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Introduction

Employees who perform purchasing functions are able to create requisitions on-line in
the Oracle Purchasing Application. In addition, employees can forward their requisitions
for approval, view their requisitions on-line and print their requisitions.

Objectives:

At the end of this course, you will understand how to navigate through the Oracle
applications, how to create requisitions and you’ll be able to use the Oracle Purchasing
application to:

Create and forward a requisition for approval
Find a requisition that is already in the database
View the Action History of a requisition
Modify a requisition

Delete a requisition

Cancel a requisition or a requisition line

Create and print a report

Advantages of the Oracle Requisition Applications
Some of the benefits of the on-line system include:

Efficient — no need to fill out manual forms and then mail them to Purchasing
Timely — Your requisition can be approved and forwarded to Purchasing in one
day

Accurate — You will be able to send your requisition to the correct approver every
time
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Lesson 1: Create a Requisition

A requisition is the first step in obtaining goods or materials from outside suppliers for
your department or college. It is necessary to create an on-line requisition when securing
goods with a value of $1,500.00 or above. Please refer to the RIT Purchasing Policies
and Procedures for further details and exceptions.

Objective:
At the end of this lesson, you will be able to create and forward a requisition using RIT’s
Oracle database.

Scenario

Due to unexpectedly high enrollment, the campus day care center needs to add to its
computer system. Bill decides the he can schedule computer time for all the children
with two more Dell computers. He has to create a requisition and forward it to his
approver, Mary. Since the materials needed are to be purchased from vendors outside
RIT, he uses the Oracle system.

Directions: Create a Requisition — Lines

Log onto the system now.

*lUser Name

P
a3 ‘gg‘// {example: michael james.amith)

*Password

(example; 4u3vz3)

Cancel

Login Assistance

Accessibility|Hone . %
Select aLanguage:
English

Lhot this F';ggg F'ri'.,';gg‘:l.‘ Ctatement Copyright () 2006, Oracle. All iights
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From the list of responsibilities, select the “RIT Purchasing Requestor” responsibility.

Navigator

' Personalize

U Recruitment Employee Candidate

|_'I Purchasing Buyer
L] RIT Employee Seff-Service

__| RIT Purchasing Requestor j

T TRIT orkiow Weer

RIT Purchasing Requestor
5 Notifications

[ Supplier Ttem Cataiog
@ ltem Search

2 Requistion Surmmary
& Purchase Order Inguiry
& Parsonal Prafles

B Requests

Reports
B R
B st

This displays the Navigator — RIT Purchasing Requestor screen. Click on “Requisitions”.
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This displays the main requisition screen titled Requisitions — (NEW)

Header Alternate Regions (displays various field options)

WIETENRGNRTIAN Fochester Institute o Tel
Murmber _ U FPurchase Requ SEEGI Hiely, Rebecca L

Descripiion _ = 1 Total [ME=]n] 0.00
[

Fev Categary Deszcription

Phone

Lines (item entry) Additional Line Detail

This is the lines section of the Requisitions — (NEW) screen. The first (left-most) portion
if the Items Alternative Region is shown on this page.
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WM R ochester Institute of Te
Mumber _ EEN Purchase Regu SEEE A Kely, Rebecca L
Description _ = 5 Total (SNl 0.00
[

Rev  Category Description

; MNurmn Type [tem Rev Category Description IOk

L \ \ /[ \ B
\ N\ \ \ =

\ N/ \ i

\ \V4 \

Line Number P.O. type Reserved for Defines type Describes (in up to

Assigned by System future use of item 240 characters) what is
being requested

Using the scroll bar, navigate to the right-most portion of the lines section of the Items
Alternative Regions. Once all necessary values are entered, the Alternative Regions
Lines field automatically advances from Items to Source Details.

- Mum 10 Cluantity Price MNeed-By Amaount Charge Account
!|1 ach |2 1700 30-APR-2008 00:0C 3,400.00 ﬁ
| L.

[ 1/ / /
[ / /

QTY  Price Need-By Date System Updates Automatically
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Directions: Create a Requisition - Lines

To enter his requisition, Bill can either accept that the Type field defaulted to Goods, or
change it to one of the other options available by using the List of VValues (the three dots
in the right side of the field). Bill clicks in “Type” and keeps the system default of
Goods.

I Furchasze Requ CECI iely, Rebecca L
Status Tatal (W] 0.00

[

Rev  Categary Description

Expense Source  ERRITE
M Kiely, Rebecca L
i Rochester Institute of Technolog

" Eldg 99

Phone

Note: A “Multiple Purchase” order produces an open purchase order of a specified dollar
amount. This is useful for multiple, small purchases, such as hardware or film
processing. To create a “multiple purchase” order, place the cursor in the “Type” field,
click one time to activate the field and using the List of Values, select “Multiple
Purchases”. In the quantity field input the total dollars allowed for this purchase order.
The “Price” field will automatically default to “1”.

Bill then clicks the mouse pointer to the “Category” field and clicks once on the List of
Values.
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D

This displays the RIT item category screen, Bill must now click on the List of Values to
fill in the category field.

Category

Finc G

Categary | Description
Advertising

Apparel
Appliances
Art
Athletics & Sports
AudioVisual
Books & Subscriptions & Pubs
Cahle Yideo Services
Chemicals

Computer
Construction Concrete
Construction Conveying Sys.
Construction Doors & Windows
Caonstruction Electrical
Construction Equipment

PR o

Bill moves the selection bar to “Computers” and clicks “OK”.

To determine the subcategory, another dialog box appears.
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He chooses “Desktops”, clicks on “OK”, and the RIT item category dialog box is
completed.

Subcategaory
Find G

Subcategory | Description
Data Strorage Media

Hardware, Misc.

Laptops

Maintenance

Miscellaneous Any itern not listed
Monitors & Displays
Metworks, LAM & WAk
Feriphearals

Printer Supplies

Printers, Plotters & Scanners
Servers

Serice & Maintenance
Supplies, Misc.

Work Stations

He clicks on “OK?”, and returns to the Requisitions -(NEW) screen.

Oracle Training: Preparing Requisitions in the Oracle Applications
Revised April 2008 -10-



In the Description field, in the lines sections, Bill writes “Desktop Computer. The
description field should be used to thoroughly detail the item being purchased including
color or technical specifications.

Note: Oracle provides 240 character spaces for the undefined fields such as description.
If you need more than the 240 spaces available, you may attach additional text using the
steps outlined in pages 24 & 25.

He notes that the computer automatically provides a Unit if Measure of “Each”, which is
appropriate.

SIEETE S iely, Rebecca L
Total (SR 0.o0

Category Descriptian

Computer|Deskto |Desktop Computer

Destination Type  [SEElES

Kiely, Rebecca L

i Rochester Institute of Technolog
(N Bldy 29

Subinventory Phone

The edit function, available in the Toolbar, is very useful for inputting detailed
descriptions.

File Edit Wiew Foldzr Tools Window Help

BY0IG588PI 8 1 2 DPVI5E 12
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He scrolls to the right to see the rest of the screen. He requests 2 in the Quantity field.

SCHETEI Kiely, Rebecca L
Total (M= 0.00

([

Description UOK Quantity Price
Desktop computer Each |2 1700

Expense

M liely, Rehecca L

Rachester Institute of Technalog

Bldg 99

Subinventary Fhone

In the Price field, he enters the cost of the computer, 1700.

Please do not include a $ or comma in the Price field. The system is defaulted to US
dollars. Inclusion of a $ and/or comma will result in an error message.
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He places the cursor in the Need-By field, and presses the List of Values again.

This displays a calendar from which he can select a date. This is an optional field, but
Bill decides to choose the date he needs to receive the computers and clicks “OK”.

O Calendar

R w T F &
an N 2 3 4 5
6 7 9 10 11 12
13 14 16 WM 18 19
20 M 23 24 2B %
27 28 30 1 2 3
4 &5 B 7 8 18

B oo e
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Once the Items fields (e.g. Type, Category, Description, UOM, Quantity, Price, Need-
By) are completed, Bill notices that the screen advances to the Source Details screen. (If
the Need-By date is not completed, the Source Details section of the Lines can be
accessed through the Alternative Region or by using the Tab key.) The information in the
Source Details section is optional.

Note to Buyer should be used to supply the Purchasing Dept. with specific information

that would not be viewed by the supplier. Examples, fax numbers, delivery instructions,
etc.

CRUN R ochester Institute of Te

her _ ITEN Furchase Requ SCIEEI Kiely, Rebecea L
jon _ Status Total [N 3.400.00
[l

Source Details

RFQ Required DI ENTER
Murm Mote to Buyer Supplier term Type

Destination Type  [SeGEgE Source  [Edll:1g
M Kiely, Rebecea L
i Fochester Institute of Technolog
(N Eildy 29

Fhaone

Once any Optional Source Details are completed, Bill tabs the cursor to advance to the
Details screen. If Bill need to order any hazardous materials, he can find the UN
Numbers and Hazard fields in the Details screen. These fields are optional and can be
filed in using the List of Values to the right of the field.

If Bill continued to tab through the Details screen, he would access the fourth Alternative
Region — Currency. Since Bill only works in US dollars, it is unnecessary for him to use
this optional region.

The Buyer field should never be used under any circumstances. Please leave blank.

Oracle Training: Preparing Requisitions in the Oracle Applications
Revised April 2008 -14 -



Summary of Steps to Create a Requisition — Lines

1. Access Oracle Applications.

2. Select Requisitions on the Navigator — RIT — Purchasing Requestor screen.

3. Create preferences as needed. (optional — see page 21)

4. Place the cursor in the Category Field and click once.

5. Select the LOV to display the Category dialog box.

6. Inthe Category dialog box, select the LOV.

7. Click on the item to request and click OK.

8. In the Category dialog box, with the cursor in the second Subcategory field (it
should be there already), select the LOV again.

9. Click to choose the Subcategory Item and click on OK.

10. Both Category fields in the dialog box should be completed. Click OK.

11. Place the cursor in the Description field and type in the description of the item
being requested. Tab to the Unit of Measure field.

12. Verify that the Unit of Measure is correct. (Use the LOV to change the unit of
measure if necessary.)

13. In the Quantity field, enter the number of items being requested. Tab to the Price
field.

14. In the Price field, enter the unit price of the item being requested.

15. Place the cursor in the Need-by field (optional field).

16. Select the LOV.

17. Double-click on the calendar date that the item is needed by.

18. Complete any optional information in the Source Details screen by typing in the
information.

19. If necessary, complete any optional information in the Details screen by clicking
in the UN number and Hazard field and selecting the appropriate entries using the
LOV.

Directions: Create a Requisition — Additional Line Items

At the lower third of the Requisition (RIT)-(New) screen, many of the Additional
Line Detail fields are automatically completed. Bill notices that he needs to complete
the remaining (optional) Supplier fields. He places the cursor in each of the
following blank fields:

eSupplier
oSite
eContact
ePhone

Bill uses the LOV which displays a list of options. Bill selects the appropriate option for
each blank field. When all of the fields contain values, he saves the requisition by
clicking on the Save icon in the Toolbar.
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After saving, the computer assigns the requisition a number, and places it in the number
field at the top left of the Requisitions (RIT)-(New) screen. The final screen appears as
follows:

Summanry to Reguisitions ]

geRTIN Fochester Institute of Te

43029 Purchase Regu i iely, Rebecca L
. I s s 340000
[l

Secondary Sec
Meed-By Amount Charge Account LD Qua
30-APR-2003 00:0C 3,400.00

Expense N Supplier

Kiely, Rebecca L 3 A DELL MARKETING CORP
Rachester Institute of Technaolog N PLURCHASING

Bldg 99 Contact

Phane f0

Note: If the name of the supplier is not shown in the LOV, it may be typed into the
Supplier field. The appropriate mailing address, phone and fax numbers, and contact
names should be added to the “Note to Buyer” field. If the supplier is not known, the
field may be left blank. Purchasing cannot process a requisition until Accounting sets up
the new Supplier in Oracle. This involves receiving a “W-9” from the supplier.
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Directions: Create a Requisition — Distribution

The charge account information for this requisition is still needed. To complete the
requisition, Bill selects the “Distributions” button at the bottom of the Requisitions -
(New) screen. See below.

ummary to Requisitions - 4 -~

M Fochester Institute of Te

ber EHEEES = Purchase Requ SEEE M Kely, Rebecca L
jon _ Status Total [V 3,400.00
d B}

Secondary Sec
Meed-By Amaount Charge Account IO Clua
30-APR-2003 00:0C 3 400,00

Expense

Kiely, Rebecca L

Rochester Institute of Technolog
Eldgy 99
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This displays the following Distribution screen.

Click once in the Charge Account field.
O Distributions -

Accounts

Recovery
Mum  Quantity Charge Account Rate

GL Date

Budget Account

[ & 2

17-APR-2003

This brings up the Charge Account dialog box. He enters the appropriate information
into the respective fields, by using the LOV drop down menu to the right of the field, or

by direct entry. He then clicks “OK”.

ENTITY m FIT
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O Distributions - 430249

Accounts

Recovery
Murm Cluantity Charge Account Rate GL Date Budget Account
1 2 01.15500. 16200.00.84200.00000 18-AFR-2008 01.15500. 16200.00.54

ription

q RIT.PURCHASING. CARITAL EQUIFME SO RIT PURCHASING. CARITAL EQUIPME
EINRIT. ACCTG-ACCOUNTS PAYABLE AP CEMRIT. PURCHASIMNG. CARPITAL EQUIFME

Note: A separate distribution must be created for each line appearing in the items
screen. To properly link distributions and line items, you must first highlight the line
item on the items screen, click on “Distributions” button and create your G.L.
distribution. This G.L. distribution only applies to the item line that you initially
highlighted. To create distributions for other line items, you must return to the items
screen and repeat the process for those other line items.

Bill saves the requisition again by clicking in the “Save” icon in the Toolbar. This
activates the Approver button in the lower third of the Requisitions -(New) screen.

on Summary to Regquisitions Al M

W RN R ochester Institute of Te

MNumber &S] i Purchase Reqgu BICETE Kiely, Rebecca L
Diescri pti ohn _ = 3 Total [Nl 3 ,-4DD 0o
()

Secondary Sec
MNeed-By Amount Charge Account IO Clua
30-APR-2008 00:0C 3,400.00

Destination Type  |[SRlElEE] Source  El Il
S Il ey, Rebecea L EEINDELL MARKETING CORP

i Fochester Institute of Technolog
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Summary of Steps to Create a Requisition — Distribution:

1. Click the Distributions button on the bottom of the Requisitions -(New) screen
once.

2. Place the cursor in the Charge Account field and click once

3. In the charge account dialog box, enter the appropriate information in the
blank fields. When done, click the OK button once.

4. Save the requisition by clicking the Save icon in the Toolbar.
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Directions: Using Preferences to Create a Requisition (Optional)

Bill has the option of using the Preferences screen to make the job of creating requisitions
even easier.

If Bill wants to create a number of requisitions with repetitive information, he can fill out
this information in the Preferences screen. This is also a time saver if Bill were creating a
single requisition with multiple lines of repeating data. Examples of possible repetitive
fields include: Charge Account Numbers, Supplier, Need-By-Date.

To access the Preferences screen, Bill clicks on Requisitions from the Navigator screen.
He clicks on Tools in the toolbar and chooses Preferences in the drop down menu.

5 Window Help

WIETEN RN F ochester Institute of Te
er _ I Purchase Reqgu SEEET ey, Rebecea L
Status Total (=N 0.00
[l

Category Description

Destination Type

Subinventory Phaone
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Meed-By -
GL Date

Charge Account

Justification

The following screen appears:

ester Institute of Technology)

Currency

Rate Type

Rate

Rate Date

Mote To Receiver

Reference Mumher Source

Transaction Mature Buyer
[ Urgent Mote To Buyer
Destination Type [ BFQ Required

Reqguester Supplier

Organization Site

Location Contact

Subirventory Phaone

Bill can now fill in various fields that will be the same for each requisition that he
completes for this session that he is signed on. The Preferences that he enters will remain
until he logs off of the Oracle system or until he changes the information on his next
requisition.

Bill knows that he will be ordering several different kinds of items for the daycare, but
each item will be charged to the same account and will have the same Need-By-date. Bill
enters the appropriate date and charge account information in the Need-by and Charge
Account fields.

Bill also needs to click in Source for the bottom boxes to light up. He may then define
his supplier.
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O Requisition Preferences (Rochester nstitute of Technology)

Meed-By

L Date

Charge Account
Justification

Mote To Receiver
Reference humber

Transaction Mature

Destination Type
Requester
Crganization
Location

Subinventary

\DE-MAY-2008 00:01

Currency

01.15500.73150.35.00000.00000

[ Urgent

Rate

Source
Buyer
Mote Ta Buyer

Supplier
Site
Contact
Fhane

Rate Type
Rate Date

—
[—
——

Supplier

[ RF@ Required

DELL MARKETING CORP
FURCHAZING
FPEACOCK, JUSTIN

800 274-7795x45155

He clicks on the “Apply” button. The computer will now automatically fill in these
preferences. Bill will not have to re-enter the Need-By date or the Charge Account
number or the Supplier for each of the items.
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Directions: Attaching a Document (Optional)

Note: A Document may only be attached to the requisition after it has been saved.

Bill has the option of attaching a document with additional notations for the buyer,
supplier, or the receiver. If he chooses to do so, he selects Attachments from the edit
menu or uses the paperclip icon from Toolbar.

File Edit Wiew Folozr | findow Help

@PIRAD &R LY

Dascription

Entity Mame: REQ Line

I e B 21| Linsumznts Puhblish to Catalog Dacument Catalog. ..

Once the attachments screen has appeared, Bill needs to select the category of his
Attachment, by clicking the LOV in the Category field and types in “%”, then clicks
“Find”.
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O Attachments - 1,

Category Descriptian ay Be Changed

Categaories

Find

Category

Internal to Reguisition
mMiscellaneous

To Approver

To Buyer

To Receiver

To Supplier

Entity

Irizliclz Halziize Cloelrmeris Fublish to Catalog Docurnent Catalog..

He chooses To Supplier and clicks on “OK”. He types some type of description in the
required Description field and tabs to the Data Type field. Bill selects the type by using
the LOV drop down menu.

O Attachments - 1,

Category Data Type File or URL
To Supplier Short Text

Entity Mame: REQ Line

Type your additional infarmation here

Publish to Catalog Document Catalog. ..

Bill chooses Short Text and clicks “OK”. His cursor is now in the large window at the
bottom of the screen. Bill types in information about his requisition that is important to
the Supplier.

Once Bill finishes his Note to Supplier, he clicks on the “Save” icon from the Toolbar
and clicks on the close (x) box, which returns him to his requisition.
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Directions: Create a Requisition — Forward for Approval

The requisition must be approved. To do so, Bill needs to forward his requisition to his
approver, Mary. Bill clicks once on the “Approve” button located at the bottom of the
Requisitions -(New) screen and sees the following screen.

O Approve Document - 43029

Approval Details | Additional Options

~Encumhbrance

" Beseme [~ Unresere Unreserve Date .

[T Wze GL Override [T Uze Document GL Date to Unreseme Accounting Date

—Approval

W Submit for Approval Forward From |Kiely, Rebecca L

v Fanward Approval Path [Finance & Admin - Reg Appn
Fareward To |Karal, Tina B

MNote E
Change E
Summary

~Transmission Method

[ Print
[ Fax Fax Nurnber
= E-1ail E-Mail Address

Bill clicks once in the check box beside the word “Forward”, and notices that his name
has been automatically entered into the Forward From field. He clicks on the Approval
Path field, then on the Approval Path LOV and selects the proper path. He then clicks on
the Forward To and his supervisor should automatically fill in.

If Bill needs to change the Forward To, he can go to the LOV in the field and click once.
This brings up a search window. He then types in the person’s name, preceded by the
percent sign. A list of values will come up and Bill will select the correct name.

Once the Approve Document (RIT) screen is ready to be forwarded, Bill clicks on the
“OK” button. His requisition status is now “In Process”.
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Summary of Steps to Create a Requisition and Forward for Approval:

=

Click the Approve button on the Requisition — (New) screen.

Click once in the check box beside the word Forward.

3. Click once on the Approval Path field, then click once on the Approval Path
LOV button.

4. Select the proper Approval Path and a new box labeled “Employees” pops up.

Look at the Forward To field. If your approver is correct, click the “X” or

“Cancel” on the Employees box. If you need to change the person in the field,

type in their last name preceded by a percent sign. Select their name from the

list of values and click ok.

Add a Note to Approver if you wish.

6. Click Ok

no

o
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Master Summary

A. Summary of Steps to Create a Requisition — Lines portion:

LN~ WNE

12.

13.

14.
15.
16.
17.
18.

19.

Access Oracle Applications.

Select Requisitions on the Navigator — RIT — Purchasing Requestor screen.
Create preferences as needed. (Optional-see page 21)

Place the cursor in the Category Field and click once.

Select the LOV to display the Category dialog box.

In the Category dialog box, select the LOV.

Click on the item to request and click OK.

In the Category dialog box, with the cursor in the second Subcategory field (it
should be there already), select the LOV again.

Click to choose the Subcategory Item and click on OK.

. Both Category fields in the dialog box should be completed. Click OK.
11.

Place the cursor in the Description field and type in the description of the item
being requested. Tab to the Unit if Measure field.

Verify that the Unit of Measure is correct. (Use the LOV to change the unit of
measure if necessary.)

In the Quantity field, enter the number of items being requested. Tab to the Price
field.

In the Price field, enter the unit price of the time being requested.

Place the cursor in the Need-by field (optional field).

Select the LOV.

Double-click on the calendar date that the item is needed by.

Complete any optional information in the Source Details screen by typing in the
information.

If necessary, complete any optional information in the Details screen by clicking
in the UN number and Hazard field and selecting the appropriate entries using the
LOV.
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B. Summary of Steps to Create a Requisition — Additional Line Details portion:

w N

o o

Place the cursor in the supplier field in the lower third of the Requisition -
(New) screen.

Select the LOV for the drop down menu.

Double-click the appropriate option from the LOV to choose the Supplier.

If the cursor has not already advanced to the Site field, place the cursor in the
next blank field.

Select the LOV drop down menu in the right side of the field.

Double-click the appropriate site for the Supplier.

Repeat steps 4-6 for each remaining blank fields in the additional line details
section on the bottom of the Requisitions -(New) screen.

When all the fields are completed, click on the Save icon in the Toolbar to
establish a requisition number in the Number field at the top left.

C. Summary of Steps to Create a Requisition — Distribution portion:

1.

Click the Distributions button on the bottom of the Requisitions (RIT)-(New)
screen once.

Place the cursor in the Charge Account field.

In the charge account dialog box, enter the appropriate information in the blank
fields. When done, click the OK button once.

Save the requisition by clicking the Save icon in the Toolbar.

D. Summary of Steps to Create a Requisition — Forward for Approval portion:

N S

o

Click the Approve button on the Requisition — (New) screen.

Click once in the check box beside the word Forward.

Click once on the Approval Path field, then click once on the LOV button

Select the proper Approval Path and a new box labeled “Employees” pops up.
Look at the Forward To field. If the name is correct, click the “X” or Cancel
button on the Employees box. If you need to change the approver, type in their
last name preceded by the percent sign and click Find. Select their name from the
list of values and click ok.

Add a Note to Approver, if necessary.

Click OK
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Lesson 2: Find a Requisition

Objective:
At the end of this lesson, you will be able to find a requisition in RIT’s Oracle database.

Scenario:
To find a requisition he created, Bill performs the following steps.
Directions: Find a Specific Requisition

First, to find a specific requisition, he chooses Requisition Summary from the Navigator
— RIT — Purchasing Requestor screen by double-clicking on the Requisition Summary.

Waorklist
Full List
From  Subject « Sent
Standard Purchase Order 127499 requires your approval, 10-Apr-2008
Standard Purchase Crder 197567 requires your appraval. 10-&pr-2008

“TIP Yacation Rules - Redirect or auto-respond to notifications.
ATIP Waorklist Access - Specify which users can view and act Upon your notifications,

Navigator
Personalize
[ Recruitment Employee Candidate RIT Purchasing Requestor
L1 Purchasing Buer B notifications
[ RIT Employee Self-Service 3 i |
[ RIT Purchasing Requestor & Supplier Item Catalo
[ RIT Workflow Lser [E Item Search

[E Reguisitions

&= Requisition Summary j
(& Purchase Order Inouiry

[@ Ppersonal Profiles

@ Reguests

Reports
& Run
& Set
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This displays the Find Requisitions (RIT) window.

O Find Requisitions

Rochester Institute of Te

ltern, Rev

Category

Description

Supplier [tem

If Bill knows the requisition number, he places the cursor in the Requisition Number field
and enters the requisition number. Then he clicks on the Find button to see that particular
requisition.

The following screen displays:
O Reguisition Headers Summary

Description Approval Status Creation Date
Incamplete 17-APR-2008 11:34:57JLISD
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Later, Bill decides to view a list of all the requisitions that he has created. To do so, he
returns to the Find Requisitions (RIT) screen by clicking on the cancel button in the
upper right hand corner of the Requisition Headers Summary screen. (Mac users use the
“-*in the upper left corner of their screen to select close screen.)

O Find Requisitions

SRETE RN R ochester Institute of Te

Reference Murm _ Import Source
e [ tine Tyve (N

ltern, Rew

Category

Description ® Distributions

Supplier ltem

This time, rather than entering a requisition number, he leaves the Requisition Number
field blank, types “%LastName”in the Preparer field and clicks the “Find” button once.
This displays all of the requisitions that he has created.
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=
Mumber Description Appraoval Status Creation Date Curre
Incarnplete |17-APR-2008 11:34:57 UsD |~
43028 In Process J03-APR-2008 12:15:28)USD
43027 Returned |D1-APR-2008 13:43:14JUSD |
43026 Appraved |01-2PR-2008 13:35:34fUsD |
43024 Incomplete 31-MAR-2008 14:13:43|USD
43023 Rejected 31-MAR-2005 14:12:16|USD
43022 Approved 31-MAR-2005 14:08:46|USD
43021 Incomplate 31-MAR-2005 13:47-12|USD
43020 Approved 31-MAR-2005 13:40:48|USD
43013 Approved 31-MAR-2005 13:37:2¢JUSD |-
Sl A A AP A 4
Lines W0 Open

Curious to view the requisitions in a variety of ways, Bill returns to the Find Requisitions
(RIT) screen, and notes that he can select Headers, Lines, or Distributions in the Results
box in the lower right corner.

O Find Reqguis

NN Rochester Institute of Te

guisition M

Import S

Line Type

ltern, Rev

Categary

Description

Supplier ltem
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When he chooses Headers (the default value), he sees a list of all the header information
contained in the requisition (s) listed.

O
=

Murnber Description Approval Status Creation Date Curre

| |incomplete 17-APR-2008 113457 USD |~
43028 In Process 03-APR-2008 12:15:28JUSD

43027 Retumed 01-APR-2008 13:43:14]USD |

43026 1 |2pproved 01-APR-2008 13.35:34JUSD |
43024 | |incamplete 31-MAR-2008 14:13:43|USD
43023 ]I ]IRejected 31-MAR-2008 14:12:1E]IU5D
43022 1 |2pproved 31-MAR-2008 14:09:46|USD
43021 | |incomplete 31-MAR-2008 13:47:12fUSD
43020 ]I ]IAppmved 31-MAR-2008 13:40:4&]IU5D

43013 1 |#pproved 31-MAR-2006 13:37:2¢fUSD |-
FA ] A »

Lines R Open

When he chooses Lines, he sees a list of all the requisition lines for all the requisition(s)
chosen. For example, Bill notices that in this screen, if a requisition contains two lines,
this view allows him to view both, in addition to the other requisitions he has created.

=
Requesting Org|| Murnher Line Rey [term Descriptian Category
43029 1 Desktop computer ||Cnmpute =
Rochester Institfj43028 1 testing ||Advertisin
Raochester Instit||t1302? 1 return appraved lines to requestcﬂAdver‘cisin
Raochester Instit| 43027 2 return appraved lines to requestc] Advertisin|
Rochester Instit |43026 1 add to 133181 Auvertisin
Rochester Instit j43026 2 add to 133181 Audvertisin
Rochester Instit |43026 3 add to 133181 Audvertisin
Rochester Instit j43024 1 Pleaze allow to time out Audvertisin
Rochester Instit||43023 ||1 || ||testing reject a requisition ||Advertisin
Rochester Instit 43022 I | add to Po 133180 Advertisin -
A Sdraeaas »
Distributions e Open
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The Distribution selection displays the Requisition Distributions Summary screen. This
screen shows what account has been assigned to each requisition line.

o
=
Mumber Line Distribution Charge Account ltem Description
I 1 01.15500.16200.00.542 |Desktop computer |+

43028 | £ 1 01.15500.73150.35.000 |testing
43027 y|1 1 01.15500.73150.35.000 yIreturn approved lines to
43027 | 2 1 01.15500.73150.35.000 jlreturn appraved lines to -
43026 1 1 01.15500.73150.35.000 add to 1331581
43026 2 1 01.15500.73150.35.000 add to 1331581
43026 3 1 01.15500.73150.35.000 add to 133181
43024 1 1 01.15500.73150.35.000 Please allow to time o
43023 1 1 01.15500.73150.35.000 testing reject a reguisit
430272 1 1 01.15500.73150.35.000 add to Po 133180 -
A e »

W= Open
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Summary of Steps to Find a Requisition:
To Find a Specific Requisition:

1. Double-click on Requisition Summary from the Navigator-RIT-Purchasing
Requestor screen.

2. Place the cursor in the Requisition Number field and enter the requisition number.

3. Click on the Find button at the bottom of the screen.

To Find all Requisitions by a Preparer:
1. Double-click on Requisition Summary from the Navigator-RIT-Purchasing
Requestor screen.
2. Do not enter a requisition number.
3. Type “%LastName” in the Preparer field.
4. Click the find button at the bottom of the screen.

To View Headers, Lines, or Distributions of a Requisition:

1. Double-click on Requisition Summary from the Navigator-RIT-Purchasing
Requestor screen.

2. Select Headers, Lines, or Distributions from the Results box in the lower right
corner of the Find Requisitions (RIT) screen.

a. If Headers is chosen, the Requisition Header screen appears. The status of
the Requisition can be viewed from this screen.

b. If Lines is chosen, the Requisition Lines Summary screen is displayed.
Once a purchase order number is issued for a requisition, it can be viewed
in this window under Order Number.

c. If Distributions is selected from the Results box, the Requisition
Distributions Summary screen appears.
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Lesson 3: View Action History

Objective:
At the end of this lesson, you will be able to view the action history of a requisition in
RIT’s Oracle database.

Scenario:

Bill created a requisition some time ago, and he wants to know why he still hasn’t
received the items. To determine what happened to his requisition, he needs to view the
Action History of the requisition in question.

Directions: View the Historical Data of a Specific requisition

To look up the requisition, go to the Navigator-RIT-Purchasing Requestor screen and
double-click on Requisition Summary. This displays the Find Requisitions (RIT)
window.

O Find Reguisitions

ORI R ochester Institute of Te
Requisition Mumber |_g]
ar

Pre

Reference Mum _ Impart Source

Line [ Line Type |

ltern, Rey

Categary

Description

Supplier ltem

Bill can view a list of the requisitions by leaving the Requisition Number field blank and
verifying that Headers is selected in the Results box. He clicks once on the Find button
and views the Requisition Headers Summary (RIT) screen.
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=
Murnber Description Approval Status Creation Date Curre
43029 Incormplete 17-APR-2008 11:34:57JUSD |=
In Process 03-APR-2005 12:15:28 U5D
43027 Returned 01-APR-2003 13:43:140LISD
43026 Appraved 01-APR-2003 13:35:34)LISD
43024 Incomplete 31-hAR-2008 14:13:4-0U50
43023 Fejected 31-hAR-2008 14:12:1E5JUSD
43022 “ Anproved 31-hAR-2008 14:02: 460150
43021 Incomplete 31-MAR-2008 13:47:12U50
43020 1 |2pproved 31-MAR-2008 13:40:46JUSD
43019 1 |2pproved 31-MAR-2008 13:37:24[USD |
A e aaes »
Lines [ ey Open

Bill places the cursor in the Requisition Number field of the requisition he needs. He
clicks once to select the requisition. Then he clicks once on “Tools” in the Toolbar and
selects View Action History from the drop down menu.

a0 AT 7T View Linag Aol N A
T e ew Disnbulions:

=
Mumber Description Approval Status Creation Date Curre
43023 1 |incamplete |17-APR-2008 11:34:57UsD |~

jl ﬂm Pracess HDS—APR—EDDB12:15:2 UsD
43027 Returned 01-APR-2008 13:43:14USD
43026 Approved |01-APR-2008 13:35:34USD
43024 Incamplete |31-maR-2008 14:13:45}USD
43023 Rejected |31-maR-2008 14:12:1)USD
43022 Approved |31-maR-2008 14:09:46fUSD
43021 T [rcomplete ]Im-mm-zuua 13:47:12§USD
43020 | |2pproved |31-maR-2008 13:40:48)USD
43019 ]I ]IAppmved 31-MAR-2008 13:37:24)USD |
FLl AT A A 3
Lines e Open
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Since Bill’s requisition status is In Process, he is able to view the history.
O Purchase Requisition - 43028
Ferformed By

Karal, Tina R
Kiely, Rebecca L

Destler, Doctor William JApprovals notification ha
Kiely, Rebecea L

Karol, Tina R

Kiely, Rebecca L

agent |
- of the

n importer

2Tl

(Note: An error message appears because the requisition has no history until it has been
submitted for approval. An incomplete requisition has had no actions taken on it yet to
produce a history.).
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Summary of Steps to View Action History:

1.

no

o Uk~ w

Double-click on Requisition Summary from the Navigator-RIT-Purchsing
Requestor screen.

Choose Headers in the Results box located in the lower right had corner of the
find Requisition (RIT) screen.

Click the Find button at the bottom of the screen.

Place the cursor in the field directly to the left of the requisition needed.
Select Tools from the Tool bar.

Click View Action History from the drop down menu.
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Lesson 4: Modifying a Requisition

Objective:
At the end of this lesson, you will be able to modify a requisition.

Scenario:

Bill realizes he needs 3 computers but requested 2. Since he has already forwarded the
requisition, he can’t make any modifications. He calls Mary and asks her to reject the
requisition. Mary rejects the requisition and the computer system returns it to Bill by
changing the status to “Rejected”.

Directions: Modify a Requisition
Once Bill’s requisition has been rejected by his approver, he would use the following
process.

Bill logs on to the system, and views the Navigator screen. He double-clicks on
Requisition Summary. On the next screen, Bill places the cursor on the rejected
requisition, and clicks once on the “Open” button.

=
Mumber Description Approval Status Creation Date Curre
43029 1 Incomplete |17-APR-2008 11:34.57usD |~
43028 | In Process |03-4PR-2008 12:15:28JUSD
43027 “ Returned ]yID1—AF'R—2DDB13:43:1 usD |
43026 Approved 01-APR-2008 13:35:34JUSD |
43024 Incomplete 31-IMAR-2008 14:13:43JUSD
43023 ~| Rejected ﬂ31-MAR-QDDBM:12:1 UsD
33022 I Approved |ST-MAR-Z008 1309738 USD
43021 | Incomplete |31-maR-2008 13:47-12JUSD
43020 ]I Approved ]Im-mm-znaam:m:a UsD
43019 ﬂ Approved 31-MAR-2008 13:37:24JUSD |
Al 3
Lines [ e Open

This opens the requisition.

Bill makes the appropriate changes to the requisition, saves the changes and clicks once
on the Approver button. He then returns the requisition to his approver, Mary. (See
Create a Requisition-Forward for Approval.) The status of the requisition changes from
Rejected to In Process and can be viewed on the Requisition Headers Summary screen.
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Summary of Steps to Modify a Requisition

1.

NoOUIEWN

Double-click on Requisition Summary on the Navigator (RIT) Purchasing
Requisition screen and click Find.

Place the cursor in the Number field of the requisition to be modified.
Click on the Open button located at the bottom of the screen.

Make necessary changes to the rejected requisition, (e.g. Quantity, price.)
Save the changes.

Click the Approve button located at the bottom of the screen.

Return the requisition for Approval (See Create a Requisition-Forward for
Approval.)
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Lesson 5: Deleting an Incomplete Requisition

Objective:
At the end of this lesson, you will be able to delete an incomplete requisition.

Scenario

Bill has just created his last requisition of the day. He saves the requisition and is about
to enter the distributions, when he realizes that his coworker had already requested the
same items. Since Bill’s requisition has been saved and assigned a number but not sent
for approval, its Approval Status is “Incomplete”. To remove the incomplete requisition
from the system, he has to delete it.

Directions: Delete a Requisition

Bill logs on to the system, and views the Navigator screen. He double-clicks on
Requisition Summary.

Navigator
Personalize
(] Recruitment Employes Candidate RIT Purchasing Requestor
L = Notifications
1 RIT Employes Self-Service = , I
| RIT Purchasing Requestor j Slpoler [tem Catalo
] RIT Warkflow User & [tem Search

[# Requisitions

(i B Requisition Summary
& Purchase Crder Inquiry
@ Personal Profiles

@ Requests

Reports
B St

The following screen appears:
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O Find Reguis

.

Reference MNum

Line

ltern, Rev

Categaory

Description

Supplier termn

He selects Headers in the Results box in the lower right corner and clicks on the Find
button. The following screen appears:

=

Murnber Description Approval Status Creation Date Curre

1 |mcomplete 17-APR-2008 11:34:57fusD [~
43028 1 | Process 03-APR-2008 12:15:28|USD
43027 | |Returmed 01-APR-2008 13:43:14JUSD | -
43026 ﬂ ﬂApprnved 01-APR-2006 13:35:34)USD |
43024 Incomplete 31-MAR-2008 14:13:43fUSD
43023 Rejected 31-MAR-2008 14:12:12fUSD
43022 Approved 31-MAR-2008 14:09-4EfUSD
43021 Incomplete 31-MAR-2008 13:47:12fUSD
43020 Approved 31-MAR-2008 13:40:4£fUSD
43019 1 Approved 31-MAR-2008 13:37:2:JUSD |
Ll A A A L4

Lines WE Open

Bill places the cursor in the Number field to select the appropriate requisition, clicks once
to select the requisition he wants to delete, and clicks the Open button.
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Wumber S P urchase Requ SEEEI Kiely, Rebecea L
escription || = Total [JEN 1322.00
[l

Rev  Category Descriptian
Advertising|Brach |testing

Expence :

M iely, Rebecca L ENIEN A48 AUTOMOBILE CLUB
Rochester Institute of Technolog
Bldy 99

Subinventory Phaone

He clicks on the red “X” on the tool bar. He clicks “OK” in the action box asking “Do
you want to delete this record?”

O Caution

ﬁ Delete this record?

Cancel

To verify that the requisition was deleted, he exits and re-enters the Requisition Summary
window from the Navigator-RIT-Purchasing Requisition screen. He clicks “Find” and he
notes that the requisition number he just deleted is no longer listed in the Requisition
Headers Summary screen.
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Summary of Steps to Delete a Requisition:

1. Double-click on Requisition Summary from the Navigator-RIT-Purchasing

Requestor screen.

N

Requisitions (RIT) screen.
Click on the Find button.

Click the Open button.
Click on the red “X” on the tool bar.

Click on Headers in the Results box located in the lower corner of the Find

Place the cursor in the Number field of the appropriate requisition number.

N Ok w

Click “OK” in the action box asking if you want to delete this record
Save your changes by using the Save icon on the Toolbar.

Lesson 6: Canceling a Rejected Requisition

Objective:

At the end of this lesson, you will be able to cancel a requisition.

Scenario

While reviewing his requisitions, Bill notices a rejected requisition that needs to be

canceled.

Directions: Cancel a Requisition

To cancel the requisition, Bill logs on to the Oracle system and sees the Navigator — RIT
— Purchasing Requestor screen. He double-clicks on the Requisition Summary.

Navigator

Personalize

1 Recruitrent Ermploves Candidate

] Purchasing Buyer
1 RIT Etmployes Self-Service

| RIT Purchasing Requestor
1 RIT Wiorkflow User

RIT Purchasing Requestor
= notifications

(& Supplier Item Catalog
[ Ttem Search

[E Requisitions

[J Requisition Summary

[ Purchase Order Inguiry
[ Personal Profiles

@ Requests

Reports
& Run
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The following screen appears:

© Find Requisitions

Rochester Institute of Te

Reference Mum Import Source
tine [ Line Type [

Results

ltern, Rew

Categary

Description

Supplier tem

He selects Headers in the Results box, located in the lower right corner of the Find
Requisitions(RIT) screen and clicks on the Find button. The Requisition Headers
Summary screen appears.

=
=
MNumber Descriptian Approval Status Creation Date Curre
43029 Incomplete |17-APR-2008 11:34:57|UsD |
43028 In Process 103-4PR-2008 12:15:28|USD
43027 Returned |01-APR-2008 13:43:14[UsSD |
43026 Approved 1-AFR-2008 13.:35:34fUsD |
43024 Incomplete 131-MAR-2008 14:13:43[USD
43023 Rejected ]I31-MAR-2008 14:12:1E]lU5D
43022 Approved |z1-maR-2008 14:09:46fUSD
43021 Incamplete ]Im-mm-ma 13:47:1:J|U5D
43020 Approved |z1-maR-2008 13:40:45|USD
43019 Approved 31-MAR-2008 13:37:2|USD |,
Fl A A 3
Lines R Open
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Bill places the cursor in the number field to select the appropriate requisition and clicks
once to select it. He clicks on Tools from the menu bar, and chooses Control from the
drop down menu.

File Edit View Folder T 5 Window Healp

View Lines

View Distribulions
Wiew Action History
View Purchase Cerders
View Bales Dirdars

PI
rENces

Wiew Approval through Warkdlow

The Control Document window appears.
= Control Docurment - 43

Cancel Requisitian

In the Actions box, Bill clicks once on the Cancel Requisition and then clicks once on the
“OK” button. A caution dialog box appears:

2 Caution

Cancelled, it cannot be undone. Do

Cancel
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He clicks “OK”, and another Note dialog box appears:

O Mote

‘ Control Action is completed succ
see the changes.

He clicks again on OK.

To verify that the requisition was cancelled, Bill returns to the Navigator — RIT-
Purchasing Requestor screen. He clicks on Requisition Summary,

In the Find Requisition (RIT) screen, he chooses Headers in the Results box, types in the
requisition number that was just cancelled and sees that the approval status is Cancelled.

=
MNurmber Description Approval Status Creation Date Curre
43023 Cancelled 31-MAR-2008 14:12:1EJUSD | =
FL0 A A A AT L4

Lines e Open
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Summary of Steps to Cancel a Requisition:

1.

2.

©OoN A

Double-click Requisition Summary from the Navigator-RIT-Purchasing
Requestor menu.

Click on Headers in the Results box located in the lower right corner of the
Find Requisitions (RIT) screen.

Place the cursor in the number field to select the appropriate requisition
number.

Choose Tools from the menu.

Click on Control from the drop down menu.

In the Actions box, click Cancel Requisition.

Click on OK.

Click OK on Caution dialog box.

Click OK on the Note dialog box.

To verify that the requisition has been cancelled:

Eal NS

Return to the Navigator-RIT-Purchasing Requestor screen.

Double-click on Requisition Summary.

From the find Requisition (RIT) screen, choose Headers in the Results box.
The Status field should read Cancelled.
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Lesson 7: Running/Printing a Report

Objective:
At the end of this lesson, you will be able to run a report that allows you to view your
completed requisitions.

Scenario:

As Bill finishes up for the day, he decides to print a hard copy of the requisitions he
completed for the day.

Directions: Run and Print a Report
To run and print his report, Bill logs on to the Oracle system and sees the Navigator —

RIT — Purchasing Requestor screen. He double-clicks on “Reports” and then double-
clicks on “Run”.

Worklist
Full List
From  |Subject ~ Sent
Standard Purchase Crder 127499 requires your appraval, 10-4pr-2008
Standard Purchase Order 127567 requires your approval, 10-Apr-2008

“#TIP Yacation Rules - Redirect or auto-respond to notifications,
#TIP Wrklist Access - Specify which users can view and act upon your notifications.

Navigator
Personalize
] Recruitment Emplayee Candidate RIT Purchasing Requestor
= Purchasing Buyer : B Notifications
[ RIT Employes Self-Service _ —I' |
| RIT Purchasing Requestor “——‘ Supplier Item Cataiog
L RIT Workflow User @ Item Search

[

[& Reguisitions
[# Requisition Summary

& Purchase Order Inguiry
[& Personal Profiles

& Reguests
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The following screen appears:

O Subrmit a Mew Reguest

What type of request do you want to run?

ou to submit an individual request.
® Hequest Set

R

requests.

Bill clicks on “Single Request” and then clicks “OK”. The following screen appears:

O Submit Request
Run this B

MName

Language Settings. .. Debug Optians

At these Times

RS As Soon as Possible Schedule...

Upon Campletion. ..

all Output Files

Layout
Print to 4]
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Bill places the cursor in the Name field located in the upper right corner of the Submit
Requests screen. To see the list of report name options, he clicks once on the List of
Values icon located to the right of the Name field.

& Submit R
Run thi

Mame [Printed Rec

Raochester Institute of Technology

Armerican English

Language Settings. .. Debug Options
At these Times...
=R A5 Soon as Possible Schedule. ..

Upaon Cormpletion. ..

& Save all Output Files

SRS prpud3_app

0 ©

From the report names list, Bill chooses Printed Purchase Requisition Report and clicks
on “OK”. A Parameters screen appears.

© Parameters

Bill enters the number(s) of the requisition(s) he wants to print in both the From and To
fields and clicks OK. If printing one requisition, put the number in both fields. The
Submit Requests screen appears. To print this report, Bill clicks on Options. He changes
the number of copies from 0 to 1. He must also review the default Printer setting to
assign the desired system printer for output.
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Note: Output may be sent to any system printer defined in the Oracle system. Make sure
that your output is directed to the appropriate printer.

S Upon Complefion...

e all Output Files

_ Template Name Ternplate Language Format  For Language

Preyiew

For Language

Print the Cutput Ta:

Printer Copies For Language

|__ prpurd3_app 1| All languages
|
1
I

Bill clicks on “OK”.
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Run th

Printed Fegu

Rochester Institute of Technology

Armerican English

Language Settings... Debuy Options

=R GENEON A5 Soon as Possible Schedule. ..

pletion...

all Output Fil

Sl prpu3_app

e ©

Bill clicks two times on the “Submit” button and the Submit Requests screen appears.
Click “Refresh Data” to update the screen.

Refresh Data Find Requests Submit a New Request. ..
2536245 Printed Reguisitions Repord 18791, 18791, 2, USD, 50139, |=
2536245 Printed Reguisitions Repor Completed Marmal 18791, 18791, 2, USD, a0139,
25339865 RIT Purchasing Approvals E 4.4, 3090, %
2533955 RIT Purchasing Approvals E 5,5, 14031, N
2533828 Compile Key Flexfields Completed Marmal k., SALGL, GLLE, 50133
2533826 Prograrm - Generate Ledger|] Completed MNaormal 50133
2533815 Reguisition, Furchasing, R Completed Marmal (071-JUL-07F, 01-AUG-07, ...,
2533813 Requisition, Purchasing, R Completed Marmal P |
2533812 RIT Frinted Requisitions qu Completed Marmal 43018, 43018, 2, USD, 50139,
2533811 RIT Frint Purchase Order (] Completed Marmal R, 133173 133178, .Y, |-

Hold Request Wiew Details. .. ey Output

Cancel Reguest Diagnostics Wiew Log...
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To view the status of reports or view old print requests, Bill clicks on “View” from the
tool bar, then clicks on “Requests”.

File Edit Miew Foldar Tools Window Help

HPO G BSPIRD I ERHADD P52
- - — |
Bill can then choose what requests he wishes to find to view, then clicks “Find”.
PD Find Reguests

y Completed Requests

In Pro gress

Request ID

Mame

Reguestor %

B|nclude Reguest Set Stages in Cluery

o[RS Request 1D -
oelect the Mumber of Days to Wiew:
Uil = M .
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Refresh Data Find Requests Submit @ New Request...
2536246 Printed Reguisitions Repor 18791, 18791, 2, USD, 50139, | =
Ae3E245 Printed Requisitions Repod Completed Morrmal 18791, 18791, 2, UsD, a0139,
2533030 RIT Purchasing Approvals E 4.04,3090, %
2533035 RIT Purchasing Approvals E 5,5, 14031, M
253353823 Compile Key Flexfields Completed Marmal K, SCLGL, GLLE, 50133
2533526 Program - Generate Ledgen| Completed MNormal 50133
2338145 Requisition, Purchasing, R Completed Morrmial \01-JUL-07, O1-Alca7, .
2533813 Requisition, Purchasing, R Completed Mormal ..., Y, M
2533812 RIT Printed Reguisitions Re Cormpleted Marmal 43018, 43018, 2, USD, 50139,
2533811 RIT Print Purchase Order || Cormpleted Marmal R, , 133178, 133178, , , |, Y, |+

Haold Reguest “iew Details. . ey Dutput

Cancel Request Diagnostics iew Loy,

From the Requests screen, Bill is able to view the status of his report. If the Report’s
Phase is “Running” or “Pending”, he can use the Refresh Data button to refresh the
screen. The amount of time necessary for the phase to complete depends on overall
system activity. The process will not exceed 60 seconds in most cases. He is able to
view the status of his report by clicking on the Report button or picking up the printed
report from the printer.
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Refresh Data

Find Reguests

Submit a New Request...

Printed Reguisitions Repa Completed Mormal 18784, 18784, 2, USD, 50139, | =

2536246 Printed Reguisitions Repa Caormpleted Marmal 18791, 18791, 2, USD, 50139,
232 Printed Requisitions Repuril Completed Morrmal 18791, 18791, 2, USD, 50139 || <
2533986 ‘RIT Furchasing Approvals Q‘l 4, 4,3090, ¥ :
2533985 RIT Purchasing Approvals E 5,5, 14051, M
2533828 Campile Key Flexfields Completed Morrmal ko, S0LGL, GLLE, 50133
2533826 Program - Generate Ledger| Cormpleted Marrmal 50133
2533815 Requisition, Purchasing, R Completed Mormal |01-JUL07, 01-AUG-O7,
25338313 Requisition, Purchasing, R Completed Marmal 8, YoM
2533812 RIT Printed Reguisitions R Caormpleted Marmal 43018, 43018, 2, USD, 50139 [+

Haold Reguest “iew Details... Wiew Cutput

Cancel Hequest Diagnostics Wiew Lag...

At this point, Bill can click on View Output and see a copy of the requisition.

File Edit W¥iew Favorites Tools Help

a https:/ /r12mybiz.rit.edu/0A_CGI/FNDWRR.exe?temp_id=2782822733 - Microsoft Internet Explorer

€ Back - > 5 | () Search ~r Favarites z
W] )- ¥e L&)
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==Jid

Address IE https:ffr12mybiz, rit eduf/OA_CGLIFNDWRR. exeftemp_id=2782822733

B e |Links =

24-LPR-21 |

W/DISPLAY GRAY

158784 - NICOM TECHMNOLOGIES - REMIT TOQ - ART PALERMO -

"

Distributions: 15 Lllocated To Aecount: 01.74200.54000.00.84240.00000
Justification:
Note To Approver:
Hotes:
..... Ml mnean d mam STTTRTITRTA Tt Ao
|
|a Done

. E .
LTS Mtcalinranet

RIT Printed Requisitions Report Report Date:
Report Parameters
Becquisition Numbers From @ 18754
To : 18754
O RIT Printed Requisitions Report BReport Date: 24-APR-
Page: 2
Requi=sition: 15754 Preparer: Miller, Miss
Requizition Type: Purchase Requisition Approver: Dilorenzo, E1
Creation Date: 15-0CT-01 Currency: U3D
Description:
Note To Approver:
Hotes:
Line Line Type Item Rev Category Description Unit Quantity/Aimount Unit Price Li
Need By source
Reguester Date Urgent Type Source
1 Goods Telecommunica C3304-83G Each 15.00 250
Miller, Miss Dawn M. Supplier 6405D+DIGITAL

o
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Summary of Steps to Run/Print a Report:

=

Double-click Reports from the Navigator-RIT-Purchasing Requestor menu.
Double-click on Run

3. Place the cursor in the Name field located in the upper right corner of the
Submit Requests screen.

To view a list of report options, click on the List of VValues

Highlight the appropriate report and click on OK.

Click on options and change the 0 in the Copies field to 1 to print a copy of
your report and select your printer from the List of Values. Leave the value in
the Copies field at 0 to view your request online.

7. Click on the Submit button to run the report and print a copy.

N

ISR A
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Frequently Asked Questions

Oracle Purchasing

How can | view a requisition once it’s sent for approval?

From your navigator, click requisition summary, type in the requisition number and click
find. Once the requisition comes up, you can click “Lines” and view them from that
window. You will not be able to open the requisition, only to view the lines and/or

distributions.

Once I’ve sent a requisition for approval, how can | make changes to it?

If it has not been approved, have your approver reject it. Then, you can open it up from
requisition summary, make the needed changes and resubmit it for approval. If it has
been approved, contact Purchasing. We can return it to you. Once you make the changes,

resubmit for approval as you normally would.

Can | print a Purchase Order myself?
No, only the Purchasing Dept can print PO’s. Feel free to call us or to put a note in “Note

to Buyer” on your requisition asking that we fax you a copy.

What happens to a requisition if I choose the wrong approver?

If the approver you select is NOT authorized to approve for the department number you
used, you will get an email saying that no approver could be found and the requisition
will remain in the “incomplete” status until you send it to the correct approver. If the
approver you selected can approve for that department, but you want the requisition
approved by someone else who is authorized, contact Purchasing and we will redirect the
document for you. Please note that forwarding a requisition or Purchase Order from one

approver to another could take up to an hour.

What happens to a requisition if my approver doesn’t approve the document?
After 4 days, the requisition will be returned to you and you will have to resubmit it.
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How can | remove an encumbrance?

If all goods have been received and paid for, you can contact Purchasing and we can final
close the order. Please be aware that a final close is final, so if further invoices are
received against that Purchase Order, you will have to begin the process again by

submitting a requisition to replace the closed Purchase Order.

If I have a Purchase Order number, how can I find the associated requisition number?
You can do this by going into Requisition Summary. In the middle of the “find” window,
click the tab that says “Related D.....”. This brings up the related documents window.
Enter the Purchase Order number and click find and the related requisition will come up,

if you were the creator of the document.

How can I split distributions between more than one budget line?

The quantity from the item line carries over to the distribution line. To split the
distribution, change the quantity and put in the account number. The next line will
automatically put the balance in quantity. For 2 distributions on one item, change the
quantity on the first distribution line to .5 and fill in the account number. The next line’s

quantity will automatically fill in as .5.

I’ve completed five requisition lines, but I need more-how can | add them?
Once you’ve completed your fifth line, you can either click the green “plus” sign on the

tool bar or use the down arrow on your keyboard.

How can I check the status of a requisition?

Go into Requisition Summary, type in the requisition number and click find. Or, to view
all of your requisitions, just click find without putting in any information. From there
you can see if the requisition is incomplete, in process or approved. If it’s in process and
you’d like to know where it is, just click “Tools” on the tool bar then click “View Action
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History”. If the requisition is approved, you can click “lines” on the bottom of the form
then scroll to the right until you see the field marked “Order number”. The number in that

field is the Purchase Order number.

I have to create a requisition of many lines. Do | have to enter the same information over
and over again?

No. You can set preferences for repeat information, including charge account, need by
date, requestor and organization. The supplier only need be filled in for the first line, as
you can’t do multiple vendors per document. To access preferences, when you open your
blank requisition form, just click “tools” and “preferences”. You must, however, be sure
to clear the preferences when you are done as they will be saved until you end your

Oracle session.

My approver just received an Oracle notification saying that a requisition has been
cancelled-why?

The requisition has not been cancelled, the notification has been. When you submit a
requisition for approval, the approver receives an email notification. The next day, if the
requisition has not been approved, that NOTIFICATION is cancelled and Oracle.
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