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Chapter 1 — eProcurement Overview

eProcurement Overview

Oracle’s PeopleSoft eProcurement (“ePro”) is an online software application (also called
“software program”) used by the San Diego Unified School District to purchase goods and
services, and to manage the procurement of those goods and services.

Online software is accessed on a computer via the Internet. You must have a San Diego Unified
School District Employee Identification number and a personal DWA (District Wide
Applications) password set up before you can login ePro to use it. The fact that ePro is an online
software application means that you can login and use it from any computer, anywhere, as long
as that computer meets the minimum requirements: It must have Microsoft Internet Explorer
version 6.0 or higher, and it must have fast, reliable Internet access (not dial-up).

ePro helps us manage organizational spending through the efficient, cost-effective procurement
of goods and services. ePro helps us to control spending and lower acquisition costs thanks to
agreements for prearranged prices that have been set by the SDUSD district Buyers and the
chosen Vendors. By the same token, ePro lets us improve supplier relationships by reducing
returns and customer support costs. ePro utilizes an automated process that lets us create
requisitions and budget-check them (pre-encumber the funds) before being sent to an approver
for processing. We have the ability to manage our own requisitions, and easily track order
progress via the ePro software.

Direct Connect

We can order things from common district vendors (such as Office Depot, Waxie, Lakeshore
Learning Materials, and Grainger) right from within the ePro application itself. This ePro
feature is called Direct Connect.

Using Direct Connect lets you order from your favorite vendors easily, while still keeping the
same discounts, and still receiving shipments very quickly (usually within a couple of days).

This manual has a section that explains in detail how to use Direct Connect.

ePro Requesters and Approvers

A Requester is any district employee who has access in the computer to place orders by
creating and submitting ePro requisitions. Most employees fall under this category.

A Requester can create, edit, cancel, reopen, track, and generally manage only his/her own
requisitions; Requesters cannot see anyone else’s requisitions. Requesters do not have access in
the computer to approve requisitions.

An Approver is any district employee who is a site administrator (usually a principal,
supervisor, program manager, or other kind of Department Head). Approvers can view, track,
approve, or deny requisitions. Approvers do not have access in the computer to create and
submit requisitions. All they can really do to a requisition is approve or deny it.
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Your Security!

When you login to eProcurement, the computer system recognizes who you are by your
Employee ID number, and it recognizes which access/permissions you have. These are very
powerful tools that protect your personal information. Don’t ever share your password with
anyone.

Unfortunately, a common practice among district employees is for site administrators to provide
their ID numbers and personal passwords to other staff members, so that the staff member can
login “as the site administrator” and perform tasks (such as approving requisitions) on behalf of
the administrator.

This is against district policy and can compromise your own security.

NOTE: If someone else has your Employee ID number AND your personal DWA
password, that person could do a lot of damage. That person could use the information to
find out how much money you earn, change your personal information such as benefits
and deductions, and even have your paycheck be automatically deposited into their own
bank account. NEVER give anyone your password!

Not Using the “Back” Button

When we use the Internet, many of us have the habit of clicking the Back button at the top of
the browser window to return to the previous screen or page. When you work in any PeopleSoft
application it is highly recommended that you never use the Back button.

When you click the Back button in PeopleSoft it takes you back to the previous screen, but only
an old version of that screen, if it is even still available. It does not “refresh” your screen so that
the previous screen would be updated. In fact, clicking the Back button can easily make you
lose your work by kicking you completely out of the application, without saving any work you
did.

Any time you wish to return to a previous screen or page, instead of clicking the Back button,
you need to click a button or hyperlink that will take you back correctly. Such buttons and links
in PeopleSoft are usually located near the bottom of the screen, and are self-explanatory.

7 §

Step by Step Exercise: Login to PeopleSoft Financials

The following Steps show how to login and access PeopleSoft eProcurement.
Step 1

Launch Microsoft Internet Explorer from your PC computer’s desktop screen or Start menu. If
you use a Macintosh, you must also use Internet Explorer as your browser.

Step 2

Go to the main PeopleSoft login page at this website address: https\\:dwa.sandi.net and sign in
with your Employee 1D number and your personal DWA password. (If you don’t have a DWA
password yet, contact the school district’s I.T. Help Desk at (619) 725-7500).
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BF San Diege City Schools

u 0 I— an Diego City Schools respects personal privac
ser L M |[rersonal information. This statement explains ou
Passwnrd:l collection, use and disclasure of the personal infi

this web site. Should we change how we use or

Sign In | review and update this Privacy Policy as needed
you consent to the collection, use and disclosure
explained below.

Signing in to the Portal

. 1.Personal Information. You have control over
To sign in to the portal:

you cah wisit our web site without providing us wi

e must have your personal information in order
through this web site. This information requested
as your name, address, email address and phon
Fersonal Inforrmation if you are less than 18 year

1 Enter your User 1D
2. Enter your Password.
3. Click Sign In

To login to PeopleSoft, you must type in [2. External Links San Diego City Schools' weh
our six-digit employes ID number as your|  jhjrg party web sites. Even if the third party is affi
sername. through a business partnership or otherwise, Sar
rec=nnns=ihla far tha nrivacry nnlicias ar nracticas o

Step 3
Click the PeopleSoft link. Then click the link entitled: Financials Supply Chain:
c[s] 4 Lhkgo Chly Schoots

Personalize Content  Layout

vWelcome H & K
The District Wide Application Project
with the support of San Diego City
Schools® staff is pleased to announce
the roll-out of PeopleSoft's selfservice
applications to all District employees
on Sept 27, 2004. All Zangle schools
will have sneak-peek access on Sept
15, 2004.

[+ Wy Favorites
[ SD5

— Enterprize Perfarmance 8.9

— Einancials Supply Chain 8.4
— Human Resources 8.8

[ Worklist

[ Application Diagnostics

[ Tree Manager

[ Reporting Taols

* PeopleSoft.

Personalize Content | Layout

Menu

Search:

[ &
[ My Favorites

- Employee Sel-Service
[> Manager SelfSernvice
[> Demand Flanning

[> Enterprise Planning
0> Production Planning
[ Customers

0 Products

[ Promotiohs

[ Customer Contracts
[> Order Management
[ Order Pricing

0> Customer Returns

b ltermns

[ Cost Accounting

[ ¥andors

[> Purchasing

[ Inventory

(> eProcurement

> Sourcing

r
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Step 4

Take a moment to return to the first window (the one where you clicked Financials Supply
Chain) and close that window completely. Doing this will extend the amount of time the system
lets you work until it automatically logs you out of the system.

Step 5

In the vertical menu on the left side, click the link entitled: eProcurement. This opens a sub-
menu list to choose from. There, you can navigate where you like within the ePro environment:

[ Cost Accounting
[ Wendors
[ Purchasing
[ Inwentore
= ePFrocurement
L o Ourcing
[ Engineering
[ Manufacturing Definitions

To begin, let’s take a look at the eProcurement Home Page. Through this page you can navigate
to any needed area within ePro:

PeopleSoft.
| Menu &

Search:
(€] 5=l eProcurement

[ Employee SelfService
[> Manager SelfService

Set up SFrOCUNSMENt; ManAage or Spprove sProcurement reguistions or FOs

I Supplier Contracts EI Create Requisition Manage Requisitions E‘ Approve Requisitions
[ Vendors =1 creste a new requistion by browsing or Revisw requistions, edit o visw status, = Take actions on reuisitions that recuire your
[ Purchasing zearching company o external catalogs cancel, receive, and return to vendor. spproval
[ Inventary
~ eFrocurement
[ Buyer Center Buyer Center Receive tems ports
— Create Requisition Crestefeditiapprove purchase order; source Creats, sdt, and process receipts and return L8| Create & report of purchass orders,
— Manage Requisitions requisition; process change recuest. 10 wendar requistions, and catalog-tem usage
— Approve Requisitions Yendors
— Receive ltems BiReceipts
— Reports =lIncuiries and Reports
v Broflle ||= My Profile
[ Services Procurement % Modify personal information and preferences

[> Travel and Expenses

[ Commitment Contral

[ General Ledger

[> Set Up FinancialsiSupply
Chain

[ Wiorklist

[ Reporting Tools

[> PeopleTools

— hly Personalizations

You can do several tasks from the eProcurement Home Page:
1. Select the Create Requisition link to create a new requisition.

2. Select the Manage Requisitions link to review existing requisitions, edit, view their
status, cancel, and generally track your orders.

3. Select the My Profile link to modify important information about yourself and your
personal preferences.

The illustration below shows a typical ePro requisition, with a single item (absence excuses)
ordered:
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PeopleSoft.

e
Edit Requisition
|__;,c 1. Dafine Requisition 3:; £ Add Mems and Sanvices 3. Renvdaw and Suhmh) |
Raview tha detadls of yousr requisieon, make say necesseny changes, and subret i for appeoval

Businass Lini- Lt Ean Diegda Unified School Dist

Fargueston: i Debra Saphile LN T B

Fsgpuisftion Marme: D005 Ta44 Priow ity el s Faanrh "'I
R ion Lines
1

e 1 ABSEMCE EXCUSEFOR PAREHTS Graphiques 100000 Package 0840 a0 By

™ Sebectaf Desalact Al Total Asmoai= B840 LD
L asdwtsvonites | [ moditeLine s f#Ace | e |

| =] %
=i
I sendtevendor [ Show at Receit [ Show St Vouche

= K Baidoe | Budget Checking S1atus: Walld
™ Sawe as Temrgplate

B Save & submit | |5 Seve & preview spprovats| 3 Cancel Changes |

Seen across the top of the page are three major tabs, or areas, of a requisition. The area
displayed in the illustration above is #3, the Review and Submit tab (circled):

1. Define Requisition
2. Add ltems and Services
3. Review and Submit

We will explore these areas in great detail later on in this manual.

How Does eProcurement Work?

ePro follows several steps to complete a successful requisition. The illustration below (see next
page) shows the steps a requisition takes from start to finish. It begins with a Requester creating
and submitting an ePro requisition, and it ends with the Requester receiving the order:
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BEGIN

Requester
Creates requisition,

\ 4

checks budgets,
submits requisition.

Vendor
Receives Purchase Order,
fills order, ships to district
Supply Center warehouse.

Approver
Reviews requisition,
and approves it.

\ 4

Supply Center

Warehouse
Receives request or
shipment, records on
computer, ships order to
Requester.

a

Purchasing

Special Request orders:

Requisition generates

Purchase Order, then sent to

Vendor.

END

a

v

Requester Receives
Items are received at
Requester’s site.

ePro
Catalog
Item?

Inventory
Requisition goes to
Inventory, request
sent to Supply Center.

Direct
Connect?

There are five basic steps you must take to create and submit any requisition successfully:

1. Budget Inquiry (verify available funds).

2. Create Requisition.

3. Edit as Needed (shipping & budget info.).
4. Budget-Check (pre-encumber the funds).
5

Save and Submit.

Request Lifespan— Overview

Every requisition has its own Request Lifespan. The Request Lifespan is a graphic
representation that allows you to track your orders:

Chapter 1
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Requisitions
To view the lifespan and line items for a requisition, click the Expand triangle icon: [+

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Requisition Hame BU Status

¥ 0000057943 0000057943 SDUSD 062902007 Approved  Valid 10.75usD] <Select dction. =] EI
Requester: Diebra Sayhle Entered By: Dehra Savhle Priority: WMedium
Request Lifespan:

D — —

Reguisition Approvals Invertary Pgrrgr;arze ;::Sg; Receiving Returns Invoice Payment

Line Information

Line Description Status Price Curr Oy |UOM Vendor

1 TARDY SLIP TWO PART CARBOMLE . Approved 2150 UsSD 5.0000 PK Graphigues

In this example, the Requisition icon (the first one in the Lifespan line, on the left-hand side) is
underlined because this particular requisition was submitted. The Approvals icon is also
underlined because the requisition has also been approved. The rest of the icons in the Lifespan
line are not underlined, because the requisition hasn’t reached those steps yet...it was just
approved a few moments ago. (On your computer screen, the icons for steps that have been
completed are lit up and brightly colored. The steps that haven’t been done yet remain grayed-
out). By viewing the Lifespan page of the requisition, you can quickly tell what has happened
to your order, and what will happen next.

As long as you have Internet access from any computer, you can login to PeopleSoft
eProcurement and navigate to the Request Lifespan for any of your Requisitions to find out
what is happening to them.

11
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Chapter 2 —Order Preset Items & Direct Connect

Requisitions Overview

Many goods and services requiring a purchase order (P.O.) can be obtained through
eProcurement. A budget-check (pre-encumbering money for the requisition) must be
successfully completed before submitting the requisition to the Approver. This ensures that
funds are currently available to pay for the order. Upon successful budget-check, the needed
funds are electronically attached to (saved for) that one requisition, so nothing else can use that
money. When the time comes to pay the bill, the money is in place.

When ordering “Catalog” items (goods or services already preset and listed in our online district
ePro Catalogs) the ePro system will attempt to find the item from district Inventory. If the item
or service is not available from Inventory, a purchase order (generated by our Purchasing
Department) is placed with a vendor. If a purchase order is created it, too, is budget-checked
before being sent to the vendor. Therefore, “Catalog” items include things that may or may not
be currently in stock.

Tips To Help You Get Your Orders Faster:

YWVZZ
QK
Y TIP-In Special Request orders, use vendors already designated by the district and
listed in eProcurement (especially use the vendors in Direct Connect...they are the fastest!). It
can mean the difference between getting your order in days (sometimes in just hours!)...or, if

you suggest a vendor not listed with us, getting your order in weeks or months.
A

QK

”@{ TIP — Order like items/vendors on the same requisition. (Not necessary, but it will
move the requisition along faster). While it’s true that you can order up to 100 separate items
with differing vendors on the same requisition, doing so will slow down the processing of that
requisition.

vy

D&

”@A TIP — Place Catalog items and Special Request items on separate ePro Requisitions.
Special Request items (things you want to order that are not found in the Catalogs) take longer
to process than Catalog items.

YW/ZZ

L&

”@L TIP — Whenever possible, limit the line items on a requisition to 50 or less. This makes
it easier for Accounts Payable to match the purchase order to an invoice.

Status Notification
Email notifications and Worklists

Whenever an ePro requisition is either approved or denied, the requester (the person who
submitted it) should receive an automatic email notification about it. The email will tell the
requester whether the requisition was approved or denied, as well as when the Approver made
the decision.

12
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In addition to the email notification, Requesters have their own Worklists, too. They are similar
to the Worklist an Approver uses to view and approve or deny requisitions. The Requester
Worklist is mainly used to display the reasons why a requisition was denied, which the
Approver entered at the time of denial.

Details on how to view the Requester Worklist are included further on in this manual.

Chartfields

Before you can understand how to use your budgets when placing eProcurement orders, you
need to understand a little about the role Chartfields play.

Chartfield Definition: A chartfield is a textbox on a computer screen within the PeopleSoft
Financials software, designed to be populated with numerals (budget numbers). A chartfield is a
component of a chartfield string. Here is an example illustration of a typical chartfield:

‘He:nurl:e

72500 CL

Chartfield String Definition: A chartfield string is a numeric sentence comprised of several
chartfields “strung together” in a row. One chartfield string names a single budget. Here is an
example illustration of what might be a typical chartfield string:

o003 S |F2s00 |00 S 4303 oooo S (1110 S (01000 L |oooo S

In the San Diego Unified School District, we follow the Standardized Account Code
Structure (SACS). SACS is “a comprehensive system of accounting for and reporting school
district revenues and expenditures”." The chartfields we use are determined by SACS, which all

California public schools follow.

Here is a list of the chartfields we use: Eﬁ;:f?;fd()f
Structure of the Account Codes Examples:— Fn”g%%té‘:qg‘r?ers
Department 4 digits | 0354 {1 ocation chartfield
Resource 5digits | 00010 | Unrestricted Sring.
Budget Reference 2 digits | 00 End of funding
Account 4 digits | 1107 Teacher
Program 4 digits | 1000 Instruction
Class 4 digits | 1110 Reg Ed K12
Fund 5digits | 01000 | General Fund
Extended 4 digits | 0000 | General

! Quoted definition of SACS taken from www.edsource.org »
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Following are definitions of the individual chartfields, referred to as Chart of Accounts:
¢ Department: Defines where the financial activity is occurring
o Example: 0003 = Adams Elementary School

Resource: Defines source of funding
o Example: 00000 = Unrestricted

e Budget Reference: Defines the year in which the funding will end (if other than June
30) and if funding must be tracked for several years

o Example: 10 = 2010
e Account: Defines the type of expense
o Example: 4301 = Supplies

e Program: Defines the activities or services performed to accomplish a set of objectives
or goal

o Example: 2700 = School Administration, such as office staff

e Class: Defines the instructional setting or the group of students who are receiving
instructional services

o Example: 1110 = Regular Education K-12
e Fund: Defines the highest level of financial monitoring for the district
o Example: 01000 = General Fund

o Extended: Defines the detailed activity at the district level only
o Example: 0311 = ROP Business Computer

Here is an example illustration of a typical chartfield string used to purchase instructional
supplies for a school:

Budget Reference Program Class Extended Code

VAV

0003 -30100- 00 4301-1000-1110-01000-0000

School Site/
Department =
Adams Elementary Account =
Instructional Supplies
Resource =
Title 1

Every eProcurement requisition is made up of individual line items (goods or services we wish
to purchase). Each individual line item must have a budget (chartfield string) associated with it,
so that the funds to pay for that item will be available at the appropriate time.

When an SDUSD employee creates an ePro requisition, the employee must enter the chartfield
strings and verify the budget status before submitting the requisition. How to do these things are
explained and illustrated in detail in this training manual.

14
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Budget Inquiry

PeopleSoft software allows us to review real-time budget information online. One very useful
method is called Budget Inquiry. This allows you to view current budget activity for one or
more budget accounts. You can see how much money was allocated into a given budget, how
much has already been spent, and how much is currently available to use at that moment.

It is highly advisable for a Requester to complete this simple, quick procedure to make sure
there is enough money to spend, before creating and submitting a requisition. If there isn’t
enough money in the budget the Requester chooses to use on a requisition, then the
requisition will not pass the Budget-Check process, and the Requester will not be able to
submit that order.

Running a Budget Inquiry works just like using a search engine on the Internet to look up
information. You enter the criteria you wish to search by, and the computer will show you the
available information based on that criteria.

Step by Step Exercise: Budget Inquiry

Step 1
Navigation: Commitment Control = Review Budget Activities = Budget Details

Budget Details

Enter any information you have and click Search. Leave fields hlank for a list of all valu
[ Find an Existing Value L

Business Unit: = | 5DUSD Q

Ledger Group: = ~| [ExPENSE Q

Account; [ begins with 1] [4301 Q

Department; |hegins with _j ono3 Q

Fund Code: | begins with 3 |E|1E|DE| J Q,

Class Field: | begins with | / Q

Program Code: |hegins with * [\1000 )

a) Make sure that the Business Unit field says SDUSD. If it doesn’t, type it in.

b) In the Ledger Group field, you must either type “control” or “expense”. Use “control”
if you want to see a general overview/summary of the large, overview budgets (such as
4000, for example). Use “expense” if you want to see one or more specific budget
accounts (such as 4301, for example).

¢) Inthe Department field, you must enter the four-digit code number for the department
that will be paying for the requisition you plan to submit. This used to be referred to as
the “cost center”.

d) If you want to see a list of all that department’s budgets, after completing Steps a — ¢
above, click the Search button in the lower-left corner. If you want to see specific
15
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budgets, then you need to fill in as many of the other fields as you wish before clicking
the Search button. Typically, the only fields we use in a Budget Inquiry are:

e Ledger Group

e Account

e Department

e Fund Code

e Class Field

e Program Code

e Budget Reference
e Resource

e Extended

e Budget Period

e) NOTE: Best results are usually found when you enter the Account code number into the
Account field and the Resource code number into the Resource field.

f) After you click the Search button, the results are shown at the bottom of the page. You
may need to scroll down to see them. You’ll see a list of hyperlink budgets, with a
separate budget on each horizontal line. Click on the budget line you wish to see, and its
details will appear.

l=»
Project: | begins witr&:” (&}
Activity ID: [begins with =] Q
Resource Type:  [begins with ;|| a,
Budget Period: | begins with L” a
Search | Clear | Basic Search Save Search Criteria

Search Results

Business Ledos,: Fund Class Program Budget Fund Resou
_ ‘ ¥ -
Linit Group Account Department Code Field Code Reference

Affiliate HeZOUurce o

Affiliate Affiliate

OISO EXPEMSE 4301 010004110 1000
Eousoc ExPENSE 4301 010001110 1000
SQUSD  EXPENSE 4301 010001110 1000
m\Eg:ESEM 010001110 1000
SDUSD SE 4301 010001110 1000
o - . s — | ey

Step 2
Details of a single budget:
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Commitment Control Budget Details

Busziness Unit Ledger Group DeptiD Resource |Ref £ : Extended (Budget Period
SDUSD EXPEMSE 0003 ooono oa 43m 1000 1110 01000 oooo 2007

Display Chart | €
Ledger Amounts

Budget: 701710300 USD @ < oo Max Rows: | 100
- !
Expense: 376189080 @ B o cigren
Encumbrance: 000 uUsD € <
Associated Budgets
Pre-Encumbrance: 1815 UsD & <
Associate Revenue: S —— 0.00 UsD
Available Budget
Without Tolerance: 7013321865 UsQ Percent: {99.85%) & Forecasts
With Tolerance: 7013321865 LoD Percent: (99.95%) &

e Budget: Total budget (money) for the current fiscal year allocated for this account.
e Expense: Total amount already paid out from the allocated money for this account.

e Encumbrance: Total amount of purchase orders against this account that hasn’t been
paid yet.

e Pre-Encumbrance: Total amount of ePro requisitions submitted against this account
that have not yet become purchase orders.

¢ Available Budget: Total amount of available money remaining in this account.

Creating Requisitions — Your Options

By and large, there are three different kinds of items you can order on an ePro requisition: a
“Catalog” item, a “Special Request” item, or a “Direct Connect” item.

Using the Catalogs lets you find and choose pre-arranged items from different categorical lists.
Special Request lets you order goods or services not found on those categorical lists. Through
Special Request you can order anything from anywhere, theoretically.

Direct Connect lets you place orders with commonly used vendors such as Office Depot and
Waxie. Direct Connect ensures you get your orders very quickly and with discounts.

The rest of this chapter shows you how to create a requisition, and how to order a preset Catalog
type of item. Other chapters describe how to order Special Request and Direct Connect items.

After you’ve finished doing a Budget Inquiry and have established that there is enough money
in the budget account you wish to use, you can go ahead and create a requisition.

The next picture shows what the screen looks like immediately after clicking Create
Requisition:

Navigation: eProcurement = Create Requisition

17
Chapter 2



| Create Requisition

k= eProcurement ;I ||:‘: 1. Define Requisition E"%: 2. Add ltems and Services \& 3. Review and Submi
[ Eluver Center Add lines to the requisition, specifving the information necessary to procure each iterm or service,
[- Manage ERF Integration i Search: @), Search |
— Create Reguisition Ca(alug
— hanadge Requisitions HInveselEatakis
— Approve Beguisitions *Select a catalog: | Secondary Texthook: > = Choose from available
_ : . catalogs in the dropdown list
Eeceive [tems (m} Secondary Texthooks » Mavigate categories by
— Procurerment Card Center LI clicking folders

& View items in a category by
clicking the category name
» Usethe checkhoxes to selact

Requisition Summany categaries to search below
There are no lines on this request. [Search catalog ..o
Please add new line in order to Search containg  all ofthe following search fields entered: Q Search I
save this reguisition. Description: Search Seftings
Manufacturer:
Total Lines: u] Manufacturer's item ID:
Total Amount (LS i Vendor:
Vendor tem ID:
item ID:
UPH ID:

[~ Include Images

Review and Subrmit

Displayed on the left side of the screen are two things: the Menu (on top) and the Requisition
Summary (below the Menu). The Requisition Summary sits to the left of the Create
Requisition area, so it’s always available to you as you work. It shows you the detailed line
items you enter onto the requisition, including the total dollar amount, which is refreshed each
time you add a new line item. This summary stays on your screen while you create your order.

Notice the three major areas across the very top of the Create Requisition area: 1. Define
Requisition, 2. Add Items and Services, and 3. Review and Submit. The screen displayed
above is the second one, Add Items and Services. It was decided to show this screen first when
you click Create Requisition, because most people like to begin adding items to the requisition
right away. But you can click any of the three areas and use any of them at any time.

1. Define Requisition — Enter information that will apply to the entire requisition.
However, most people ignore this screen. Everything you can do here can also be done
on the other screens. Here, you can:

a. Enter a Requisition Name (in addition to letting the system give the requisition
its own, unique ID number).

b. Create Line Defaults (you can click on Line Defaults, and then enter a budget
Chartfield string there that will pay for the entire requisition). NOTE: As of
the printing of this manual, this feature might not work!

c. Choose a Priority (you can choose low, medium, or high priority).

‘ Ij‘,: 1. Define Reguisition E“%—: 2. Add ltems and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: SDUSD San Diego Unified School Dist
Requester: 130086 Debra Savhle *CUrrency. IsSD
Requisition Hame: | Tardy Slips Prioritv: - Medium -
* Line Defaults n

Continue |
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2. Add Items and Services — Add lines to the requisition, specifying information
necessary to procure each item or service. Here, you can:

a. Enter a basic keyword search to look up items or services in the Catalogs.

b. Use the Catalog area to do an advanced search for Catalog items or services.
c. Browse the Catalogs available on the Catalog Tab.
d

Build a list of your Favorite items on the Favorites Tab, as you place those items
onto a requisition.

@

Build a list of Requisition Templates on the Templates Tab.
f. Locate district forms on the Forms Tab.

g. Use the new Direct Connect feature on the Web Tab to order things from popular
vendors, such as Lakeshore or Office Depot.

h. Order Special Request goods or services on the Special Request Tab.

||_=;|< 1. Define Requisition E!%T, 2. Add Items and Services \§3 3. Review and Subm

Add lines to the requisition, specifying the information necessary to procure each iterm or service.

Search: E C Search |

Catalog

Choose from available

- catalogs in the dropdaown list
r Secondary Texthooks e Mavigate categaries by

. clicking folders
had s View items in a category by
clicking the category name

s Llsethe checkboxes to select
categories to search helow

Search Catalog

Search containg  all ofthe following search fields entered: C Search |
Description: Search Settings

Manufacturer: E

Manufacturer's item ID:
Vendor:

Vendor ltem ID:

ltem ID:

UPH ID:

[~ Include Images

Eeview and Subimit

3. Review and Submit — Review the details of your requisition, make any necessary
changes, budget-check the requisition, and submit it for approval. Here, you can:

a. Enter the budget Chartfield string for individual line items.

b. Change the Location code so that the item is delivered to a different physical
address than your own office.

c. Enter Justification Comments that your Approver will see (any kind of note
concerning purchase of this item).

d. Run the Budget-Check process.
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e. Enter a name for the requisition, or change the existing one. (The requisition will
still possess a unique ID number that is automatically given, whether or not you
give it a name).

ﬁ 1. Define Requisition Eh; 2. Add Items and Services \& 3. Review and Submit ‘

Review the details of vour requisition, make any necessary changes, and submit it for approval.

Requester: 130086 Debra Sayhle *Currency: UED
—

4

€

Business Unit: SDUSD San Diego Unified Schoal Dist j
’

&

§

Requisition Mame:  |Tardy Slips

Priority: IMedium vl

Requisition Lines

Line Description VYendor Hame ;

= [~ 1 TARDY SLIP TWO PART CARBORL Graphigues 1.0000 Package 21480 2158 %O’
[ Consolidate with other Regs ¥ Override Suggested Vendor A

2

w

Shipping Line: 1 Due Date: e Quantity: |1.0000 B [=] 1
Status: Active *Ship To; (0000~ Q=1 Modify Shipping Address ?
Attention:  |Debra Sayhle ;
*Distributeby: |9 7|  SpeedChart: Q (

Accounting Lines
[ chartrieids1 TBetaiis) ) Assetinis nrmn

Line Status Dist Type ’7Locat|on Quantity Percent Amount (GL Unit DeptiD Resource gu}:l Accour

1 Open | ooooa<y | 1.0000 | 100.0000 215[sDUSD @ [ooos @ [ooooo G [oo @ [4301 i
[T SelectAllf Deselect All Total Amount: 215 UsSD
L addtofavorites | |53 Modify Line Shipping i Accounting | f Delste |

Justification/Comments

]

[~ SendtoVendor [~ Show at Receipt [~ Show at Voucher

i CheckBudget | d ' Budget Checking Status:Walid
[ Save as Template

Save & submit | amn3ave & preview approvalsl ¥ Cancel Changes Find rrore iterms

i
@
Y

Catalog: Goods or Services
There are three ways to find items through the Catalog method:

e Basic Search: Allows you to search through all the catalogs based on a specific keyword
you enter (much like a typical Internet search engine, such as Google or Yahoo).

e Advanced Catalog Search: Allows you to input more details as search criteria, such as
a particular manufacturer, vendor, or district item ID number.

e Browse Catalogs: Allows you to scroll through a list of items within a specific category
(catalog), such as “Computer Hardware”.

The items in the ePro catalogs are classified into categories. When you browse the catalogs to
find an item to order, you can select from a list of multiple categories. Each category has its own
list of items from which to choose.

To create a Catalog order, follow this navigation:

Navigation: eProcurement = Create Requisition = Add Items and Services
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Following are descriptions of the three Catalog ordering options:

Option 1 — Basic Search

Let’s say you want to order some district forms, such as “Permit to Leave School Grounds”.
You could enter %opermit% into the Search textbox field, and then click the Search button.
The results of the search would be displayed at the bottom of the page. The results would show
a list of items whose names/descriptions have the word permit in them. NOTE: Itis very
helpful to type a % before and after the keyword you enter. The % works as a wildcard in the
search process and it helps to locate and present items you want much faster than if you do not
use the %. Then, click the Search button on the right-hand side.

Edit Requisition
“f‘ 1. Define Requisition Eq; 2. Add ltems and Services \gi 3. Review and Submit

Q Searchl

pecifying the infarmation necessary to procure each iterm or service.

ltern Description

tem Description Yendor Hame
Reid & Clark Screen +

[T PARKIMG PERMIT FACULTY Arls Co 1.640 USD Each 1.0000 E;Add |

PARKEING PEREMIT Reid & Clark Screen * |
- OUTLYING OFFICE Arts Co 1.640 USD Each 1.0000 Eﬂ“\dd
r III:'FI\IRKING FEEMIT STUDEMT Reid & Clark Screen 1 F40 USD Each 10000 E‘!'Add

= Arts Ca

PEEMIT TO LEAVE SCHOOL f * |
- GROUNDS Graphigues 1.950 USD Packaoge 1.0000 EAdd

[T SelectAlli Deselect All
L E"Addl & add to faworites | @.Comparel

In this example, ePro displays all items with the word “permit” within their titles. The one we
were looking for, Permit to Leave School Grounds, is the fourth item from the top.

S0

%@& TIP — If you type in a keyword that is a singular version of the word, (such as
“transparency”) and you get no results, try changing the keyword to its plural form (such as
“transparencies”); Or vice versa.

g

TIP — When doing any form of searching for an item there are several different ways you
can conduct the search. For example, let’s say you need to find the book, Harry Potter and the
Sorcerer’s Stone. You type Harry Potter and the Sorcerer’s Stone into the search field and
click the Search button, but your result at the bottom says “No matching items found”. You can
then try another search by entering, for example, Rowling (the name of the author). You might
find different results. Be aware that a basic search may need several different keyword entries
before finding the exact item you want. It is recommended that if you are looking for a specific
book, you should do an Advanced Search and type the book’s ISBN into the Manufacturer’s
Item ID field.
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Option 2 — Advanced Search

You can create a more specific search by using the Advanced Search method, if you already
know some details about the item you want. Refine your search by making an entry into the
Manufacturer’s Item ID, Vendor Name, or Item ID field. The Manufacturer’s Item ID is

specifically designed to handle a book’s ISBN.
Navigation: eProcurement = Create Requisition

Search contains all o fields entered: C Search |

Description:
Manufacturer:

fallowing sea

Manufacturer's §em ID: |

Vendor: |F'ren1ice Hall

Vendor ltem ID:

ftem ID:
UPN ID: |

Search Catalog

histary \ Search Settings

Fill in as many fields as you can. The more search criteria you enter here, the more precise your
search results will be. Then click the Search button. The search results will show a list of items

that meet the search criteria:

Search containg all ofthe fallowing search fields entered: Q, Search |
Description: |histc|n.r Search Settings
Manufacturer: |

Manufacturer's ltem ID: |

Vendor: |Prentice Hall

\endor kem ID: |
ftem ID: |
UPN ID: |

[ Include Images

Sort tems: Show Images
lterm Description

wetails I [, D=
tem Description VYendor |_ Mfg Hame Price Curr (UOM

[T Select AT Deselect All

\ Ammerican Mation Prentice Hall Prentice Hall l_ +
Armer. Histary / Allyn & Bacon Allyn & Bacon R e .00 Eﬂdd

From this page you can select the quantity of items you want to add to your requisition.

Chapter 2
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S0
&@& TIP — You can sort your items by Item Description, Manufacturer, Price, or Vendor.

Sort kems: !
| Itern Description

Htern Diescription

Manufacturer "~ [wendor Mg Hame

Price - .
wWendor Frentice Hall Frentice Hall

TTTET _F=SIOr Allyn & Bacaon Allyn & Bacon

T SelectAllfDeselect Al

L Efadd| # Addiofavorites | @A Compare | i.;'

Option 3 — Browse Catalogs
Navigation: eProcurement = Create Requisition

You can just browse through the Catalogs to find items to order. There are five basic Catalogs to

pick from, and each of them contains many sub-Catalogs. Each Catalog starts with a link that
says Z_ DO_NOT_USE which is a temporary place-holder and should not be clicked on

directly. Instead, you would choose one of the five main Catalogs (listed below) from the drop-
down menu, and then click on the little yellow folder icon with the plus sign, that sits right next

tothe Z DO_NOT_USE link:
1. Assets — Items over $500 (each)
2. Items — Goods
3. Items — Services
4. Textbooks — Elementary
5. Textbooks — Secondary

Catalog | Favoriies
Browse Catalog

e Choose from a

catalogs in the

= [avigate categ

clicking falders

& MWiew items in a

[% clicking the catd
s Llsethe checkl

categories to s

*Select a catalog:
- 7 Do m 5 - lterms over 500
— |ltems- Goods
tems - Services
Texthooks - Elementary
Texthooks - Secondary

Once you select one of the basic Catalogs, you can click the folder icon (with the plus sign on it)

to open up the many sub-Catalogs. On the right you’ll see a bulleted list of instructions:

Catalog Favorites | Templates Farms | Weh Special Regquest
Browse Catalog

*Select a catalog: |tems - Goods 1
- [= Z_DO_NOT_USE
- [= Textbooks
I [ Library Books e Cho
— [= Reference Books cata
T = S0 ReadsiMNonRIF * N
— [= Instructional Supplies - "u"i_e
- [== MagazinesiPeriodical Classroom - EJ:::
- [= Tests §Instruction cate

Chapter 2
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To view the list of items within a sub-Catalog, click on the sub-Catalog’s linked name:

[= Computer Equipment G4640

= Printers G4640
[= Printers L4R40
[= Computer Sofware G4640
= Computer Software L4640

JE . . .

(= Computer Equipment L4640 R S

The list of items within that Catalog will appear at the bottom of the page. You may have to
scroll your computer screen up to see the list:

Details ftem IDs

Computer Apple 17"
iMac, Des

Computer, Anple, High

End Lapt

Computer, 1B
Thinkpad REOD, |

Computer, 1B
Thinkpad RE1

District Standard
Software Lic

Apple
Computer,
Inc.

1204.000 LISD Each

Apple
Computer,
Inc.

1582.000 LSD Each

Arey Jones
Educatianal
Solutions

474.000 LISD Each

Arey Jones
Educational
Solutions

1634.000 USD Each

San Diego
Unified
Schaoal
District

70.000 USD Each

1000 ERAdd

1.000

1.000

1.000

You can also select individual Catalogs to display their respective item lists. You can choose
one or more, and see multiple Catalog lists at the same time. To do this, click a checkmark into

the checkbox to the left of each Catalog you’re interested in. Then click the Search button at the
bottom of the page in the Catalog section:

Catalog
Browse Catalog

*melect a catalog:

Favarites

|Items— Goods
[= Z_DO_NOT_USE
Texthaoks

Library Books
Reference Baooks

5D ReadsiMon RIF

Instructional Supplies

MagazinesiPeriodical Classroom

(T T i T

a7

Tests Jinstruction
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When you click on an Item Description for a single item from the item list at the bottom of
your screen, ePro displays all the details it has for that item. If you find an item you want to
order, type the quantity into the Qty box and add the item to your requisition by clicking the
Add button next to the Qty box:

HEALTH HISTORY ENG 100 PER PACK, 6 X 4 IN., 110 LB. WHITE |

tem ID: 00o0000000000001 982
Standard Price: 1.55000
No ima_ge for this Categony. Farms, Interdepartmental
item Catalog ID: SO_ITEMS

Conv. Rate: 1 Oty: Eﬂdd

HEALTH HISTORY EMG 100 PER PAC
LB. WHITE INDEX FRINT BOTH SIDES TUMEILE STYLE
FIS #1982 ST # 22HO710 LI

Unit of Measure:

Long Description:

Customize | Find | Firzt E 1cf 1 IE Lazt
“endor Options T More Details

Yendor Location ¥nd ktm 1D Price Unit Manufacturer |Mfg itm 1D ::I_C:_'
*

Graphiques PRIMARY 1.55000 USD Package

Inventory Availability

ship To Location:

oA

SDUsSD

Total Quantity Available to this location: Bk PE

Eeturn to Previous Page

If you don’t want to order the item, click the Return to Previous Page link (located at the
bottom-left of the page) to return to the requisition.

Adding Items

When creating a requisition, you can choose multiple items from the same list at the same time.

Or, you can choose different items from different catalogs or categories. These items will be
added to your requisition as individual “line items”. You can place up to 100 line items on a
single requisition. However, it’s highly recommended that you limit a requisition to no more
than 50 line items. Otherwise, it could take a long time for the district to process.

When you see an item you want to order, you must do two things:
1. Inthe Qty box you must type the number of how many of that item you want, and

=
2. You must click the Add button E to add that item to your requisition.

WARNING! : Do not click the Add button more than once, or you will double the quantity
you’re ordering!

Chapter 2
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Sort kems:
ltem Deseription =]

Details

tem IDs

Apple

[T Desktop, 17" iMac Computer,
Inc.
; Arey Jones
Leskiop, [ninkL-enter A
r Deskiop, ThinkCenter Educational
Ma5e :
Solutions
San Diego
r District Standard Lnified
Software Lic Schaool

District

=W *
tem Description VYendor |_ Mfg Hame Price Curr (UOM  |© uantity

ooy ——

Show lmages
1-16 of 16 [H] Last

1204.000 LSD Eac

oo 52|
1.000 Efadd |

1237.000 USD Eaqg

70.000 USD Each $1.000

B Add

Compare Selected Items Side-by-Side

This feature allows you to display more than one item side-by-side, so that you can easily
compare detailed information about the items, such as vendor or price. This tool is especially

useful if you need to order similar items but you don’t know which brand or which
manufacturer you really want. You can add items to your requisition directly from the

Comparison screen.

First you click a checkmark into the checkboxes of the items you wish to compare:

nir-Level Laptop ’éﬂlﬂ'ﬂ t
acBook 13 Omputer,
Inc.
Apple
hitacBook Pro 1 DU

1214.000 USD Each |1.000 E!'Addl

2008.000 USD Each |1.000 'E!Addl

Then you go to the bottom of the screen and click the Compare button:

You will then see the comparison on your screen:

No image for this item

Item ID: 000000000000006332
Description: Entry-Level Laptop, MacBook 13
Standard Price: 1214.000

Standard UOM: EA

Yendor Name: Apple Computer, Inc.
Unit of Measure: EA

Vendor Price: 1214.000

Currency Code: UsD

Oty to Add: ID B

Side by Side Comparison for 2 Iltems

No image for this item
000000000000006334
High End Laptop, MacBook Pro 1
2008.000
EA
Apple Computer, Inc.
EA
2008.000
LSD

[o B
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Favorites

ePro gives you the ability to group together frequently ordered items by adding them to your
personal Favorites list. These items are then stored in a list in the Favorites tab on the Create
Requisition page. To add an item to your Favorites list, click a checkmark into the checkbox to
the left of the item:

Details ftetn D=

Next, scroll the page up so you can see the bottom of the screen. Click the Add to Favorites
button:

M Add to favorites I

The next time you want to order any items in your Favorites list, simply click the Favorites tab
on the main Create Requisition page. Below is an illustration of what you would see after
clicking the Favorites tab:

Farms Special Request

weaway .o | Favorites | Templates

Type |Description Price Curr (UOM | Oy
ABSEMCE EXCUSE FOR
o EE  PARENTS SIGN SECOM S0/PK Graphigues 0.840 LISD Pl 1.0000 Eﬂxdd |
2240300

I Selectalf Deselect All

L B agd | fil Delste from favorites

Feview and Subimit

 §

Step by Step Exercise: Order a Preset Catalog Item

S0

@@XA TIP — Be sure to complete a Budget Inquiry before creating your requisition, to verify
you have the needed funds in place. Please refer to the Budget Inquiry section of this manual to
see how to do a Budget Inquiry.

Step 1
Navigation: eProcurement = Create Requisition
After you click Create Requisition, click the Catalog tab if necessary to bring it forward:
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Create Requisition

| E‘ 1. Define Requisition

3. Review and Submit

E}; 2. Add ltems and Services é}

Add lines to the reguisition, specifying the information necessary to procure each item or service,

Catalog |k avontes | Templates
Browse Catalog

Forms

atalog:
r Z D0 _MNOT_USE

Azzets - Hems over = |

Special Request

), Search |

» Choose from availahle
catalogs in the dropdown list

» MNavigate categories by
clicking folders

» View items in a category by
clicking the category name

s Uzethe checkboxes to select
categories to search helow

Step 2

You can do a basic search, advanced search, or a browse catalogs search for items, all on this
same page. In this example, we’ll find an item we want to order by browsing the catalogs.

From the Select a catalog drop-down menu, we clicked on Items — Goods. Then we clicked

directly on the folder with the plus sign on it for the Z DO_NOT _USE link, to open up the list

of items under Goods:

Catalog | Favorites
Browse Catalog

Templates

Forms

*Select a catalog:

Ascets - tems over = |

terms - Goods
lterms - Services

|l 7 Do plfssets - lterns over 500 |

Texthooks - Elermentary
Texthooks - Secondary

Catalog | Favories
Browse Catalog

Templates

Farms

*sSelect a catalog:

[terms - Goods

- % 7 D0 _NOT_USE

[

Step 3

To view the items within the Gasoline & Oil/Pupil Transprtn Catalog, we clicked on the

Catalog name:

ELE . . . .

= Pupil Transportation Supplies

= Equipment RepairPupil Bus

[= Fleet Consummable Liguids
[= Gasoline & Oil/Pupil Transprin
= Garage Supplies

[= Fleet Mtnce Tools Replacement
= Ans=iash Sunplies
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Step 4

Let’s say we want to order some diesel fuel. At the bottom of our screen, after we clicked on

the Gasoline & Oil/Pupil Transprtn Catalog, we saw the item(s) available. We wanted to buy

100 gallons, so we entered 100 into the Quantity box on the right-hand side:

Sort Hems:

Show lmages

ltern Description

[T SelectAllfDeselect All

I

ttem ICi=
Hem Description VYend

~ DIESEL GREEN Petralaum
ULTRA LW SULFER '

Finnacle

1.400 USD Gallon'y
Ine.

L Eﬂddl.ﬂ Add to favorites |@.Cumpare

| |Mrq Hame Price  |Curr [UOM [Quantity

Step 5

We then clicked the Add button next to the Quantity box to add this item to our requisition.

The Requisition Summary block on the left side of the page reflects the addition of the diesel

as a line item:

Step 6

This was the only item we wanted to order. Before we could submit the requisition for
processing, we had to complete a few other details. The next step was to enter some general

Requisition Summany

Description lﬁlﬁ
DIESEL GREEM 100 GL
LILTRA Lty

SULFER

Total Lines: 1
Total Amount (IS0 140.00

information about the requisition, so we clicked on the Define Requisition area link in the top-

left part of the page:

Create Requisition

2 1. Define Reuuisitiunj Ek 2. Add iter
Add lines ta the . ing the information necessary to pracy

Search: |

Catalog | Favarites
Browse Catalog

Templates | Forms

Special Reguest
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Step 7

We can give a requisition a customized name. You can do this at any point in the creation
process. An ID number is attached automatically which identifies the requisition in the system
so that district employees, such as Purchasing Dept. people, can track the requisition later on.
The name you may choose to give the requisition yourself is more for your own benefit, to help
you recognize the order when it arrives. To give a name to the requisition, we clicked inside the

Requisition Name box and typed the name we wanted to give it:

Step 8

Create Requisition

| E‘,,: 1. Define Requisition _Eu‘*—:

2. Add |

Requester: ooen
Requisition Namg Diesel Fuel

¢ Line Defaults

Continue I

Specify requisition name, regquester, and other information that applie

Business Unit: SDUSD San Diego Unified School Dist

Tl

The next step was to enter the correct budget information that the ePro system would know
where to find the money to pay for the order. So, we clicked the Review and Submit area link
at the top-right of the page:

Create Requisition

1. Define Requisition Ee 2. Add ltems and Services

e,
\& (3. Review and Submit ) |

nie
‘ -

b

e — |

Step 9

On the Review and Submit page, we can see pretty much everything of importance about the

requisition. The Review and Submit page displays things like:

>

>

The name of the requisition (if you gave it one...if you didn’t, then the ID number will be

considered the name).

The descriptions, quantities, prices, vendors, and total dollar amounts of all items on the

requisition.

The Chartfield string (budget code number) being used to pay for the items.

A place to type any Justification Comments you want to include (a note to your
Approver explaining why you’re ordering the item(s), for example).

The ability to run the Budget Check on the requisition.
The ability to save & submit the requisition.
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Create Requisition

Iﬁ‘% 1. Define Requisition e

Review the details of your requisition, make any necessary changes, and submit it for approval.

2. Add Items and Services \E 3. Review and Submit

Business Unit: SDUsD San Diego Unified School Dist
Requester: 120080 larina Falter *Currency: LISD
Requisition Mame: |Diese| Fuel Priority: Im
Line Description Yendor Hame
b 1 DIESEL GREERN ULTRA LOW SULF Pinnacle Petraleurn, Ine. | 100.0000 Gallon 1.400 140.00 0~
[T SelectAllf Deselect All Total Amount: 140.00 UsSD
L Addtoravorites | |53 Modify Line £ Shipping S Accounting | | Delete | ]

Justification/Comments

" Sendto Vendor [ Show at Receipt [ Show at Voucher

i Check Budget |
[ Save as Template

5] Save & submit | Froave & preview appro\ralsl € Cancel reguisition Find more iterms

To enter the budget code numbers (Chartfield string) that will pay for the order, we clicked the
Expand Section icon; that’s the little triangle just to the left of the Item Description that looks

like this: IE:

Requisition Lines
Description

Line

[~ 1 DIESEL GREEM ULTRA L OWY 4

Expand Section peseleci Al

L sddtoravorites | [3 Mo
- __ . . |

Step 10

You then see the Accounting Lines appear, as shown below. These are also known as the
budget code numbers, or the Chartfield String. Note that the Account code number is in
permanent form; you can’t click on it or edit it. In the next step we’ll show you how to enter
the correct budget code numbers for the account you plan to use to pay for your ePro order (we
are using “fake” sample code numbers here just for illustration; these are not necessarily
the same budget code numbers you should use for diploma covers or anything else!):

DeptiD Resource ::? Account |Program |Class Fund Extended[

0003 @ (ooooo (o0 G 4605 1000 G (1110 @ [o1000 G oooo G
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Shipping

Most of the time ePro orders are shipped from the vendors to the district’s Supply Warehouse,
and then delivered to you at your site. This is true for all preset catalog orders, and most special
request orders.

Any orders placed via the Direct Connect part of eProcurement software will be shipped directly
to you at your site from the Direct Connect vendor.

Also be aware that if you’re ordering any asset items, then you absolutely must have them
shipped from the vendor to the warehouse first. This is to maintain our asset management
program. And, it lets the warehouse folks tag the asset items with special district tags before
they come to you, which is part of asset management.

You can erase your name from the Attention field on the Shipping page, and enter the name of
the actual person who will receive the order, if it is not you. The Due Date field does not have
to be filled in, but if you want, you can enter the date when you’d like to receive the order by.
This is a “wish date” and doesn’t guarantee you will get the order on that day:

Shipping Line: 1 Due Date: | 10/17/2007 3

Status: Active *Ship To: o003 -
Cattention:  [Debra Eavt:D_

*Distribute by: | 21 | SpeedChart: =N

Accounting Lines

[ chartfieids1 TGt Essetinformation |

Dist Type *Location Guantity r

1 Qpen 0003A CL 25.0000

Step 11

Here you must enter the budget numbers into the individual Chartfields (small textboxes). This
is how we tell the ePro system which budget to use to pay for whatever we are ordering in
eProcurement. It’s very important to enter the correct numbers, so the correct money is used.
(School district budgets are designated for certain goods and services by law, and cannot be
interchanged willy-nilly). For detailed definitions of chartfields, please refer to an earlier section
of this chapter entitled Chartfields. Generally, the Chartfields you need to deal with are:

e DeptlD: (Cost Center)

e Resource: (State or Federal Grant number)

o Bud Ref (Budget Reference):  (Project Year for certain multiple year choices)

e Account: (Individual object accounts — automatically populated, can’t edit them)

e Program: (State of CA mandated field that classifies transactions according to
purpose or reason for transaction)

e Class: (Further categorization of Program field mandated by state of CA
required only in particular circumstances)

e Fund: (Identifies source of funds for a transaction)
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e Extended: (Extension of Program field that stores District-specific information)

Pictured here is an example of a typical Chartfield string:

DeptiD Resource ::;I Account |Program |Class Fund Extended[

0001 Q |ooooo G (oo G 4101 2700 C |pooo @ 01000 QL (oooo Q)

To the right of every individual Chartfield (with the exception of the Account Chartfield) is a

Search icon: . You can click the Search icon to view a list of choices for budget code
numbers to pick from for that particular Chartfield. The list includes the numeric value as well
as a brief description of that value. It can’t tell you which one you’re supposed to choose...you

have to already know that before you begin to fill in the Chartfield string. Here is an example of
a Chartfield list:

Search Results
Only the first 300 results can he displayed. Ente
First [4] 1-100 of 300 JJ Last

Resource (Description

aoooo Unrestricted
aoo1o Gen Ops FPosition Allocations
00011 Wisiting Teachers [ Utilities

o020 Gen Ops/Freshman Sports

00021 Gen Opsiath-12th Gr Athletics
028 o Bth Grade Reconfiauation. emssl

SO

LP@XA TIP — If you don’t know what budget code numbers to enter into the Chartfields, you
must obtain that information before creating the requisition; otherwise, you will not be able to
save or submit the requisition.

0¥

L‘@“\ TIP — You can ask your Site Administrator which budget (Chartfield string) you must use
for any given item on a requisition. If your Site Administrator isn’t sure, ask your school’s or
department’s Budget Analyst.

Important Notes about Requisition Chartfields/Budgets

It is crucial for you to use the correct budgets to pay for your orders. Budgets/accounts are not
interchangeable. Paying for orders with the wrong budgets is a serious mistake!

If you aren’t sure which Chartfield string to use on a requisition, ask your office staff or your
Budget Analyst.
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Splitting Costs between Budgets

You can choose to pay for an item on the requisition by using one single budget, or you can split
the cost between two or more budgets. If you want to split a cost, you must do several things
after you add the item to the requisition:

1. On the Review and Submit page, change the Distribute by from Qty to Amount:

ey [T

Accounting Lines
l «Hartfields1 T farmatian -

‘Status il]ist Type *Location

00034 G,

2. On the far right side of the page, click the plus sign which will add a second budget
line of Chartfields below the original one:

Fund Extended |PC Bus Unit |Project Activity ?;:;ce Category  (Subcategory ﬁirslource

[ 1000 @ [nooD Q@ | Q | Q | Q | a | Q| Q| i;"

3. Enter the budget code numbers into the Chartfields for each budget line. You can adjust
the amounts each budget will pay for in the Amount or Percent boxes:

oA | 0.4000 | 40, uunu 13.05 |SDUSD @ (0001 Qo000 & I_Q 41071 |2mu Q. |ooo0 Q@ [o1oo0 & [ooon
s Y 06000 | 60.0000 16,57 [3DUSD @ [0001 & [oooon @ [0 (G 4101 [1o00 @, [1110 @ 01000 Q) [oooo @
S~—— Total Amount: 3262 USD
Step 12

When you’re done entering the Chartfield information (please remember that you must enter a
Chartfield string for each and every item on a requisition!), you need to run the Budget-Check
process for the requisition. To do this in our example, we clicked the Check Budget button at
the bottom-left corner of the Review and Submit page:

Justification/Comments

[_@efiTo Vendor T SWOvwaiReceipt | Show at Voucher
= Check Budget I udget Checking Status:Mot Checked
amplate

[E save & submit I A Save & preview appmvalsl )(Cancel Changes
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Step 13

The budget-check process usually takes just a few moments. Then you should see a Budget
Checking Status that says Valid (as long as there are enough funds in the account...otherwise
you would see a Budget Error...more about that later on in this manual):

Edit Requisition
’E‘: 1. Define Requisition E“%—: 2. Add Items and Services \& 3. Review and Submit ‘

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: SDUSD San Diego Unified Schoal Dist
Requester: 120080 Marina Falter *Currency: LsD
Requisition Name: Diesel Fuel Priority: Im
Requisition Lines
Line Description VYendor Hame Quantiby uomM
P 1 DIESEL GREEM ULTRA LOW SULF Finnacle Petraleurn, Inc. 100.0000 Gallon 1.400 14000 B C-
T SelectalliDeselect Al Total Amount: 14000 USD
L # addtofavorites 5% Modify Line § Shipping i Accounting | [ Delete |

Justification/Comments

Check Budget I Budget Checking Status:\f‘aQ
Feasloimplate

Save & submit | anSave & preview approvalsl #{ Cancel Changes | Find more iterns %

NOTE: When you budget-check a requisition, you are actually pre-encumbering the

funds from the budget you designated when you filled in the Chartfields; the money to pay
for the requisition order is actually taken from the budget at this moment, and “attached”

or “pre-encumbered” to the requisition.

Step 14

Once your Budget Checking Status shows Valid it means that ePro has pre-encumbered the
funds from the budget account. When the money was successfully pre-encumbered, we could
submit the requisition by clicking the Save & submit button. (If the requisition does not pass
the budget check process, then the Save & submit button will not be clickable):

i, Check Budget |

[ SewemsFewmglate
Save & submit )2 Save & pre

Step 15

After you click the Save & submit button, you will see the Confirmation page, which shows
(among other things) who will be approving the requisition:
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Confirmation

Requested For: Marina Falter Humber of Lines: 1

Requisition Hame: Diezel Fuel Total Amount: 140.00 USD
Requisition ID: 0000061923

Business Unit: sDuUsD

Priority: Medium

Budget Status: Walid

Requisition Approval

= Line 1:Pending
DIESEL GREEM LLTRA LOWY SULFER

Department Approval

@ Judith Brings
Department Approval

b= 1] g ] | Edit Requisition ApplyApproval Chanoes Check Budoet

Wiew printable version Manage Reguisitions Create Mew Reguisition

Our ePro requisition is now completed and on its way to be approved and processed.
At this point, there are several things you can choose to do from this Confirmation page.
You can:
> Click the View printable version link to see and print out a hardcopy of the requisition.

» Click the Manage Requisitions link to view that page, so you can track other
requisitions, etc.

» Click the Create New Requisition link to start a fresh, new requisition.

» Click the Edit Requisition button to return to the requisition you just submitted, so that
you can make changes to it if you want, and then re-budget-check it and re-submit it.

NOTE: When you click the Save & submit button, three things happen simultaneously:

1. It sends the requisition to your department approver (your school principal or site
administrator).

2. It generates an automatic email message that’s sent to the approver, notifying him/her
that there is a new requisition to view and approve.

3. It saves the requisition for you in your own, private history page, called the “Manage
Requisitions” page. (More about that later in this manual).
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SpeedChart

SpeedChart is a way to quickly and automatically insert commonly used budget numbers
(Chartfield strings) into a requisition, without having to type them in yourself. SpeedChart is a
list of preset Chartfield strings often used throughout the district. You can choose from that list
to populate the Chartfields for certain kinds (not all) of ePro requisition items.

For some ePro orders, SpeedChart can save you time.

Step by Step: How to Use SpeedChart
Step 1

In the example illustrated here, we created a line item to order a set of tires for a school bus. To
access the Chartfield area on the Review & Submit screen, click the Expand Section icon:

Requisition Name:  [=FT

Requisition Lines

Line Description

| 1 TIRES, MICHS

Select AllJ Deselec
L % Add to favoritd

Step 2

Locate the SpeedChart tool just to the right of the Distribute by tool, and click the SpeedChart
Search icon [ ;

Attention: [Leshe Loe

p—

‘Distribute by
Accounting Lines

[ chartfiela=1 TRGetEiTE:

| oopzsCy | 4.0000 | 100.0000

Step 3

Click the SpeedChart Key or Description appropriate for the item. For this example, we clicked
Bus Parts:
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Step 4

The name of the chosen SpeedChart string appears in the SpeedChart box. Additionally, all of

Look Up SpeedChart

Seti: SDOUSD
SpeedChart Key: | beains with = ||

LnnkUpl Clear I Cancel |E|agi.;|_gg|.

Search Results
128 of 28
SpeedChart ey Description

0oo0oaoont SDGEE
0ooooooanz SDGEE-BETA

oooond BECARD

oot SDGE

oz LEGAL

12 (blank)

210MZ Therapy

21740 217-AU-4301-0201
263A5 263- AS 4301-0201
28541 285-

400AGS105

A-FBUS

APFLE RE&M £ L
ASPHALT Asphalt & concrete

CO0B558063 CoBs58Challas
DWLFFEERFD Dewelopment Fee Refund Acco
F& - PAFER Food Service Paper

the correct budget numbers automatically populate the Chartfields:

Chart: A-ZBUS S|

4.0000 | 100.0000

Now you could complete the rest of the requisition normally.

Download Chartfield String to Excel

After you enter the budget numbers into the Chartfields for a requisition, you can download that
Chartfield string into an Excel spreadsheet for your own use, if you wish. Once the data is
displayed in an Excel spreadsheet, it can be manipulated and saved to your computer as you
desire. eProcurement does not require that you use Excel at all; but many people would like to
know how to do this.
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Step by Step: Download Chartfield String to Excel
Step 1

In the process of creating a requisition, when you arrive at the point where you’ve just finished
entering the budget numbers into the Chartfields, you can download a copy of the Chartfield
string into an Excel spreadsheet. The numbers will download along with their respective
Chartfield titles. The advantage of doing this is that you can use Excel to manipulate and work
with the numbers, which you can’t do in PeopleSoft eProcurement.

First, you must scroll the page over to the far right. The Excel icon is located there:

Create Requisition

‘ E‘\, 1. Define Requisition El'é 2. Add tems and Services \% 3. Review and Submit |

Review the details of your requisition, make any necessary changes, and submit it for approval

Business Unit: S0OLSD San Diego Unified School Dist
Requester: 120080 Leslie Doe ‘Currency: UsD
Requisition Name:  |Health Envelnpes Priority: |Medium =l
Requisition Lines

Line Description ¥endor Name

= 1 HEALTHPROFILE EMVELOPES 12 Southland Envelope Ca, 10,0000 Fackage 5740 5240 (0
Inc.
™ Consolidate with other Reqs ¥ averride Suggested Vendor
=
Shipping Line: 1 Due Date: b Quantity: |10-0000

Status: Active ‘shipTo: (39834 )
Attention: ‘Les\ie Doe .
"Distribute hy:

SpeedChart: Q
Accounting Lines

[ Chartfields1 HE: ormation

oty v

=iz

1 Open | oomzacy | 100000 | 1o0.0000 5240 30080 O (0003 C (00000 O (o0 QO 4301 1000 G, 1110 3 [o100

[~ SelectAllf Deselect All

Total Amount: 52.40 USD
L & Addto favorites | "t Modify Line i Shigping / Accounting | mDeletel

Justification/Comments

[ sendtoVendor [ Show at Receipt [ Show at Voucher
i Check Budget |

" save as Template

ﬁ Save & submit | ﬁ?ﬁSave & preview appruvalsl )( Cancel requisition Find more iterms

Step 2

1\

oL
ze | Find | vie v Al | = F =t E 1 af 1 IE Last

Click the Download icon

Resouice b g amil |Afmiliate

AfTl

Q| o[ al [ a [

Category |Subcategory
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Step 3

You may see a File Download window appear (shown below). If you do, you need to click
either Open or Save, depending on which you want to do at that moment:

Step 4

File Download

Do you want to open or zave thiz file?

Fraorm:  dwa.braining. sandi.net

Open Save

L"E j MHame: ps.xls
1H Type: Microsaft OFfice Excel 97-2003 Warksheet, 1.07 KB

Cancel

x|

¥ &lwaps ask before opering this tppe of file

zave thiz file. What's the rigk?

‘wéhile filez from the Internet can be uzeful, some files can potentially
harrm wour computer. If you do nat trust the source, do not open or

Excel will launch and display the spreadsheet automatically if you clicked Open.

A B C D E F G H | 1 K L M N 0 P
1 |Line||Status|Dist Type | *Location | Quantity | Percent | Amount | GL Unit | DeptID | Resource | Bud Ref | Account | Program | Class | Fund | Extended | PC
2 1|Cpen CoosA 10 100 52.4|5DUsD |0DoC3 Coo00 oo 4301 1000| 1110(0 Coo0

3
4

You can then save the spreadsheet for your own personal use.

NOTE: Excel is a Microsoft Office Suite software application that our district uses for a variety
of purposes. Excel is a spreadsheet program designed for simple to advanced, complex
spreadsheet/accounting tasks.

When you’re finished using the Excel spreadsheet, close it and return to the eProcurement
window behind the spreadsheet.

Split Payment between Two or More Budgets

You can set up the Chartfields on a requisition so that more than one budget is used to pay for
one or more items. You can:

e Designate multiple budgets to pay for a single line item at a time.

o Designate multiple budgets to pay for the cost of an entire requisition (all line items).

Split Payment on Single Line Item

You can set up the ePro requisition so that more than one budget can be used to pay for a single
item. You can direct ePro to use two or more budgets from your own department or school; or
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you can direct ePro to use one of your own budgets along with a budget from an entirely
different department or school.

NOTE: If you use budgets from more than one department or school, please remember that
means the ePro requisition will take longer to process. This is because more than one
Department Approver will have to approve the requisition. Each Department Approver can only
approve requisitions containing items using their own budgets.

For example, let’s say that you order a widget and you split the budgets so that your school will
pay 40% of it, while another school will pay 60% of it. You budget-check and submit the
requisition normally. Once your own Department Approver (principal or department head)
approves the requisition, it will automatically be routed to the approver for the other school, so
that he/she can approve it too. Then the requisition automatically goes on to be processed.

Step by Step: Split Payment Single Line Item

Step 1

In this example, we’re ordering some health profile envelopes. We already entered the budget
numbers for our own budget to be used.

In the left-hand area of the Chartfield string, we see that ePro automatically indicates that our
budget will pay 100%o of this item. But we want 60% of it to be paid for out of a different
budget:

1 Infarmation g —

*Location Quantity |Fer:ent | Amount (GL Unit

onooA Sy | 100.008g | 100.0000 524.00 [SDUSD G

Tot
fiy Line f Shipping fAccounting I @Delete!
Step 2

Scroll the screen over to the far right side of the Chartfield string, and click the Add a New
Row button (it looks like a plus sign):
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Step 3
A second, blank Chartfield row appears below the first one:

e e

(. | 100.0000 | 100.0000 524.00 SDUSD O 0000 d
2, | | 'SDUSD Q, (0000 4

Total Amount?

Step 4

In the first Chartfield row’s Percent box, change the 100% to 60%. In the second Chartfield
row’s Percent box, enter 40%.When you click away (click into any other box on the screen), the
dollar amounts are automatically adjusted to show exactly how much money each budget will
pay out for that one item:

AN~ e e N
ocation Quantity Percent Amount |GL Unit
pooos C | G0.0000 | G0.0000 314.40 \sDUSD O
poooA S, | 400000 | 40.0000 208,60 [SDUSD G

Tota
Line §f Shipping F Accounting | ﬁDeletel

Don’t forget to enter the rest of the budget numbers for that second Chartfield row:

‘ooon < jooooo © (o0 G 4301 1000 Sy 1110 S 01000 Sy |oooo Sy
ooon © |ss00 Q) (o0 G 4301 2700 @ |oooo (01000 O |oooo O

Amaount: 524.00 LSO

You can then finish the requisition normally.

Split Payments for Whole Requisition

You can set up an ePro requisition so that one budget can be used to pay for some of the line
items, and another budget can be used to pay for the rest of the line items. You can direct ePro
to use two or more budgets from your own department or school; or you can direct ePro to use
one of your own budgets along with a budget from an entirely different department or school.
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NOTE: If you use budgets from more than one department or school, remember that means the
ePro requisition will take longer to process. This is because more than one Department
Approver will have to approve the requisition. Each Department Approver can only approve
requisitions containing items using their own budgets.

For example, let’s say that you order 5 different items and you want to use Budget A to pay for
them, and you also want to order 7 completely different items on the same requisition and pay
for those with Budget B.

Step by Step: Split Payment Whole Requisition (all line items)

Step 1

In this example, we’re ordering several food items, and several non-food items:

Requisition Lines

escription

APPLES, FRESH 27 40 LB PER

T 3 BEAMS, PINTO, G#10 CANS PE

= 4 Earmuf

= & ERESTADREFORTTOFAREMT

I & FOLDERFILE REPORT CARD 5%

0 7 Glove, ultragard ET, large

- 8 HAMNDWRITIMNG MARMUSCRIPT WikSH
B i i e SV gy

Step 2

First we’ll designate a budget to pay for the food items alone. Select each of the food items by
clicking a checkmark into their selection checkboxes on the left side:

Requisition Lines
] Line Description
ABC COOKIES 200 PER CASE K

APPLES, FRESH 37 40 LB PER

BEAME PIMNTO, G110 CANS PE

Ear Muff

o 5 EIRSTAIDREPORTTO PARENT

AN AN e
Step 3
Click the Modify Line/Shipping/Accounting button located below the last line item:
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JMAMUSCRIPT WSH Graphigues

Step 4

Enter the budget numbers into the Chartfields for the budget you want to use to pay for just the

food items. Then click the Apply button:

Due Date: I El Attention: |

Accounting Information

Chartfields1 {  Detalls Yy Asset information

Ref

Percemt GL Unit DeptiD Resource Bud Account Program Class

Fund Extended P-Bf

o Unit

1] jsousDQ 1234 @ [12345 Q EQ

Apply | Cancel |

[1z34 @ [123¢ @ [12345 Q [izme @ [ |

Load Values Fro

Step 5

On the Distribution Change Options page, click to select the Matching Distribution Lines

option, and then click OK:

| Distribution Change Options

Farthe selected requisition lines, apply distribution changes to:

" All Distribution Lines

Replace Distribution Lines

ak Cancel

Remaove the existing distribution lines and replace with the distribution lines changes.

Step 6

Now uncheck the food line items, and click checkmarks into the selection boxes for the rest of

the items on the requisition. You will designate a different budget to pay for those:
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Step 7

Requisition Lines

"ine Description

ABC COQKIES 200 PER CAZ

APPLES, FRESH 37 40 LB

BEANS, PIMTO, Gi#10 CANg

Ear Muff

FIRST AID REPORT TO F'Ag

FOLDER FILE REPORT CAE

| Glove, ultragard ET, large

HAMDWRITING MANUSC

Once again, click the Modify Line/Shipping/Accounting button:

[

W 8

Glove, ultragard ET, large

HAMDWRITIMNG MAMUISCREIF

[ SelectAllfDeselect 4

Grainger

1.0000

12.0000

Justification/Comments

™ Send to Vendor

™ Show at Receipt [~ Show at Voucher

Step 8

Enter the budget numbers for the second budget; the one that will pay for all the non-food items.
Then click the Apply button:

Accounting Information
Chartfields1 '  Details

i Asset Information

Bud

Percent GL Unit DeptiD  Resource Ref

1|

Apply

[sousna [se7e @ [seras @ [s6 @

Cancel

Account

Program Class Fund

[se7s O |s678 Q [s6789 QL [s678 QU

Extended
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Step 9

On the Distribution Change Options page, click to select the Matching Distribution Lines
option, and then click OK:

B
B Distribution Change Options
Forthe selected reguisition lines, apply distribution changes to:
-
" ANl Distribution Lines
Replace Distribution Lines
Remove the existing distribution lines and replace with the distribution lines changes.
(0]24 Cancel
Step 10

The requisition is now ready to be budget-checked and submitted. When you run the budget-
check, it will automatically check any/all budgets designated on the entire requisition:

FW,MM\

T 7 Glove, ultragard ET, large

I8 HANDWRITING MANUSCRIPT WWKEH

[T SelectAllf Deselect All

L ¥ Addto favorites | 52 Modify Line

Justification/Comments

Receipt [ Shog

[ Sha

Check Budget

[ fend to Vendor

Save as Template

N Save & submit | %Save & e_\tiew appruvalsl

You can then finish the requisition normally.
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Cost Distribution by Amount or by Quantity

Step by Step: Cost Distribution — Amount or Quantity

You can designate whether a budget will distribute funds to pay for an item by Quantity
(percentage) or by Amount (actual dollars). For example, if you want to use two different
budgets to pay for an item, you can either:

e Set it up by Quantity so that, for instance, Budget A will pay 40% and Budget B will pay
60%

e Set it up by Amount so that, for instance, Budget A will pay $200 and Budget B will pay
$300

In the example that follows, we will show you how to choose either one.
Step 1

We added a line item for wooden blocks and want to pay some of it from one budget, and the
rest from another budget. First we must create a new, blank Chartfield string line where the
second budget will go. We’ll click the Expand Section icon to open up the Chartfield area for
the wooden blocks item:

Requisition Lines

Line Description

1 ‘wiooden Blocks #WDB3483 Delu

Select Allf Deselect All
I_+" Add to favarites | E‘gnﬂndiﬂruners

Step 2
Once open, we must scroll our screen over to the far right side:

Requisition Lines
Description

Line Vendor Name

Set

= I~ 1 ‘ooden Blocks #WDB3483 Delu Scholastic, Inc. 15.0000 25.000
[ Consolidate with other Reqs ¥ Override Suggested Vendor
Shipping Line: 1 Due Date: 0511572008 Eﬂ Cluantity: 15.0000

Status: Active *Ship To: 00004 Q

Attention: |Leslie Dae —

‘Distribute by: 1 2% Tl speedchart: Q

Accounting Lines
[ chartfieds1 T Betais ) &ssetinformation

y 0

Line
Open | noooa G | 14.0000 | 100.0000 375.00 |SDUSD G o000 S |ooooo Sy ’ﬁ

[T SelectAllf Deselect All Total Amount: 375.00 USE{
L Addtofavortes | [SModify Line / Shipping f Accounting | f Delete |
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Step 3
We click the plus sign button to add a new, blank Chartfield line to this item:

= |I| Last

Affiliate

Step 4

The default setting is for Quantity (percentages), displayed here:

elect Al F Deselect All

[ sddtofavorites | 53 Modify Line f Shipping / Accounting | [i] Delete |

Step 5

Here is what it looks like when we designate the Quantities by percentage, between the two

budgets. After adding the second Chartfield line, we entered 40% for the first budget, and 60%

for the second:

Tl  SpeedChart: Q
jLines

dsf T Details set Information

—

225.00 30U O,

Chapter 2

Open & O, | B.0000 | 40.0000 150.00 |SDUSQ
Open | 0000QL | 9.0000 | 60.0000
ILi Deselect Al

Total
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Step 6

To change to Amounts by dollars, we clicked to change Qty to Amt:

Step 7

LD T

|_ LAl Irm rinaEtion

Open | 0000ACy | 000D | 40.0000
Open | 0000ACy | 9.0000 | 60.0000
F ool L Lnll

Upon clicking Amt the screen changed to display the different type of distribution:

Step 8

Details =t Informatio N
= ——
Dist Type *Location Percent Amount (GL Un.
Al

| 40,0000

| 00004 60.0000 |

IrDeselect All

ot foa it o

We then entered different dollar amounts in the Amount boxes. Then the screen automatically
altered to show the correct percentages corresponding to the new dollar amounts:

AL 33 3333 125.00 5

AC, | BBEEET | 250.00 |SDU

We can now finish processing our requisition normally. When we run a single budget-check, all
the correct budgets we designated will pay the amounts we asked them to pay.
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Templates — A Great Shortcut

Use Preset District Templates

ePro has a variety of templates you can use at any time. These templates are basically already-
created requisitions that list groups of specific things commonly purchased in our school
district. You can use any of these templates as a shortcut. Once you choose a preset template,
you can edit your copy of it in any way you please. You must also remember to enter your
budget codes to pay for whatever you order from a template requisition.

To view the template list, open a new, blank requisition form and then click on the blue
Template tab, as shown here:

Create Requisition

‘ = 1. Define Requisition Ee 2 Add items

= cat
M B z_ Do _MOT_USE . M3

After you click the Template tab you should scroll the page to view the entire list of Templates.
Here is an example of one part of the list:

e
o
o

[ EBS SPEECH-LANGUAGE PATHOL.

e
o
o

[ 8.8.9.06.27.06 O T THERASTAFF

[ APPLE MACBOOK HIGH EMND LAPTOF

e [ pE e

e
o
o

[ APPLE IMAC DESKTOP 17"

When you see a Template you want to use, you would click inside the white Quantity box (next
to the yellow Add button) and type the number of how many you want of that particular item,
and then click Add.

After you click Add, you must click the Review and Submit link (either at the very bottom or
very top of the page). You would then get to see all the items related to that Template, placed
automatically on your requisition. In the next example shown here, we ordered two PC laptop
computers. The Template placed the items on our requisition for us:

Requisition Lines
Line Description Yendor Hame Quantity UOM
- 1 SOFTWARE DISTRICT STAMDARD San Diego Unified Schoaol 20000 Each 70.000 140.00
District
T 2 RECYCLIMGFEE CAELECTROMIC Apple, Inc. 20000 Each 5.000 12.00
T 3 Lease PC Laptop Mid Level Arey Jones Educatianal 2.0000 Lot 39.770 79.54 |
Solutions
[ SelectAlll Deselect All Total Amount: 23154 1

Next you would just complete the requisition normally...enter the Chartfield string (budget
codes) to pay for each item, run the Budget Check process, verify it is Valid, and then submit
the requisition.
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Create Your Own Template

You can also store a copy of a completed requisition you created yourself in your Templates
list (so that you can easily use the copy at a future time). Before you click the Save and submit
button you must click a checkmark into the Save as Template checkbox. This checkbox is
located just above the Save & submit button:

T SenA Yo venaor T SNoW aTReCal]
i L Budget | Budg

v Save as Template

Save & submit | anSave & preview

After you clicked a checkmark there, you would submit the requisition normally. At any time in
the future, if you ever want to use a copy of that requisition again, you can find it by doing this:

1. Start a fresh new requisition by clicking Create Requisition from the ePro home page.

2. Click the Templates tab:

Create Requisition

Add lines to the requisition, specifying the information necessary to pracure each itg

1. Define Requisition E!E 2. Add ltems and §

Search:

Catalog
Browse Catalog

*Select a catalog: | Secondary Texthook: = » Choose fro
- catalogs in

- Secondary Texthooks o Mavigate ca
clicking fold

3. Scroll down your list of requisition templates until you find the one you want to use.
(The one you saved as a template should be there, at the bottom).

4. Once you find the requisition template you want, you can open up its description to
verify what’s on that requisition (the items and quantities you entered when you first
created the requisition). You can view the description details by clicking the small
triangle button on the left side of the template description:

\ @ploma Covers E‘t add |

DIPLOMA COYER, 8 102" (NOMIMALY #
B 172" (MOMIMNALY) FOLDED SIZE
OUTEIDE COVER SURFACE SHALL

INCLUDE OME LINE OF GOLD FOIL
1 HOT STAMPIMNG IN 28 POINT TO Herff Jones 1.980 USD  25.0000 Each
READ: SAN DIEGO UNIFIED SCHOOL
DISTRICT. 100 COVERS PER BOX.
WHITE PAPER EMVYELOPES
IMCLUDED. 22C6300.

Eeview and Submit

5. Next, enter the quantity into the Quantity box, and then click the Add button (you
should probably enter a 1 here, and then you can change the quantity later):
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6. Finally, click the Review and Submit link located in the bottom-left corner of the page:

WHITE PAPER ENVE
QED. 22C5800

Review and Submit

Then you can finish the requisition normally. You can submit it as is (with the quantities and
budget codes already in place from the last time you used it); or, you can edit the requisition
(change the items, quantities, and/or budget code numbers, etc.) and then submit it. The original
template remains the same as before, for future use.

Naming Your Requisition

If you want the requisition to have a customized name, you can type it into the Requisition
Name textbox on the Define Requisition page or on the Review and Submit page, at any time
during the creation of your requisition. Please review the Steps earlier in this manual for Step
by Step Exercise: Create a Catalog Item Requisition.

Create Requisition
I el ilequniSon ~ 2 Add

= L T T T TETERE T e TR S, TR TR R et TR I T |

lRBquisitiun Name: Diploma Covers for Ms. Gomez I|
R

Requester’s Worklist — Requisition Status Notification

Earlier in this book we told you about a new 8.9 feature in eProcurement: Status Notification,
which lets you know by email when a requisition is approved or denied. (This feature may or
may not be activated for our school district’s use).

In addition to that notification, you can navigate to your own Worklist to see any given
requisition and whether it was approved or denied by the Approver. When an Approver views a
submitted requisition he/she can type a note inside a specially designated textbox, explaining
why he/she is denying the requisition. After you’re notified by email of the denial you can look
at your Worklist to see why.

The following exercise walks you through the steps for how to view your Worklist.
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Step by Step Exercise: View Your Worklist & Requisitions
Step 1

Navigation: eProcurement = Worklist

The illustration below shows where to find and click on the Worklist link:

PeopleSoft.

Personalize Content | Layout Hely

Search:

@
[ My Favorites
[> Developet Administration
[ Employee SelF-Senvice
[> Manager Sel-Service
[> Supplier Contracts
[ Customers

Step 2

When you click your Worklist link you’re brought to the Worklist screen; an example is shown
here:

Distail View Work List Filters: | =l

Worklist Customize | Find | Wiew |

From Date From  |Work em Worked By Activity Priority Link

Requisition

Judith Brings 121032007 ;rar‘r;ﬂ”” Approval Workdlaw | ~ | BUSINESS UNIT.3DUSD
- REQ ID.0D000GE3SS, 18367 ]
' Requisition
Judith Brings 12m07iz007 TEMSACHON vl Workilow | =] BUSINESS UNIT.5DUSD

Denied

REG ID:00000GRSAT, 18401

Step 3
To view an individual requisition, click on its blue link, on the right side of the screen:

Detail Yiew Work List Filters: | ;l

Worklist

From Date From |Work item ‘Worked By Activity Priority !Enk

' Reguisition
Judith Brings 12i03(2007 lrpap”riiggm Approval Workflow [ | BusiNESS UNTEPUSD
REQ ID:R "00A6 A8, 18367

Judith Brings 12/07/2007 LrEnsaction approval Workflow | ~ | BUSINESS UNIT-50USD

Denied REQ ID-:00000GA3ET, 18401

Step 4

The Requisition Review screen is displayed. In the example shown here (on the next page), the
approvals are shown for both of the two items that were on the requisition:
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Requisition Review

Req Name: Cheese & Chicken

Total: 4.25 U5D

Requester: larina Falter Business Unit: SDILISD
Entered on: 12/032007 Requisition ID: 000006358
Status: Approved Priority: |r"T Mediurm
Requester's Justification:

No fustification entered by requester.

~ Line Information
i tem Description VYendor Hame Price |Curr

CHEESE

r 1 MOZZARELLA STATE EDLICATIO 1.0000 5 3.25 UsD
SHREDDED C ..

r 2 CHICKEMN BEEADED
FROZ 303CSE .

STATE EDUCATIO 1.0000 C5 1.00 UsD

[T Select Al Deselect Al
L [ view Line Details |

* Review/Edit Approvers
Requisition Approval

= Line 1:Approved
CHEESE MOZLARELLA SHREDDED COMM BI047 S0RICASE

Department Approval - Single

Judith Brings
Single Approver for Dept
1232007 - 1:55 P

= Line 2:Approved
CHICKEM BREADED FROZ J08ACS 3091093

Department Approval - Single

Judith Brings
Single Apgrover for Dept
12032007 - 1:55 P

When you are finished viewing the Requisition Review, you can click the link in the far bottom-
left corner of the screen that says Return to Worklist.

Direct Connect — How to Use It

Our district frequently orders items from certain contracted vendors. Direct Connect was set up
in eProcurement to make those orders easier to create and submit. We need to use Direct
Connect as often as possible, because:

e We get better discounts with it, on items and shipping (sometimes even free shipping).

e We get our orders much faster (usually within a day, or even a few hours!).
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o If the items we order are not assets, then the vendors in Direct Connect will ship directly
to our own sites, and not to our district warehouse.

¢ Requesters get email notifications directly from the vendors in Direct Connect, telling us
they received our order and will be shipping it shortly.

Probably the most common vendors we’ll use in Direct Connect are Office Depot and Waxie.
Additional vendors will be added as time goes on.

To learn how to use Direct Connect, please read through the following illustrated exercise:

 §

Step by Step Exercise: Order Items with Direct Connect

S0

l@&TIP —You should always complete a Budget Inquiry before creating any requisition, to
ensure you have enough funds in the budget you want to use to pay for your order. Otherwise,
there is a chance you may not be able to complete the requisition correctly, and you may not get
your order.

Step 1
Navigation: eProcurement = Create Requisition

On a fresh, blank requisition form, click the Web tab. Once you arrive at the Web page, click
the link for the vendor you wish to buy from. In this example, we chose Office Depot:

Create Requisition

|_=| 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit ‘
Add lines to the requisition, specifying the information necessary to procure each itern or service

Search: | - Q Search |

Description

Lakeshore’ Lakeshore Learning

products desigted with leassing i mind™

OfficepEPOT ...,

Tiakirng Eaare off Buerivterr
H;’mx:ulu School Specialty
TIME Sportime

Step 2

Once you arrive at the vendor’s web site, you can go ahead and select the items you want. Each
vendor’s web site is different, but the procedures are basically the same; you look through the
lists of their products, and click to choose the ones you want. Following is an illustration of the
Office Depot web site home page for our school district:

Chapter 2 55



IT Distri

ict Wide Applications

SDUSD PeopleSoft Advanced eProcurement

[ eProcurement

[+ Buyer Center

Create Requisition

— Manane Requisitions

— Reports

Financialsiz=
;"& ke

:I it Home

Y

Tatal
Tatal

There are no lines on this
request

Please add new ling in order to
save thiz requisition.

SEARCH |

Lines: a
Amourt (USD) . o

Updated: NOV 24, 2009

Bulletin Board

Last update by: SDUSD ADMIM

Your Messages

b L 4
€

836.2. OFFICE (580.263.3423)

B 0 iteméz s0.00

- Order Wiew Cart | ChedeOut | My Sh
- Ssee Reausiions Office pEPOT by item e N
— Receive terms Careaf Quick Order

iew All Products A-Z [

San Diego Unified

SCHOOL DISTRICT

PeopleSoft DIRECT CONNECT Web Site
"WELCOME San Diego Unified School District"

Welcome, VALUED CLISTOME|

Ink &To

You can used any of several methods to locate items to order:

Office DEPOT

Fakivng Care of Bueriners

Office Supplies

Most Popular Categories

Basic Supplies

Clips, Pushping, Fasteners &

Rubhber Bands

Message Pads & Mema
Books

Staplers, Staples and
Removers

See all

Binders & Accessories
Binder Accessaries
Binders
Indexes, Tabs & Dividers
See all

Calendars & Planners
Appointment Books &
Flanners

1 1 Lol ll )

Filing & Storage
File Folders

Hanging File Folders
Storage: Files, Boxes & More
See all

Paper, Forms, Envelopes
Ermelopes

Faper

Wiiting Fads, Moteboaoks &
Clipboards

See all

Pens, Pencils & Markers
Markers & Highlighters

FPencils
Fens
See all

Order -
by Item = v
Gwlick Order

o e | Technology |

All Categories

AV Supplies & Equipment
Basic Supplies

Binders & Accessories
Business Cases
Calendars & Planners
Cleaning & Breakroom
Custom Printing

Desk & Wall Accessories
Executive Gifts

Filing & Storage

Ink, Toner & Ribhons
Labels & Label Makers
Mailroom Supplies
Medical Supplies

Office Depot Brand Products
Paper, Forms, Envelopes
Pens, Pencils & Markers
Promotional Products
School Supplies
Self-Stick Notes & Flags

fig

g

Step 3

In the example shown here, we chose to order five packages of Office Depot brand pencils:
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Office Supplies

£t Home 585 2 OFFICE (855,263 .3423) Ted
'E 1 item(=): $&.60
- Order ~e Wiew Cart | ChedeOut | My Shoppi
Office pEPOT by Item # v
Taking Care of Busimerr Gick Crder

Welcome, VALUED CUSTOMER ¢

SEARCH |

Wiew All Products A-Z Ink & Taner

Home = Find Your Product

Shopping Cart

Cortinue Shopping

Description P::ﬁﬁ Oy, Backorder Total
T Office Depot® Brand Wood Pencils, #2 Medium Soft Lead, $1.32 E UPDATE 0 F6.60
== | pack 072
?al ~ tem # 733601 Entered tem # 733601 SAVE FOR LATER
e “SS  BESTVALUE
\ HUB Remove
Comments | I

Continue Shopping  Fal|sa'qs 113

Upcate Cart | Empty Cart | Save Cart CHECK OUT

Step 4

After clicking the red Checkout icon for Office Depot, the computer system brings us to one
last page where we must click a Continue button (shown here in the lower left corner).

Takingg Care of Buriners

Office pEPOT

Description P:::is City. Backorder Total
T Office Depot® Brand Wood Pencils, #2 Mediurm Soft Lead, Pack Of 72 $1.32 5 1} $6.60
c—y _-r ttem # 733601 Entered kem # 735601
R
R

=

Camments

CONTINUE

That brings us back into the eProcurement pages. We can now continue working on the
requisition to completion, either by adding more of any items from anywhere, or by finishing up
the requisition (entering the Chartfields and running the Budget Check) and submitting it.

Click the Review and Submit link to navigate to that screen:

Create Requisition

‘L:‘ 1. Define Requisition

E‘E 2. Add ltems and Services \& ( 3. Review and Submit )

Search:

Add lines to the requisition, specifying the infarmation necessary to procure each item ar service.

| Q search |

*Select a catalog: S
r Z_DO_MOT_USE

Catalog
Browse Catalog

Chaoose from available
catalogs inthe dropdown list
Mavigate categories by
clicking folders

= Viewitems in a categony by
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Step 5

Give the requisition a name, as in this example:

Step 6

Create Requisition

[Tk 1.Define Requisition Ee  2.Add ites

Review the details of your requisition, make any necessary changes, ang

Business Unit: SDUSD San Diego Unified School Dist

a0

Fencils far Main Office

Requester: Mari

Requisition Name

Requisition Lines
Description
- 1 Ofice DepotfR) Brand Wood Office Depo

Line

Next, click the Expand Section button (small triangle on the left side of each line item) so that
you can enter the budget code numbers for the item:

Step 7

Requisition Name:  |Pencils for Main Office

Requisition Lines
Description
Yy 1 Office Depot(R) Brand Wood

Eighna sector]

L # addtofavorites | (53 Modity Line f Shi

Justification/Comments

Line

Now we can enter the Due Date (if we want to...it is not required), and we must enter the budget
code numbers that represent the budget we plan to use to pay for the item:

‘Penci\s

for Main Office

Medium =

Priority:

Yendor Hame

tus

BN

[ Detais T s

Office Depat 5.000p Box 1.320 6.60 B¢
olidate with mmggemd Vendor
1 Due Date: E Quantity: 50000
Active *Ship ToT f
|Marina Falter
ity hd SpeedChart: Q

Dist Type *Location Guantity Percent Amount |GL Unit |DeptID Resource Account |Program |Class Fund Extended |r"[

| ooozacy |

5.0000 | 100.0000 6.60 SDUSD ONL0003 Q@ [ooooo @ [o I_Q 4519 1000 € (1110 ' 01000 G [oooo @

IselectAH

Tmm\__m.‘-.

_/

T
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Step 8

Next, in the lower left corner of the screen, we need to budget-check the requisition to pre-
encumber the funds for it. Click the Check Budget button:

[_SemrtsUendor T~Shaw at Receipt [ Show at Woucher
(Eﬁ Check Budget DEludget Checking Status:Not Checked

Save & submit I ,%Sa\te & previenss appro\talsl XCanceI Changes

Step 9

If the requisition passes the budget-check, it will show a Valid budget status. Then we can
submit the requisition for approval and processing. Click the Save & submit button. (If the
budget status shows Error, we must correct that before we can submit the requisition...please
refer to that section of this manual, dealing with how to resolve a budget error):

| I Send tovendor [ Show at Receipt [ Show at Voucher

s Check Budget I Budget Checking Status:Walid

ave as Tel ate
Save & submit ﬂ,E’E,Sa\re & preview apprwalsl )(Cancel Changes
Step 10

Now we see the Confirmation screen. We can print this page out, if we want, but it will
automatically be saved online, anyway. From here we can start another new requisition, or log
out of eProcurement:

Confirmation

Requested For: larina Falter NHumber of Lines: 1

Requisition Name: Pencils for Main Office Total Amount: 6.60 LsD
Requisition 1D: 000006B6E368

Business Unit: SDUsD

Prioritye Medium

Budget Status: walid

Requisition Approval

= Line 1:Pending
Office Depot(R) Brand Wood Pencils, 2 Medium Soft Lead, Pack Of 72

Department Approval - Single

@ Judith Brings
Single Approver for Dept

Sukrmit I | Edit Requisition I Apply Approval Changes Chieck Hudoet

Wiew printable wversion Manadge Reduisitions Create Mew Reguisition
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Chapter 3 —Special Requests & Asset Items

“Special Request” Goods or Services

NOTE: Special Request goods or services are only to be ordered when the needed items are not
available through the regular ePro Catalog method, or through Direct Connect.

It is very important to search Direct Connect and the Catalogs first to verify that the good
or service you want to order is not available there. Creating a Special Request item on a
requisition should be your last resort.

S0

% TIP — Most district forms can ONLY be ordered through the ePro Catalogs method. If the
form you want is not in the ePro catalogs, then it has been removed and placed on the district’s
website as an online form you must print out yourself. You may not, at any time, order a
district form as a Special Request item.

To begin a Special Request requisition, you start by clicking the Special Request tab from a
fresh, blank Create Requisition page.

Navigation: eProcurement = Create Requisition

Create Requisition

| E‘ 1. Define Requisition E!‘%: 2. Add Items and Service

Add lines to the requisition, specifying the informatio Mg ure each iterm or
Search:
1k

Browse Catalog

"
‘Select a catalog:  |REEEEIIEUERE R ; . L®
F 2=
O et | Z DO _NOT USE . N
cl
LI
cl

You can create three different types of Special Request items: Assets, Goods or Services.
Assets are Goods, but they also possess special characteristics that place them apart from other
Goods. Assets are defined in detail in the paragraphs ahead.

Goods are physical items, and Services are tasks performed by outside agents (people who are
not SDUSD district employees). Examples of services are lecturers, repairmen, performers,
etc.). Most likely, the majority of the Special Request items you’ll order will be Goods.

Once you click the Special Request tab, you will see the Special Request page where you can
begin your order:
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Special Request
Special tem

“item Description:

“Price: *Currency. UsDh
“Quantity: *Unit of Measure: Q
“Category: Q Due Date: e
Vendor ID: Q Suggest Mew Wendar
Vendor tem ID:
Mfg ID: Q
Mfg kem ID:

Additional Information

[ Send to Vendor " Show at Receipt " Show at Vioucher

Additern | Cancel | Add or Start New Type |

You’ll see how to order Special Request items in detail a bit further on in this chapter.

Asset Management — What is an Asset?

Although you probably don’t need to order assets very often, Asset Management is an important
part of ordering with eProcurement. In our school district the term “Asset Management” means
managing and tracking the purchase and retention of assets.

An Asset is:

Physical property other than land, buildings, or improvements to either of these, that costs $500
and above per unit, and has the following three characteristics:

¢ Non-consumable, with a normal service life of more than two years.
e Retains its original shape and appearance.

e Not easily broken, damaged, or lost in normal use, and more economical to repair than to
replace.

Examples of some assets are computers, furniture, or appliances such as refrigerators. (Other
things like notebooks, pencils, or food are consumable, and therefore are not assets). And while
a computer mouse, for example, is non-consumable, it’s not considered an asset because one
single mouse costs less than $500. However, if we buy the mouse as part of a “package”
including a computer, monitor, keyboard, and mouse, then the mouse would be considered an
asset.

Asset Management is very important because it helps the school district keep its costs down,
and keep better track of what it owns and uses.

NOTE: Some assets are ordered by using a district-created template in eProcurement.
For assets that are not listed in a template, all district personnel who order any assets
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through the Special Request screen in eProcurement are required to use Asset
Management procedures.

Using Asset Management in ePro is really pretty straightforward. Basically, you are provided
with a clear list of Categories to choose from, when creating a Special Request item order. You
must choose the correct Category that matches up with the item you’re ordering.

When you choose a category for your Special Request item, the ePro system automatically
populates the Account Chartfield for that item with the correct Account code number. This
ensures that you can’t accidentally enter the wrong Account code number, and it makes sure that
the right money is being used to pay for the right items. Special Request Categories and their
corresponding Account code numbers are already paired up and locked in together. You cannot
“un-pair” them. If you want to use a different Account to pay for a Special Request item, then
you have to choose a different Category that has the Account you want already paired up with it.

However, only the Account code is filled in for you. You still have to manually fill in the rest of
the requisition Chartfield string for your item.

Step-by-Step instructions on how to do an Asset Management type of Special Request order are
included in the Special Request exercises.

Categories for Special Request Items

Choosing the correct category in Special Request orders is crucial. All categories are
permanently paired up with appropriate Account codes. This means that when you enter a given
category for a Special Request item, the Account code piece of the budget number is
automatically filled in for you. You cannot edit the Account code, generally speaking (although
there is an exception to that, which we show you in later paragraphs...Look for the section
entitled “Changing an Account Code Number”). You cannot pair up an Account number with a
different category. If there is a specific Account you want to use to pay for a Special Request
item, then you will have to accept the category that is already associated with that Account.

Categories are divided up into several general areas: Assets, Goods, and Services. You can view
the entire list of over 300 categories in all areas; or you can filter the list to view only those
category areas you want to see.

The following explains the different kinds of categories and how to find them.
Assets:

Remember that an Asset is: Physical property other than land, buildings, or improvements to
either of these, that costs $500 and above, and has the following three characteristics:

e Non-consumable, with a normal service life of more than two years.
¢ Retains its original shape and appearance.

e Not easily broken, damaged, or lost in normal use, and more economical to repair than to
replace.

There are generally two kinds of assets: those that are priced at less than $4,640 and those that
are priced at greater than $4,640. The reason why we have this 4640 cutoff amount is due to
local sales tax. If we order an item whose price is below $4,640, and our local sales tax is added
to that amount, the total will end up being under $5,000. If we order an item whose price is at
or above $4,640, and our local sales tax is added to that amount, the total will end up being
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$5,000 or more. Tracking which assets cost less than or more than $5,000 is something our
Accounting folks need to know; hence, we must choose the appropriate asset category that is
either G4640 or L4640 (for Greater than or for Less than).

Goods:

Goods are physical items. All assets are goods, but not all goods are assets. For example,
computers and refrigerators are Goods, and they are also Assets. Pencils and books are Goods
too, but they aren’t Assets.

Services:

Services are tasks performed by people who are not district employees. For example, if we had
to hire a speaker to deliver a lecture to a group of teachers for professional development, that
would be considered a Special Request Service item. Another example is if we had to pay for a
contractor to come to our site to trim trees, or to repair a machine of some kind.

How to Find the Right Special Request Item Categories
- Look Up Categories by Their Names

Here is what the screen looks like when you need to choose a category for a Special Request
item you want to order (the category area is circled):

Create Requisition
||_=;‘, 1. Define Requisition E!‘%: 2. Add Items and Services \ga 3. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item ar service,

Search: 2 Search |

Special Request
Special tem

*item Description:

“Price: “Currency: Ush
“Unit of Measure: Q
| Due Date: El

Sugoest Mew Yendar

\Vendor tem ID:
Mg ID: Q

Mfg ltem ID:
Additional Information

Now we’ll show you the same screen filled in with data about an item we want to order. Let’s
say we want to order an asset, such as a computer printer:
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Add lines to the requisition, specifying the information necessary to procure each iterm or semvice.

Search: |

Favorites Forms [ Web | Special Request

Catalog Templates

Special Hem

“ttem Description: | PRINTER HEWLITT PACKARD COLOR LASERJET 4600

*Price: 1400.00 *Currency: uso
“Quantity: 1 “Unitof Measure:  |EA
*Category: Q Due Date: 100156i2007 [3)
Yendor ID: 0000001850 & office Depot Sugiest Mew Yendaor
Yendor tem ID: |
Mfy ID: Q
Mg Kem |D: |

Additional Information

For gquestions on this order contact Debra Sayble-Thornbrugh at (619 555-1111 atWilshire Crest ;I@
Elementary. Our ald computer printer died and is non-repairahle, sowe need a new ane for our

site. ;I

In the illustration above the Category area is highlighted. That is where we need to choose a
correct category that matches up with the item we’re ordering. To do this, we click on the

Search icon L for the Category list. Upon doing that, we see this screen next:

Create Regquisition

Look Up Category

Mote: You may either Search or Browse to look up the appropriate category for your special request.

¥ Search Categories
* Browse Category Tree

*Select a catalog: | SD_ASSETS |

Z Do _MOT_USE

Feturn |

From here we can explore the various Categories and find the one we need. To do this, we
would click the Select a catalog drop-down list and click the appropriate category area. If we
are ordering an asset item, for example, we would leave it on SD_ASSETS. Then we would
click the plus sign symbol to the left of the Z_DO_NOT_USE link to expand the Category
choices thusly:
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Next we would look through the list to find the right Category. In the example we have here
(ordering a computer printer), we would look for Computer Equipment. Since the printer we’re
ordering costs less than $4,640 we should choose Computer Equipment L4640. We would

Create Requisition

Look Up Category

mlote: You may either Search or Browse to look up the ap

b Search Categories
* Browse Category Tree

*Select a catalog: | SD_ASSETS |

[= Z_DO_NOT_LSE
[= Athletic Equipment G4640
l=r Books and Multi-Media G4R40
l== Books and Multi-mMedia L4640
[= Building Improvements
[= Portable Buildings
l=r Buginess Machines G4640
l== Business Machines L4R40
[= Personal Computers G4640
[= Personal Computers L4G40

click on that Category, and then we would see this screen (note the circled Category):

Catalog
Special hem

*Price:

*Quantity:

*Category:
Vendor 1D:

Mig ID:
Mig tern ID:

Favaorites

*tern Description:

Special Request

Faorms

Templates

|F'RINTER HEWLITT PACKARD COLOR LASERJET 4600

1400.00000 *Currency: UsDh
“Unit of Measure: EA S
A_COMP_EQUIP_ Q) Due Date: 106152007 [
e = - Ofiice Depot Suggest MNew Vandor

Vendor kemn ID: |

Additional Information

site.

For questions on this order contact Debra Sayble-Tharnbrugh at (619) 555-1111 atWilshire Crest | . |@
Elementary. Our old computer printer died and is non-repairable, sowe need a new one for our

-

[ Send to Yendor [ Show at Receipt [ Show at Voucher

Gancel | Add or Start New Type | Add Item
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That’s how to locate an Asset Category. To locate other Categories, we would choose a different

Catalog from the Select a catalog drop-down list:

Create Requisition

Look Up Category

Maote: You may either Search or Browse to ook up the appropriate cat

F Search Categories
* Browse Category Tree

—

(5D GOODS

*Select a catalog: |SD_ASSETS
_ SD_ASSETS
Z_ D0 _MOT_Usp Books_ELEM

S0_BOOKE SECOMNDARY

SD_SERWYICES

- Look Up Categories by Their Account

Numbers

You can also find the correct Categories if all you know is which Account number you plan to
use. Let’s say that you want to order a Special Request item and pay for it with Account #
4301. You’re not sure which Category is the correct one to use. So you look it up by the

Account number.

First, you navigate to the Special Request screen, and then click the Category Lookup icon:

Favarites

Catalog Templates

Special tem

Farms

Special Request

*ttem Description: |

*Price:

*Quantity:

*Categony:
Yendor ID:

*CUrrency:
*Unit of Measure:

Due Date:
Categaory Lookup

o

Yendor kem ID: |
Mg ID:

)

Mfg item ID: |

Next, you expand the Search Categories section
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Create Reguisition

Look Up Category

Wﬂtalug | SD_ASSETS

£ Do MaT LSE

Next, you choose to Search By Category instead of by Description:

Create Reguisition

Look Up Category

MHote: You may either Search or Browse to look up the appropri
* Search Categories

SearchBy | Description =

Categories omize | Fine

i 1tH|1Hr __ Custo
Catalog Description

Next, you enter a percent sign and the Account code number into the Search By textbox, and
click the Find button:

Create Requisition

Look Up Category

Mote: You may either Search or Browse to

| eI e appropriate calommeilr vour special request,

* Search Categories

Search By | Category

Categories omize | Find | B8

= 1 of 1 s
,7 o i
Catalog Categony UI.T--a\.- —
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You should then see the correct Category appear in the blue-shaded area below:

~ Search Categories
Search By | Category ~ | |%4301

Categories Customize | Find | i First [4] 4 of 1 (¥ Last

Catalog Category Description ?rr:::;n

1 80 GOODS  GODS 4301 Instructional Supplies a5

To select that Category for your Special Request item, simply click on the link itself (either
click on the Category link, such as GDS_4301, or on the Description link, such as Instructional
Supplies). You would then be returned to your requisition and be able to continue your order.

Get Forms through the District Web Site

You can find some district forms by using ePro’s basic keyword search on the Catalog page.
However, many district forms that used to be in eProcurement have been removed and placed
on the district’s web site. Instead of ordering those forms through ePro, all you have to do is
navigate to the form on the web site and print it out from there. If you can’t locate a form you
want in ePro, then you’ll probably find it on the web site, and vice-versa.

To locate a form on the district web site home page, you must first click the Staff link:

e . e
>3 San Diego Unifie 7~

SCHOOL DISTRICT

Home | AhoutUs | Administration

Site Shortcuts

Next, click the Forms link:

SSTAEESY .  CO.. “IUNITY

ctaries
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Then you’ll see a list of various types of forms to choose from:

Home = Forms = Forms

Forms

& Field Trip Packets: Sindle-Day.?- | Multi-Dayr-

® Enroliment OptionsrSchool Choice A

® Health Policies Acknowledgement: EnalishA | Spanish>

® Human Fesources Forms

o Migrant Education?
o Materiel Control

e School Initiated Placement (SIF Form.-
[Available only within the San Diego Unified netwaork.)

Just click the type of form you want, and you can open it on your computer screen to print it out.

Order a Special Request Item

There are two kinds of Special Request items you can order; Goods or Services. A “Good” is
any physical item you can touch (as opposed to a Service Item, which means paying someone
outside the district for some kind of service). If the item you want isn’t in the ePro Catalogs,
then you can order it through Special Request.

Some Goods are also Assets. (Please see the earlier part of this chapter for detailed information
about Assets).

The following exercise shows you Step by Step how to order a Special Request Asset item on an
ePro requisition.

Z §

Step by Step Exercise: Order Special Request Goods Item
1,

RO
3

£

S
”@: You should always complete a Budget Inquiry before creating any requisition, to ensure
you have enough funds in the budget you want to use to pay for it. Otherwise, there is a chance
you may not be able to complete the requisition correctly, and you may not get your order.

Step 1
Navigation: eProcurement = Create Requisition
Click the Special Request tab:
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Create Requisition

E‘ 1. Define Requisition E!;; 2. Add ltems and Se|

Add lines to the requisition, specifying the infarmation necessary to procure each itey

Search: |

Catalog [ Favorit g | Forms [V Special Request
Browse Catalog

*Select a catalog: | Assets - lterms over ;l hu:u:use fram

_ catalogs in th

r Z Do MOT_USE . Nauiggte cat
clicking foldg

® fiew items iy

Lo loisc oo tl

Step 2a

You will see the blank fields of the Special Request screen, shown here. (There is only one
Special Request screen that’s used to order all Special Request goods and services):

Favarites Forms Special Regquest

Catalog Templates

Special Item

*item Description: |

“Price: “Currency: UsD
*Quantity: *Unit of Measure: ’70\
“Category: Q Due Date: o H
\endor ID: Q Sunnest Mew Yendor
vendor ftem ID: |
Mfg ID: &
Mfg Item ID: |

Additional Information

[~ Send to Vendor [~ Show at Receipt " Show at Voucher

Addltern | Cancel | Add or Start New Type |

Step 2b

Fill in the fields as completely as possible. The fields that have asterisks (*) are required. If you
don’t know what to enter into a required field, you need to find out before you begin a Special
Request order.

NOTE: Always be sure to leave the following fields blank: Vendor Item ID, Mfg ID, and Mfg
Item ID.

In the example shown below, we’re ordering a couple of globes for a geography classroom:
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Search:

Special ltem n

Always
keep
these 3
fields
blank.

Special Request

“tem Descriptid Globe #ABC123 Deluxe World Globe 24 blue aluminum base

Price: Bl 4985000 “Currency: E | vee

“Quantity: oo C “Unit of Measurer (£ Q

“Category: D |/cps_4301 I 0453052010 51
000002287 Scholastic, Inc. G Suggest New Vendor

Vendor Kem I0:

Mg Ik

olmp 4

Mig tem ID:
Aaamonal imormation

Mary Doe 619-555-5555 Wilshire Crest Elementary. ;I@
Must replace damaged warld globes in geography classroom. H

™ Send to Vendor [ Show at Receipt [ Shoyys

Cancel |

Add tem |

. Item Description: When ordering goods (physical items) be sure to include all of the

following details in the Item Description textbox:
1. Type the noun for the item (book, table, telephone, etc.).
2. Type the vendor’s item ID number, or part number or catalog number.
3. Type the actual name of the item.

4. Type descriptive details about the item, such as size, color, and anything else
that helps to identify exactly what you want.

. Price: Enter the dollar amount per unit. Do not include commas, but you can include a

decimal when necessary. Examples: 1200; or 1599.99

. Quantity: Enter the total quantity you want of this item. (Whole numbers only; no

decimals).

. Category: Always choose the correct category for your item. (There is no

miscellaneous category). All categories are permanently connected to appropriate budget
account codes. When you enter a category, the account number part of the Chartfield
string is automatically entered for you. (You still have to enter the rest of the Chartfield
string for each item...more on this later).

. Vendor ID: You don’t need to memorize the vendor’s ID number...just know the name

of the vendor you’re buying from. When you use the Search feature, you can find the
vendor you want and click on it to choose it. The ID number for that vendor will then
populate this field automatically.
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F. Unit of Measure: You must choose the correct Unit of Measure because that directly
relates to how many items you’re actually ordering, and hence, the cost. Examples of
Units of Measure are: EA (each), HRS (hour), DZ (dozen), and SK (sack). There are
many more. To view the list, click the Search icon next to this field.

G. Due Date: Here you must enter a future date. This date determines how much time will
be set up for the Purchasing Department to process the Purchase Order before it expires.
Therefore, you need to enter a date 3 — 5 weeks into the future. This does not mean
your order won’t be processed until then. All orders are processed based on a first-
come-first served policy. Your order will be processed as soon as possible.

H. Additional Information: Always start by entering your name, phone number, and the
site where you work. You must also enter any additional details concerning this item.
Include any explanations you want the district Buyer to see, and anything else that can
help place the order.

After completing all necessary fields in this screen, click the Add Item button to add this
item to your requisition.

Step 3

Notice that the Special Request area becomes “blanked out” and the item you just added appears
in the Requisition Summary area on the left side of the screen:

[T —
Description Oty UOM Special ltem
Glohe #ABC123 2 EA
Deluxe Warld...
*tem Description:
Total Lines: 1 *Price:
Tatal Amaunt (LS 23.90 *Quantity:

*Category:

Step 4
Click Define Requisition in the upper-left area:

Crm

E‘k 1. Define Requisition ) Ek
Add lines Lisition s#fio the information ned

Search:

S
Special kem
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Step 5

Type a name for the requisition in the Requisition Name field, and then click Continue:

Create Requisition
E‘ 1. Define Requisition E!;

Specify requisition name, requester, and other infarmat

Business Unit: ISDUSD San Diego Unifie
Requester: |1 20080

Requisition Name: |G|Ub93 far Rm. 24
[>

Continue |

Step 6

Click the Review and Submit link in the upper-right of the screen:

Create Requisition

Hf‘ 1. Define Requisition Eq; 2. Add ltems and Services \& (3. Review and Submit )

Add lines to the requisition, specifying the information necessary to procure each item or service.
Eocncabs |l

O Sparh |

Step 7

Click the Expand Section button to access the Chartfield string (where you need to enter the
budget numbers to pay for this item):

Requisition Lines

Line Description
Globe #ABC

Step 8

Enter the correct budget numbers into the Chartfields. These numbers tell the system which

budget to use to pay for this item (the numbers shown here are only for demonstration and are
not to be used):

ooz 4 [ooooo G (oo C 4301 1000 G (1110 Q01000 G oooo &
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How to Attach a Document to a Requisition

NOTE: If you want to learn how to attach a document to an ePro requisition (such as a
list, or any other document the Buyer needs in order to process the requisition), then
follow Steps 8a — 8d. If not, then skip ahead to Step 9.

Step 8a

To the right of the Line Description, right next to the Total dollar amount, you’ll see a small
icon that looks like a text bubble: 2. 1t’s called the Comments icon. Click it to open it:

Step 8b
Click the Add Attachment button:

[T SendtoVendor [ §

Add Attachment |

ok | | cancel |

Step 8¢

Use the Browse button to locate the file you want to attach to the requisition. Typically this
might be a list of titles, names, brands, a vendor quote, a filled-in vendor form, or some other
item the Buyer needs to place your order. Then click the Upload button:

|C:HLDCAL DOCUMENTS List of Acceptable Brands.doc  Browse... |
Lpload | Cancel |

Step 8d
Click the OK bhutton:
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Customize | Find | wiew Al i First K 1of 1 [ Last
Attached File View Send to Vendor

1 List_of_Acceptahle_Brands. doc Wi | - E|

Add Attachment |

ancel |

You are returned to the requisition and can now finish the usual steps to complete and submit
the order. Please continue on to Step 9.

Step 9

Click the Check Budget button to initiate the budget-check process (which pre-encumbers the
funds to pay for the order):

T —

Justification/lComments

[ SendtoVendor [~ Show at Receipt

i Check Budget |

[ Save as Template

Save & submit | amSave & preview ap

Step 10
Click OK:
Budget Checking will sawve you
In order to perform hudget che
your requisition without budget
Ok | Cancel |
Step 11

Verify that you received a Valid Budget Status. If it is valid, click the Save & submit button:

[I'SendtoVendor | Show at Receipt | Show at Voucher

T2 Check Budget | Budget Checking Status: Valid
[ save as Template

Save & submit | e oave & preview apprwals' ¥ Cancel Changes
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You should then see the Confirmation page appear:

Z §

Confirmation

Requested For: Leslie Doe
Requisition Name: Globes for Rm. 24
Requisition 1D: nooo1os162
Business Unit: SDUsSD

Priority: medium

Buiget Status: Walid

Requisition Approval

= Line 1:Pending
Globe #ABCT 23 Deluxe World Globe 24" blue al

Department Approval - Single

Step by Step Exercise: Order Special Request Asset Item

S0

P@“A You should always complete a Budget Inquiry before creating any requisition, to ensure
you have enough funds in the budget you want to use to pay for it. Otherwise, there is a chance
you may not be able to complete the requisition correctly, and you may not get your order.

Step 1

Navigation: eProcurement = Create Requisition
Click the Special Request tab:

Create Requisition

% 1.Define Requisition Ek 2. Addltems and Se|

Add lines to the requisition, specifying the information necessarny to procure each itey

Catalog
Browse Catalog

*Select a catalog: |Assets - ltems over ;l
I Z DO_MOT_USE

catalogs in th
* PMavinate cat
clicking folds
s iew items iy

Lic leine ma dl=
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Step 2a

You will see the blank fields of the Special Request screen, shown here. (There is only one

Special Request screen that’s used to order all Special Request goods and services):

Step 2b

Fill in the fields as completely as possible. The fields that have asterisks (*) are required. If you
don’t know what to enter into a required field, you need to find out before you begin a Special

Forms

Catalog | Favarites Special Request

Special kem

Templates

*ftem Description: |

*Price: '7 *Currency: usb

*Quantity: '7 *Unit of Measure: ’7 Q

*Category: '7 Q Due Date: ’7 E‘J
Vendor ID: Q Sugoest Mew Vendor
Vendor tem ID: ’—
Mfy ID: [ &

Mig ltem ID:

Additional Information

™ Send to Vendor [ Show at Receipt [ Show at Vioucher

additern | | Cancel | | Add or Start MNew Type |

Request order.
NOTE: Always be sure to leave the following fields blank: Vendor Item ID, Mfg ID, and Mfg

Item ID.
In the example shown below, we’re ordering a new laptop computer. Computers meet the

district definition of an Asset. Therefore, we must be sure to choose the correct Asset
Management category at the right time:

Create Requisition

‘ E!, 1. Define Requisition E!‘%; 2. Add Items and Services \& 3. Revig

Add lines to the requisition, specifying the information necessary to procure each itern or service.

Search: |

Catalog | Faworites Forms Special Request

Special kem

Templates

A
“Ttem Descrimiun:QCOMPUTER IBM THIMKPAD

*Price: . 1200 *Currency: Ush

*Quantity: 1 E *Unit of Measure: E4 Q
*Category: E A_COMP_EQUIF_ Q Due Date: E 0%26/2007 [H
vendor ID: 0000000329 E R arey Jones Educational Solufions SU66est Mew Vendor

Vendor kem ID: |
Mfg ID: Q

Mfy ltem ID: |
Additional Information n

For questions on this order contact Debra Sayble at (619) 555-1234 atWilshire Crest Elementary. = &
e need new cornputer laptop setup for nes employee at our site.

[ condtnviond [ ChouatD ist [ Chous ot Vouckhaor
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A.

Step 3

Item Description: When ordering assets, use the following format, but also include any
additional details such as color, size, part or catalog number:

5. Type with all capitals

6. The very first word must be a noun that tells what it is.
Examples: CAR or REFRIGERATOR or FURNITURE

7. The second word should be the make or manufacturer.
Examples: HONDA or KENMORE or VIRCO

8. The third word should be the name of the model or other
description of the exact item.
Examples: CIVIC or ULTRA 5000 or 3-DRAWER SHELF

Price: Enter the dollar amount per unit. Do not include commas, but you can include a
decimal when necessary. Examples: 1200; or 1599.99

Quantity: Enter the total quantity you want of this item. (Whole numbers only; no
decimals).

Category: Always choose the correct category. There is no longer a Miscellaneous or
All Items category. All categories are permanently connected to appropriate budget
Account codes. When you enter a category, the Account code piece of the Chartfield
string is automatically populated for you. (You still have to enter the rest of the
Chartfield string for each item...more on this later in the manual).

. Vendor ID: You don’t need to know the ID number...just the name of the vendor.

When you use the Search feature, you can find the vendor you want and click on it. The
ID number for that vendor will then populate this field.

Unit of Measure: You must choose the correct Unit of Measure because that directly
relates to how many items you’re actually ordering, and hence, the cost. Examples of

Units of Measure are: EA (each), HRS (hour), DZ (dozen), and SK (sack).

Due Date: Here you must enter a future date. This is the date you would like to receive
your order by. This does not guarantee that you will actually get it by that date.
Generally, depending on who the vendor is, you can expect to receive your order in
about 3 — 5 weeks.

. Additional Information: Here you must enter any pertinent details concerning this

item. Always start by entering your name, phone number, and the site where you work.
Include any explanations you want the district Buyer to see, and anything else that can
help place the order.

Click Add Item to add the item to your requisition:
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Step 4

YEIMUUT NETITILY. I
Mg ID: Q

Mig ltem ID: |

Additional Information

For questions on this arder cantact Debra Savble at (619) 555-1111 atWilshire Crest Elemd
e need new computer laptap setup far our new employee at aur site.

[~ Send to Vendor [~ Show at Receipt ™ Show cher
Cancel | Add or Start New Type | Add tern | )

Notice that the Special Request area becomes “blanked out” and the item you just added appears
in the Requisition Summary area on the left side of the screen:

Step 5

I

= eProcurement
[» Buyer Center
— Create Requisition

— Manage Requisitions — Create Requisition

— Approve Requisitions =
— Beceive tems “j‘ 1. Define Requisitio
! Add lines to the reqguisition, specifyi
Search: ||
“{equisition Summary Catalog | Favarites | Templates

| Description l_ Special kem

*ttermn Description:

*Price:

*Quantity:

*Categony:
Vendor ID:

1111

Now you can click Define Requisition in the upper-left area:

Step 6

Create Requisition
E‘k 1. Define Requisition ) E!;;

Add lines Ligition rfio the information ned
Search:

Forms

Catalog | Favorites | Templates

Special tem

On the Define Requisition screen you can type in a name for the requisition to help you and
others identify it later on. (You don’t have to use the Define Requisition screen for this...You
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can do the same thing on the Review and Submit screen, too). Then click the yellow Continue
button in the bottom-left area:

Create Requisition
E‘ 1. Define Requisition E!‘%: 2. Add Items and Servi

Specify requisition name, requester, and other information that applies to the entire reg

Business Unit: sDUSD San Diego Unified School Dist

Jpeanin Debra Sayble

Requester:

Requisition Namey  Laptop for Ms. Washingtan

P Line Defaults

Continue |

Step 7
Now you need to click the Review and Submit link in the upper-right of the screen:

Create Requisition
‘ If‘ 1. Define Requisition Eh; 2. Add tems and Services

\53 (3. Review and Submit )
\'—-—_—-—'/

Add lines to the requisition, specifying the information necessary to procure each item or service,
o |

O _Soarrh I

Step 8
On this screen you need to enter the budget code numbers (Chartfield string) that represent the
account that will pay for the order. To do that, you need to open up the Chartfield string area.

Click the Expand Section arrow on the left side:

Create Requisition
E 1. Define Requisition E‘; 2. Add Items and Services é 3. Review and Submit |

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: SDUSD San Diego Unified School Dist
Requester: 130088 Debra Sayhle *Currency: uUsD
Requisition Name:  |[Laptop for Ms. Washingtan Priority: |Med|um - I

Recujisition Lines
Uom

Quantity

Vendor Hame

Line Description
)17 COMPUTER IBM THINKPAD Arey Jones Educational 1.0000 Each 1,200.000 1,200.00 B

Solutions

[T SelectAllf Deselect All Total Amount: 1,200.00 USD

L Addtofavorites | 53 Modify Line / Shipping f Accounting | @Deletel

Justification/Comments

" Sendto Vendor [ Show at Receipt [~ Show at Voucher

i, Check Budget |

—
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Step 9

You will need to scroll the page over somewhat to view the part of the Chartfield string you
need (DeptID through Extended). Then you would type in the budget code numbers to
complete the string (please note that the budget numbers used in this example are NOT to be
used for real. You must use your own Department’s or school’s budget codes):

VWashington Priority: Medium =
Vendor Hame Quantity UOM Price Total
PAD Arey Jones Educational 1.0000 Each 1,200.000 1,200.00 F% @
Solutions
er Reqs [¥ override Suggested Vendor

0262007 [ =l

0000A Q

Quantity: |1.0000

Due Date:
“Ship To:

SpeedChart: Q

| ooooaCy 10000 | 100.0000

1,200.00 |SDUSY G (0003 & |oooo0 G |0 liQ 4491

*Location Quantity Percent Amount |GL Uni* DeptiD Resource Rf Account |Program |Class Fund Extended

‘ +'C Bus Unit

1000 @ 1110 @ |oro00 Q |ooon O L

T unt:  1,200.00 USD
[moary Line s shipping s accounting | il Delete |

Step 10

Next you must run the Budget Check process to pre-encumber the funds for this order. To do
this, click the Check Budget button in the lower left corner:

*Distribute e 'Y
Accounting Lines
[ chartfietds1 T}

X1 SpeedChart: | &

Dretailz

Line Status

1 Open | ooooacy |

1.0000 | 100.0000

Dist Type *Location Quantity Percent Amount (GL Unit DeptiD Resou

1,200.00 [sDUSD @ 0003 & |oooo

[~ SelectAllf Deselect All
L ¥ addto favorites

| 5 Modity Line i Shipping f Accounting | il Delete |

Total Amount:

Justification/Comments

[#Send to Vendor

" Show at Adgeipt [~ Show at Voucher

! Check Budget |

as Template

[E Save & submit ',,%Saﬁ& preview approvals| 3 Cancel requisition

Eind maore iterms

Step 11

When you see this next screen, click OK to begin the actual

Budget Check:

Budget Ghecking will save your requisition in an Open Status. (18036,39)
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Step 12

Next you must verify that the budget checking status is VValid. The status should be displayed
just to the right of the now-grayed-out Check Budget button:

Requester:

Requisition Hame:

Requisition Lines

130086 Dehra Savhle
|Laptnp far Ms. Washingtan

[T SelectAll/iDe

Line Description Yendor Hame
T 1 COMPUTER IBM THINKPAD Arey Jones Educational 1
Solutions

select Al

L # addtofavorites | |3 Modify Line f Shipping f Accounting | i Delste |

Justification/Comments

[ Send to Vendor

i Check Budget

" shgefat Receipt [~ Show at Voucher

| Budget Checking Status: Walid

[ Save as Template
Save & submit |

%Save&previewappmvaIS' Cancelahanges | Find

Step 13

This step will save your requisition and let you view who the Approvers are (where the
requisition will go after you submit it). Below the Check Budget button you would click the
Save & preview approvals button:

[ SendtoVendor [ Show at Receipt | Show at Voucher

i Check Budget king Status:Valid

" Save as Templ
Save & suhm ] g Save & preview appmvalsl

Cancel Changes

Step 14

The next page you see is the confirmation that you’ve saved your requisition, and it displays the
workflow of the requisition. From this screen, you would click the Submit button to submit the

requisition for approval:
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Confirmation

Requested For:
Requisition Name:

Requisition ID:

Priority:
Budget Status: Walid

Requisition Approval

Dehra Savhle

Laptop for Ms. Washington
0000058068

Business Unit: sSouUsD

Medium

Number of Lines: 1

Total Amount: 1,200.00 USD

= Line 1:Initiated

[#]start Mew Path

COMPUTER 1B THINKPAD

Department Approval - Single

Not Routed
Judith Brings
E-’ @Single Approver for Dept -E

Buyer Approval

= Line 1:Initiated
COMPUTER IBM THIRKPAD

[#]start Mew Path

Buyer Approval

Not Routed
hdark Floyd
E-’ @Eluyer Approval _E

Submit | Edit Requisition | Apply Approval Changes Check Budaet

Wiew printable version Manage Requisitions Create Mew Reguisition

After you click the Submit button, you could choose to click any of the hyperlinks at the very
bottom of the screen to print a copy of the requisition, or view your Manage Requisitions page,

or start a new requisition.

S0

%X TIP — If you don’t know the Vendor ID you can do a Vendor Lookup — Suggest VVendor
to choose a Vendor. Just be aware that any vendors you use that are not part of our Direct
Connect can easily take weeks to ship your order to you.

To find and choose a Vendor for your item, select the Vendor Lookup link. On the Vendor
Search page, enter the name of the Vendor you want to use (or the city or state where the
Vendor is located). Then click Find to see if the Vendor exists in the district’s vendor list:

Vendor Search

™

«

Mame: |Academic Find |
City: I Feset |
Country: IUSA &'} State: I 'l Suggest Vendor
Fostal I

Code:

€ Enter search criteria to find a vendar.
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If you see the Vendor you want in the results of your search, you can choose that VVendor by
clicking on the black checkmark on the right-hand side.

Vendor Search

Country; IUSA Q

Postal
Code:

Marme: |Academic
City: I Reset |

—

Your Search returned the list of items below:

State: I 'I Suggest Yendor

Suggest Vendor

« Select Vendor & 'endor Details ~
Customize | Find | Yiew Al | B8 L

Hame Location Address City State

Academic Book Serices, Inc.  PRIMARY 200 Cook 5t Carersyille GA v F%

igzgim'c Communication  ppyapy PO Box 4279 Oceanside A v B

Academic Decathlon FRIMARY G401 Linda Vista Rd San Diego CA v =

Academic Hallmarks PRIMARY PO Box 998 Durango co v Fé.

Use the Suggest Vendor page to enter a Vendor you want to use who is not listed with the

district.

Vendor Search

AN

Faostal
Code:

Mame: | \ Find |
City: I ‘ Reset |

Country: IUSA &}

€  Enter search criteria to find a vendar.

State: | | Suggest Vendar

After you submit the requisition, your Buyer will review your suggested Vendor. The Buyer
will contact that Vendor and attempt to set him up with the district. The Buyer will then add the
Vendor to the district list before creating a purchase order. If the Buyer is unable to purchase
what you want from the Vendor you chose, the Buyer has the discretion to choose a different
Vendor, or he/she might call you to discuss this with you.

Enter the suggested Vendor’s name and all other details (address, phone, etc.). Include an
explanation as to why you want to use this Vendor in the Comment textbox. When you’re
finished, click the Suggest Vendor button:
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SUYYTSL a4 ¥ ol Iuuvl

vendor Hame: |Acme Globesg, Inc.

Contact Name: |3=orge Spelvin

Country: IEO\ United States

Address 1: |783 Main St

Address 2: |5U“E B

Address 3: |

City: |An§.-'town

State: IC’Q* Q Postal: IE’UQ'I 0

Phone Type: I Business :" Int"l Prefix:

Telephone: |21 3-555-456T Ex=t: I

Comments: This vendor has excwwice and discounts for educators. ;l
=

SuggestvYendor | Cancel |

After you have your Vendor selection arranged, and you’re finished adding items to the
requisition, you must complete the requisition by budget-checking it and then clicking Save and
Submit.

IMPORTANT NOTE: You only need to designate the vendor once, for the first
Line Item on a requisition, as long as all the rest of the items are coming from the
same vendor.

Service Orders — Hiring a Contractor
There are three methods of ordering a Service:
e Fixed Cost Service — Hire an outside contractor to do a specific job for a flat rate or fee.

e Variable Cost Service — Hire an outside contractor to do a specific job for a variable
fee.

¢ Time and Materials — Hire an outside contractor to do a specific job for a variable fee

and a charge for materials.

Step by Step Exercise: Special Request Service — Fixed Cost

S0

I%TIP —You should always complete a Budget Inquiry before creating any requisition, to
ensure you have enough funds in the budget you want to use to pay for it. Otherwise, there is a
chance you may not be able to complete the requisition correctly, and you may not get your
order.

Step 1
Navigation: eProcurement = Create Requisition
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Click the Special Request tab:

Create Requisition

Y

i 1. Define Requisition Eh}: 2. Add Items and Se|

Add lines to the requisition, specifying the information necessary to procure each iten

Search: |

Catalog [ Favorit Forms

Browse Catalog

*Select a catalog: | Assets - ltems over ;| hu:u:use from

catalogs in th
* PMavinate cat
clicking folds
s iew items iy

YWeeh | Special Reguest

r Z 00 _MOT USE

Lic leine ma dl=

Step 2

On the Special Request screen fill in the necessary fields. In this example, we want to hire a tree
trimmer to come trim the trees at our school. Some preliminary fields are shown filled in,

below:
C Forme | Web | Special Request
Special tem

*tem Description: |Tree Trimmer

*Price: | 500.00| B *Currency: UsD

*Quantiby: C | 1 *Unit of Measure: E [EA Q

“Category: 8YC_5122 QD Due Date: 111152007 [# | F
vendor ID: | Q G |Eutuest Mew Vendor
Yendor ltem ID: |

ltem

©C o w>

from
Unit

n

G. Suggest New Vendor — Click this link only if you first tried to locate an appropriate

Description — Enter a brief description of the service you want.

Price — Enter the cost for the service.

the list of possible Service categories.
of Measure — For a service, always enter EA.

Due Date — Enter the date by which the service is supposed to be completed.

vendor in the preset list of district vendors and couldn’t find one.

Chapter 3

Quantity — Enter how many of these services you want. Basically, just enter a 1.
Category — This is very important. You must choose the correct service category here
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Step 3

In this example we suggested a vendor. We clicked on the Suggest New Vendor link, and were
brought to this screen. Shown here is the screen filled in with pertinent details about the vendor

we wanted to hire:

Suggest a Vendor

vendor Hame: |Acme Tree Trimming Semvices

Contact Name: |Geurge Lopez
Address Information

[8]24 I Cancel| |

Country: [ &

Address 1: |5555 Morth Elm Street

Address 2: |

Address 3: |

City |San Diego

State: I j" Postal:
Phone Type: IE"-'Si”ESS j" Int'l Prefix:
Telephone: 618-555-5555 Ext:
Comments: They offer good discounts to school districts. ;I

[~

Step 4

We click the OK button and are brought back to the Special Request screen. Notice how the
name of our vendor now appears there (H). We also entered important details into the

Additional Information textbox (I):
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Catalog | Favorites Forms

Special item

Templates Special Request

*tem Description: |TrEE Trimmer

*Price: IW *Currency: UED
“Quantity: 1.0000 *Unit of Measure: EA Q
“Category: ISVC_T Q Due Date: ’W e

Vendor ID: Q

Suggested Vendor: Acrme Tree Trimming Services E

Vendor tem ID: |

Mfy ID: Q

Mfg kem ID: |
Additional Information n

Elementary School. M & O sugoested we contact this vendor to trim our overgrown trees at our

For gquestions an this order please contact Gabrielle Salis at (619) 555-5555 at\Wilshire Crest :I@
campus. They offer good discounts. -

[ Send to Vendor [ Show at Receipt [ Show at Vioucher

Cancel | Add or Start New Type | Add ttem |

Step 5

Now we can add this service as a line item onto our requisition. Click the yellow Add Item
button in the lower right area. Next, we need to enter the Chartfield string (budget codes) that
determine which account will be used to pay for this service. Click the Review and Submit link
in the upper-right area of the screen:

Create Requisition
E‘ 1. Define Requisition EQ; 2. Add ltems and Services 3. Review and Submit

Step 6

In order to view the place to enter the Chartfields, we need to click the little Expand Section
icon:

Requisition Lines
Line Description

I_ 1 Tree Trirnmer
Expand Section [2EElECLAl

|—.|'? Add to favorites | E'gMudiffLine

luctificatinn ©nmmonto

Step 7

We may need to scroll our page up or down to view the Chartfields. Once we see them, we can
fill them in as shown here (note that the Account Chartfield is already populated for us and
cannot be edited). Also please note that the budget codes shown here are an example only, and
should NOT be used on a real requisition:

Chapter 3 88



IT District Wide Applications SDUSD PeopleSoft Advanced eProcurement

DeptiD Resource :::I Account Prugram Class Fund Extended‘

o003 C ooooo 4 [oo S &1zz 1000 Q4 [1110 G [oiooo Q [oooo

Step 8

Now we must run the Budget Check process on the requisition. This procedure will pre-
encumber the funds that will pay for this order. All ePro requisitions must pass the Budget
Check process successfully before they can be approved and processed. Notice that the Budget
Checking Status reads: Not Checked. Towards the bottom of the screen, click the Check
Budget button:

. endor ’ Receipt [ Show at Voucher

= Check Budgat udget Checking Status: Mot Checked

Save & submit I ﬁﬁave & preview apprwalsl XCanceI Changes

Step 9

The Budget Check ran successfully. Notice that the Check Budget button is no longer
clickable, so we can’t accidentally pre-encumber funds twice. Also note that the Budget
Checking Status now reads: Valid:

[ Sendtovendor [ Show at Receipt [ Show at Voucher

73 “heck Budget | Budget Checking Status:Walid
" Save as Template

Save & submit | &,Save & preview appravalsl XCancel Changes

Step 10

The next thing we need to do is save and preview the requisition before we submit it. Click the
yellow Save & preview approvals button at the bottom of the page. Shown here is the screen
we see next. We see at a glance who the Department Approver is and who the district’s Buyer
Approver is. These are the people who will receive the requisition and approve it so it can be
processed. From this screen, we can click the Submit button:
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Confirmation

Reguested For: Marina Falter Number of Lines: 1

Requisition Name: 0000061825 Total Amount: o000 ush
Requisition ID: 0000061925

Business Unit: sSDUsD

Prioritys Mediurn

Budget Status: Walid

Requisition Approval

= Line 1:Initiated
Tree Trimmer

Department Approval
Hot Routed

Judith Brings
@ Department Approval

Buyer Approval

= Line 1:Initiated
Tree Trimmer

Buyer Approval

Hot Routed
@ Bevetlee Tucker-Branch
Buyer Approval

Subrmit I Edit Reguisition | AoplyAnproval Ghanaes Check Budnget

View printable version Manage Reguisitions Create Mew Reguisition

7

Step by Step Exercise: Special Request Service — Variable Cost

S0

%@&TIP —You should always complete a Budget Inquiry before creating any requisition, to
ensure you have enough funds in the budget you want to use to pay for it. Otherwise, there is a
chance you may not be able to complete the requisition correctly, and you may not get your
order.

Step 1
Navigation: eProcurement - Create Requisition
Click the Special Request tab:

Create Requisition

|_=| 1. Define Requisition Eh}: 2. Add ltems and Se

Add lines fo the requisition, specifying the information necessary to procure each itey

Search:

Catalog
Browse Catalog

*Select a catalog: | Assets - tems nver;l hnnse frot]

_ catalogs in th
r Z_DO_MOT_USE . Na\rigagte cat
clicking foldg

= Wigw iterms iy

Lic i oy dlo
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Step 2

Enter required details about your order into the fields on this screen, as shown by the example

below;

then click the Add Item button to add this as a line item to your requisition:

Special kem

Service Golf Cart Repair

*tem Description
*Price: E 40.00 *Currency: |
“Quantity: E i 8.0000 “Unit of Measurer— HR3 Q

Vendor ID: |— Q

Suggested Vendor:  Al's Golf Cart Repairs | B

Vendor kem ID:

Mt ID: Q

Mfg kem ID: m
Additional Information

Mary Doe 619-555-55955 Wilshire Crest Elementary. BSS golf cart broke down, needs repair. d@

Yendor estimates 8 hours @ $90hr. Written quote attached to requisition.

E

™ send to Vendor ™ Show at Receipt ™ Show at Voucher

Cancel | add ttern | 1

Item Description: Always try to begin with the word Service. Then describe it.

Price: Enter the total dollar amount that will be charged per unit of time (usually by the
hour).

Quantity: Enter the total estimated quantity of units of time for the job to be completed.
In the example shown above, we entered 8 since the vendor estimates the job will take
up to eight hours.

Category: Enter the correct Service Category. This ensures the order will be processed
correctly, and will use the correct budget to pay for it.

Vendor ID: Enter the vendor you are hiring to perform the service. This might be a
district vendor we’ve used before, or it might be a new one you want to suggest.

Unit of Measure: Enter the correct unit of time. This might be hours, days, or weeks.
Due Date: Enter the date for the last day of service; the day when it will be completed.

. Additional Information: Enter your name, phone number, and the site where you work.

Then enter a justification for ordering this service, and any other details the district
Buyer will need in order to process your request. If you have a written quote or estimate,
scan the document into your computer and attach it electronically to your requisition.

Add Item: Click to add this order for service as a line item to your requisition.
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Step 3

After clicking the Add Item button, you will see a blank Special Request screen. On the left side
you will also see the Requisition Summary that displays the service line item on your

requisition:
Descrtion
Description Oty UOM Special ltem
Service Golf Cart 3 HRS
Repair o
*tem Description:
Total Lines: 1 *Price:
Total Amount (LSO - 720.00 *Quantity:
*Category:
Aok 10k
Step 4

Click the Review and Submit link in the upper right corner of the screen:

3. Beview and Submit

Step 5

Now that you’ve added this service item to your requisition form, you would do the usual things
to process it: enter the budget numbers into the Chartfields, run the Budget-Check process, and
upon receiving a Valid Budget Status, submit the requisition.

Step by Step Exercise: Special Request Service — Time and Materials

N

% TIP - You should always complete a Budget Inquiry before creating any requisition, to
ensure you have enough funds in the budget you want to use to pay for it. Otherwise, there is a
chance you may not be able to complete the requisition correctly, and you may not get your
order.

M
LN

N

NOTE: Always create a separate line item for Time and a separate line item for
Materials, both on the same ePro requisition.
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Step 1
Navigation: eProcurement = Create Requisition
Click the Special Request tab:

Create Requisition

E‘ 1. Define Requisition E!;; 2. Add ltems and Se|

Add lines to the requisition, specifying the information necessary to procure each iteq

Search: |

Catalog | Faworit mplates Special Request
Browse Catalog

*Select a catalog: | Assets - lterms over ;l hu:u:use fram

catalogs inth
» PMavigate cat
clicking foldg
o ey items i

Licloipe oo tl-

r 7 DO NOT USE

Step 2

Enter required details about your order into the fields on this screen, as shown by the example
below. This is the first of three line items (Note that this is an Asset item, hence the use of all
capitals in the Item Description, as well as using an Asset Category):

Special ltem

|G‘r’h.l1 CLIMBIMNG WWALL

*ftem Description:

*Price: 4200.00000 *CATency: UsD
“Quantity: 1.0000 “Unit of Measure:  E* Q
“Category: A_EQP_ATHL G410, i e 10f07/2008 [31

Vendor ID: Q

Suggested Vendor:  Acrme Gyim Eduipment nc.

Vendor item ID: |

Mfg ID: Q

Mfg tem ID: |

Additional Information

Debra Savhle 619-555-55545 Fairfax High Schaoal. Mew gym clirmbing wall heing installed. :l@

,ﬁ'llcher
A ttern |

™ send to Vendor ™ Show at Receipt [~ sho,

Cancel |
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Remember to click the Add Item button after you finish filling in the fields.

Step 4
Observe that the Requisition Summary displays the item added to the requisition:

Requisition Summary
Description Oty UOM
G CLIMBIM G 1 EA
WWALL

Total Lines: 1

Total &mourt (USDy . 420000

Step 5

Enter the details for the second line item that goes with the first one. Note that you don’t have to
enter the same information in the Additional Information field for each item, if the information
in the first line item is true for all the others. Just make note of it as shown here, then click the
Add Item button:

Special kem

|LAEIOR TOINSTALL CLIMBIMG WALL M G i

*tem Description:

Mfq ID:

Mg kem 1D:

|
| Q
|

*Price: | 1000.00000 *Currency: LSO

*Ouantity: | 1.0000 *Unit of Measure: EA Q

*Category: |A_EQF'_ATH LG43, Due Date: 10/07/2008 [
Vendor ID: | Q Sugoest Mew Yendor
Vendor tem ID:

Additional Information

MOTE: Use same vendar as listed in first line iterm. Same information.

™ Show at Voucher

Add Iterm |

™ Sendto Vendor " Show at Receipt

Cancel |
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Step 6
Enter the details for the third line item that goes with the first two. Click the Add Item button:

Special kem

“ttem Description: | SHIPPING FOR CLIMBING WWaLL

*Price: 200.00000 *Currency: LSD
*Cuantity: 1.0000 *Unit of Measure: EA Q
*Category: A_EQP_ATHL_G41CQ Due Date: 10/07:2009 [
Vendor ID: Q Suggest Mew Vendor
Vendor tem ID:
g ID: Q
Nifg Rem ID:

Additional Information

HOTE: Use same vendaor as listed in first line item. Same infarmatian. :I@

™ Send to Vendor ™ Show at Receipt " Show at Voucher

Cancel | Add Iterm |

NOTE: If you see this message, just click OK and ignore it. It is not an error message, nor
will it affect your order.

B Flease change category. You have selected an asset related category for a
] good = $500

The PeopleCode program executed a Yyarning statement, which has produced

this message.
Ok |

Step 7
Notice on the left side of your screen that the Requisition Summary now displays all the items:
Description Oty UOM
GYM CLIMBING 1 EA
WALL
LABOR TOINSTALL 1 EA
CLIMBING ..
SHIPPING FOR 1 EA

CLIMBIMNG YWALL

Total Lines: 3
Total Amount (USD). 240000
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Step 8
Click the Review and Submit link:

3. Review and Submit

7

rvice.

p—

Now that you’ve added this to your requisition form, you could do the usual things to process it
(see previous exercises for detailed steps):

) Search |

e Give it a name in the Requisition Name field.

o Enter the budget numbers into the Chartfields.

¢ Run the Budget-Check process, and upon receiving a VValid Budget Status you could...
e Submit the requisition.

Line Details — Who is the SDUSD Buyer?

When you submit a requisition with more than one Special Request item, it might be routed to
more than one San Diego Unified School District Buyer for processing. School district Buyers
are assigned to process specific categories of orders. For example, the Buyer that processes
orders for books may not be the same Buyer that processes orders for cafeteria food.

When you want to see which district Buyer is designated to process a given individual line item
in your Special Request requisition, as well as how to contact him/her, you can do so from the
Review & Submit screen.

Step by Step: View Line Item Buyer Details

We begin this example exercise from the point at which we have already created a Special
Request item, and have just added it as a line item to a requisition. The line item is for wooden
blocks for a kindergarten classroom.

Step 1 begins immediately after we clicked the Review & Submit link:

Step 1
Click the Line Details icon, located on the far right side of the line item:
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Requisition Lines
Deseription

Line

o

Vendor Hame

Wooden Blocks #WDBA483 Delu Schaolastic, Inc.

[T Select Al Deselect Al

L # Addtofavories | 4 Modify Line/ Shipping/ Accounting | [ Delete |

20000 €t

Total Amount: 50,00 UED

Iuotifiratian M ammantc

Step 2

On the Line Details page click the Buyer Information link:

Line Details

Line: 1 Wooden Blocks #WDBES483 Delu
o

Amount: 60.00

Category GDS5_4203

Buyer: 122207

Vendor: |oooooozzs?

Vendor Location: Jooa

L, Scholastic Book Fairs

Vender's Catalog: |

Vendor Item ID: |

Mamdfacturer ID: |

. UPNID:

Mamfacturer's lem ID: |

IGDDdS vl

[~ Zero Price Indicator
[~ Stockless ltem

Physical Nature

[ RFQ Required
[~ Device Tracking

™ Inspection Required

Q

Step 3

The Buyer’s name and telephone number are displayed. Click the Return button to go back to

the previous page:

Buyer:

Telephone:

Fax Humber:
Return

Buyer Telephone Information

Alex Doe
858 555 5555

858 555 0000

Step 4

From here you can click OK or Cancel. They both return you to the Review & Submit page of

the requisition:
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Vendor tem ID:

Mamufacturer I0: | i
Manufacturer's item ID: |

Physical Nature I Goods - I

[ RFQ Required I~ Zero Price In
[ Device Tracking I stockless hte

Canfiguration Infa

Additional Features

Comments for Individual Line ltems

In addition to inserting text into the Justification/Comments textbox at the bottom of a
requisition (which applies to the entire requisition and is read by the Approver), you can also
type a comment for an individual line item. You could insert a separate comment for each item
on a requisition, if you wanted to.

 §

Step by Step: Add a Comment for a Line Item

Step 1

After adding items to your requisition and clicking the Review & Submit link to view it, you
can add individual comments to a single line item. Next to the Line Details icon on the far right
side of the line item, click the Comments icon (it looks like an empty cartoon text bubble):

TeeT TeaTTeS -
Requisition Lines
Line Description Vendor Name
T 1 DIPLOMA COVER APF High Scho Herfi Jones 250000 E8ch 7130
T 2 DOMOTADMIT TO CLASS 50 CO Graphigues 50.0000 Fad 0050
=1~ 2 DRAAler Text Grandma's Su Graphiques z5.0000 Fad 0.000
[T SelectAlli Deselect All Total Amount: 100.75 USD
L % Addto favorites [553 Modify Line { Shipping / Accounting | [T Delete |

Step 2
Enter the comments you wish to make for that one item, and then click OK:
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Create Requisition

Line Comments

Line Description

1 DIPLOMA COVER APF High Scho 25,0000 Each 2130 UsD

THIS 1S A HIGH PRIORITY...PLEASE PROCESS THIS ITEM AS QUICKLY AS POSSIBLE.
THARM YOLL

[T sendtoVvendor [ Show at Receipt [ Show at Voucher

Add Attachment I

6] | Cancell

Step 3

You are returned to the Review & Submit page, where you’ll notice that the Comments icon
now appears to have lines of text inside it. This is your visual indicator that a line item has

comments:

Change Search Settings on the Catalog Search Page

When running searches on the Catalog page of eProcurement, you can make a couple of

alterations as to how the search results are displayed for you.

Z §

Step by Step: Display Catalog Search Fields — Yes or No

Step 1

On the Add Items and Services screen, we clicked the blue Catalog tab to bring that page
forward. Under the Search Catalog section (where all the fields are), on the right side beneath

the Search button, click the Search Settings link:
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Catalog | Favorites | Templates | Forms Special Reguest

N ) B - 8 Choose from availabile
] Select a catalog: | Assets - lters over 500 | R e e
| | F Do MWoT LISE ® Mavigate categories by
B clicking falders
8 Yiew items in a categary by
clicking the categaory name
® Usethe checkboxes to select
categories to search bealow

Search Catalog

Search contains  all ofthe following search fields entered: P Search

Description:

Search Settings

Manufacturer’s ktem ID:

Vendor:

|
Manufacturer: |
|
|

Step 2

The Display Catalog Search Fields feature has a default setting of being on. If you don’t want
to have these fields displayed, click into the checkbox to remove the checkmark, and then click
the OK button:

Search Settings

dimdalog Results - Display: | C. 50 Rows Per Page |

Do not show search result navigation message

lay Catalog Search Fields

0134 | Cancel

Step 3
On the Add Items & Services page, the search fields are no longer displayed:
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Create Requisition

1. Define Requisition Eh;

2. Add Items and Services \&

3. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each iterm ar service.

Search: |

Catalog | Favoriies Forms

Browse Catalog

Templates

Special Reguest

‘Select a catalog: |ASSBtS - lterns over 500
| Z_DO_NOT USE

Review and Submit

Q) Search |

Choose from availahble
catalogs in the dropdown list
Mavigate categories hy
clicking folders

Wiew items in a categony by
clicking the category name
Use the checkhoxes to select
categories to search below

Search Settings

7

Step by Step: Change # of Rows in Catalog Results Display

Step 1

On the Add Items and Services screen, we clicked the blue Catalog tab to bring that page
forward. Under the Search Catalog section (where all the fields are), on the right side beneath

the Search button, click the Search Settings link:

] *Select a catalog: |Assets—ltems over 500
r | Z_DO_NOT_USE

Search containg  all ofthe fallowing search fields entered:

Search Catalog

LI & Choose fram available

catalons in the dropdowen list

® Mavigate categories by
clicking falders

& Yiew itemns in a categary by
clicking the categaory name

® Usethe checkboxes to select
categories to search bealow

Description:

Search Settings

Manufacturer’s tem ID:

|
Mamufacturer: |
|
Vendor: |
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Step 2

The Catalog Results Display feature offers a drop-down menu with choices on how many rows
of items to display when you click on a Catalog. Change the choice by clicking the menu open,
and selecting A.15 Rows Per Page. Then click the OK button:

Create Requisition

Search Settings

‘Catalog Results - Display:

[¥ Display Catalog Search Fid

™ Do not show search resu

Ok | Cancel

C. 50 Rows Per Page ;l

B. 25 Rows Fer Page
C. 50 Fows Per Page
D. 100 Rows Per Page

Step 3

To test the setting, click on a Catalog that typically has a lot of items in it, such as the Supplies

Catalog:

Step 4

Catalog | Favorites
Browse Catalog

'Select a catalog:

| [ Z DO_NOT USE
[= Direct Connect Fishet
= Direct Connect Wasie
[ Enquip Non Cap Mon Asset Mad

Templates | Forms

|Items- Goods

[E= Direct Connect Grainger
= Direct Connect Lakeshore Leatn

—I—I—I—I—I—I—I—I—I—I—I—I—I—I

= Direct Connect Office Depat
= Adopted Texthks & Adopted Matl

== Library Books
FETErE NN

e Vol[GLIED
= Furnitire =§500
= Inserice Supplies

Notice that the number of rows of items displayed is now 15:

000 UsD Each

o0 Eau]
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Chapter 4 — About Budgets & Managing Requisitions

Lot Orders

Traditionally, a “Lot Order” is when you want to order a large number of the same item. In our
school district, any time you need to order more than 40 individual items of one type, you can
create a Lot Order in the Special Request screen.

Examples:

1. When you want to order more than 40 individual books with different titles (such as
library books for a school library or classroom). (If you’re ordering 40 or fewer, you
can’t do a Lot order...you’d have to enter each book title as an individual line item).

2. When you want to order more than 40 of any item (Goods, that is...any physical items).

Lot Orders are described in the following exercise:

Step by Step Exercise: Create a Lot Order for Books
In this example we ordered more than 40 library books.

NOTE: If you place an order for 40 or fewer items, you must enter each individual item as a
separate line item on a requisition.

Step 1
Navigation: eProcurement = Create Requisition
Click Special Request:

Create Requisition

|_=| 1. Define Requisition Eh}: 2. Add Items and Se|

Add lines to the requisition, specifying the information necessary to procure each ited

Search:

Catalog
Browse Catalog

*select a catalog: | Assets - ltems over ;l hDDSE frarm

_ catalogs inth

r Z DO_NOT_USE s MNavigate cat
clicking foldg

o Miewy items i

Lic Lo oot
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Step 2

Enter the required information into the appropriate fields. In this example, we are ordering 75
different library books, not to exceed the cost of $5,000. Notice that we chose the correct
Category for library books, which is GDS_4201.:

Create Requisition
‘ E‘ 1. Define Requisition _EE 2. Add Items and Services \& 3. Review an

Add lines to the requisition, specifying the information necessary to procure each itern or service.
Search: | 3

Forms

Favorites Special Request

Catalog Templates

Special Kem

*item Description: |LOT ORDER LIBRARY BOOKS NTE $5,000 incl. all costs

*Price: 5000 *Currencys UsD
*Quantity: L *Unit of Measure: Lot Q
*Category: GDE_4201 Q Due Date: nmzs2007 3
vendor ID: 0000000246 Q. Didc Publishing Sugnest Mew Wendar
‘Vendor Hem ID: |
Mfg ID: Q
Mig em ID: |
Additional Information
For guestions on this order please contact Debra Sayhle at (619) 555-1111 atWilshire Crest ﬂ@
Elementary. Lot order for 74 different titles of library books. List of hooks wi titles, publishers,
vears, to he faxed to Purchasing to help process this arder. MNotto exceed $5,000 j

Step 3

After all the fields have been filled in, we click the Add Item button to add the item to our ePro
requisition:

*ttem Description: ||—OT ORDER LIBRARY BOOKS  NTE $5,000 incl. all costs

*Price: a00o “Currency: Lsh

“Cuantity: 1 Unit of Measure: LoT Q
*Categony: GDE_4201 QL Due Date: 0ar25/2007 3
vendor ID: Q000000846 Q Dele Publishing Suggest Wew Vendar
Yendor Kem ID: |
Mfg ID: Q
Mfg Hem ID: |
Additional Information
Far questions an this arder please cantact Dehra Sayble at (619) 555-1111 atWilshire Crast ;l@
Elementary. Lot arder for 74 different titles of library hooks, List of books wi titles, publishers,
wears, to be faxed to Purchasing to help process this arder. Motto excesd §5,000. Ll

[~ Send to Vendor [~ Show at Receipt r Shm
Cancel | Add or Start New Type | ( Add tem | \
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NOTE: Anytime you see this message appear about changing the category, please know
that it is not an error message, and you should just click OK to dismiss it. Then continue
on, normally. It will not have any effect on your requisition order:

3 Please change category. You must select an asset related category for a good
: = $500

The PeopleCode program executed a Warning statement, which has produced

this message

Step 4

Complete and submit the requisition as you normally would (run the Budget-Check process,
receive a Valid budget status, and then submit the requisition, as usual).

IMPORTANT NOTE:

Whenever you submit a lot order (or any order involving a long list of items) you must also
submit a detailed list of those items to the Purchasing Dept. The list should contain information
such as names or titles of the items, descriptions, ID or Part numbers, publishers, year of
publication or other such information depending on what kind of items they are. There are two
ways you can submit such a list to go with the ePro requisition:

e You can attach the list electronically to the requisition before you submit the requisition.

e You can fax the list to the Strategic Sourcing and Contract Services Dept. (formerly
called the Purchasing Dept.) with the ePro requisition’s ID number on the fax (the fax
number is (619) 542-5705).

By far, the best and most preferable method is to attach the list electronically. The next
exercise illustrates how to do this.

Step by Step Exercise: Create a Lot Order for Things Other than Books
If you order more than 40 different items under a single kind of item, you may place a Lot
Order. An example might be if you were ordering more than 40 different tools and hardware

supplies for a district location (different kinds of wrenches, screwdrivers, drills, nuts & bolts,
etc.). Perhaps you want to order them all from one vendor.

The following steps show how to place a Lot Order for things other than books.
Step 1

Navigation: eProcurement = Create Requisition

Click Special Request:
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Create Requisition

i 1. Define Requisition E!E 2. Add tems and Se|

H

Add lines to the reguisition, specifiing the information necessary to procure each itey

Search: |

Catalog [ Favorit s | Forms | W Special Reguest
Browse Catalog

*Select a catalog: | Accets - tems wer;l hDDSE frarm

- catalogs in th

r Z DO _NOT_USE . Navigagte cat
clicking foldg

o Miew items iy

Lic i ma dl=

Step 2

Enter the required information into the appropriate fields. In this example, we are ordering 50
different tools and hardware items, not to exceed the cost of $7,500. Notice that we chose the
correct Category for building maintenance and supplies, which is GDS_4515:

Special kem

|LOT ORDER TOOLS NTE $7500 INCL. ALL COSTS

*tem Description:

*Price: 7500.00000 *Currency: UsD
“Quantity: 1.0000 *Unit of Measure: LoT Q
*Cateqory: GDS_4515 Q, Due Date: 10152009 [#
Vendor ID: 0000000134 Q Ace Hardware Sugoest Mew Vendor
Vendor tem ID: |
Nfg ID: Q
Mfg tem ID: |

Additional Information

John Doe (619) 555-5555 San Diego Elementary School. Lot order for variety oftoals & hardware ;l@
supplies. List attached. Mot to exceed $7500.
=

™ Send to Vendor ™ Show at Receipt ™ Show at Voucher

Cancel | Add lterm |

Step 3

After all the fields have been filled in, we click the Add Item button to add the item to our ePro

requisition:
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*Price:
“Quantity:
*Category:

Vendor ID:

Mig ID:

Mfg tem ID:

*ftem Description:

LOT ORDER TOOLS MTE $7500 INCL. ALL COSTS

7500.00000
1.0000

GDS_4915 Q
noooooo1494 QL

Vendor kem ID:

Additional Information

aQ

Special tem

*Currency: Lsh
*Unit of Measure: LoT Q,
Due Date: 10152009 5
Ace Hardware Sugoest Mew Wendor

" Send to Vendor

John Doe {619) 555-5555 San Diego Elementary School. Lot arder for variety of tools gFhardware ;I@
supplies. List attached. Mot to exceed $7500.

I Show at Receipt [ Show at Voucher

Cancel |

Add ltem |

Step 4

Complete and submit the requisition as you normally would (run the Budget-Check process,
receive a Valid budget status, and then submit the requisition, as usual), but there is one
additional thing you must do: attach the detailed list of items to the requisition before you
submit it. The following steps show how to do this.

After you click Add Item, navigate to the Review and Submit screen:

Step 5

3. Review and Submit

On the far right side of the line item you just created, click the Comments icon. It looks like a
small cartoon text bubble:

Step 6

On the Line Comments page, click the Add Attachment button:

[T sendtoVendor 'S

Add Attachment |
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Step 7

Browse to locate the list document. (You needed to have scanned the list into your computer and
saved it as a file, before beginning this ePro order. Some computer printers have scanner
abilities. If you don’t have access to a computer scanner, then you won’t be able to attach
anything to your ePro requisition, in which case you would just fax the list over to Purchasing).

After you find your list wherever you saved it on your computer, click to select its file name.
Then, click the Upload button:

I\‘uprdechnmeﬂz‘uusers‘ulTﬂBDDBE\DESktDp\LiSt of Tools. pdf ~ Browse... |
Uplnad| Cancel

Step 8

Verify that the list file is now attached, by viewing its name under the Attached File column.
Then click the OK button:

[T sendtoVendor [ Show at Receipt ™ Show at Voucher

Customize | Eind | Wiew All i First E 1 af 1 |I| Last
Attached File View Send to Vendor

1 List_of_Tools. pdf Wiy | r =]

Add Attachment |

ancel I

Step 9

Now you can complete, save, and submit the ePro requisition normally. Your list will travel
electronically with the requisition through its processing.

Budget Checking

It is CRUCIAL for you to use the correct budgets to pay for your orders. Budgets/accounts are
not interchangeable. NOTE: You absolutely must budget-check every single requisition
and verify that the budget status is Valid, before submitting the requisition for approval.
The system will not let you submit a requisition unless it passes budget-check first.

You need to click the Check Budget button [T checkBudget | to budget-check any
requisition. The Check Budget button is located at the bottom of the Review and Submit screen
of a requisition. It’s important to do this on all new requisitions you create, as well as on all
old requisitions you may edit for re-submission.
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Create Requisition

5

Review the details of your requisition, make any necessary changes, and submit it for appraval.

2. Add ltems and Services \& 3. Review and Submit

1. Define Regquisition

Business Unit: SOUSD San Diego Unified School Dist
Requester: 130086 Debra Savble *Currency: usD
Requisition Name: Tth Grade English Priority: Medium vl

Requisition Lines
Description

v 1 Prenlice Hall Literalure: Prentice Hall Allyn & Bacon | 24.0000 Each 9 00 21748 B0

Line Vendor Hame

[T SelectAll/ Deselect Al Total Amount: 217.44 USD
L p# addtofavorites | |53 Madity Line / Shipping / Accounting | 7] Delete |

Justification/Comments

L]
i3]

"Sendtovendor | Shiwat Receipt |~ Show at Voucher

s Check Budget

as Template
Save & submit ‘ﬁ'aﬁ'_aave & preview appruva\sl 3 Cancel requisition Find more items

After you click the Check Budget button, the following screen appears:

Budget Checking will save your reguisition in an Open Status. (18036,39)

In arder to perfarm budget checking on this requisition, it must first he saved inan Open Status. Press OKto continue. Press Cancelto return to your requisition without budget
checking.

ks | Cancel

Then you would click OK.

Next, you would need to verify that you have a Valid budget checking status before continuing.

Edit Requisition
& 1. Define Requisition Eh; 2. Add ltems and Services \& 3. Review and Submit ‘

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: SDUSD San Diego Unified School Dist
Reqguester: 130086 Debra Sayhle *Currency: uso
Requisition Name: Tth Grade English Priority: IMedium vl

Requisition Lines

Ling Description Yendor Hame
P71 Prentice Hall Literature: G Prentice Hall Allyn & Bacan | 24.0000) Each 9.060 21744 BB

[ SelectAllJ Deselect Al Total Amount: 21744 1JSD
L addtofavorites | (54 ModifyLine i Shipping i Accounting | i Delete |

Justification/Comments

[ SendtoVendor [ Show ceipt [ Show at Voucher

s Check Budget
[” Save as Template
Save & submit | % Save & preview appr

I Budget Checking Status:Walid

ncel Changes | Find more iterns

NOTE: If the budget checking status says “Error” instead of “Valid”, the system will not

let you submit the requisition (although you can save it). You must fix the budget error
and make it VValid before you’ll be able to submit the requisition.
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Budget Checking Status says ERROR - What to do?

If you run the budget-check on a requisition and it returns an error instead of a valid budget
status (shown here):

Budget Checking Status: Error

then it must be resolved and made Valid before you submit the requisition. All requisitions
must pass the budget-check process. There could be any one of several possible reasons why
the budget-check failed.

The most common reasons are:

1) There isn’t enough money in the budget you chose to use, or

2) You entered incorrect budget codes, or

3) The budget you chose to use has not been set up or activated properly.

To solve the budget checking error you may need to change the Chartfield string information.

Common Scenarios:

1. The Chartfields have the wrong account string or budget information entered.

2. The budget doesn’t have enough money in it at that moment to cover the expense of
your requisition order.

3. The Budget Analyst for your department/site has not allocated money into that budget or
has not activated it yet.

Solutions to the Above Common Scenarios:

1. Follow this navigation path to double-check that all the Chartfield code numbers are
correct: Click the Review and Submit tab at the top of the requisition:

\& 3. Review and Submit

Next, click the Expand Section icon @ just to the left of the description of the line item
on the Review and Submit screen. This will expand the item’s details to display the
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Chartfield string for that item:

L % Addto favorites

Edit Requisition
“f‘ 1. Define Requisition Eh; 2. Add ltems and Services \& 3. Review
Review the details of your requisition, rmake any necessary changes, and subrmit it for approval.
Business Unit: s0USD San Diego Unified School Dist
Requester: 130086 Debra Sayhle *CUrrency:
Requisition Name: Tth Grade English Priority:
Reﬂiun Lines
Lin.* Description VYendor Hame Quantity oM Price
| Prentice Hall Literature: Prentice Hall Allyn & Bacon | 10.00000 Each 9,060
Felect Al Deselect Al Total Amount:

| 54 moaiy Line i shipping £ Accounting | [ Delete |

2. Edit the Chartfields as needed so that they contain the correct budget code numbers.
There are look-up screens next to each Chartfield box (see the magnifying glass icons to
the right of each Chartfield). You can use these icons to search for other codes:

DeptiD Resource :::I Account (Program |Class Fund Extended

ool © (ooood G (00 G 4101

2700 © joooo © (01000 O o000 Q)

3. Contact your Budget Analyst and ask him/her to double-check the budget information
you are using, particularly the Account and Fund codes. Ask him/her to check both the
Expense Account and the Control Account. If necessary, your Budget Analyst has the
power to transfer funds from one account into another, as long as this procedure remains

in compliance with district policies.

4

Step by Step Exercise: Fix a Budget Error

Let’s pretend that you have an Open requisition that you haven’t submitted yet, because it has a
budget error. The following Steps show you what you should do.

Step 1

Navigation: eProcurement = Manage Requisitions
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Manage Requisitions

To locate requisitions, edit the criteria below and click the Search hutton.
Business Unit; |SDUSD Q Requisition Name: |

Requisition ID; Q Request Status: IA” hut Cormplete 'l Budpet Status: | - l
Date From: 07/ms2007 E‘J Date To: 07122007 E‘J
Requester: 130086 Q Entered By: 2 POID:

Search | Clear |

Requisitions
To view the lifespan and line iterms for a requisition, click the Expand triangle icon: [+
To edit ar perform anaother action on a requisition, make a selection from the Action dropdovwn list and clickds

Requisition Hame Status e — «tal
I DO000ST956  Tth Grade English SDUSD  07A2/2007 Open an sousp| <select Action 7] EI

4975 USDI =Select Action.. 'Iﬂ

I poooos7947 Diploma Covers SDUSD  07i05r2007  Approved

In the Select Action drop-down menu next to the requisition that has the budget error, choose

Edit Requisition and then click the Go button:

Step 2

e Action dropdown list and click Go.
Status Budget Total

Cpen Etror qn gousn| =Select Action. vI G0

=Select Action...»
Cancel Requisitio
Check Budget

Approved  Walid 49 755D

The requisition opens up, ready for editing. Expand the details of the line item with the budget
error by clicking its Expand Section icon:

Step 3

S ™ 1 Prenti™ Hall Literature: G

Expand Section |

et favoritas | = Madify Lin

gr=elect Al

Examine the budget code numbers in the Chartfields. Make sure they are correct. If they aren’t,

delete the wrong ones and type in the correct ones. If they are already correct, then click the
Save & preview approvals button in the lower left corner. That will save the requisition for
you indefinitely, so you can log out and contact your Budget Analyst for help with resolving

the budget problem:
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BS

T s I Ass formation

[T Bud T~ |
atus Dist Type  |*Location  |Quantity Percent Amount |GL Unit ||JeptID Resource T Account |Program |Class Fund Exte~di

en | 00004C, [1,000.0000 | 100.0000 100,000,000.00 SDUSD NG (0003 @ (00000, (00 4481 1000 @ [1110 @ [o1oo0 @ [ooog

lesetect an Total Amomn 00 USD _/

favorites | |53 Modify Line / Shipping / Accounting | @Deletel

Ll
rl

[~ Show at Receipt [~ Show at Voucher

Hoet | Budget Checking Status:Errer

e
-Save & preview approvals XCanceI Changes | Find maore iterms

Step 4

Once the budget problem is resolved by the Budget Analyst you can log back in, reopen the
requisition, and run the budget-check again. If it returns a Valid status, you can then submit the
requisition.

Enter Budget Codes Once for All Items on a Requisition

It can be tedious to have to enter the same exact budget codes over and over again on a single
requisition, when all the items you’re ordering will be paid for out of the same budget. Modify
Line/Shipping/Accounting is a shortcut feature that comes in handy in such a situation.

If you create a requisition with multiple line items that use all the exact same Chartfields
(budget codes numbers), and all the items will be delivered to the same location (yours), you
can enter the budget codes one single time (after you’ve entered all your items onto the
requisition), and make it cover the entire requisition.

This means that instead of entering Chartfield strings repeatedly for individual items on a
requisition, you can enter one Chartfield string once for the entire requisition. All you need to
do is navigate to the Review and Submit screen and follow these steps:

NOTE: You can use this feature at any point during the process of creating your
requisition.

 §

Step by Step Exercise: Enter Budget Codes Once for Entire Requisition

Let’s say you want to place an order for several different items (you can have as many as 50 on
a single requisition). You intend to pay for the items with money from a single budget account,
and all the items will be delivered to your own office/department/school. The following steps
show you what you should do.
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Step 1
Navigation: eProcurement = Create Requisition

We begin at a point where we have just entered several items into a requisition. Click the

Review and Submit area link:

T

| ePracurement =]
[ Buyer Center

[- Manage ERF Integration ||
— Create Requisition

— Manage Requisitions

Create Requisition

— Approve Requisitions F

— Receive lterns 1. Define Requisition Eh;

2. Add Items and Services

\& ( 3. Review and Submit )

— Pracurarnent Card Nanter |

== add lines to the requisition, specifying the infarmation necessary to procure each item or service

Search: |1afd!f

Requisition Summarny

Forms

Special Regquest

Catalog | Favorites | Templates

Description lot_y’m

WBSEMCE EXCUSE 6§ PKE Browse Catalog

ACRTRARERIISS *Select a catalog: | Secondary Textbook: @

ITARDY SLIP W 10 PK

FPART CARBORM... - Secondary Texthooks .
PARKING PERMIT 25 EA|

(RED) FACUL...

Tatal Lines: 3

Total &mount (USD) 6670

Search Results

‘QSear_chl

e Choose from available

catalogs in the dropdown list

Mavigate categaries by

clicking folders

e Viewiterns in a category by
clicking the category name

« Usgethe checkhoxes to select
categories to search below

Step 2

On the Review and Submit page click to select all the items in your requisition. Click the Select
All/Deselect All link below the list of your items. This places a checkmark into all the

checkboxes of all the items at the same time:

Create Requisition

| E‘ E:;;

1. Define Requisition

2. Add tems and §

Business Unit: s0USD

Requester: 130086

Review the details of your requisition, make any necessary changes, and submit it

San Diego Unified School Dist

Dehra Sayhle

Requisition Hame: Line Default Test

Requisition Lines
Description

Line

b 1 ABSENCE EXCUSE FOR PAREMNTS
p W 2 TARDY SLIP TWO PART CARBOMNL
bW 3 PARKING PERMIT (RED) FACULT

W Select Al Deselect All

i O aeorites _l |_=§;'§MndiﬂrLineIShippingIAcwunting | EID

Yendor Hame
Graphigues

Graphigues

Reid & Clark Screen A
Zo

Justification/Comments
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Step 3
Next, click the Modify Line/Shipping/Accounting button:

Requisition Lines

Line Description ¥Yendor Hame
v 1 ABSEMCE EXCLISE FOR PARENTS Graphigues 50
r W 2 TARDY SLIP TWO PART CARBOML Graphigues 10,0
W 3 PARKING PERMIT (RED) FACULT Reid & Clark Screen Ars 250
[« Selectal) Deselect Al
L addtotavorites

Justification'Comments

Step 4

Now type the budget code numbers for the account you plan to use into the Chartfields (Please
remember that the code numbers shown here are samples only, and should not be copied for use
on a real requisition). Please note that the Account Chartfield will appear blank if the items on
the requisition use different Accounts. Don’t worry about that; rest assured that the correct

Accounts are being used. Then, click the Apply button:

Create Requisition

Modify Line / Shipping / Accounting

data entered on this page will replace the data in the carresponding fields on the selected lines.

Accounting Information
[ chartfieids1 T

D

Percent |GL Unit |De DeptiD

Bud
Resource

Account  program |Class Fund

Line Information

Note: The infarmation below does not reflect the data in the selected requisition lines. When the ‘Apply' button is clicked, the

Vendor ID: Ii Q \fendor Location: ,7 Q
Categony: ’7 Q

Ship To: (&}

Due Date: [#] Attention: |

—
en *C Bu
1 [10000 |sDUsKQ, [oooz @ |oooon G |0 I_Q [tooo @ [1110 @ [o1oo0 @ [oooo @ ‘

—

appty | cancel |

‘_/Qﬂﬁalues From

Step 5

The next screen you see asks you to make a choice regarding Distribution Change Options. It
will probably default to All Distribution Lines, which is what you usually want anyway. So on

this page, just click the OK button:
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Distribution Change Options

Forthe selected requisition lines, apply distribution changes to;

' Al Distribution Lines

Apply changes to all existing distribution lines.

e Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution line numbers,

" Replace Distribution Lines

Rernove the existing distribution lines and replace with the distribution lines changes.

Ok | Cancel |

Step 6

Upon clicking OK you are brought back to the requisition. You can now run the Budget Check,
and if it returns a Valid status, you can submit the requisition.

How to Change the Account Code Number on a Requisition

When we enter budget codes on a requisition to pay for items, ePro always fills in the Account
code number piece automatically. And, it appears “unclickable” so we can’t edit that Account
code. For items we order from the preset lists of Catalog items (such as textbooks, gasoline, or
food, for example) it’s true that we have to accept the Account codes that ePro enters for us.

But...

When we order things in ePro by either Special Request or Direct Connect, we can edit the
Account code. The following paragraphs illustrate how to do it.

For the following example, let’s pretend that there are two separate Account codes we have to
deal with: 4519 for Office Supplies and 4301 for Instructional Supplies.

Let’s say we want to order pencils from Office Depot, strictly for use by students only.
Ordering pencils from Office Depot means that ePro will automatically enter the Account code
for Office Supplies. In order to “force” ePro to change the code to the one we need to use, we
must do a few special steps.

In the illustration below we begin from the point where we have added the pencils from Office
Depot to our ePro requisition. We are now on the Review and Submit screen. The first thing
we must do is select the item whose Account code we want to change. To select the item, we
click a checkmark into the checkbox immediately to the left of the item description:

Requisition Name: Pencils for Students

Requisition Lines

~me Description
Dffice Depot(R Brand Wood

Select AllY Deselect All

L # addto favorites = Modify Lir
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Next, we click the button labeled Modify Line/Shipping/Accounting:

LINE Uescripuon YENQor Hame

w1 DOffice Depot(Rh Brand Yood

Office Depot

[T SelectaliDeselect All

(- .i."' Add to favaorites E‘—g mModify Line [ Shipping FAccounting i)l O

Justification/Comments

On the next page we see, we notice that most of the boxes are blank, which is fine for now. We

need to leave them blank, and just click the Search button (the magnifying glass) to the right of
the Category box:

the data in the corresponding fields on the selected lines.
Vendor Location: |

Categony: | 6}

On the next page we see, we need to enter a percent sign (%) and the Account code we want to
use, into the Category begins with box, and then click the Look Up button:

Look Up Category

SetlD: S0OUSD
Requester:

Category: | begins with _f{|%4301 )
Descrimiun:l hedgins with ;I

Clear | Cancel |EIasiannkun
"

When the Account code’s Category appears, we must click on it to choose it:

Look Up Clear Cancel | d

Search Results

First E 1 af 1 |I| Last

—
CatP~_ .y  |UESCTIPUION

(505 4301 Instructional Supplies |

Wi Al
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Next we are brought back to the Modify Line/Shipping/Accounting page. We must now
manually enter the rest of the budget code numbers for the budget/account we want to use:

Modify Line / Shipping f Accounting

MNote: The information below does not reflect the data in the selected requisition lines. When the ‘Apph' button is clicks
data entered on this page will replace the data in the carresponding fields on the selected lines.

Vendor ID: | Q Vendor Location: )
Categony: GDS_4301 o}

Shipping Information
Ship To: Q

Due Date: &) Attention: |

nccuunting Information

e Bud e — — |
Percent (GL Unit I'l-" T iResuurt:e E Account (Program |Class Fund Il:nu."ﬂeg I

234 QL 12345 Q 12 Q 1234 QL 1234 O [12345 QL [1234 G ‘|

Now we click the Apply button in the lower left corner:
L

Apply |

The next page we see is the Distribution Change Options page. Here, we need to make sure
that the All Distribution Lines choice is selected, and then we click the OK button:

Distribution Change Options

Forthe g

ies, apply distribution chan
= Al Distribution Lines

Anply changes to all egeling distribution lines.

" Matching Distribution Lines

Apply changes to each existing distribution line

" Replace Distribution Lines

Remaowe the existing distribution lines and regla

(o ) Lome|
.J ance

Chapter 4 118



After that we are brought back to the requisition itself, to the Review and Submit page where
we first began. At this point we can complete the requisition as we normally would, by budget-
checking it and submitting it.

Track a Requisition with the Request Lifespan

Each requisition has its own Request Lifespan, which is a graphical representation of the entire
“life” of a requisition. Viewing the Request Lifespan lets you track your requisitions. Just by a
glance, you can immediately see what is happening with your orders, and how far they have
come along.

You can access the Request Lifespan for any requisition you have submitted. You do this by
navigating to your Manage Requisitions page (see the next section of this manual for details
about the Manage Requisitions page), and clicking on the Expand Section icon [l next to the
ID number or name of the Requisition you wish to track. Below is a picture of what that page
looks like:

Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: |SOUSD Q Requisition Name:

Requisition ID: Q Request Status: IA” hut Complete ‘l Budget Status: I -

Date From: 07/08:2007 [5 Date To: 0711352007 el

Requester: 130086 Q Entered By: o poI: Q
Search | Clear |

Requisitions

Toview the lifespan and line iterms far a requisition, click the Expand triangle icon: [

To editgeperform anaother action on a requisition, make a selection fram the Action dropdown list and click Go.
Req ID Requisition Hame BU Date Status Budget

| 0000057956 Jth Grade English SDUSD O7/12/2007 Approved  Valid 90.60USD|<59'9M0“0”--:I'El

There are 9 stages in the Request Lifespan. The stages and their definitions are:

e Request: details about a submitted requisition (its items, budgets, etc.).

e Approve: shows the individual(s) and/or department(s) that need to approve the
requisition.

e Inventory: decides if the requisition is currently a stock item or if the requisition needs
to be ordered by a district Buyer. The ePro system automatically determines this.

e Purchase Order: purchase order status.

e Change Request: if you want your order changed in any way, you can contact the
Purchasing department and ask them to do a Change Request, as long as the order has
not yet been sent to the VVendor.

e Receiving: shows all receipts of items that have been received at the Supply Center.

e Returns: RTV processes are followed. If you want to return an item, you must ask the
Purchasing department to do it for you.

e Invoice: shows the PO lines; both the voucher and the receiver lines.

e Payment: shows payment inquiry and results.
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The illustration below shows a Request Lifespan for a typical requisition that has completed the
first two stages; it’s been submitted and approved by the Department Head or Principal. lcons
that are brightly colored indicate that the requisition has passed that stage (those are circled in
the illustration below). Icons that are gray indicate that the requisition hasn’t reached that stage
yet, or that the requisition skipped that stage because it was unnecessary:

anage Requisitions
* Search Requisitions

To locate requisitions, editthe criteria helow and clickthe Search buttan.
Business Unit: |SDUSD Q Requisition Name: |Eng|ish Texthooks- Rm. 420

Requisition ID: aQ, Request Status: I Allbut Complete = l Budget Status: | - l
Date From: OFi0B2007 El Date To: 07/ 372007 Bl
Requester: 130086 Q Entered By . pOID: Q

Search | Clear |

Toviewthe lifespan and line items for a requisition, click the Expand triangle icon: [+

To edit or perform ancother action on a requisition, make a selection from the Action dropdown list and click Go.

Requisition Hame BU Date Status Budnet

¥ DO000STA56  7th Grade English SDUSD 07M2/2007 Approved  Yalid gu.aDUSD|‘SE'ECMC“DH--:I‘ EI
Reqguester: Dehra Savhle Entered By:  Debra Savhle Priority: Medium
Requesis ey o

 — e —

Requiztion Approvals Imventory Pgrrcdr;arze ;:;:3; Receiving Returns Invoice Payment

L. Information

[Line ~|===rrintinn Status  |Price  |Curr oty [UOM  [Vendor

1 Frentice Hall Literature: Gr... Approved 9.060 LSO 10.0000 EA Frentice Hall Allyn & Bacon

Create Mew Redguisition  Inguire Change Reguest |nguire Receipts  Reguisition Report

Manage Your Requisitions

The Manage Requisitions page is where you can view information about all the requisitions
you ever created. You can track each requisition through its Request Lifespan; you can edit and
resubmit requisitions; you can cancel and reopen requisitions; you can even see which approver
a requisition was sent to, whether they approved it, and when.

There are a few time restrictions that affect several of these functions. You can edit and
resubmit a requisition even after it has been approved, as long as it hasn’t yet become a
purchase order. This is also true if you want to cancel a requisition.

Probably the most important parts of the Manage Requisitions page are those that display the
Status and the Budget of the requisitions.

You want to pay particular attention to the Status and the Budget columns on this page. Those
two areas display the most important information for you about your orders.

The following navigation shows how to access the Manage Requisitions page. The next
illustration shows a typical Manage Requisitions page with four requisitions on it:

Navigation: eProcurement = Manage Requisitions
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Manage Requisitions

~ Search Requisitions

To locate requisitions, edit the criteria below and click the Search buttan.

Business Unit: EDUSD Q Requisition Hame:

Requisition ID: Q Request Status: |A” but Complete x| Budget Status: I—;,
Date From: 07/06/2007 El Date To: 07 3rzoo7 E

Requester: 130086 (o} Entered By Q. pOID: Q

Search | Claar |

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [

To edit or perform another action on a requisition, make a selection fram the Action dropdown list and click Go.

Requisition Hame BU Status
I nonons7g5d  4th Grade Math Books SDUSD 07M3/2007  Open Mt 1.345.92U5D| =Select Action. ] El
Chhkd
I pO0o0s7958  Laptops for Office SDUSD 0732007 Approved  Valid 3,542_DDUSD|<SE|ECW“°“--:|' El
' Q000057957 For Mr. Dobhbs SDUSD O7M3/2007 Open walid 15?.32USD|<SE|ECtACti°”--:I' El
I pO0O057956  Tth Grade English SDUSD 07M 22007 Approved  Valid gn_aDUSD|‘SE'EC‘AC“U“--ZI" El

Create Mew Reguisition  Inguire Change Reguest Inguire Receipts Bequisition Report

Requisitions Displayed:

When you first arrive at the Manage Requisitions page, you will see that it shows the most
recent requisitions you’ve done. You can change the display to show you any of your own
requisitions from any time frame you wish. For example, you might like to see a list of all the
requisitions you submitted during the month of April. In order to do this, you need to click into
the Date From box and change the date to April 1 of whatever year you want. Then click into
the Date To box and change that date to April 30. Then click the yellow Search button. The
screen will change its display to show only your requisitions from April.

Request Status:

You can also filter the display further by having it show you only certain types of requisitions.
You can click into the Request Status drop-down menu and choose a filter. Examples of filters
are: Approved, Canceled, Denied, Open, etc. For example, if you only want to see requisitions
that are currently Open, you can choose that filter from the menu and click the Search button.

Budget Status:

Another way you can filter what you see is to use the Budget Status drop-down menu. Here,
you can choose to view only those requisitions that have one particular kind of budget status.
There are three: Not Checked, Valid, or Error.

Requisition ID:

This is a hyperlink you can click to view the details of a particular requisition. Clicking a
requisition’s ID number does NOT open the requisition up for editing or anything else. It only
lets you see a picture of the requisition.
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Requisition Name:

This shows the name you manually typed in when you were creating the requisition (if you
chose to do so...It isn’t necessary to give a name to a requisition, but it can be helpful to you
later on).

BU:

This is the Business Unit of the requisition. The only Business Unit we use is SDUSD (San
Diego Unified School District).

Date:
This shows the date that the requisition was first created and saved or submitted.
Status:

This shows the current status of the requisition; where it is along the Request Lifespan. This is
one way Yyou can track your requisition and tell how far along it has come. Please see the Status
Definitions, below:

Status Definitions:

e Open: means the requisition is active, but that only you see it. It has not yet been
submitted, and so your Approver will not see it yet.

¢ Pending: means the requisition has been sent to your Approver, and it is waiting for
him/her to approve it.

e Approved: means the requisition has been approved and it’s now on its way to be
processed and fulfilled.

e PO Created: means the requisition has been turned into a purchase order.
e PO Dispatched: means the purchase order was sent to the Vendor.

e Denied: means your Approver denied the requisition. The requisition will not be
processed or fulfilled.

e Canceled: means you canceled the requisition at some time in the past. The requisition
is “frozen” indefinitely with no money pre-encumbered.

e Completed: means the requisition itself has completed its entire cycle. This does NOT
necessarily mean that you have received your order at your site.

Budget:

This shows what the status is of the budget being used to pay for a given requisition. Please see
the Budget Definitions, below:

Budget Definitions:

e Not Chk’d: means the budget check process has not been run yet. (All requisitions
must pass budget check before they can be submitted).

¢ Valid: means the requisition has passed the budget check process successfully, and
money has been pre-encumbered for it.

e Error: means the budget check process has been run, but the requisition has not passed.
This usually means there isn’t enough money in the budget to cover the cost of the
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requisition. (No requisition can be approved or processed until it passes the budget
check process).

Total:

This shows the total dollar amount of a requisition, but without the sales tax. Sales tax is
added when the Purchase Order is created later on.

Select Action:

This is a drop-down list where you can choose to perform an action on your requisition. The
choices in this list may change; they depend upon the status of the requisition. The further
along the requisition is in its life, the fewer choices you’ll have to do things to it.

Editing Requisitions, Add or Delete Items

A requisition can be reopened and edited as long as a Purchase Order has not yet been generated
from it. You can easily find out whether a P.O. exists by checking the status of the requisition
on the Manage Requisitions page. Keep in mind that each time you edit a requisition you must
also re-budget-check it and re-submit it for approval.

To edit a requisition, you must first navigate to the Manage Requisitions page.
From there, find the requisition you want to edit in the list of requisitions.

In the Select Action drop-down menu to the right of the requisition, choose the Edit
Requisition option, and then click the Go button next to that menu.

Requisition 1D: 4 Request Status: | A1 WULLUITIRIER. (7] Budget Status: | =1

Date From: 070172007 El Date To: 0711372007 El

Requester: 130086 Q Entered By: 3 POID: Q
Search | Clear |

Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perfarm anather action on a reguisition, make a selection from the Action dropdaown list and click Go.
Requisition Hame BU Status

> pODODS7959  4th Grade Math Books SDUSD 07132007 Open Mt 1I345_92USD|<38|80U\0ﬁ0n--:I'El
Chikid

P 0000057958  Laptops for Office SDUSD 07M3/2007 Approved  Walid & ;
=Select Action..=

> D0000A7957  ForMr. Dobbs SDUSD 07352007 Open Yalid Cancel Requisitio
[Edit Requisition

' 0000067956  7th Grade English SDUSD 07M2/2007 Approved  Valid

0000067947 Diploma Gavers SDUSD O7/05/2007 Approved  Walid

When you click Go, the requisition will open on your screen, and you’ll be able to edit it. You
can add or delete items, change quantities, change Chartfield strings, or just about anything else.

If you want to add more items, you simply pick them out from the Catalogs (or create Special
Request items) and add them normally to the requisition.

If you want to delete items from the requisition, you just select the item you want to get rid of
(by clicking a checkmark into its checkbox), and click the Delete button at the bottom of the
requisition:
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Line Description VYendor Hame
ABSENCE EXCUSE FOR PARENTS SEnlEs 250000 pach
DIFLOMA COVER, 8 172" (MO Herfi Jones 15.0000 EacH
3 Basic Dehate, ISBM 08442595 Glencoe 3.0000 EacH
[T SelectAllf Deselect All Td
L ® addtofavorites | (53 Modify Line f Shipping / Accounting | 1 Delete |

NOTE: If you’re working on a Special Request type of requisition you may only be able to
edit the Quantity, Comments, Prices, or Due Date of a line item. You might not be able to
delete Special Request items if a budget-check has been run on it.

Remember: After you finish editing a requisition you must budget-check it again to verify a
Valid budget status. Finally, you must submit the requisition for approval.

g

TIP — Requesters and Approvers need to remember that the current tax rate, along with
freight and/or any shipping costs are NOT reflected in the total cost of an ePro requisition.
These costs are not applied to an order at the requisition level. They are applied later on, when
the requisition is turned into a purchase order. It’s important to be aware that any
requisition you create will really end up costing a bit more, after tax and possible shipping
costs are added.

Cancel a Requisition

You can only cancel a requisition if it has not yet been turned into a purchase order. You can
verify whether a purchase order has been created or not by visiting the Request Lifespan for the
requisition.

The following shows step-by-step how to cancel a requisition:

Step by Step Exercise: Cancel a Requisition
Step 1

Navigation: eProcurement = Manage Requisitions

Go to the Select Action drop-down menu to the right of the requisition you want to cancel. If
the choice “Cancel Requisition” is there, then you can still cancel the requisition. After you
click “Cancel Requisition,” click the Go button next to it:
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Status
B OONO0STH5E  4th Grade Math Books SDUSD  O7M3/2007 Open Mat 1I345,92USD|<SelectActi0n.. 'lﬂl
Chik'd

l* 0000057958  Laptops for Office SOUSD  O7M32007  Open Walid 3,642.00 =Select Action.. = | T
=Select Action_=

I DO000S7957  ForMr. Dobbs SDUSD 07M2i2007 Open walid SEfle WD) Canicel Renisition
Edit Requisition

b DO000ST956  Tth Grade English SDUSD 07M2i2007 Approved  Walid 9060 USD] e

I 0000057947  Diploma Covers SDUSD 07/05/2007 Approved  walid 48 75UsD| <Select Action. =] El

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Requisition Hame

Step 2

Click the Cancel Requisition button. You will then be brought back to the Manage

Requisitions page.

Requisition Details for:
Business Unit: sSDUSD
Requisition Mame:  Laptops for Office
Requisition ID: 0ooa0asTass

Line

temn Description
1 District Standard Entry-Level
Laptap, acBa...

Eeturn to Manage Requisitions

Qpen

Debra Sayble

Date:
Status:
Total:

pen
3,642.00

1,214.000 Each

07122007

3.0000

F2p42.00

Cancel Reguisition

Step 3

Verify the requisition was canceled by viewing the following: The Status column shows the

requisition is Canceled and the Budget column shows the requisition is Not Checked.

P DDODOS7953  4th Grade Math Books

I poooos7ass

SDUSD

Taview the lifespan and line items for a reguisition, click the Expand triangle icon: [
To edit or perfarm another action on a reguisition, make a selection from the Action dropdown list and click Go.
Requisition Hame

Status

07372007 Open

It

Laptops for Office SDUSD 07N 3iguo?  Canceled Mot
Chik'd
l* D000057957  For Mr. Dobhs SDUSD  O7A 372007
I 0000057956 7th Grade English SDUSD 07N 272007 Approved Yalid
I ooooo0s7e47 Diploma Covers SDUSD 07052007 Approved walid

Budget

1 345_92U8D|<Se|ectActi0n.. 'lﬂl
D_DDUSD|<SeIectAction.. 'lﬂl

15?.32U5D| =5elect Action.. 'lﬂl
QD_EDUSDI<SE|901ACﬁUn.. 'lﬂl
49_15USDI<SE|ECIACNDH.. VIEI

Any requisition that is canceled will stay as it is (nothing on it will be deleted or altered)
forever. The money that was originally pre-encumbered for it when you performed the budget
check will be returned to the budget automatically upon cancellation.

NOTE: The returned funds may NOT be immediately available for use! You will have to

wait until the district runs its reconciliation process, which is usually once a week. For

more details about this, please contact the Budget Department directly.
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Re-Open a Canceled Requisition

You always have the choice of reopening a canceled requisition at any time (even a moment
after you canceled it, or months later), if you decide you want to process it after all.

The following walks you through how to reopen a canceled requisition and process it.

Step by Step Exercise: Re-open a Canceled Requisition
Step 1

Navigation: eProcurement = Manage Requisitions
In the Select Action menu, choose Re-Open Requisition and click Go:

-
Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform anather action on a requisition, make a selection fram the Action dropdawn list and click Ga.

Requizgition Hame BU : Status

U D000057953  4th Grade Math Boaks SDUSD 07/13/2007 Open Mot 1I345_92U9D|<SelectActi0n..'lﬂl
Chk'd

b DO0ODS7958  Laptops for Office SDUSD 071132007 Canceled Mot 0,00l =Select Action. ] Ow\
Chk'd

I Do00057957  ForMr Dobbs SDUSD 07132007 Open Yalid 1573

=Select Action..=
g Check Budget

EditRequisition |

b p0000S7E5E  7th Grade English SDUSD 07M2/2007 Approved  valid 50,60 USTNEEEA T
I 0000057947 Diploma Govers SDUSD 07052007 Approved  Valid 49.?5USD|‘59'9°‘A°“W--:I'El

Step 2
Click the Reopen Requisition button:

Requisition Details for: Debra Sayble

Business Unit: shUsD Date: avHaizony
Requisition Name:  Laptops for Office Status:
Requisition ID: 000005749458 Total: 3,642.00

Line |kem Description
Dlstrlct Standard Entry-Level
Lagtug MacHo..

Canceled 1,214.000 Each ~ 3.0000 $3642.00

Ifyou would like to Resubmit this Requisition first click the "Reapen Reqmsmon hutton
€ andthen selectthe "Edit Requisition” frorm the Manage Requisition sz
Once you are atthe Requisition Summary page click the "Save g ubmlt‘ buﬂon

Eeturn to Manane Reguisitions (REEER (REEISon l

Step 3

The requisition will open up and be available for any editing you want to do. You must now
edit, then budget-check, get a Valid budget status, and submit the requisition.

Approval Status

You can see the approval status of your requisition by clicking on the Workflow icon from the
Manage Requisitions page. This will show you a graphical representation of the approval flow
of any requisition. You can see who (which Approver) the requisition was submitted to;
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whether or not that person approved the requisition; and if they did approve it, you can see when
that happened.

Please remember, too, that you can see more details about the status of your requisitions
(particularly the denied ones) if you navigate to your Worklist. For information about that,
please review the Status Notification section of this book in Chapter 1.

The following walks you through how to check the approval status of a requisition.

Step by Step Exercise: Check Approval Status

Step 1

Navigation: eProcurement = Manage Requisitions
In the Select Action menu, choose View Approvals and then click Go:

Requisitions
Toview the lifespan and line itermns for a requisition, click the Expand triangle icon: [+

To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

Requisition Hame BU Status

P 0000057859 4th Grade Math Books SDUSD 07M3/2007  Open Mot 1345 ggUSD|<SelectActi0n.. 'Iﬂ
Chkd

I 0000057958 Laptops far Ofice SOUSD 0732007 Canceled Mot g_ggUSD|<SelectAcii0n.. 'IEl
Chkd

0000057957 For Mr. Dobbs SDUSD  07M3/2007  Open walid 157 32usn|<99l90t?\0"0n-- 'IEI

I 0000057956  Tth Grade English SOUSD  O7M2/2007  Approved  walid 30.60LUSD

I 0000057847  Diploma Covers SDUSD  07/05/2007  Approved Walid 49.?5ﬁ

Create Mew Redquisition Inguire Channe Reguest Inguite Receipts Eequisition Report

Step 2
You can then see all the pertinent information about the approval status:

Approval Status

Req Hame: 7th Grade English

Total: 490.60 USD

Requester: Debra Savble Business Unit: SDUSD
Entered on: 07 252007 Requisition ID: 0000057946
Status: Anproved Priority: Mediurm
Requester's Justification:

No fustification entered by requesier.

eProcurement Report — Keeping Track of Your Funds
All ePro Requisitions for Your School/Dept.
Run this report whenever you want to view an up-to-date list that contains:

e All ePro requisitions submitted by anyone within your school or department. Report will
display the following details:

o Short description of items ordered
o Quantities ordered
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Step by Step: All ePro Requisitions for Your School/Dept.

Step 1

After you login PeopleSoft Financials and see the main starting page, click Reporting Tools

Dollar amounts spent

Current status of requisitions
Budget-checking status

Requester ID (who placed the order)
Chartfield strings used in orders

located towards the bottom of the main menu list:

FPersonalize Content | Layout

Search:

®

[+ hly Favarites

[ Employee Selt-Service
[ Manager Self-Service
[> Supplier Contracts

[ Wendors

[> Purchasing

[> Inventary

[ ePracurament

[ Services Procurement
[» Travel and Expenses
[ Cammitment Contral
[> General Ledger

[> Set L Einancials/Supply Chain

ORACLE S

Step 2
Click Query Viewer:

Cluery
Extract information using visual rep
= cuery Manacer

Giuery Wiewer
=l Schedule Quer‘
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Step 3

On the Query Viewer page, type the name of the query/report in the begins with text box, and

then click the Search button. The name of this particular query/report is
SD_SITES_EPRO_REQS:

Query Viewer

Enter any information you have and click Search. Leave fig
- W |QLIEW Marne ;l hegins wit
@ vanced Search

The results of the search are displayed, and you’ll have to make a choice on how to run the
query:

= blank for a list of all values.

S0_SITES_EFRO_REQS

Step 4

Search Results

‘Folder View: | All Folders -- ;l

Customize | Find | view 41| B8 First [ 1 o 1 ¥ Last

. Runto Runto Addto
Query Name Description Owner Folder HTML Excel Schedule Favorites
S0_SITES_EPRC_REQS List sites EPROs Public HTWL Excel Schedule Favorite

Step 5

You must choose whether to run the query to HTML or to Excel. If you choose HTML, the
report will be displayed as a regular PeopleSoft software-type of page on your screen. If you
choose Excel, the report will be displayed within an Excel spreadsheet, which makes the data
available for editing as you wish. (To print a hardcopy, you must run to Excel).

In these example illustrations, we’ll run the query to HTML, and then show you how to
download the results to an Excel spreadsheet from the HTML page.

Click the blue HTML link underneath the column title Run to HTML:

Eunte Runto

Excel

A separate window appears on your screen, containing fields to fill in:

Step 6
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e In the Department field, enter your school’s or department’s 4-digit code number (also
called the cost center number).

¢ Inthe Req Date Greater Than field, enter a past date. This should be the beginning of
the time frame you want the report to cover. For example, if you want the report to show
all ePro requisitions submitted between March 1, 2009 and June 1, 2009, then the Req
Date Greater Than field should have the March 1, 2009 date entered into it.

¢ Inthe Req Date Less Than field, enter the ending date of the time period you want to
see (it cannot be a future date; it can be the current date, or a past date).

Observe the following example. We wanted a report that would show all requisitions submitted
between January 1, 2009 and June 23, 2009:

Department: IIIIIIIIZIE
Req Date Greater Than: I':I1 0172008 [3)
Req Date Less Than: IUEIBIEUUQ i

Yiewy Results |

After you fill in the fields, click the View Results button to run the query.

Step 7
The results are displayed in an HTML page, since that’s the option we chose:

Req ID Requester | [em Descr Llne Dm"hmm" Req Date DL DeptiD |Resourc
Sl alus Status

Energizer(R)
A Alkaline
0000090403 122930 Industrial 01/05/2009 |Complete Valid — |[Valid 3.0000( 7.68000| 23.040(/0003 72500
Batteries, Box
Of 24

Cffice DepoatiR)
2 |0000090403 (122930 gtri?:rlldUGSqueoz 2 1 1 01/05/2009 |Complete [Valid  [Valid |EDX |EA 42.0000( 0.29000| 121800003 | 72500

Clear

Office Depot(R)
Brand

Correction . .
30000090403 (122930 Fluid 3 1 1 0105720049 | Complete Valid  [Valid |EDX |EA 12.0000( 0.19000| 2.280\0003 (72500
Multipurpose,
20 ml., White

COffice DepoatiR)

M‘MMMJN. = ﬂﬂmﬁmﬂm‘mm

NOTE: The results are lengthy and can’t be viewed all in one screen. To view
the rest of the results, including dollar amounts spent, you will have to scroll
your screen over to the right.

If you want to print the report, it’s best to do it after you download the report into an Excel
spreadsheet. Otherwise, it won’t print out everything displayed...only what you actually see on
your screen, even though there is additional data over to one side that you have to scroll to view.

Step 8
At the top, above the results of the query, there is a link called Excel Spreadsheet. Click it:
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The results from the query/report are displayed in a new window within an Excel spreadsheet.

Download results in :

Excel SpreadSheet cSvTextFile (617 kb)

Energlzer(Rj

You can then print, save, manipulate the data, format the spreadsheet, etc.:

1 2 | 3 T+ T3}
1 |List sites EPI 521
2 [Req ID Requester [item Deser |Line # |s¢
3 [ooooneo4oa 122830 EnergizenF) &4 Alkaline Industrial Batteries, B 1

[+ foooonsosoz Trzzeso Cffice Depot(R) Brand Glue Stick, 0.32 Oz, Cle 2

| 5 [ooooososnz (122330 Office Depot(R) Brand Correction Fluid, Multipur 3

| & fooooososos 122830 Office Depot(R) Brand Schoolmate Composition 4

| 7 fooooososos  M122930 Cixford(R) 100 Recycled Twin-Pocket Portfolios, ]

| 8 [ooooosoanz 122930 Office Depot(R) Brand Recycled Deluxe Locking [

| 9 fooooososos  (rzzeso Office Depot(R) Brand Recycled Deluxe Locking 7

| 10 foooongoans  [rzzaso FPacon{R) Eazel Pad, 27 x 34, 1 Ruled 8

L0000 25,12 g 2RISR RO CORL, A SLBHE ]

NOTE: Instead of choosing Excel Spreadsheet, you can also choose CSV Text File. Clicking
CSV Text File will also download the results into an Excel spreadsheet, but it formats all the
data as text. Choosing the Excel Spreadsheet download means that the data will be displayed in
more of a bookkeeping sort of way, with the data formatted as numbers, more easily adaptable

to financial manipulation and calculations.

Here is an illustration of the same query results downloaded into a CSV Text File format:

1

2 [ 3 ]

4

| 5 | 6 [ 7 [ 8 | 9

1

Feg D
90403
90403
90403
90403
90403
90403
90403
90403
90723

k]
ﬁ’a‘mmwmmhmm—x

When you are finished viewing, simply close the query window by its black X Close button in

Feguester ltern DesciLine #

122930 Energizer(
122930 Office Dep
122930 Office Dep
122930 Office Dep
122530 Oxford(R)
122930 Office Dep
122930 Office Dep
122930 Pacon(R) E
122930 Pacon(R) !

its upper right corner.

Sched #  Distrbutionltemn D Reg Date |Status

1 1 1 1452008 Caomplete
2 1 1 1542002 Complete
3 1 1 1642008 Complete
4 1 1 1642008 Complete
5 1 1 14642008 Complete
B 1 1 1462009 Complete
7 1 1 1452009 Complete
8 1 1 1462008 Camplete
1 1 1 1/8/2008 Complete
-—HN
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Chapter 5 — Vendors & Items

Look for a Vendor

You can determine whether a particular Vendor already has an established agreement with the
district. Vendor information, forms, invoices, or contracts will be sent from the parties
requesting such additions to employees who are designated with the authority to enter Vendors
into the PeopleSoft system. (Usually that does not include Requesters who create and submit
ePro requisitions).

The following walks you through how to find a Vendor.

Step by Step Exercise: Find a Vendor
Step 1

Navigation: Vendors - Vendor Information
Under the Add/Update section, click Vendor:

o Frasse= S|

DORACLE

hazin henu = Yendors =

©)

Vendor Information

[+ My Favorites
[ Employee Self-Service

[> Manager Self-Service Vemlm

[ Supplier Contracts ldertify vendor information such as address, contacts, locations, status.

= Wendars

 Yendor Information
[ Addilpdate

[ eProcurement
[» Services Procurament

Step 2

Use some or all the search fields to look for Vendors. Probably the easiest, fastest way to do
this is to type the first three letters of the name of the vendor into the Short Vendor Name
textbox, and then click Search. (NOTE: If you just want to view all the vendors in the district
list, leave all fields blank and click Search, although that will only return the first 300 vendors
we have. There are likely more than that, so it’s better if you can enter a name to be more
specific). In the example shown here, we want to look up Scholastic to see whether they are in
the district’s list of vendors:
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Vendor Information

[ Find an Existing Value

Enter any infarmation you hawve and click Search. Leave fields blank for a list of all values.

SetiD: =z [sDusD Q

Vendor ID:

Persistence:

Short Vendor Hame: I begins wig

Our Customer Numher:| begins wittier |

Mame 1: Ibegins wiith | -

Je Ry iy e

jstory [ Case Sensitive

Clear | Basic Search Save Search Criteria

Step 3

A list of vendors will appear below, that contain the name you searched on. When you find the

one you want click on its name to open it and view details about it:

Look Up Short Vendor Name

SetlD: SDUSD

Short Vendor Name: | begins with _» | |SCHOLASTIC
Name 1: [begins with v ||

Vendor ID; [negins with ||

LnnkUpl Clear | Cancel |E|asi[:|_00|.{|_|p

Search Results

SCHOLASTIC LIB  Scholastic Library Publishing 0000011044

1-10 of 10
Short Vendor Name Name 1 Vendor ID
SCHOLASTIC BOO Scholastic Book Fairs 0ooooo4542
SCHOLASTIC €04 Scholastic Coach 0oooooz2a3

SCHOLASTIC REA Scholastic Reading Counts a0oooos30a

SCHOLASTIC MAG Scholastic Magazines 0000002295

SCHOLASTIC TES Scholastic Testing Service, Inc. 0000004731

SCHOLASTIC, 1M Scholastic, Inc. 000000228y
SCHOLASTIC, IN - Schaolastic, Inc. 0o0ooo22as
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Step 4
You’re then shown a screen containing several tabbed pages (the tabs are located across the
top). You can click into the different tabs to view different information about the vendor:

[ Wentifying Information __Address Y Contacts §” Location |

SetiD: SOUSD Check for Duplicate
Vendor IIx oooooo2z2ay

Vendor Short Name: SCHOLASTIC SCHOLASTIC, IM

Vendor Name 1: Scholastic, Inc.

Vendor Name 2:

Status: Approved Classification: Supplier
Persistence: Reqular HCM Class:

7 VAT Registration Registration VAT Default WAT Service Treatment Setup
[~ Withholding Expand All Collapse Al
= Open For Ordering

= Corporate Vendor ™ InterUnit Vendor

Corporate Vendor ID: InterUnit Vendor 1D:

™ Create Bill To Customer

52 B 5 B e

Expand All | Collapse Al

Save | S\ Return to Search | Previous in List | | +E] Mext in List Motify | ia Refresh Update/Display | | |

|dentifying Information | Address | Contacts | Location

To determine for certain if a particular Vendor exists in the eProcurement system, you might
need to conduct a search in several different ways, using different criteria. For example, you
may need to search with only the first letter of the Vendor name in order to broaden the search.

Look for Items

Searching for a particular item can be done through a catalog search when creating a requisition.
Within that search method you have three options available for finding an item. You can choose
to do a Basic search, Advanced search, or Browse Catalogs search.

Chapter 2 explains those three search options and how to use them in detail.
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NOTE:; If you want to find out the quantity on hand for any district item within the district’s
Catalog lists, please do the following:

1. Click Create Requisition.
2. Click Catalog.

3. Find the item(s) you want by doing a Basic search, Advanced search, or a Browse
Catalogs search.

4. When you see the item you want, click on the blue hyperlink text of the Item
Description. That brings you to a page displaying the long description of the item.

5. Scroll down to the very bottom of the description page. The current quantity in stock
should be displayed there.

6. If the number showing is zero, then it is probably NOT a good idea to try to order it now.
Zero quantity means there are none in the warehouse and it’s on back-order.
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Chapter 6 — Approve Requisitions

What an Approver Needs to Know

All requisitions require approval before they can be processed. The eProcurement system
automatically routes requisitions to the appropriate approvers. Which approver receives a
requisition is determined by the Department ID code number used in the Chartfields within the
requisition. For example, if Brad Pitt is the approver for Department 0123, then all requisitions
whose originators (requesters) use DeptlD 0123 in the Chartfields will be routed to Brad Pitt for
approval.

NOTE: Approvers can only view details, approve or deny requisitions, and track
progress.

Requisition approvals follow three distinct rules:

o Departmental approval: Approvers have been established for all Departments
(including schools) in the district. As mentioned above, requisitions are routed for
approval based upon the Department Chartfield values. Requisitions with multiple
Department codes require multiple Departmental approvals. For example, if a single
requisition uses two or more Department codes so that two or more Departments pay for
the items on that requisition, then all Department approvers for all those Departments
will have to approve that requisition. This means that an approver could possibly
receive more than one email notification about the same requisition. (Email
notifications are automatically sent to approvers upon requisition submission).

e Resource approvals: Approvers have been established for many Resources. Some
requisitions (based on the items being ordered) are routed for approval based on the
Resource Chartfield values on each requisition (part of the Chartfield string). Resource
approvals are separate and in addition to any Department approvals. This means that
after the Department approver approves a requisition, it might be automatically routed to
an additional approver based on its Resource Chartfields.

e Amount approval: If the total dollar amount of any one requisition exceeds $64,000
then that requisition requires an additional approval by the Purchasing Department.

Complex requisitions that contain many line items, multiple cost distributions, food service
items, or high dollar amounts may require approval from several different approvers. If any one
approver denies the requisition at any point in the approval process, the requisition status
changes to Denied, regardless of any other approvals.

Ultimately, it is the approver’s responsibility to view and verify the requisition’s budget
information (Chartfields).

Approvers must make sure that the correct department, resource, account, and fund code
numbers are being used for the items or services being requested.

SO

l@& TIP — It is a good idea for requesters to send a personal email to their Department
approvers, letting them know there is a requisition waiting for their approval in their Worklist,
in addition to the automatic email message approvers receive from the ePro system, each time a
requisition is submitted.
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Every time someone submits a requisition to you, the Approver, you receive an automated email
message from the ePro system. This email is intended to be a notification just to let you know
that the req is not sitting in your Worklist awaiting approval.

It’s possible for you to click an embedded hyperlink within the email, to open and view the
requisition. You can approve it in this manner. However, please be aware that doing this only
lets you take care of a single requisition. You still need to login your Worklist periodically (at
least once a week) to view all the items awaiting your approval.

NOTE: Itisimportant for approvers to approve requisitions by logging in properly to
PeopleSoft Financials, and navigating to the correct Worklist.

The following walks you through an example of how to approve a typical requisition:

Step by Step Exercise: Approve a Requisition
Step 1

First, you must login properly:

1. Launch Microsoft Internet Explorer (do NOT use Netscape or any other Internet
browser).

2. Go to this URL (address): https://dwa.sandi.net
Click the link: Financials Supply Chain

Navigation: Worklist

You can get to your Worklist two different ways: you can click on the hyperlink Worklist from
the header in the upper right corner, or you can navigate through the menu on the left side of the
screen:

PeopleSoft.

Fersonalize Content | Layout

[> My Favorites /

[ Employee Self-Service
[ Manager Self-Service
[» eProcurement

[> Travel and Expenses
[> Commitment Control
[» General Ledger
LS FiTemaalsrSupply Chals

=T Hetails
[> Application Diagnostics
[ Reporting Tools
[ PeopleTools
— Wiy Personalizations

Step 2

To see the details of a requisition that’s been submitted to your Worklist, click the blue
hyperlink Requisition 1D number to access the Requisition Approval page:
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Dietail View Work List Filters: I

" INIZE | Eli

c
Date From |Work ltem Worked By Activity Priority Fank
- Reguisition
{r| BUSINESS UNIT:SDUSD
REG |D:00000575849%, 1144

Eequisition
BUSINESS UMIT:SDUSD
EEQ |D:0000057 351, 1207

Eeguisition

Boh Block 07125/2007 Approval Routing Approval YWoaorkflow

Approval YWorkflow

Boh Block

07126/2007 Approval Routing

Debra Sayhle 07126/2007 Approval Routing Approval YWarkflow ’ 4

Step 3

The last step opened up the submitted requisition. Please take a moment to look at all the parts
of the illustration below. When you’re ready to see more details of the requisition (which
budget is being used to pay for this item, etc.), you would click the yellow button labeled:

View Line Details:

General

information

PeoplgSoft.

»

RequisitionjApproval

Req Name: Health Forre
Total: 36.25USD
Requester: Debra Sayble Business Unit: SDUSD -
Entered on: 0712612007 Requisition ID: 0000057999 DEtaIIS abou':
Status: Pending Priority: Medium what’s being
Retuester’s Justification: ordered.

Mo justificatich enterad by requestar,

~ Line Informa ion

Price |Curr

Vendor Hame

HEALTH FIRST AID
1 BEFORTTOF GRAPHIQUES 260000 PK 1.45 USD

ApprOVel’ L%Viewune Details | [+ Approve | @ Deny |
Information ~ Review Edit Approvers

Requisition Approval

o
&
=

< Line 1:Pending e
HEALTH FIRST AID REPORT TO PARENT 2 PRT NCR WHITE AND CANARY PRINTED 1 SIDE BLACK INK SNAP OUT SIZE 8-1/2 X 5-1/2 IN. 25 SETS PER PKIG P/S#1974 STK # 22H0481 ath

=

o

Department Approval

Pending
Multiple Approvers
@ Department Approval -E

Enter Approver Comments ;I@ |f ApprOVer den ieS
requisition, he/she

= must type explanation

to Requester here.

Return to Warklist |

Step 4

It is extremely important that every Department Approver verifies that the correct
Department, Resource, Account, and Fund code numbers are being used for each item on
every requisition. An Approver should also consider Item Description, Quantity, and Price,
before approving a requisition. This illustration shows the separate window you’d see after you
clicked the View Line Details button. After viewing this, you would click it closed:
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Requisition: Health Forms
Requester: Debra Sayble  Business Unit: SDUSD  Requisition 1D: 0000057993 Date: 7/26/2007

Comments:

Oty Price

25 1.450

Sched Line | Ship To Attention Due Date Oty Total

1 All Locations Combined Debra Sayhle 25 36.25
Line Location Req Oty | Amount |(Pct | GL Unit |DeptiD | Resource |Bud Ref | Account
1 aooos, 25 36.25 (100 SDUSD | S610 31500 oo 4301
Program Class Fund |Extended
100 al] 1000 T402

NOTE: If a requisition is approved and the Chartfield account information is incorrect,
then the Approver will have to explain why the incorrect information was not adjusted
before approving the requisition. (To have the information adjusted before approval, the
Approver must Deny the requisition so that the Requester can make the adjustments and
re-submit the requisition.

Step 5

After verifying that all the information is correct, it’s now okay to approve the requisition. (If
you wanted to deny the requisition, and have the Requester edit it and re-submit it, you would
click the Deny button instead). To process the order as it is, you’d click the Approve button:

T Line Information

tem Description VYendor Hame

HEALTH FIRST AlD
[ @& 1 FEPORTTO P GRAPHIQLUES

¥ Selectalf Deselect All
L%Viewune Details [ Approve | Deny |

The Worklist maintains all requisitions that require approval from the Worklist owner (the
Approver). Once a requisition is approved it no longer appears on the Worklist. You can view
all requisitions you’ve approved or denied in the Manage Approvals page; you can also track
orders from there by clicking on a requisition’s Request Lifespan icon.

If a requisition is denied it might remain on the Worklist until it is edited, re-submitted, or
canceled by the requester who created it.

If a requisition is going to be denied, the Comment textbox is a good place for the approver to
communicate to the requester the reasons for the denial. Any additional approvers can also
view these comments, if the requisition is routed to them.

S0

lﬁ@& TIP -You can approve a single requisition by clicking on the hyperlink within the email
notification you receive when the req is submitted to you. HOWEVER, this only lets you view
and approve a single requisition. It does not let you see other requisitions that may be sitting in
your Worklist, awaiting approval.
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SO
@@@ TIP — Be sure to check your Worklist on a regular basis (about once or twice a
week). Verify all requisitions before approving them.

Step by Step Exercise: Deny Single Items and Approve the Rest of a
Requisition
Step 1

First, you must login properly:

1. Launch Microsoft Internet Explorer (do NOT use Netscape or any other Internet
browser).

2. Go to this URL (address): https://dwa.sandi.net
3. Click the link: Financials Supply Chain
4. Navigation: Worklist

You can get to your Worklist two different ways: you can click on the hyperlink Worklist from
the header in the upper right corner, or you can navigate through the menu on the left side of the

screen:

PeopleSoft.

Personalize Content | Layvout

[+ My Favorites
[ Employee Self-Service
[ Manager Sel-Service
[ eProcurement

[> Travel and Expenses
[ Commitment Contral
[ General Ledger

e TR0 FITremaalsiSupply Chaid

[- Application Diagnostics
[ Reporting Tools

[ PeopleTools

— iy Personalizations

Step 2

To see the details of a requisition that’s been submitted to your Worklist, click the blue
hyperlink Requisition 1D number to access the Requisition Approval page:

Chapter 6 140



Detail View

Boh Block 07125/2007 Approval Routing

Boh Block 07126/2007 Approval Routing

Debra Sayhle 07126/2007 Approval Routing

Work List Filters: I

~
Date From |(Work tem 'Worked By Activity Priority F.ank

Approval YWoaorkflow

Approval YWorkflow

Approval YWarkflow

fr| BUSINESS UNIT:SDUSD

| =| BUSINESS UNIT:SDUSD

" uUIZE | Flie
Requisition

EEG |0:0000057995, 1149
Eequisition

EEQ |D:0000057951, 1207
Eeguisition

[u]

'

Step 3

The last step opened up the submitted requisition. Please take a moment to look at all the parts
of the illustration below. When you’re ready to see more details of the requisition (which
budget is being used to pay for this item, etc.), you would click the yellow button labeled:

View Line Details:

General
information

PeoplgSoft.

RequisitionApproval

Req Name: Health Forms
Total: 36.256 USD
Requester: Debra Savhle
Entered on: 07i26/2007
Status: Pending
Requester's Justification:

No justificalidn entered by requestar.

~ Line Informa jon

Vendor Hame

HEALTH FIRST AID

REPORTTOP.. ERAFRIEES

L%WEWUHE Dietails | [+ Approve | @ Deny |

Approver
Information

~ Review/Edit Approvers

Requisition Approval

Business Unit: SDUSD
Requisition ID: 0000057989
Priority: Medium

Price |Curr

25.0000 Pk 1.45 USD

Details about
what’s being
ordered.

= Lihe 1:Pending

HEALTH FIRST AID REFORT TO PAREMT 2 PRT MCRWHITE AND CANARY PRIMTED 1 SIDE BLACK IMK SMAP OUT SIZE 8-1/2 X 5-112 M. 25 SETS PER PHG PIS#1974 STH # 22H0481

Department Approval

Pending
hultinle Approvers
G Department Approval _E

Enter Approver Comments

Return toWorklist

=&

If Approver denies
requisition, he/she
must type explanation
to Requester here.

Step 4

It is extremely important that every Department Approver verifies that the correct
Department, Resource, Account, and Fund code numbers are being used for each item on
every requisition. An Approver should also consider Item Description, Quantity, and Price,
before approving a requisition. This illustration shows the separate window you’d see after you
clicked the View Line Details button. After viewing this, you would click it closed:
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Requisition: Health Forms
Requester: Debra Sayble  Business Unit: SDUSD  Requisition 1D: 0000057993 Date: 7/26/2007

Comments:

EPORT TO

HITE AMD
Sched Line | Ship To Attention Due Date Oty | Total
1 All Locations Combined Debra Sayhle 25 36.25
Line Location Req Oty | Amount |(Pct | GL Unit |DeptiD | Resource |Bud Ref | Account

1 o0&, 23 36.25 100 | SDUSD | 5610 1500 oo 430
Program Class Fund |Extended
100 ooao 1000 7402

NOTE: If a requisition is approved and the Chartfield account information is incorrect,
then the Approver will have to explain why the incorrect information was not adjusted
before approving the requisition. (To have the information adjusted before approval, the
Approver must Deny the requisition so that the Requester can make the adjustments and
re-submit the requisition.

Step 5

When you receive a requisition with multiple items, you have the option of denying one or more
individual items while approving the rest. After approving such a requisition, its status displays
for the Requester (the one who submitted it) as See Lines, which indicates that it was partially
denied. The Requester can view the requisition to see what part of it was denied and why. You
are required to enter a reason why you are denying part(s) of the requisition, before the
system allows you to deny anything.

To deny individual line items on a submitted requisition, click a checkmark into the left-hand
checkboxes of only those items you want to deny:

* Line Information
ltemn Description Vendor Name
4° 1%DD KIDSMART F-001
= ’ EH 3L GTATE EDUCATIO
PO s T, STATEEDUCATIO
" 4 CEoER tabe o JTH PROVIS-DDI
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Step 6

Scroll your page up to view the very bottom of the screen. In the Enter Approver Comments
textbox enter your reason(s) for denying those items. Your comments will be read by the
Requester. You can include brief instructions for the Requester, if desired:

Enter Approver Comments

Turns out we still have plenty of cookies
and pinto beans. I'm denying those and
approving the apples and the beef,

Step 7
Scroll back up to the top of the screen. Click the Deny button:

7 © 3 EE"EI‘?: ﬂTthslTF[':)ER STATE EDUCATIO
r e 4 oo MEEES S T PROYS. 001

[« SelectAlf Deselect Al
L%Uiewune Details ||§,-""Apprw @ Deny |

* Review/Edit Approvers

Notice how your page changes to reflect your choices (please see large illustration on next
page):
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Requisition Approval

Req Name: Food for Special Event

Total: 134,40 USD

Requester: Leslie Doe Business Unit: SDUSD
Entered on: 10i05/2009 Requisition ID: 0000105144
Status: See Lines Priority: 'M_ Medium
Requester's Justification:

No justification entered by requester.

P
- 1 BHCSOOKES 0 ipsmaRT F-001 1.0000 G5 23.40 USD
7 © 7 W STATE EDUCATIO 3.0000 CS 1.00 USD
- %Rm STATE EDUGATIO 2.0000 G5 1.00 USD
e BEEF SRUVELES S0 m pROVIS-001 40000 G35 26.50 USD

[~ SelectAllf Deselect All
L%View Line Details | [+ Approve I @ Deny |

Requisition Approval

= Line 1:Denied
ABC COOKIES 200 PER CASE KIDSMART

Department Approval - Single

2 view Comments

Denied

Alex Dog
Single Approver for Dept
105552009 - 255 PMW

= Approval Comment History

Alex Doe at 10/5/2009 - 2:55 PM
Turns outwe still have plenty of cookies and pinto beans. I'm denying those and approving the apples
and the heef.

< Line 2:Pending
APFLES, FRESH 37 40 LB PER CASE 3090221

Department Approval - Single

Pending
@Alex Doe

Single Approver for Dept

= Line 3:Denied

(2 view Comments
BEANS, PINTO, Bi#10 CANS PER CASE 3090400

Department Approval - Single

Alex Dog
Single Approver for Dept
100572008 - 2:55 PM

=~ Approval Comment History

Alex Doe at 10/5/2009 - 2:55 PM
Turns outwe still have plenty of cookies and pinto beans. I'm denying those and approving the apples
and the heef.

= Line 4:Pending
BEEF CRUMBLES 30 LB PER CASE USIMG COMMODITY BEEF

Department Approval - Single

Pending
@Alex Doe

Single Approver for Dept

Enter Approver Comments

Turns autwe still have plenty of cookies ;I@
and pinto beans. I'm denying those and
[

approving the apples and the heef.

Eeturn to Worklist
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Step 8

Now click the Approve button to approve the rest of the requisition:

Notice how your screen changes once again, to reflect which items were denied (in red) and

BEEF CRLUMBLES 30

(5 FER cASE JTH PROVIS-001

etails E,/.v'-\ppruvel b Deny

which ones were approved (in green):

lisitiun Approval

Food for Special Event has been approved.

juisition Approval

/Edit Approvers

= Line 1:Denied & view Comments
ABC COOKIES 200 PER CASE KIDSMART

Department Approval - Single

o Alex Doe
Single Approver for Dept
10#5/2009 - 2:55 P

= Approval Comment History
Alex Doe at 10/52009 - 2:55 PM
Turns autwe still have plenty of cookies and pinto beans. I'm denying those and appraving the
apples and the bheef

< Line 2: Approved (@ view Comments
APPLES, FRESH 37 40 LB PER CASE 3000221 -

Department Approval - Single

Approved
Alex Dog
Single Approver for Dept
10#5/2009 - 3:03 P

= Approval Comment History
Alex Doe at 10/5/2009 - 3:03 PM
Turns autwe still have plenty of cookies and pinto beans. I'm denying those and appraving the
apples and the heef.

+ Line 3:Denied @vigw Comments
EEANS, PINTO, 5#10 CANS PER CASE 3000400 -

Department Approval - Single

0 Alex Dioe
Single Approver for Dept
104572009 - 2255 P

= Approval Comment History
Alex Doe at 10/5/2009 - 2:55 PM
Turns autwe still have plenty of cookies and pinto beans. I'm denying those and appraving the
apples and the beef.

= Line 4:Approved (Eview Comments
BEEF CRURMBLES 350 LB PER CASE USING COMMODITY BEEF -

Department Approval - Single

Approved

Alex Dioe
Single Approver for Dept
10#5/2009 - 3:03 PM

= Approval Comment History
Alex Doe at 10/5/2009 - 3:03 PM
Turns outwe still have plenty of cookies and pinto beans. I'm denying those and approving the
apples and the beef.
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Step 9
Click the Return to Worklist link at the bottom left corner of the screen, to view any additional

requisitions:
| apples an

Return to Worklist

Can’t Find a Requisition on Your Approver Worklist?

When you navigate online to your PeopleSoft Financials Worklist and you see an ePro
requisition there that was recently submitted to you, sometimes you might decide to hold it there
until you are ready to approve or deny it. Perhaps you want to get some more information
before you make your decision.

You might find that the next time you look at your Worklist that requisition is no longer there.
That might alarm you or make you wonder where it went, when you had not approved or denied
it.

The requisition can still be found if you navigate to your Manage Approvals page.

Step by Step Exercise: View Your Manage Approvals Page

Step 1

From the main menus on the left side of the screen, click the eProcurement menu, and then
click Approve Requisitions:

Menu
* eProcurement
[ Buyer Center

[+ Manage ERP Integration

Processzes
— Dispatch Purchase Orders
— Manadge Purchase Orders
— Eeceive ltems

Step 2

That takes you to the Approve Requisitions screen, where you can see the status of requisitions
you have dealt with, at a glance. You can view details of any requisition on this list by clicking
its respective Expand Section icon:
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Approve Requisitions
* Search Reqguisitions

To locate requisitions that reguire your approval {or requisitions that previously required your approval), edit the criteria below and click the
Search hutton.

Requisition ID; l— Q Requisition Name: |
BusinessUnit: | = Q *Status: Im

Date From: l— [l Date To: l— [l
Requester: [ a Entered by [ &

Search | Clear | Show Advanced Search

Requisitions

Toview the complete details and approve a Requisition, click the requisition 1D link.

< Expand &l | Collapse i

ActioniStat. = Requisition Hame Bus. Unit  Date Requester Entered By
_' By Fending 0000061923 Diesel Fuel SDUSD  09e20r2007 Marina Falter Matina 140.00 USD
‘h Falter
Expand Section 0000061925 0000061925 SDUSD 092152007 Marina Falter Matina 400.00 USD

\ _/ Falter

Create Mew Reguisition Manadge Reguisitions

Step 3
When you expand the section of a single requisition you can see more details:

Summarny. 1 of 1 Lines Pending Total Pending: 140.00 USD  Priority:  Medium
Justification:

Nojustification enterad bl requiester,

Lines Find | *igwe A i Firzt Izl 1of 1 |I| Lazt

I_Actinn.lstatus Line |kemn Description |Vendor Hame Price uomMm

DIESEL GEEEM
© Pending 1 ULTRA Lo
SULFER

Pinnacle

Petroleum, Inc. 1.40 LSD 100.0000 Gallon

When you’re finished viewing things on the Approve Requisitions page, you can navigate away
from that page or log out of PeopleSoft.
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Chapter 7 — Maintenance & Support

Clear (Delete) Cache Files

If you want both PeopleSoft eProcurement and your computer to work well for you, you must
perform this routine maintenance task on a regular basis. Most people find that this works best
when they do this task every single day that they use any PeopleSoft applications.

NOTE: If you use any PeopleSoft (or other Internet-based) applications, and you don’t do
this task on a regular basis, you will have technical problems with your computer.

This task is called either Deleting Cache Files or Clearing Cache Files. Both nhames mean the
same thing.

Cache files are also called “cookies” or “temporary Internet files”. These files are automatically
placed onto your computer’s hard drive every time you click into any web page on the Internet
(which of course includes all the pages within the PeopleSoft applications). These files are
innocuous. . .that is, they cause no harm to your computer. They actually exist to help your
computer navigate quickly back to web pages you’ve visited before. After a while, though, if
you ignore these cookies while you keep on using the Internet (and PeopleSoft especially), the
cookies pile up more and more, until they start to cause problems. For example, you might
notice that your computer starts to respond sluggishly, or you might begin to see mysterious
error messages pop up.

It’s important to clear the cache files regularly, in order to make room for all the new cookies
that are continually pouring in every time you use the Internet. This helps keep your computer
and your PeopleSoft applications “fit” and running smoothly for you.

The following walks you through the process of clearing cache files.

Step by Step Exercise: Clear/Delete Cache Files

Step 1

It doesn’t matter which web page you have on your screen, as long as you are in Microsoft
Internet Explorer, on the Internet.

Go to the Menu Bar at the top of your screen. The Menu Bar sits just beneath the Title Bar.
Click Tools on the Menu Bar. The Tools drop-down menu should appear.

File Edit Wiews Faworites | Tools  Help

ok - > - @@ > Meendnews > Lo, o B & A =) g
= Synchronize. ..
uddress I@ https:,l',l'dwa.traimE Windows Update LovEESERP/h)?tab=DEFALLT

Peop].eSOfL Sun Jawa Console

Internet Options, .,

Fersonalize Content | Layoy

Search:

€

[= by Favarites

[ Employee Sel-Service
[ Manager Sel-Service
[ “endors

[ Purchasing

pyento
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Step 2
Scroll to the bottom of the Tools drop-down menu and click Internet Options.

png registry content - Microsoft Internet Explorei

Favarites | Tools Help

@ ﬁ Mail and Mews

Svnchronize. ..
iindows Update

oJidwa. braining LEEJERPhI

Step 3

The Internet Options utility window should appear. It’s gray with several tabs along the top.
Be sure that the General tab is facing front. About half-way down the middle of this utility
window, find two buttons: Delete Cookies and Delete Files.

x|

eu:urityl F'rivau:yl Enntentl Eu:unnectiu:unsl F'r-:ugramsl .-'-‘-.dvanu:edl

Ir.ernet Jpkions

General I

% 'ou zan change which page to use for paur home page.
Addresz: |http:;";"www.sandi.net.ﬁ|

IJze Current | IJze Drefault | USEBt?k |

— Temporary Intermet files

o Pages pou view on the Intermet are stored in a special folder
&Y for quick s .

Delete Cookies... Delete Files...

e

—Higtomny

The History folder containg links to pages pou've wisited, for
quick access to recently viewed pages.

Dayz to keep pages in histary: IEI:I 3: Clear History |

Colors... | Fonts... | Languages. .. | .-i‘-.ccessibility...l

| 0k I Cancel | Spply |
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Step 4
Click Delete Cookies. A small confirmation window appears. Click OK on this window.

Delete Cookies pd

& Delete all cookies in the Temporary ["‘\".S

Intermet Files Folder?

ok I Cancel |

Step 5

Click Delete Files. Another small window appears. Click the checkbox to place a mark inside
it, to Delete all offline content. Then click the OK button on this small window.

Delete Files X|

& Delete all files in the Temparary Inkernet Files

‘fou can also delete all your offline conkent skared
lacally,

& ¥ Delete all offline content )
(o] 4 I Cancel

Step 6
Click the big OK button at the very bottom of the Internet Options utility window.

/%:ulcurs... | Faorts... | Languages. .. | .-’-'-.cu:essibilit_l,l...l

; k. | ancel | Apply |
7

Step 7

To completely refresh the browser, close any and all Internet windows that are currently open
on your screen. Then you may re-launch Microsoft Internet Explorer and log back into
PeopleSoft, if you wish.

How to Get Help

There are different ways to find help if you ever have a question or experience a problem
concerning PeopleSoft eProcurement.

NOTE: Currently, the IT Help Desk does not support PeopleSoft applications. Please do
not contact them for help with eProcurement.
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. The FIRST thing you need to do is review the information found in this user manual,
and in related ePro job aids (cheat-sheet handouts received during the ePro training
class). Answers to the majority of questions and problems most people experience can
be found this way. You can always print out training and support materials at this
website:

http://www.sandi.net/peoplesoft/readandlearn

. Another thing you can do (if the printed training materials don’t provide all the answers
you need) is to ask the Knowledgebase for help. The Knowledgebase is an online
database you can access from any computer through the Internet. You type in a keyword
(like, “ePro” or “eProcurement”) and search for information articles that answer many
specific questions. To use the Knowledgebase, go to this website (the Knowledgebase is
located in the upper-right corner when you arrive there):

http://www.sandi.net/peoplesoft

You can also view a PeopleSoft Online Tutorial. These tutorials are animated and
narrated video clips our district’s training team created just for you. The tutorials step
you through how to do things in ePro, using a simulated website that looks and acts like
the real ePro. You can just watch the tutorial, or you can click along with it in a hands-
on exercise to learn (or just to refresh your memory) how to do different ePro tasks.
You can use these tutorials from any PC computer with a good Internet connection (no
dial-up). The tutorials don’t run on Macintosh computers.

To access one of these tutorials, you must be logged into PeopleSoft Financials, be on
the screen where you need help, and click the Help hyperlink in the upper-right corner.

To learn more about how to find and use these tutorials, go to this website:

http://www.sandi.net/peoplesoft/readandlearn/elearning

For face-to-face assistance, you can attend the next available Open Lab session. Open
Labs are free, “help clinics”. No appointments are ever needed; Open Lab is a walk-in,
first-come-first-served place. Just be sure to bring with you all pertinent information
concerning the issue you want help with. A district eProcurement expert will be there at
the Open Lab, waiting for you. You can sit down with the expert at a computer, and
receive customized, one-on-one assistance. For details on when and where Open Lab
will be taking place (each month a new schedule is posted), please go to this website:

http://www.sandi.net/peoplesoft/training/open_lab/practice.asp

Finally, the last thing you can do, in an urgent situation, is contact the currently
designated Subject Matter Expert (SME) in our district’s use of eProcurement. As of the
printing of this manual, that person is:

Robin Hoffpauir  rhoffpauir@sandi.net  (858) 522-5805
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