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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 (V)

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 Vendors 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 (1V) 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. A Research Subcontract exists between URI and a subrecipient to perform part of the
statement of work in a URI sponsored research project.
2. An Advice of Change is required to an existing Subcontract Purchase Order

For additional information on Subcontract Purchase Orders please visit the Office of
Sponsored Projects Review at: http://www.uri.edu/research
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Requisition Workflow Terminology

1)

2)
3)

4)
5)
6)

7)

8)
9)

Approval Levels with associated Roles.

a) Pre-Approval - (Requester Role)

b) Level 1—(Signatory from Signature Authorization)

c) Level 2 — (Final Review from Signature Authorization)

d) Level 3 - (Administrative Approvals i.e. Sponsored and Cost Accounting and Foundation.)
Approver — User who Approves Requisition or Chartfield String.

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

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

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

Origin — Type of Requisition — Indicates to the system and users how the Requisition is
processed. The two letter alpha code should be used for Requisitions. The origins are listed
below.

i) CR - College Requisition: Routed to Purchasing for completion.

ii) IV —Internal Vendor Requisition: Purchase order auto generated directly from Req.

iii) LV — Limited Value Requisition: Purchase Order auto generated directly from Req.

iv) SC— Subcontract Requisition: Routed to the Research Office for completion.
Originator — A user who enters a Requisition but does not have Pre-Approval authority.
Pre-Approval Process — Requisition is entered by an Originator who must have a Requestor
Approve 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 Reqg. The Requester will

be the primary contact 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) whom the item will be sent to.

15) Workflow — Paperless On-Line work routing system

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

This manual explains how to enter each component of a requisition, and how they relate to
each other.

In PeopleSoft requisitions consist of five components:

e Regquisition Header — This includes the Requester, Requisition date, Origin,
Accounting Date and Header Comments.

e Requisition Defaults — Where general information pertaining to the entire requisition
is entered. This includes data such as the Vendor, Cateogy (if all items are of the
same cateogy), Ship To, Due Date

e Lines — Where the description, unit of measure (UOM), price, category and quantity
for each item you are ordering.

e Schedule — Where the due date, ship to address and unit price are stored for each
item on the requisition.

e Distribution — Where accounting information (i.e. chartfield string) is entered. The
chartfield string includes the account, fund, department, program and project and
budget date.

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12) Page 4



Log into PeopleSoft using your UserlID and Password and in accordance with the URI Access

and Compliance (Data Confidentiality Statement) -
http://www.uri.edu/ecampus/tutorials/ecampus compliance stmt.pdf

THE . )
Financials

UNIVERSITY e-Campus

OF RHODE ISLAND

UserID:

Password:

Copyright © 2000, 2008, Oracle. All rights.

trademark of Oracle Corporation
s may be trademarks of their i

registers:

Menu

Search:

[ My Favarites

[ URI Menu

[ Employee Self-Senvice
[ Manager Self-Senice
[> Supplier Contracts

[> Order Management

[ tems

[ Vendors

[ Purchasing

[> eProcurement

[- Services Procurement
[> Travel and Expenses
[» Accounts Payable

[ Commitment Caontrol
[ Set Up Financials/Supply Chain
[ Waorklist

[ Reporting Tools

[ PeopleTools

— Tax Center

— Change My Passward
— My Personalizations
— My System Profile

Select [* Purchasing
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Main Menu =

@ 7] Purchasing

Manage requisitions, purchase orders, receipts, contracts, and related data.

Select Requisitions Request for Quotes Purchase Orders
Create, maintain, reconcile or review Create reguests for quotes (RFQs), enter Add, maintain, and dispatch purchase
Add/Update Reguisitions requisitions information. vendor responses, or award RFQs. orders.
=] Add/Update Requisitions =] Add/Update RFQs =] Add/Update Express POs
=] Approve Amounts = Manage Vendor Quote Group =] Add/Update POs
=] Approve ChartFields [=] Dispatch Quotes =] Approve Amounts
10 More... & More... 14 More...
Receipts
Enter and load receiving data, generate
accruals, review and report on receipts.
[=] Add/Update Receipts
[=l Load Receipts
[=] Process Receipts
12 More...
Requisitions
Find an Existing Value
. Add Business Unit:|URIPS |C,
Click

Requisition 1D |NEXT

Find an Existing Value | Add a Mew Value

The requisition ID (Requisition number) will auto generate the next number once the
requisition has been saved

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

Requester — defaults based on
your logon.

Requisition Date — defaults to
the current date.

Origin defaults to ONL, Change
to IV = Internal Vendor
Requisition

Maintain Requisitions

Requisition
Business Unit: URIPS Return to Requ
Requisition ID: NEXT

Requisition Hame:

Eopy From

-

*Requester: bettyg

Requisition Date: 02/03i2012
QOrigin:
*Curren

Accounting Date:

Purchasing Kit

ester: Requires State Approval: Status: Open

Budget Status: [ot Chicd

¥|Hold From Further Processing

9, cil Bety
Requester Info ~dd

@, Online
Dollar

Requisition Activities

Total Amount: 0.00 UsD

Item Search Requester ltems

e

Ship To/Due Date Status Vendor Information ttem Information Attributes Contract Sourcing Controls

Click the S and Select IV

Description Quantity *uom Category Price Amount Status

1 1§ [0.0000 @ @ CwmE e

0.00 Open

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

Click on Beauisition Defaults
5] save

=] Notify | [&3 Refresh [k Add | | 5] UpdateiDisplay

hyperlink.

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.

Maintain Requisitions

Requisition Defaults

Buyer — Leave Blank

Unit of Measure _ Leave Blank Business Unit: URIPS Requisition Date: 02/03/2012

Requisition ID: NEXT Status: Open

Ifyou select this option, the default values entered on this page are treated as part ofthe 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 notused.

Vendor - If you know the PS Defaut

vendor # you may enter that here;
ie: URI_DIN.

DQuerride Ifyou 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:

Vendor: Vendor Location:

If you do not know the PS vendor,

type URIL_ and click Q

Ccategory: endor Looku

Ship To:
Due Date:

*Distribute By: Amount

Ultimate Use Code:

One Time Address

If you have entered the PS vendor
# here, go to entering the category

SpeedChart:

on page 8

Asset Information

Dist Percent GL Unit Account Fund

PC Bus
Unit

Program Project Activity

1 URIPE@,
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Look Up Vendor

Select from the Search Results.

Setll: URIPE
Vendor ID: hedins with - (LRI

Short Vendor Hame: hegins with -
Within the Search Results you may also

change the order in which a column Lookbipe| (pmleat) mEantele| Basic Laokup
sorts by clicking on the column Search Results

heading; ie: click on Name 1 to sort in Wiew 100

alphabetical order by the Name. Click
on the vendor to select.

Vendor I Short Vendor Hame Hame 1

URLAES  AES-0O1 CELS AES Office
) o URLANS  AMALYTICAL-003 | GSO0 Analtical Services
When processing an IV Requisition a URLAUT  AUTOMOTIVE-003 | URI Autornative

vendor must be selected URIl_BKS BOOKETORE-001 |URIBookstore
URI_BOA  PERKINSBOA-001 |URIPerking Small Boat Facility

4 {1}

Once the vendor is selected, the Maintain Requisitions

Vendor number and Location will Requisition Defaults

Business Unit: URIPS Requisition Date: 02/03/2012

populate.

Requisition 1D: MNEXT 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 notused

Category — is a classification of
goods/services. For example, if you

o _saw . Buyer: @, Unit of Measure:
are reqU|S|t|°n|ng fOOd for an event Vendor: URI_DIN @, URI Dining Senices Vendor Location: MAIN

Vendor Looku

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

the category is “Catering Services”. Category:
The Category will populate the Ship To: _— —

account; i.e. Category 269D = Account timate se o
One Time Address
5269. Choose the appropriate
SpeedChart:
Category based on the goods/servi :
Asset Information

you are reqUISItlonlng' Dist Percent GL Unit Account Program Project Activity

PC
Un

Bus
it

1 URIPE@,

Click on the Q

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 you will need to select the category on each line.
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Look Up Category

SetiD:
Cateqgory:

Type a description; i.e. catering and click
Look Lip

Description: hegins with v|

’ Lok Lip

or Select from the Search Results o

Search Results
Wiew 100

Within the Search Results you may also SetlD |Cateqory

hegins with - |

hegins with - |

Clear

Cancel |Basic Lookup

Description

URIPE 000
URIPS 000x
URIPS 200
URIPS 2614

change the order in which a column sorts
by clicking on the column heading; ie: click

Mizcellaneous
Adric, Howi, Fishery Supplies

Category Comments
hlank
thlank)

Claothing, Apparel, Unifarms

(blank)

IMedical Services - Oiher

Health care services (ex doc

on Description to sort in alphabetical
order by the description.

URIFS|2618 Fre-Ermployvment Physicals Fre-employrment physicals fo
URIPS 2624 AL E Sves =50k Architecturalfendineeting, em
URIFS 2638 Education/Profifdistic Sves Educational professional arti -

€| m | 3

Look Up Category

SetiD: begins with = |

Category: hegins with v|

Description: begins with - |catering
Select the appropriate Category
from the Search Results

Look Up Clear Cancel

Bazic Lookup

Search Results
Wiewe 100

First .ﬂ 1of1 |

Setll  Category Description
JREIPS 2690

Category Comments
Catering Sves|Catering services, includes outside vendor or LRI Dining S
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Maintain Requisitions

Requisition Defaults

Business Unit: URIPS Requisition Date: 02/03/2012
Requisition 1D: NEXT Status: Open

“) Default If you select this option, the defaultvalues 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 existin the hierarchy, they
are used, and the values on this page are notused.

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

Buyer: @, Unit of Measure:
Vendor: URI_DIN @, URI Dining Senvices Vendor Location: MAIN
Category: 269D @, Vendor Looku

Ship to
Ship To: *Distribute By: Amount

Due Date:

Ultimate Use Code:

One Time Address

SpeedChart:

)| Asset Information

PC Bus

Dist Percent GL Unit Account Program Unit

Project Activity

1 URIPE @,

The ship to location is where the goods/services will be delivered. Select the ship to location in
one of the following ways:

e 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

e Search by the department name by cIickingC'\ , type the department name in the description

field, click 22 | and select from the Search Results.

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

the Ship to field and click —* . Select OFFSITE.

The following message will appear:

Windows Internet Explorer

"'_\ By selecting the OFfsite ShipTo location, wour requisition will automatically be flagged For audit,
L

Click

The complete ship to address will need to be entered as a comment in the Requisition header comments
section and will be described later.
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Due Date — The requested due —
Requisition Defaults

date for the delivery of

Business Unit: URIPS Requisition Date: 02/03/2012

goods/services. Requisition ID: NEXT status: Open
DO NOT BACK DATE A DUE DATE »

) Default Ifyou 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 existin 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 defaultvalues found in the default
hierarchy, only non-blank values are assigned

Buyer: licg Unit of Measure: fick
Vendor: URI_DIN @, URI Dining Senvices Vendor Location: MAIN @,
Category: 269D @ vendor L ookup
H EJ Schedule
Type the due date or click the ship To: 2103 0015 @, Chemisty Dept Distribate By Comont 2
and select the date. —— || vuevate: [

Ultimate Use Code:

One Time Address
Distribution

SpeedChart:
@ Asset Information
H H . Dist Percent GL Unit Account Fund Dept Program PC,B"! Project Activity
Distribute by: Defaults to unt

1 [ [urieed S S A = N I A N a |

“Amount” — DO NOT CHANGE
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Maintain Requisitions

Requisition Defaults

Business Unit: URIPS Requisition Date: 02/03/2012
Requisition ID; MEXT Status: Open
Default Options

) Default [fyou selectthis 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, andthe values on this page are not used.

@ Override Ifyou 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: | @, Unit of Measure: @,
Vendor: [URI_DIN 2, URI Dining Services Vendor Location: MAIM @,
Category: 269D @, Vendor Lookup

Ship To: 2103_001_8 @, Chemistry Dept “Distribute By: Amaunt

Due Date: 02/14/2012 |5

Ultimate Use Code:
One Time Address

Distribution
SpeedChart:

@ Asset Information
—
PC Bus

Dist Percent GL Unit Account Program Unit Project Activity

1 [ ] [reea, Q[ & @]

Cancel Refresh

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
defaults. Note: In Requisition defaults you can only distribute by percent.
For example:
\ 1. 1item being charged to 1 chartfield string, or
2. Multiple items; 1 doz pens, 2 doz pencils and 4 ea 2” binders. Each item is split by
the same percent for multiple chartfield strings; i.e. 3 items each being split by
50%/50% or 25%/75%, etc.

If you are distributing by one of the following, the chartfield string(s) will be entered on the
line and will be discussed later.
e |[f 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
e |[f the distribution is based on a dollar amount vs. a percent you will enter the
distributions on the lines.
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If you are entering the
distributions on the line(s), click

e and go to Line Iltems

on Page 14

If you are entering the
distributions here and if there
are multiple chartfield strings,

click

Enter the number of rows to
add. (If you are distributing by
2 chartfield strings, click

$ to add 1 row.

If you have entered a due date
either more than 30 days in the
past or 30 days in the future the
following message will appear.

Click. K

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 .

Click =~ 9K

Requisition Defaults

Explorer User Prompt

Script Prompt:

Enter number of rows to add:

YWwarning -- date out of ranoge. {15,493

The date entered is either more than 30 days in the past or 30 days in the
future. This is not narmally true for this date. Either acknowledge that the date
is Ok, ar carrect the entered date.

st | )

B fi
list  Persent GLUNE  Accound find ~ [ept Frogram U;rﬁjs Project Al SreType Cafecory Budfef  Afilate ﬂ Budget Lotz Loefion Ih Uit
3

I ‘ i ] R

T T WA A

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12) Page 13



Line Item(s)

Description — Type the
description of the item being

ordered; i.e. Catering
Services. The description
should include any pertinent
information; i.e. date of
event, etc.

Maintain Requisitions

Requisition

Business Unit: URIPS
Requisition ID:  NEXT
Requisition Name:

*Requester:
Requisition Date:
Origin:

*Currency Code:

Accounting Date:

Return to Requester: [

bettyg @, GilBetty

02/03/2012 Requester Info
v @lntemal Vendor

Requisition
USC Dollar

02/03/2012 [51

Purchasing Kit
Item Search

Ship To/Due Date

Catalog
Requester ltems

Status Vendor Information

ltem Information Attributes Contract

Requires State Approval: [ Status: Open

Budget Status: |ot Chicd

Hold From Further Processing

Reaquisition Defaults
Add Comments
Reguisition Activities

Amount Summary

Total Amount: 0.00 USD

Customize | Find | View A1 E First K1 4.or 4 I | aet

Sourcing Controls

Description

Quantity *UoM

A Eg o.oo00

[ O - S

View Printable Version

Save | =] MNotify | ¥ Refresh

Category Price Amount Status

0.00 Open O E R E

*Go to: More...

_[L Add 7| UpdatelDisplay

If additional information needs to be added, it can be added as a “comment” which will be

described later.

Quantity — Type the
quantity.

Maintain Requisitions

Requisition
Business Unit: URIPS Return to Requester: []
Requisition ID: NEXT

Requisition Name:

betyg D, Gil,Betty

021032012 Reaquester Info

1\ @, Internal Vendor
Requisition

*Currency Code: USD Dollar

Accounting Date: 02/03/2012 [5]

Purchasing Kit Catalog
ltem Search Requester ltems

Ship To/Due Date || Status

*Requester:
Requisition Date:

Origin:

Vendor Information

Requires State Approval: [[] Status:

ftem Information

Open
Budget Status: not Chikd

Hold From Further Processing

Requisition Defaults
Add Comments
Requisition Activities

Amount Summary

Total Amount: 0.00 USD

Customize | Find | Vie First LY 10f1 0 Last

Attributes Contract Sourcing Controls

Line Description *UOM Category Price Amount Status

1 2 [Catering Senvices for = ¥ [ & [eap & |

View Printable Version

5] save | [=] wotify = [i* Refresh |
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UOM - Enter the UOM;

W Ship To/Due Date Status Vendor In

Line Description

ie: ea or click QU to search

1/ [Catering Senvices for
View Printable Version
E save

[=] motify | |l Refresh

& Il ]

=

formation Item Information Attributes Contract E)
Quantity

= B, [1.0000

*UOM Price

a o

Category
Q, |[269D

Amount Status
Open O[S =
..More...

B Add Update/Display

Look Up UOM

Unit of Measure; begins with «

Look

Searc

Wiew 100
it of Measure Description

Select from the SearchResults

Category — Note the Category has
populated from the Requisition
Defaults. DO NOT CHANGE

| Ship To/Due Date || Status

Line Description

1 Fé. (Catering Senvices for

&
o

Price — Enter the unit price for the || 2Pt esion

item. You only need to use a
decimal when the unit price is in
dollars and cents.

& save =] Notify

) Refresh

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12)
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Basic Loakup

h Results
First il 1123 of 123 LI Last

Short Description
AvdCost
BAG 15
BAG 25
BAG 50

Averade CostDallars

arrel - Liguid easure
Bundle
Bale
Box
BARREL

Bushel - Dry Measure
Celsius

H 5
Aftributes ~ Contract E)

Price

Qlo

LA

Vendor Information
Quantity *UOM  Category
&, [10000 [ror @ 269D

ttem Information

Amount Status

Open CUEERR

More...

*Go to:

B Add Update/Display
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Cick the Schedule -

Maintain Requisitions

Requisition

Business Unit: URIPS

Requisition ID: NEXT
Requisition Name:

=

*Requester:
Requisition Date:

Origin:

Accounting Date:

Purchasing Kit
ltem Search

) Ship To/Due Date

Description

1/ B [catering services for = 2, [1.0000

fiew Printable Version

*Ship To - defaults from
the Requisition Defaults
page.

*Ship to Control - the
default ship to control is
“K” for Kingston Central
Receiving.

5] save | |[=] Notify | |2

Return to Requester:

9, Gil Betty
Reguester Info

odlnternal Vendor
Requisition
Dallar

[

Catalog
Requester ltems

Status Wendor Information

Quantity =UOM

Refresh

Maintain Requisitions

ltem Information

TOT @,

Requires State Approval: Status: Open

Budget Status: ot Chicd

¥| Hold From Further Processing

Requisition Defaults

. mments

Requisition Activities

Total Amount:

Attributes Contract Sourcing

Category Price Amount Status

2600 (@, || 75035000 750,35 Open

.More...

Update/Display

Schedule

Business Unit:

Requisition ID:

Return to Main Page

1 Item:

Sched

Add/Edit Comments

5 save

=] Metify

Requisition Date:

Status:

Catering Services for student

w3 Refresh

Quantity:

Price

750.35000

0210372012

Open

1.0000 Total ~Merchandise Amt: 750.35 USD

s
Amount Due Date

Attention To Status

750.35

B Active

02114/2012[H Gl Betty

=% Add | 2| Update/Display

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, RIl. 02881.

To Change the default_Ship to Control click™

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12)

Page 16



Look Up Ship To Control

Select “G” for GSO Central Receiving
Select “D” for Direct Delivery to the department

Field Value: hegins with
(non_Central Receiving) Translate Long Name: hegins with «
Look Up Clear Cancel |Basic Lookup
If delivery is to be made to the Alton Jones Search Results
‘e . . Wiew 100 First 13 0f3 [p] Last
Campus or FCCE select “D” for Direct Delivery. Fickl Value Transite Long llame

Direct Delivery
G20 Central Receiving
Kingston Central Receiving

(Note: This action only needs to be performed
on line 1/Schedule 1).

When selecting “K” or “G”, the ship to address will read URI, Central Receiving followed by the

City, State, Zip, department name and address.

Ship To: URI Central Receiving
Kingston, Rl 02881 _ _
Deptartment of Chemical Engineerin
16 Greenhouse Rd., 205 Crawford Hall
Attention: Emma Harrold

If you have selected a ship to of “OFFSITE”, change the Ship to Control to “D”. The complete
ship to address will be entered in a comment field on the requisition header comments.

Add Ship To Comments

If you have chosen an OFFSITE ship to location do not access the

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12)
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Ship to Comments - If you would
like the shipment to be
addressed to a particular
individual Click the

Add Ship To Comments

Hyperlink.

Maintain Requisitions

Schedule

Business Unit: Requisition Date:

Requisition 1D: Status:
Return to Wain Page
1 Item: Catering Sevices for student

*Ship To s

=g Control

Quantity

1 B 21030018 @ D @, 1.0000

Add Ship To Comments

(Note: This action is performed
once on line 1/sechedule 1 only)

i . St
Click on the Ship To:

drop down menu and select the ship
to location. 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 that the
shipment should be addressed to.

Click.  ©K

[5] save | |=] Notify

“* Refresh

Requisition Ship To Comments

Business Unit:

Requisition 1D:

*5ort Method:

Comment Time Stamp -

02/03/2012

Open

Quantity: 1.0000 Total Merchandise Amt:

Price Amount Due Date Attention To

750.35000 75035 02(14/20123Y | Gil Betty

Requisition Date: 02/03/2012

Status: Open

“Sort Sequence:

Use Standard Comments O ment Status:

From -= REQ URIPS-MEXT

Cancel Refresh

Requisitiocn Ship To Comments

Business Unit:

Requisition ID:

*Sort Method:

Use Standard Comments

Comment Time Stamp

Ship To:

Requisition Date: 02/03/2012

Status: Open

*Sort Sequence:

2103_001_ ~ Comment Status:

Status

[ | Active

Ascending

Ascending

7| Update/Display

Inactivate | [+]

¢

Inactivate ﬂ

Emma Harrold

From -= REQ URIPS-NEXT

Cancel Refresh

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12)
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Maintain Requisitions

Schedule

Business Unit:
Requisition 1D:

Return to Main Page

Item:

Sched *Ship To

Add/Edit Comments

5] save | |[=] notity | | &%

Requisition Date:

Status:

Catering Services for student

Ship To
Control

D @, = [1.0000 750. 7503

Refresh

Quantity

Quantity: 1.0000 Total ~Merchandise Amt: 750.35 USD

N
Amount Due Date

Attention To Status

0214720125 | Gil Betty

4 Add | | 7] UpdateDisplay

If the chartfield string distribution(s) was not entered on the Requisition Defaults the requisition
cannot be saved. Skip this section and go to Entering Distribution(s) on the Line (page 20)

If the chartfield string distribution(s) was entered on the Requisition Defaults page @ and

[F] save

the requisition.

Click

Requisition ID has been
assigned. The Requisition
ID is for internal use only.
(This is not the po number)

Go to page 22 to add
additional lines or page 25
to add comments.

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12)

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

The Hald Fraom Further Processing check box is currently on for this
requisition. Ifvaur intention is to hold this requisition simply hit the OK button
inthis message box Ifvou would like to release this requisition, turn off the
Hold Fram Furher Processing check box and hit the save button.

Ok

Maintain Requisitions

Requisition

Business Unit: URIPS

*Requester:
Requisition Date:
Origin:

*Currency Code:

Accounting Date:

Purchasing Kit
ltem Search

Ship To/Due Date

Description

1 % Catering Services for 2

View Printable Version

[5] save

ot Return to Search

Return to Requester: Requires State Approval:

Status: Open
Budget Status: Not Chk'd

V| Hold From Further Processing

bettyg Requisition Defaults

2, Gil Bty
Requester Info

Qj\nlernal Vendor
Requisition
Dollar

02/03/2012

IV Document Status

5 Total Amount:

Catalog
Requester ltems

Retrieve

Status | Vendor Information | fem Information | Atiributes | Contract

Sourcing Controls

Quantity ‘UOM  Category Price Amount Status

€2 [1.0000 Tor/@, [26e0 @, |[ 75035000 Om B R =

750.35 Open
-Mare...
4] Mextin List

=] Netify | i3 Refresh

Page 19



Entering Distribution(s) on the Line

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

1
Click on the % distribution
tab

When distributing by
more than one chartfield

string click ™= to add the
desired number of rows.

Enter the desired number of
rows. For example if the
purchase is being charged to
2 chartfield strings, you
would add 1 row click

Maintain Requisiticns

Schedule

Business Unit: Requisition Date: 02/03/2012

Requisition ID: Status: Open
Return to Main Page

1 Item: Catering Services for student Quantity: 1.0000 Total

Sched *Ship To S

Comtrol Quantity  Price

Amount

1 B [2103.0018 @ [D @, = [1.0000 75035000 | 750.35

AddiEdit Comments

5] save i Reafrash

=] Notify

Merchandise Amt: 750.35 USD

2

Due Date Attention To Status

0214120125 Gil Betty «e

[ Add 7] UpdateiDisplay

Maintain Reguisitions

Distribution

Requaiton X

Explorer User Prompt

Script Prompt:

Enter number of rows to add:

Cancel

oK
=

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12)
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Maintain Requisitions

Distribution

Requisition IC:
Line
Schedule:
Ship To:

*Déstribute Dy:

SpeedCham:

Quantity:
Dpen Amoant

Marchondiss Amu

Ustal | Assetwionmat Grodged Il o)
Dt ¥ -‘ GLint  Oudget Date
20pe LRIPS 3
= Cancel i

The total percent and dollar amount of the line populated to distribution line 1 and the
Account populated on all distribution lines from the category that was chosen on the
Requisition Defaults page. DO NOT CHANGE THE ACCOUNT.

Enter the percent or amount for
each distribution line along with
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

Q

clicking .

Click 9K

Nantain Requisitions

Distribution

NOTE: IV REQUISITIONS CAN ONLY BE PROCESSED FOR GOODS AND/OR SERVICES TO BE DELIVERED WITHIN
THE CURRENT FISCAL YEAR, THEREFORE, THE BUDGET DATE CANNOT BE CHANGED ON AN IV REQUISITION.

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12)
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Maintain Requisitions

Schedule

Business Unit:
Requisition ID:

Click

Return to Main Page
Line

Item:

Requisition Date:

Status:

Catering Semvices for student

Quantity:

021032012
Open

Find | View All First B} 40f 4 3 Last

1.0000 Total Merchandise Amt: 750.35 USD

Customize | Find | View 21| B First K1 4 of 1 3 Last

*Ship To

Ship To

Control Sy

Price

Amount Due Date Attention To Status

1 & [2103_001_s

Add/Edit Comments

Save: El Mnt\fy: :g

Maintain Requisitions

@ [0 |@ |=[1o000

Refresh |

[750.25000

750.35

02/14/2012E  Gil Betty

=2 Active

[Eh Add| || Updatemisplay |

Requisition
Business Unit: URIPS

Requisition ID:  MNEXT
Requisition Name:

Return to Requester: 7]

Copy From

~ Header

*Requester:
Requisition Date:
Origin:

*Currency Code:

Accounting Date:

bettyg @, Gil Betty

0210312012 Reguester Info
[V @ Internal Vendor
Requisition

usD Daollar

02/03/2012 El

Add tems From

Purchasing Kit
ltem Search

Ship To/Due Date

Catalog
Requester ltems

Status. Vendor Information

ltem Information

Requires State Approval: [ Status: Open

Budget Status: pjot Chk'd

Hold From Further Processing

Reqguisition Defaults
Add Comments
Reguisition Activities

Amount Summary

Total Amount: 750.35 UsD

Customize | Find | View

Attributes Contract Sourcing Controls.

Line Description

Quantity oM

1 B |catering senvices for = 21 B [1.0000

View Printable Version

Click & Save.

[5) save | [ Notity | [&3

Click

If there are additional line items Click

Refresh |

[ToT|@, [280D

This Requisition will be held from further g

The Hold From Further Processing chy
requisition. [fyour intention is to bolg
inthis message haox Ifyad woul
Hold From Further Processing 2

Category Price Amount Status

@, || 750.35000 750.35 Open

*Go to: More

Acessing (20001,44)

k hiox is currently on for this
Tthis requisition simply hit the OK buttan
2 to release this requisition, turn off the
eck box and hit the save button.

oK

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12)
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Enter the desired number of
rows (lines) to add. For

example if the requisition is
for a total of 3 lines, enter 2

ok,
and click 4

Type the description,
quantity, UOM and price
for each additional line.

Explorer User Prompt

Script Prompt:

Enter number of rows to add:

Cancel

55
| Caneel |

]

Maintain Requisitions

Requisition
Business Unit: URIPS Return to Requester: Requires State Approval:
Requisition ID: 0000019908

Requisition Name: 0000019308
E

*Requester: bettyg &, Gil,Betty Requisition Defaults

02/03/2012
v

Reaquester info
i Internal Vendor
Requisition

Requisition Date: Reguisition Activities

Origin:

*Currency Code: Dollar Total Amount:

Accounting Date:

Purchasing Kit

Item Search Requester ltems

Ship To/Due Date Status Vendor Information ttem Information

Description Quantity *UoM Category Price

1 B2 [Catering Services for = 2 B3, [1.0000 ToT@, [2890 @
=3 = & [o.0000 @, @
Y= 1 €, [o.0000 @, @,

View Printable Version

|5) save | |=] Netify |i* Refresh

Aftributes Contract

750.35000

Status: Open
Budget Status: Not Chicd

¥|Hold From Further Processing

750.35 USD

T
Sourcing Controls

Amount Status

Cm E BB
Om E R=E
CmE E ®E

750.35/Open
0.00/Open
0.00 Open
..More -

|+ Add 7| Update/Display

Note: If you are requisitioning more than 5 line items using the same category/account you may issue a
requisition with 1 line item; description should read See Attached and attach the quote containing all

items.

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12)
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Maintain Requisitions

Requisition

Business Unit: URIPS Return to Requester: Requires State Approval: Status: Open

Requisition ID: 0000019908 Budget Status: Not Chid
Requisition Name: 0000019908

V| Hold From Further Processing
=

*Requester: ety @, Gil Betty Requisition Defaults
a g Add Comments
Requisition Date: Reaquester Info
@ Internal Vendor
Requisition
*Currency Code: Dollar Total Amount: 380.35 USD

Reqguisition Activities

Origin:
Accounting Date: 2l

Purchasing Kit Catalog
Item Search Requester ltems

Ship Te/Due Date Status Wendor Information Iem Information Attributes Contract Sourcing Controls

Description Quantity *Uom Category Price Amount Status
1 B [catering Services far = 2 3 [1.0000 TOT/@, [289D |@ |[ 750.35000 750.35 Open QO E EE
2 B [coffee Service for = 2 € [1.0000 TOT/@, [289D0 |@ |[ s5.00000 55.00 Open QO E EE

3 B [snackforafemoon = 2 B3 [1.0000 TOT'@, [289D . | 75.00000 75.00 Open O E [

View Printable Version ..More... -

[F] save =] Notify | {% Refresh % Add || 7| Update/Display

Note: The Category will automatically populate from the Requisition Defaults page once
you have entered a description, DO NOT CHANGE.

If the chartfield string(s) distribution was entered on the Requisition Defaults page it will
automatically populate on each line. If the chartfield string(s) distribution was not entered
in the Requisition Defaults they will need to be entered on each line as described above.

If there are no more items to add click & Save

This Reguisition will be hield from further processing (200017,42)

The Hold From Further Processing check box is currently on for this
requisition. Ifyour intention is to hold this requisition simply hit the QK butian

inthis message box IFyou would like to release this requisition, turn off the
Hold From Further Fracessing check box and hitthe save buttan,

. 0k
Click =
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Maintain Requisitions

Requisition
Business Unit: URIPS Return to Requester: Requires State Approval: Status: Open
Requisition ID: 0000019908 Budget Status: not Chked
.

R isit . :

To add comments click on oauiiton ame: 0000919902 9 Hola From Further processing
~

Add Comments :
the - hyperllnk *Requester: Detlyd =1 o Requisition Defaults

P Add Comments

Reqguisition Activities

Requisition Date: 0210312012 Reaquesterinfo
v @, Internal Vendor

Requisition
*Currency Code: Dollar Total Amount: 880.35 USD

Origin: v

Accounting Date: 2/03/2012

Purchasing Kit Catalog
Item Search Requester ltems

)
Ship To/Due Date Status Wendor Information Htem Information Attributes Contract Sourcing Controls
Description Quantity *uom Category Price Amount Status
1| [Catering Services for = 120 £ [1.0000 TOT @, 2600 |@ |[ 75035000 750.35 Open
2|[@ [Coffee Senvice far =@ & [1.0000 TOT @ |2600 | & 55.00000 55.00 Open

3 [ [snackforafiernoon = 21 B3 [1.0000 TOT @, [2800 @& 75.00000 75.00 Open

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

5] save | |[=] Motify #% Refresh Ek Add | 2] UpdateDisplay

Comments — Comments can either be a typed comment(s) or an attached document(s).

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, etc.

Comments or information pertaining to the purchase may be used for comments for the vendor,
or internal comments.

For the comments to print on the purchase order you must Select [sendto Vendor ¢ 4pe

comments are for internal use only, do not check the box.

Note: All requisition “comments” will print on the requisition but will not print on the Purchase

Order unless you have checked ““ 3€ndto Vendor

The Send to Vendor option applies to comments in the comment text box only, not to the
documents attached.

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 (IV), Requisition ID_ followed by the type of attachment; ie: quotes, for
example IV19908_Catering Quote.

Any attachment that is to be sent to the vendor along with the resulting purchase order will need
to be scanned and attached separately and not combined with any internal documentation.

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12) Page 25



If an “OFFSITE” Ship to Location Header Comments
was chosen, enter the entire Business Unit URIPS Requisition Date:

ship to address in the comment Requisition ID: 0000019908 Status:
field as follows:

*“Sart Method: Comment Time Stamp *Sort Sequence: Ascending

URI, Dept. Name
c¢/o Company Name

Use Standard Comments Comment Status: Adtive Inactivate

Street Address »
Attention

City’ State’ Zip Send to Vendor

CIiCk Send tﬂ 1I|III-End':}r Attachment:

From -= REQ URIPE-0000019308

Cancel Refresh

To add additional comments and/or attachments click

Header Comments

Business Unit: URIPS Requisition Date:
Requisition ID: 0000019908 Status:

*“Sart Method: Comment Time Stamp *Sort Sequence: Ascending

Use Standard Comments Comment Status: Adtive Inactivate

g

Send to Vendor
To add an attachment:
Attachment:

From -= REQ URIPE-0000019308

Click | Atach

Cancel Refresh

Purchasing Internal Vendor (IV) Requisition (Rev. 2-15-12) Page 26



File Attachment

Click |

Lpload Cancel |

Locate the attachment and double click.

File Attachment

Click | Ynload ZAScanned PDF g\ 19908 CateringCuote. pdf
Lpload Cancel

Header Comments

If you would like the
attachment to be included With Business Unit: URIPS Requisition Date: 02/03/2012

Requisition 1D: 0000019908 Status: Open

the resulting purchase order,
] Email

~Sort Method: Comment Time Stamp ~Sort Sequence: Ascending - Sort
check the b

| comments

Find | View Al First &I 4 of 1 I3 | ast
Use Standard Comments Comment Status: Inactivate Undo [+]

If the attachment(s) is for
internal use only do not check
the box. For example, if the
attachment includes a sole
source justification the e-mail
check box will not be checked.

el

[7] send to Vendor

Attachment: IV_19908_CateringQuote.pdf

From -= REQ URIPS-0000019908

OK | Cancel | Refresh

To add additional comments click

To view all comments click on the Y221 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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Header Comments

Business Unit: URIPS Requisition Date: 02/03/2012

Requisition 10: 0000019208 Status: Open

*Sort Method: Comment Time Stamp b *Sort Sequence: Ascending hd Sort

Comments Find | View 1 First B 42 0f2 1 L==t

Use Standard Comments Comment Status: Active Inactivate Unde +|

g

[[] send to Vendor

Attachment: IV_19908_CateringQuote. pdf Attach Wiew Delete [ Email

From = REQ URIPS-0000012208

Use Standsrd Comments Comment Status:

Catering Event to start at 2:00

Send to Vendor

Attachment: Delete

From = REQ URIPS-0000019908

OK

Click' " when done.
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Maintain Requisitions

Requisition

Business Unit: URIPS Return to Requester: [] Requires State Approval: [[] Status:

Open
Requisition ID: 0000019908 Budget Status: Not Chicd

Requisition Name: 0000019908
Hold From Further Processing

*Requester: WO: Gil Betty Requisition Defaults
Edit Comments
Requisition Date: 02/03/2012 Requester Info I —

Internal Vendor Requisition Activitie
Origin: ’Ni@h L L

Requisition

*Currency Code: Dollar Total Amount: 88035 UsD

Accounting Date: 02/03/2012 [5]

Purchasing Kit Catalog
ltem Search Requester ltems
Customize | Find | View & | B | 2 13073 I (ast
Ship To/Due Date Status Wendor Information tem Information Attributes Contract Sourcing Controls
To view and/ or Line Description Quantity “UoM Category Price Amount Status
print a copy of the 1 B [Catering Senvices for = (21 €3 [1.0000 ToT/@, (2890 @, [ 75035000 750.35 Open Ol = =

requisition click 2 B [Coffee Senice for = 2 R, [1.0000 frot/® [2690 @ |[ ss.00000 55.00 Open O E R E
! 3 B [snackfor atemoon = 3 [1.0000 [foT/@ (2690 @, [ 75.00000 75.00 Open Om E R E

View Printable Version

— | view Printable Version *Goto: ~.More... -

5] save | [=] Notify | [£* Refresh | =k Add | | 5] Update/Display |

Daoyauwish to save the current dacument? {10250,274)

Document cannot be printed if it is not saved. [fyoud choose Yes, document
will e saved and printed. IWyou choose Mo, document cannot be printed.

Click "8 .
Tes Il Mo

This Requisition will be held fram futher pracessing (20001,42)

The Hold From Further Processing check box is currently on for this
requisition. Ifyour intention is to hold this requisition simply hit the QK buttan

inthis message box [Fyou would like to release this regquisition, turn off the
Huold Fram Further Processing check box and hit the save button.

8] 4
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(& hitps://devec.ucs.uri.edu:5401/ psreports/fsdqa/14013199/ porg0l0_2695071.PDF - Windows Internet Explorer

@l\_/'l' € | https://devec.ucs.uri.edu:5401/psc/fs9qa_1/EMPLOYEE % |‘?| A "l Google

File Edit GoTec Favorites Help

%Cnnver‘c hd ESeIect

Contribute [FEdit ~ [£f]Postto Blog

o - | et B-D- 8- E-@-0 Ess

»

77 Favorites | 95 USuggE:tecISites v | Add-Update POs g | Oracle PeopleSoft Enterpr.. @ Oracle PeopleSoft Enterpr...

»

To print a copy | & hitps://devec.ucs.uri.edu:5401 /psreports/fsdga/l... | fi ~ B - ) d&& - Page~ Safety~ Took~ @~

click on = @ H (=] ’T /1 Ik ‘“\_I,a‘ ’[g £ & |B% - %;] Collaborate - _:ﬁ'{ Sign~ i =

Find -

Internal Vendor Reguisiﬁon
This Form is for Internal Use Only

Suggested Vendor Mame: URI Dining Services Susiness Unit: URIPS OPEN
“Vendor Address: Dining Distribution Center Dats Page Req ID:
Kingston, Rl 02381 02/03/20132 1 0000019308
Vendor: URI_DIN Requaster E-mall far Receiving Report

~ . X cil, Batty battygéds . url .adu

Ship To: University of Rhode Island Requester Dept. Phons = Fax#®
Chemistry Department Purchasing 401/874-2310 401/874-2306
Pastore Hall, Room 210, 51 Lower College

. Kingston, RI 02881
Attention: Emma Harrold

[Line-Schd Deseription i Cue Date |

Catering Services for student orientation .00 750. 750.35 021142012

Coffes Senice for moming break 1.0000 TOT . 5. 02142012

1 Smnack for afternoon break 1.0000 TOT 75. 15 . 021452012

Catering Event to start at 8200

Total Reguisition Amount

Period Lime-Sch-Dist
F¥2012 1-1-1

m o,

1
-1-1
1.1

€0 Unknown Zone | Protected Mode: On

| -.
Once you have previewed and/or printed the requisition, close the window by clicking J]
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If necessary, make any Maintain Requisitions
Requisition

Business Unit: URIPS Return to Requester: Requires State Approval: Status: Open

changes that need to be

made. Requisition ID: 0000019908 Budget Status: not Chicd

Requisition Name: 00000199058
¥| Hold From Further Processing

When the requisition is Requester betta e SaseeTi T
complete and if you are Fequisttion bate: i — Roquistion Actvies
« .o e ” orin: _ ‘Reqwsili-:ln

an “originator” uncheck Curmency Coge: Dollar Total Amount: 880.35 USD
the “hold from further R -

processing" and click Purchasing Kit Catalog

Item Search Requester ltems
Bl save ' Pt K1

* g Ship To/Due Date Status Wendor Information Item Information Attributes Contract Sourcing Controls

Description Quantity Uom Category Price Amount Status
1 F|L:‘| Catering Semvices for 2 Ea 1.0000 TOT O‘ 269D O, 75035000 750.35 Open (.) [=5] @ ﬂ j
2 & [Coffee Senvice for = 2, [1.0000 ToT/@, [2600 @, | 55.00000 55.00 Open CmE EE
3 B [snackfor aftemoon = 2 8 [1.0000 ToT/@, [2600 @, [ 75.00000 75.00 Open O E EE

View Printable Version ..More... -

Gl Save | [[Z] Moti w2 Refrest = 7 ate/Display
) s Noti £* Refresh Add | | 5] Update/Disp

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 Internal Vendor Requisition: 8868819983, entered

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

If you are a “requester” and you have entered the requisition, uncheck the

Hold From Further Processing cjick on the ™ to Pre-Approve (the status changes from

=]
Open to Pending). Click (S

Status: Pending X
Budget Status: Mot Chi'd ﬂa

[1Hold From Further Processing
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If you are a “requester” and you have received an e-mail regarding a requisition that needs to be
submitted for approval, log on to PeopleSoft, retreive 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.

Workflow Approval

Level 1 - Signatory for Signature Authorization

Level 2 - Final Review from Signature Authorization

Level 3 — Administrative Approvals; ie:
e Foundation Office when using Foundation Funds
e Sponsored and Cost Accounting when using Research Funds
e Business Services when using Bond Funds

The “approver(s)” (level 1) will receive an e-mail:

This e-mail is to notify you that Internal Vendor Requisition: 8888819988,
Reguester: bettyg, is seeking level 1 approval for Chartfield String:

URIPS16684855880868, and has been added to your e-Campus Financials Worklist.

The Approver(s) can either “Approve” or “Deny” the requisition. Note: All approval levels have
the authority to “approve” or deny” a requisition.

If the requisition is Denied, the requester will receive an e-mail informing them that the
requisition has been denied. If the approver indicated a reason it will appear as a comment.

This e-mail is to notify you that Internal Vendor Requisition: 68688819988 entered
on 82/83/2812 has been denied by OPRID: bettyg

Comments: We do not have any funds remaining for this fiscal year.
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Once a requisition has been denied, the requester can retrieve the requisition;
(Purchasing>Add/Update Requisitions>Find an Existing Value). Enter the Requisition ID and click

v =-S5

™ to approve and (5] save
requisition, the workflow approval process will begin again. If a requisition needs to be cancelled
please see “Cancelling a Requisition”

Search. Make necessary changes, click on . Upon saving the

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. the “requester” will
receive an e-mail indicating that the requisition has been approved.

This e-mail is to notify you that Internal Vendor Requisition: 8888819983 entered

on B2/83/2812 has been approved.

Once the requisition has been approved by all levels the budget checking process will
automatically be initiated. If the requisition passes budget check, an Internal Purchase Order will
auto create through the sourcing process. The “requester” will receive an e-mail:

This e-mail is to notify you that Internal Vendor Reguisition: 8888819988 has been

sourced to Purchase Order: B8BBB35532.
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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.

Internal Vendor Purchase Order: 00000355382

URI_FSAdmin®@ucs.uri.edu
Fri 2/3/2012 3:09 PM
Betty Gil

] Message | "T0_0000035582_00050333.PDF (91 KE)

This e-mail is to notify you that Internal Vendor Purchase Order: 8888835532 has
been issued. Please note this is the department copy of the PO. To place the
order, please click on the PDF file attached to this e-mail, print the PO and
either hand carry or fax to the vendor. If you prefer to e-mail the PO, please
save the PDF file and attach to an e-mail to the wvendor.

THIS IS A SYS5TEM 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 PURCHASE ORDER AND
ANY ATTACHMENT(S) TO THE INTERNAL VENDOR.

Therefore, you will need to print the po and attachments, if any, and fax to the vendor or make a
copy to mail or hand carry to the vendor.

If you prefer to e-mail the PO, you can save the PDF file(s) and attach to an e-mail to the vendor.

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

Below is a sample of the Internal Vendor Purchase Order. The Purchase Order number is located
in the top right hand corner.
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Internal Vendor Purchase Order

THE -
azta o (P.D.# 0000035582

UNIVERSITY Pyt e FrRgRTee — -

Bt

Phone Due Date
OF RHODE ISLAND anfoereate 6271472012
Requester Phone Requester Email
Sil Betty 401/874-2310  bettypids uriedy

Bill To:  Accounting
URI, Cariolti Admin, Bldg.
Vendor: URI_DIN 75 Lower College Rd., Suite 1
URI Dining Services Kingston Rl 02881
Dining Digtribution Center (407) 874-2421
5381 Plains Rd
Kingston RI 02881 Ship To: University of Rhede |sland
Chemistry Department
Pastore Hall, Room 210, 51 Lower College
) Kingston Rl 02881
Attention: Emma Hamold

Tax Exempt? Tax Exempt ID: 183
ine-5ch emiDescription Guantity UOM

Catering Senvices for student
onentation

Coffee Service for moming break

-1 Snack for aftemoon break

Catering Event to start at 9:00

Amount

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

Rhode Island law requires that an MSDS be provided for each product containing hazardous chemicals as defined by O5HA
and Rhode Island regulations. Please include a copy with the shg}men'. and send an additional copy to the Department of
Public Safety, Environmental Health and Safety, 177 Plains Reoad, Kingston, R 02881

This purchase is made in accordance with the General Conditions of Purchase of the Board of Govermors for Higher
Education, copies of which are available at hitp:/fwww.uri.edupurchasing/

INTERMAL USE ONLY

od _Accounts Proiects. Actiity Requistion ID PO Type
2E9-100- 4055- D000 265D SD5.17 00000159908 ORI
5269-110-4061- D000

Assistant Vice President
Business Services

B

an

X
URT Authorized Individual

The signature on all Internal Vendor Purchase Orders is the Assistant Vice President for Business
Services. This signature is system generated and confirms a valid commitment of the University

to the vendor, 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.

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 vendor and the signed receiving report copy of the po.
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If the requisition fails budget check, the “requester” will receive an e-mail:

This e-mail is to notify you that |,emalvendor Requisition: 0000019908 has budget errors.

Because the requisition did not pass budget check the requester is able to access the requisition
and determine the cause of the budget error and either process a budget transfer and/or make
the necessary changes.

Retrieve the requisition — Purchasing>Requisitions>Add/Update Requisitions. Click on the tab:
Find an Existing Value, enter the requisition number in the Requisition ID field; ie: 0000019883

Search

and click

When you retrieve the requisition you will notice that the Budget Status: _ =[50 op 4 ¢he
requisition has automatically been placed back on hold.

Click on the Maintain Requisitions
. Requisition
hyperlink
Business Unit: URIPS Return to Requester: Requires State Approval: status: wed
>
Error Requisiion ID: 00000719883 > Budget Sta
Requisition Name: (0000019383
. V| Hold From Further Processing
to determine the <
cause Of the *Requester: bettyg B, Gil,Betty Requisition Defaults
a - Add Comments
Requisition Date: 0172612012 Requester info E——
bud et error » Requisition Activities
g . Origin: CR @, College Requisifion b0 et stans

*Currency Code: Dollar
. El
fecounting bate: Total Amount: 10,000,000.00 USD

Purchasing Kit Catalog
Iltem Search Requester ltems

Retrieve

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

Description Quantity *uom Category Price Amount Status

1/ [Convection Steamer = 21 €5 [1.0000 EA @, (654 |2, [10,000,000]  10,000,000.00 Approved QW E &=

view Printable Version _More..

[5] save [of Returnto Search | [t | Previousinlist |4 NextinList [Z] Mefify = &% Refresh
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Line Exceptions

Business Unit: URIPS  Requisition 1D: DDDDMQBBS;’E
In this particular instance “Exception Type: XTI -| []overnide Transaction
. Maximum Rows: 100 More Budgets Exist
the budget error exceptlon Search Advanced Budget Criteria

is the result of “Exceeds

Budget Chartfields

»” -
Budget Tolerance Details Business Unit E:gﬂr ExcEption More Detail T Transfer

Budget

& URIPS H Exceeds Budget Tolerance Maore Detail GoTo.. 5

5] save | |h Returnto Search | |[Z] Notify

Requisition Exceptions | Line Exceptions

If a budget transfer is necessary to support the purchase you will first need to make the budget

transfer. Once the transfer has been made, uncheck the "2 Hold From Further Processing  cjjck

5] save

process again.

. In this example, the requisition will not require re-approval and will invoke the budget

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, pre-approved
and saved.
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Cancelling a Requisition

Requesters can cancel a 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

Maintain Requisitions

Requisition
Example Of Denied Business Unit: URIPS Return to Requester: Requires State Approval:
Requisition ID: 0000013831
Requisition Requisition Name: 0000019881

=

*Requester: bettyg @, il Betty Requisition Defaults
- , Edit Comments
Requisition Date: 01282012 Eeduesterinte Reguisition Activities
e on Activitie

Origin: CR @, College Requisition 1o\ 1o siapye

*Currency Code: Dollar

. 01/25/2012 El
Accounting Date: Total Amount:

Purchasing Kit Catalog

Retrieve
Iltem Search Requester tems

Ship To/Due Date | Status || Vendor Information || ftem Information |~ Attibutes || Contract / Sourcing Controls
Description Quantity ~uom Category Amount Status
1 [ [Convenction Steamer = 2 3 [1.0000 Er @, ([654n & [5.26 5,265 00 Pending QW E =
View Printable Version More

5] save | |[oh Retunto Search = [Z] Motify | &3 Refresh

To cancel a requisition click on the X

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

Successful Cancellation

Click The requisition cancellation was successful.

&l save | £\ Return to Search MNotify | % Refresh
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Because Internal Vendor Purchase Orders 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 IV PO needs to be cancelled, please send an e-mail to
URIPurchasing@uri.edu referencing the IV PO number, the vendor name and the reason for

cancellation; i.e. ltem(s) no longer available. Purchasing will cancel the IV PO in full which will
liquidate the funds. It is the department’s responsibility to confirm the cancellation with the
internal vendor prior to requesting Purchasing cancel/liquidate the encumbrance.

If the IV PO 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 LIV PO when payment is made and will liquidate any unused
portion.
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