Amount
BLKT Blanket Requirements:
HDR Second Header Description
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If you choose BLKT, BLKT will populate into the Comment ID box and the entire comment will
populate into the Comments box:

Standard Comments .
In this example, when the
Comments . .
Comment is brought into the
*Action: Copy Comment -

. Header Comment, please
comment Type commentID / remember to update the Blanket
“Effective Date: | 10/31/2017 *Status: Active - .

: Requirement dates.
Description: Blanket Reguirements
Short Desc: Blanket Re
Comments:
Blanket Requirements: mm/dd/yr - mm/dd/yr Al

Goods or Services can only be delivered and/or performed during the
period indicated above

Click  °%  toreturntothe

Header Comments.

dl
b

OK Cancel Refresh

> Adding Attachments

To add an Attachment(s), Click  Afh in the Header Comments box:

\

\

Header Comments

Business Unit URIPS
Requisition ID 0000145743

Requisition Date 02/13/2019
Status Qpen

Retrieve Active Comments Only

*Sort Method Comment Time Stamp

Use Standard Comments

[ send to Supplier
[ Show at Voucher

[C] show at R

Attachment

From -= REQ URIPS-0000145743

OK Cancel Refresh

Retrieve

- *Sort Sequence Ascending

Comment Status Active

eceipt

View Delete

Email
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This message will appear:

? Help

Browse... | 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 %
Crganize = Mew folder BT - '] o

Favontes
M Desktop
W Downloads

Public Works Bid Responses URI PurLildsmg Md wal URE Purchasing
Purchasing ‘,
P

g Fyan Center Events Calendar n SakaBURI Gateway Welcome
]

scent

|.| & OneDrive

w Google Drivefs
Services - Rhode Island Small

Business Development Center

Do Double-click
Heaments State of Rhode Island Diision of
-' :I!::I:ﬁ lYour 5tand Up Dcs\t Stand UINE F:urcnascs - on the file

B videos um Car mous MA:-'

Q v/ um ufip, (_alle:n;!al you want to
[ 133 bytes

&y Computer

| ‘-,"_:D:( 1:- UR[ Dmectory Service URI Home Page attaCh tO the

| « Google Drive File 9 ? Ty B

< Accouriing OV o Requisition

UR[ Puthn‘lsl |g ’ URI Requisition Manuals

J 32 byle

J

| & Network

File name: Sample Attachment - [ Files -

Open |» Cancel

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

Attac -
? 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

the resulting Purchase Order, check the box.

(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 02/13/2019
Requisition ID 0000145743 Status QOpen
Retrieve Active Comments Only Retrieve
“Sort Method Comment Time Stamp - “Sort Sequence Ascending b Sort
Comments Find | View All First Kb 2072 10 Last
Use Standard Comments Comment Status Active Inactivate [+]
See attached Single Source Justification Form iﬁ—'@

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

Attachment Sample_Attachment pdf Attach View Delpte "

From -> REQ URIPS-0000145743

OK Cancel Refresh

/

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 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 Rate 02/13/2019

Requisition ID 0000145743 Statds Open
Retrieve Active Comments Only  Relrieve \
*Sort Methed Comment Time Stamp - *Sort Sequence AsceNding v . Sort
Find | View1 First & 12072 I3 Last
Use Standard Comments Comment Status Active | Inactivate LY
¥

URI Dining Services

cfo The Ryan Center
One Lincoln Almond Plaza
Kingston, Rl 02851

Send to Supplier Show at Receipt
Show at Voucher

Associated Document

| Attach ||  View | poDeletes| ] Email

Attachment

From -= REQ URIPS-0000145743

Use Standard Comments Comment Status Active | — | { [+]

g

See attached Single Source Justification Form

Send to Supplier show at Receipt

Show at Voucher
Associated Document
|| Delete | []Email

Attachment Sample_Attachment.pdf | Attach || View

REQ URIPS-0000145743

( ok )cancel | Refresh
\ )
CIick| i .| 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 Open
Requisition 0000145743
ID

Budget Status Mot Chi'd
Requisition Name 0000145743

Return: Hold From Further Processing
I
“Requester kristenbellott A Bellotti Kristen
*Requisition Date [02/13/2019 Bl Requester Info
Requester info
Origin |LV Q Limited Value Requisition
“Currency Code .
Accounting Date |02/13/2019 [=]

[ Amount Summary G |
Requisition Defaults Edit Comments :

Requisition Activities Total Amount 5000 USD
Document Status

Add Items From Select Lines To Display

Purchasing Kit Catalog Search for Lines

ltem Search Requester ltems Line Q Teo Q| Retrieve |

Personalize | Find | View All | First K1 10f1 LY Last

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

Merchandise

Line Description Quantity *UomM Category Price I —— Status

1 B2 [Pens a2 B [5.0000 Box @ [323A @ | 10.00000 50.00 Open B E A
Vigueldntable Version *Goto _More... E
5 save | MPRetumtoSearch | |= Notify | g% Refresh [Fhadd | (]

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

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 =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

]

Maintain Requisitions

Requisition

Business URIPS Requires State Approval: [| Resubmit
Unit St open
Requisition 0000145743
ID
Budget Status Not Chk'd
Requisition Name 0000145743
Return: [ Hold From Further Processing

Bellotti Kristen

*Requisition Dafe [02/13/2018 B Requester Info
hequester Info

in LY Q Limited Value Requisition
e
Dallar

Accounting [pate |02/13/2019 [+
o [ Amount Summary G ]
Requisition Defaults Edit Comments :

Requisition Activities Total Amount 50.00 USD
Document Status

*Currency Ci

Select Lines To Display
Purchasing Kit Catalog Search for Lines

ltem Search Requester ltems Line Q To Q Retrieve

Ty

Personalize | Find | View All | B | 3 First K1 1071 3 Last

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

Merchandise

Line ription Quantity *Uom Category Price Amount Status
1B [Pyps S B3 50000 BOX @ [322A @ | 1000000 50.00 Open @ @ ==

*Goto . More... E

View Printable Version

etum to Search =] Notify 2 Refresh | pAdd

. sage

This message mayIi

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

cl_ k Yes Dlocument 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
IC printed.

‘ Yes ’ No

The following [l
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
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 °

» 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

k !‘-Jiew Printable Version

make and save changes to the Requisition and then Clic ‘again.

Tab 1 = Add/Update Reqs

File® Edit = Vi 151 Ell

Add/Update Requisitions % |° /psofturi/fs9dev/logs/pres/psuny % +

Tab 2 = Printable Version of Req

(— @ & https://appfsdev.ucs.uriedu:5301/psreports/fs9dev/37101859/porq010_6543173.POF

This r!nt?qovFlterheﬁ?%LgﬁI!}mn

Suggested Yendor Name: WE Mason Co Inc Busiress Lrit: URIPS OPEN
Viendor Address: 90 Bald Hill Read [ Pac.e Fieq 10
Cranston, RI 02820 0241372019 OO0a145743
“endor®: 0000005935 Riecquester E mail for Recening Report
Sh| T URl c tr |H | S=llettl Friatan krists 1lottiddiscard,uri.edu
p To: entra eceuvnq Requester Dept i Fax #
Kingstan, R1 02881 Smmanroh Furchssing S01/5T4-2327 401/A74-3306 |

F'urchasln Department
10 Tootell Rd., Suite 3
Aftention: Tracey
Atachments: ¥

Lme-Schd  Descripban Clsardity IO Frice Exterded &mi  Due Date

11 Pana 5.3010 BOX 13,4233 50.00  OXF¥2MM8

Pens - detalsiutier descrplion sbout his line anly

LIRI Dming Services

cia The Ryan Center

Ome Lincoln Almond Flaza
Kingston, R D2ER1

Sae altached Single Sounce Jusiilication Farm

Tatal Baguigition Amcin: 20,09
Penod  Lina-Sch-Dist  Accounts Projges Aty Amound FAR
F¥20ls 1-1-1 5323-100-4055-0000 25,00
Fr2nly 1-1-2 5323-110-4061-0000 25.00
For purchasing uwcn's
BLiyer e ypeCode SR Clark | Date
Buyer Dale l'l’ype.'l:sde PO# Rew. 8 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.

6 @ @ hitps//appfsdev.ucs.uri.edu:5301/psreports/fs9dev/37101859/porq010_6543173 PDF
Printer
MName: HP LaserJet 3050 PCLS VI l Properties... ]
. Status: Read
The Print box ° eacy
ind Type: HP LaserJet 30650 PCL5
win ::W comes Where: DOT4_001
up; choose . Comment [ | 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 El :

Tools¥ Help

Add/Update Requisitions /psofturi/fs9dev/logs/pres/psun: % \

{ (' (D [ https://appfsdev.ucs.uri.edu:5301/psreports/fs9dev/37101859/porq010_6543173.PDF

On the following pages, you will find instructions on how to proceed for both:
» Originator (page 47); or
» Requester (page 48)
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> ORIGINATOR Procedures:

When the requisition is Complete and if you are an “Originator”, uncheck the | CJHold From Further Processing

box and click @ Save .

Requisition
Business URIPS Requires State Approval: Resubmit stat
atus

Unit Open
Requisition 0000145743

ID
Budget Status Mot Chk'd

Requisition Name 0000145743
Return: ¥IHold From Further Processing

“Requester [kristenbellotti Q  Belotti Kristen
*Requisition Date 02/13/2019 5
Origin LV Q

*Currency Code |USD

Reguester Info
Limited Value Requisition
Dollar

Accounting Date |02/13/2019 31

Requisition Defaults Edit Comments

Requisition Activities Total Amount 50.00 USD
Document Status

Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line Q To Q Retrieve

Ship Jo/Due Date | Status | Supplier Information |( ltem Information [ Attributes | Contract || Sougcing Controls | [F=28)

Merchandise

Amount Status

Line Description Quantity *uom Category Price

1) B [Pens 2 i [5.0000 BOX @ [323A Q [ 1000000 5000 Open @@ @ &=

able Version *Goto _More =]

< 5 Save _Retum to Search =] Motify {4 Refresh L+Add

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 Processing Box:

Requisition

Business URIPS Requires State Approval: ] Resubmit
Unit
Requisition 0000145743
ID

Status Open

. Budget Status Not Chk'd
Requisition Name (000145743

Return: [[] Held Frem Further Processing
v Header §J

“Requester kristenbellotti Q, Bellotti Kristen

*Requisition Date 02/13/2019 By Requester Info
Requester Info
orignlv _Q Limited Value Requisition
*Currency Code USD Dollar
Accounting Date 02/13/2019 By
| Amount Sumeary @ |
Requisition Defaults Edit Comments

Requisition Activities Total Amount 50.00 USD
Document Status

Select Lines To Display 3
Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line Q To Q| Retrieve

Personalize | Find | View All| B | 35 First E) 1071 13 Last

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

Merchandise

Line Description Quantity *Uom Category Price Amount Status

1@ [Pens o B (50000 BOX @ [323A @ [ 1000000 50.00 Open B E EE
View Printable Version “Goto . More... E|
5 save [2* Retumn to Search =] Motify % Refresh | 4Add

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

Maintain Requisitions

Requisition

Business URIPS Requires State Approval: ] Resubmit x
) Status
Unit Open

Requisition 0000145743
ID

Budget Status Not Chk'd
Requisition Name (0000145743

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.:
¢ 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 Limited Value Requisition: Beee819%81,
Reguester: bettyg, is seeking level 1 approval for Chartfield String:

URIPS188485568888, 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 Limited Value Reguisition: 28888819981 entered
on 82/81/2812 has been denied by OPRID: bettyg

Comments: Please attach shopping cart.

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 5l 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 54.
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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 Limited Value Requisition: 8868819981 entered

on 82/81/2812 has been approved.

Once the Limited Value Requisition has been Approved by all levels, the Budget Checking Process
will automatically be initiated. If the Requisition passes Budget Check, a Limited Value Purchase
Order will auto-create through the Sourcing Process. The Requester will receive an e-mail:

This e-mail is to notify wou that Limited Value Reguisition: 8668819%81 has been

sourced to Purchase Order: 8888835577.

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 Limited Value Purchase Orders
using account 5323, 5333, 5382, 5434, 5442, 9654, 9660, 9669 and 8797 at the same time.

From: LRI_FSAdmin@ucs.Lri.edu Sent: Thu 2/2/20129:07 AM

To: Betty Gil
fc property 1@etalur edu

j Limited Value Purchase Order, 0000035577
I Message | F)P0_0000035577 00050327 PDF 1 KE) )

.
This e-ma 3 alue Purchase Order: BABAA35577 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 vendor.

THIS IS A SYSTEM GENERATED 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 LIMITED
VALUE 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 Limited Value
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.

Limited Value Purchase Order

_ Page 1 ﬂ! —

)( P.O# 0000035577
g Ship Via

THE Tiste Crdared Rievision

UNIVERSITY
OF RHODE ISLAND

Duse Date

02/14/20123
Phone Requester Email
ADVETSIN0  bettyn@os un sy

Bill To: Accounting
URI Carh:um Admin, Bldg.
T 00000069599 S Lower College Rd, Suite 1
B Mason Co Inc Kln iston Rl 021 81
99 Bﬁld Hill Road (407) 874-2421

Cranston RI 02920
Ship To: URI Central Receiving
Kingston
Chemical Engme ring
~ 16 Greennouse Rd., 205 Crawford Hall
Aftention: Emma Hamold

Tax Exempt? ¥ Tax Exempt ID: 150
Line-Sch Hem/Descript: Guantity UOM PO Price Extended Amt _Due Date]

1-1  Pencils #2 £.00 DOE o.7s

Amount — -y

MNOTES TO VENDOR:

THE ABOVE POZ MUST APPEAR ON ALL INVOICES

Rhode Istand law requires that an MSDS be provided for each product containing hazardous chemicals as defined by OSHA
and Fhode Island regulations, Please include the shipment and send an additional copy to

Public Safety, Environmental Health and .:.afety T Blains Roa-f Kingston, RI 02881

This purchase is made in acoordance with the General Conditions of Purchase of the Board of Govemers for Higher
Eucation. copies oF whith are Svaliaoie ot e ra.un cdulparchesg!

INTERMAL USE ONLY
Projscts A

ctiity Requistion ID PO
2.25 0000013501 VRO
a.zs

3-100-2055-0000
o-4081-0000

Assistant Vice President
Business Services

Ermon =1

URT Authorized

The signature on all Limited Value 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  imited value Requisition: 0000019901 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 s < Add a New Value
Find an Existing Value

4

-

Requisition ID field Requisition Status

Requisition Date = -

4

Origin begins with

4

Requester begins with

1

Requester Name begins with

Hold From Further Processing

OO

State Req Flag

1

Enter the Requisition Business Unit = = LRIE Q
Number in the . _ — Requisition ID begins with )
)
Q
Q
Q
Q

State Req Reference begins with

State Requisition Date = hd 31

[[Icase Sensitive

. Search
Click
[~ <‘ Search ) Clear Basic Search ,._inl Save Search Criteria
S ———
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When you retrieve the Requisition you will notice
has automatically been placed back on hold.
Error

Click on the = hyperlink to determine the cause of the budget error :

that the | Budoget Status: Error

and the Requisition

\

Maintain Requisitions

Requisition

*Requester WQ
*Requisition Date [12/31/2018 |5
Origin ICR7Q

*Currency Code
Accounting Date [12/31/2018 |5

Requisition Defaults
Requisition Activities
Document Status

Add Items From [

Catalog
Requester ltems

Bellotti.Kristen
Requester Info
College Requisition

Dollar

Edit Comments

Purchasing Kit
Item Search

Business URIPS Requires State Approval: | Resubmit stat Lnnred
) u
unit Budget Status: £rror

Requisition 0000145713

1D

o Budget Status Not Chk'd
Requisition 0000145713
Name
Return: Hold From Further Processing

~ Header

B

I —

Total Amount 3.500.00 USD

Select Lines To Display [
Search for Lines

ure[ @ w a

Retrieve

First &1 1011 I Last

Personalize | Eind | View All | L] 1

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 .:(2] | 5 [1.0000 EA Q |654A Q_ [3.500.0000C 3,500.00 Pending Qe E EE
View Printable Version *‘Goto . More.. =l
[Flsave | [oRetumtoSearch | Motify | | ¥ Refresh | Chadd ||
L NEN S e ERl | Line Exceptions |
Business Unit: URIPS  Requisition ID: 00000198835
*Exception Type: ~| [l override Transaction i ] ﬂa LV_‘Q
Maximum Rows: 100 [ More Budgets Exist

In this particular
example, the
Budget Error

| Search |

Budgets with Exceptions

el S ( Budget Chartfields |

Advanced Budget Criteria

| By

Customize | Find | View Al First K1 4 0f 1 I | ast

Exceptlon Is the Details Business Unit E‘::I?;r ception More Detail (;v:‘;;eldte Transfer
result of “Exceeds 1 @ URIPS ORG Exceeds Budget Tolerance More Detail O GoTo.. &
Budget Tolerance”

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

Requisition Exceptions | Line Exceptions
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Transfer.
Once the Transfer has been made:

e Uncheck the

=
e Click [m:Save |

Approval and Saved.

[ Hold From Further Processing box: and
/4

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
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

> Canceling a Requisition

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
goods/services, it is your responsibility to cancel the Requisition.

e Status: Denied/Budget Status: Not Checked and the Hold From Further Processing is not

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 Rudget Status: not Chkd ®

Requisition Name: 0000019881

m» rom Further Professin

=

*Requester: bettyg @, Gil Betty Requisition Defaults

o - Edit Commentis
Requisition Date: 0112512012 Requester info Reauisition Aclhities
o eq on Activitie
Origin: CR 4, College Requisition Document Status
*Currency Code: Dollar
. 01/25/2012 el

Accounting Date: Total Amount: 5265.00 USD

Purchasing Kit Catalog Line: @ To: @ T -

Item Search Requester ltems N :

i
Ship To/Due Date Status Vendor Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity oM Category Price Amount Status
1 F.% Convenction Steamer 2 | Ed] Ea 1.0000 EA |@, [654A @, ||5,265.0000C 5,265.00 Pending O (== |

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

[5] save | [t Returnto Search ||| Nofify | &% Refresh Eh Add
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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 > Yes No

Once the LV Req is sourced to an LVPO, please remember these notes:

» Because Limited Value Purchase Orders (LVPO) are a one-time delivery, one-time payment
situation, changes cannot be made to these types of PO’s.

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

encumbrance.

» If the LVPO 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 LVPO 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

¥| Send to Supplier

Order unless you have checked

@ 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 URIPS Requisition Date 02/13/2019
Requisition ID 0000145743 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.

@ overrid - . . . .

verride 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|0000006999 C, WB Mason Co Inc Supplier Location |MAIN Q
Category |323A Q Supplier Lookup

Schedule

Ship To[4055_001.S @ Purchasing “Distribute By Amount -
Due Late |V = 2]
Usifiate Use Code| | Ship Via[BESTWAY @
.. . | Freight Terms [FOB DEST
Original Ship To code Q
Une nme Address

SpeedChart| |
'Ein Asset Information

Dist Percent GL Unit Account Fund Dept Program Bud Ref ﬁltﬁ us Project Agq

1 | [URIPS | Q [ la Q | Q [ la Q||

[ ok |DCancei || Refresh |

Type in the New Ship To code:

Y
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 02/13/2019

Requisition ID 0000145743 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 Ll Unmark All

T
2 First K 120f2 I3 Last

Retrofit Field Selection

Apply Distrib Line  Field Name Field Value Apply to All Distribs
[ Ship To 4058_001_S
ol 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 %€ to return to the main Requisitions screen :

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

Business Unit URIPS Requisition Date 02/13/2019

Requisition ID 0000145743 Status Cpen

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 & 1.2 of 2 I3 Last

Retrofit Field Selection

Distrib Line  Field Name Field Value Apply to All Distribs
Ship To 4058 001_S
1 GL Unit URIPS ]
OK Cancel Refresh
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On the Main Requisition screen, click (5l s 40 save your changes:

Requisition

Business URIPS Requires State Approval: | Resubmit | ™ x
) Status
Unit Open
Requisition 0000145743
ID

Requisition Name (000145743

Budget Status Mot Chk'd

Return: Hold From Further Processing

“Requester WO\ Bellotti, Kristen
“Requisition Date WE’] Requester Info
Origin LV Q Limited Value Requisition
*Currency Code Dollar
Accounting Date 02/13/2019 [+

[ Amount Summary @ |
Requisition Defaults Edit Comments -

Requisition Activities Total Amount 50.00 USD
Document Status

Add ltems From & Select Lines To Display i3

Purchasing Kit Catalog Search for Lines

ltem Search Requester ltems Line | Q To‘ Q| Retrieve |

Personalize | Find | View All | & First K 1 of 1 L

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity *Uom Category Price x;g:::tndise Status
1 B [Pens = | ] [5.0000 BOX @ [322A @ [ 1000000 50.00 Open B [ |EE
View Printable Version *Goto _More... (=]
<|E§|Saue 'Y [t Retum to Search | | =] Notity | |2 Refresh [Thadd | ]

S ———
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