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Information

Procedure

After selecting the items and specifying the quantity, you can specify shipping schedules
for each line and define distributions for each schedule. This is done on the Schedule
Page.

In this topic, you will specify a different ship to location, and due date for an item in a
requisition.

rlu _Home | Workist | MuliChannel Console | _Add to Favoriles | Sian out

Personalize Content | Lavout Help

Menu -]
Search:
®
- My Favorites
[ Student Administration
[ Data Expansion Tools
- Employee Self-Service
- Manager Self-Service
I Supplier Contracts
[- Customers
[- Partners
[+ Products
[+ Catalog Management
[- Promotions
[ Customer Contracts
> Order Management
[> Pricing Configuration
[ Customer Returns
[ ltems
- Cost Accounting
[ Vendors
I Purchasing
[ Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
[+ Engineering
> Manufacturing Definitions
[- Production Control
> Configuration Modeler
[ Product Configurations
[ Quality
[- Demand Planning
I Inventory Policy Planning
[+ Supply Planning
[- Grants
> Program Management
[ Project Costing
> Proposal Management
> Maintenance Management
> Resource Management
[ Lease Administration

[ Staffing
[ Travel and Expenses =
A Done [ [T e mternet HI0% -

Step | Action

1. Click the Purchasing link.
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Search:

(O]

- Employee Self-Service
> Manager Self-Service
(> Supplier Contracts

[ Items

[ Vendors

I» Requisitions
I> Request for Quotes
[> Purchase Orders
I» Receipts
[» Return To Vendor
[» Procurement Cards
[- eProcurement
[+ Services Procurement
> Travel and Expenses
> Accounts Payable
(- Asset Management
[ Commitment Control
(- General Ledger
[> Set Up Financials/Supply
Chain
[ Worklist
> Tree Manager
> Reporting Tools
[+ PeopleTools
— Change WMy Password
— My System Profile

FIU

@E‘@ Purchasing

lanage reguisttions, purchase orders, receipts, contracts, and related data.

ﬁ Reguisitions
Create, maintain, reconcile or review
requisttions information
[ AddiUpdate Requisitions
B Approve Amounts
B 2ppr hartFields
10 More.

ﬁ Vendor Rebates
Vendor Rebal

ﬁ Return To Vendor
Create returns fo vendor (RTVs)
reconcie or review RTVs.
[ Addiipdate RTV
[IDispatch RTVs
PIReconcie RTVS

ﬁ Analyze Procurement
Accumulate summarized data and analyze
purchasing and vendor data
= Update Procurement info
P Update Spend History
) Update Procurement Statistics
4 More.

dispatch

ﬁ] Reguest for Quotes
Create requests for quote:
vendor responses, or
[ Add/Update RFQs
ElManage Vendor Quote Group
PDispatch Quotes
6 More.

ﬁ Purchase Orders
/Add, maintain, and dispatch purchase orders.

P Add/Update Express POs
[ Add/Update POs
B Approve Amounts

K[ Procurement Cards

Set up card data; load, reconcie, or report on
procurement card transactions.

Bank Statement

atements

P

e

Edit "Purchasing” Folder

Procurement Contracts

Bl lanage Master Contracts
) AddiUpdate Contracts
B Dispatch Contracts

5 Wore.

Receipts

Enter and load receiving data, generate

accruals
B AddiUpdaf ipts
B Load Receipts
Bpro ceipts

15 Mor

Supplier Schedules
Create, build, and dispatch supplier
schedules.

and report on receipts

i Done, buk with errors on page.

I

/@ tnternet

5, 100%

A

Action

Requisitions

Click the Requisitions link.

Click the Add/Update Requisitions link.
]gclcl-‘Ugclate Requisitions
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rlu Home | _Workiist | MuliChannel Console | _Add o Favorites | _Sian out

= Requisitions -
> Reconcile Requisitions
> Review Requisition

Mew Window | Help | /&,

Information Requisitions
I> Reports
B T E LT ETey| [ Find an Existing Value } Add a New Value
— Approve Amounts
— A we ChartFields N .
— Stage For Loading Business Unit:[FIL01 |,
— Load Requisitions Requisition ID: |NEXT

— Update Direct Shipments)
— Budaet Check
— Entry Event Request Add
— Purae Load Requests
— Appraval Workflow

[ Request for Quotes Find an Existing Value | Add a New Value
[» Procurement Contracts

[> Vendor Rebates

[> Purchase Orders

[> Receipts

[> Return To Vendor
[> Procurement Cards
[ Supplier Schedules
[» Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[- Production Control
(> Configuration Modeler
[ Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[- Grants
> Program Management
[+ Project Costing
> Proposal Management
[+ Maintenance Management
- Resource Management
[ Lease Administration
[ Staffing j

A Done [ [T e umntenet e -

Step | Action

4. Click the Find an Existing Value tab.
[Find an Existing Valug|

5. Click the Search button.

Search

6. Click the Search button.

Search

7. Click an entry in the Requisition ID column.
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rlu Home | Worklist | MulliChannel Console | Add to Favorites | _Sian out

~ Requisitions | New Window | Help | Customize Page | 15
> Reconcile Requisitions
> Review Requisition

Information PR P
 Reports Maintain Requisitions
Requisition
— Approve CharFields N "
— Stage ForLoadin Business Unit:  FII01 Status: Appraved *®
— Load Requisitions itionID: 0000074775 Budget Status: NotChkd T
— Update Direct Shipments) .
— Budaet Check I™" Hold From Further Processing
— Entry Event Request i
:zl‘rr-iwlaff“gjfé-JtLeﬁts “Requester: 2345704 @ Jimmy Carmenate Requisition Defaults
I Request for Quotes “Requisition Date: |05/13/2009 ] Reguester info Edit Comments
[ Procurement Contracts ) l— Requisition Activities
[> Vendor Rebates Origin: co @ Change Order a
Document Status
'; ::;‘:i‘;t’;e Tniams *Currency Code: |USD Dollar
I> Return To Vendor Accounting Date: |05/13/2009 3
> Procurement Cards Total Amount: 2,000.00 USD
[ Supplier Schedules
[» Analyze Procurement
[> Inventory Purchasing Kit Catalog Line: I_O\TD:I_O\ Retrieve
[- eProcurement Item Search Requester tems
[+ Services Procurement
(> Sourcing Customize | Find | View Al
E:nnqmmﬂenlm S Details | Ship Io/DueDate §  Staws Y Vendor Information ) fiem Y Afiributes | Contract Sourcing Controlz.
anufacturing Definitions -
> Production Control ine ltem Description Quantity *UOM  Category Price Amount Status
> Configuration Modeler 1B a, [cotePoononoatsze = €5 [2ooo0n [Ea @ [ose07 | @ [100.00000  2,000.00 Approved

[» Product Configurations

[ Quality
[ Demand Planning View Printable Version  Delete Requisition *Go to: | Mare ﬂ

[ Inventory Policy Planning
Pl T 1 Save | O Return to Search | |+ Previous in Lit | 45] Mextin List | [ Notify | | 73 Retresh |
[- Grants

> Program Management

[+ Project Costing

> Proposal Management

[+ Maintenance Management
- Resource Management

[ Lease Administration

- Staffing -|4] o

[ T e ternet ES R

Step | Action

8. Click the Horizontal scrollbar.

9. Click the Schedule... button.
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W rentzseps

< Requisitions
> Reconcile Requisitions
> Review Requisition
Information
I> Reports
— AddiUpdate Requisitions|
— Approve Amounts
— Approve ChariFields
— Stage For Loading
— Load Requisitions

FIU

Maintain Requisitions

Home | Workiist | MulliChannel Console | _Ad to Favorites | _Sian out

Mew Window | Help | Customize Page | 15

— Update Direct Shipments)
— Budaet Check
— Entry Event Request
— Purae Load Requests
— Appraval Workflow
I Request for Quotes
[» Procurement Contracts
[> Vendor Rebates
[> Purchase Orders
[> Receipts
[> Return To Vendor
[> Procurement Cards
[ Supplier Schedules
[» Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[- Production Control
(> Configuration Modeler
[ Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[- Grants
> Program Management
[+ Project Costing
> Proposal Management
> Maintenance Management
- Resource Management
[ Lease Administration

Schedule
Business Unit:  FILIO1
R 11D: 0000074775

Return to Iain Page

Details

COte PO 0000041578

Requisition Date: 05/13/2009

Status: Approved

Quantity:

20.0000 Each  Amount: 2,000.00USD

Customize | Find | View All | 3§

Sched

ZShip To

1 B [centra

Edit Ship To Comments

Price

100.00000

Quantity

=1 [20.0000

IS Save || & Return to Search | +F] Previous in List | 4] Mextin List | Hotify |

Amount Due Date Status
2,000.00 El R Active A
s Refresh EX

[ Staffing

| o

Done

T @ ternet

ESCAR

Step

Action

10.

E|

Click the Distribution button.

11.

You will be shown how to distribute this requisition by both the quantity and
amount. Regardless of which one you choose, the steps to save the
requisition will be the same.

12.

Class

Project

Fund Code
PC Bus Unit: Enter ‘FSR01’

Activity: Enter ‘'SPN’

For Contracts & Grants project IDs, the following fields must be populated:

Department (Organizational Department ID)

Run the following query to identify the correct combination of the above fields
for a particular project ID: FIU_GL_DEPT_PROJ_LOOKUP
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FIU

= Requisitions -

Home | _Workist |

Mew Window | Help | Customize Page | 15

Console | _Add to Favorites | Sian out

> Reconcile Requisitions
> Review Requisition

Information Maintain Requisitions
I> Reports
— AddiUpdate Requisitions| Distribution

— Approve Amounts
— Approve ChariFields
— Stage For Loading
— Load Requisitions Line: 1
— Update Direct Shipments)
— Budaet Check
— Entry Event Request
— Purae Load Requests
— Appraval Workflow

I Request for Quotes

Requisition ID: 0000074775 Item: COto PO 0000041578

Status: Active
Schedule: 1
Quantity: 20.0000 EA

Open Quantity:

Ship To: CENTRL REC

*Distribute by: lm

Central Re
20.0000

I» Procurement Contracts ) Amount: 2,000.00 USD
I Vendor Rebates SpeedChart: I—Q Multi-SpeedCharts

[> Purchase Orders

[> Receipts Distributions:

[> Return To Vendor Chartfields Defale } Aseet Information

[> Procurement Cards
[ Supplier Schedules

Quantity
[» Analyze Procurement
> Inventory

1 Open  |100.0000 20.0000
[- eProcurement

(> Services Procurement oK
[+ Sourcing

> Engineering

> Manufacturing Definitions
[- Production Control

(> Configuration Modeler

[ Product Configurations

[ Quality

(- Demand Planning

[ Inventory Policy Planning
[ Supply Planning

[- Grants

> Program Management

[+ Project Costing

> Proposal Management

[+ Maintenance Management
- Resource Management

[ Lease Administration

[ Staffing

Distrib Status Percent Amount

2,000.00 [FIU01 | Q@ 721404

GL Unit Account  AltAcct Dept

72100

| cancel || meresn |

|4l

Class Fund

Ll
ul
122000102|@ [1@ 20/ o1 @ a[]

Program Bud Ref

i

|
L[] @mem

H100% -

Step

Action

13.

Click the Horizontal scrollbar.

14.

Click the Add multiple new rows at row 1 (Alt+7) button.
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W rentzseps

Seript Frompt:

Enter number of ramws to add:

Explorer User Prompt

Cancel

> Reports
Add/Update Requisitio
— Approve Amounts
— Approve ChariFields
— Stage For Loading
— Load Requisitions
— Update Direct Shipments)
— Budaet Check
— Entry Event Request
— Purae Load Requests
— Appraval Workflow
I Request for Quotes
[» Procurement Contracts
[> Vendor Rebates
[> Purchase Orders
[> Receipts
[> Return To Vendor
[> Procurement Cards
[ Supplier Schedules
[» Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[- Production Control
(> Configuration Modeler
[ Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[- Grants
> Program Management
[+ Project Costing
> Proposal Management
> Maintenance Management
- Resource Management
[ Lease Administration
[ Staffing

Home | Worklist | MulliChannel Console | Add to Favorites | _Sign out

mize | Find | Vi

Dept Class Fund Program Bud Ref Eﬁfus Project

Activity

Affiliate Eund Affil

122000102 @ 1)@ [0l a 1] @ Q r Q|

e

al

al af

Q F =

[»

jiawascript:submitAction_wind(dacument, winD, REQ_LN_DISTRIE§newm0$50);

T

| tnternet

0% -

Step | Action

15.

Click the OK button.
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FIU

< Requisitions

Home | Workiist | MulliChannel Console | _Ad to Favorites | _Sian out

Mew Window | Help | Customize Pags | &5,

> Reconcile Requisitions
> Review Requisition
Information
I> Reports
— AddiUpdate Requisitions|
— Approve Amounts
— Approve ChariFields
— Stage For Loading
— Load Requisitions
— Update Direct Shipments)
— Budaet Check
— Entry Event Request
— Purge Load Requests
— Appraval Workdlow
I Request for Quotes

uisitions

m

1000074775 Item: COto PO 0000041578

Status: Active
Quantity: 200000 EA
Open Quantity:

ENTRL REC
uantity

Central Re

20.0000

I Procurement Contracts Amount: 2,000.00 USD

> Vendor Rebates Q@ Multi-SpeedCharts

[> Purchase Orders

[> Receipts

[> Return To Vendor Details Asset Information | [F5¥)

[> Procurement Cards s

[> Supplier Schedules Percent Quantity Amount GLUnit  Account  AltAcct Dept Class Fund  Proaram Bud Ref - Project

[» Analyze Procurement

> Inventory 100.0000 | 200000 zooooo[FiUoT @ 721404 72100 [1azoootoz @ 1@ ferolc [e1@ aQ Q
e || I 5w owfmra s e e fapwafra e[|
b s |-

i el | e

> Manufacturing Definitions
[- Production Control

(> Configuration Modeler

[ Product Configurations

[ Quality

(- Demand Planning

[ Inventory Policy Planning
[ Supply Planning

[- Grants

> Program Management

[+ Project Costing

> Proposal Management

[+ Maintenance Management
- Resource Management

[ Lease Administration

[ Staffing

o
- 4

F100%

|
L[] @mem

Step | Action

16. Click the Horizontal scrollbar.

17. | Enter the desired information into the Quantity field. Enter "10.0".

18. | Click the Refresh button to update the Percent field.

19. | Enter the desired information into the Quantity field. Enter "10.0".

20. | Click the Refresh button to update the Percent field.

21. | Click the Dept button to search for a different department to distribute the cost

to.
[&]

22. | Enter the desired information into the Department field. Enter "144000103".

23. | Click the Look Up button.

24. | Click an entry in the Department column.

144000103

25. Click the OK button.
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W rentzseps

FIU

> Reconcile Requisitions

> Review Requisition
Information

I> Reports

— Add/Update Requisitions|

— Approve Amounts

— Approve ChariFields

— Stage For Loading

— Load Requisitions

= Requisitions -

Maintain Requisitions

Home | Workdist | Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | 15

Schedule
Business Unit:  FILIO1 Requisition Date: 05M13/2008
110: 0000074775 Status: Approved

— Update Direct Shipments)
— Budaet Check

— Entry Event Request

— Purae Load Requests
roval Warkflow

I Request for Quotes
[» Procurement Contracts
[> Vendor Rebates
[> Purchase Orders
[> Receipts
[> Return To Vendor
[> Procurement Cards
[ Supplier Schedules
[» Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[- Production Control
(> Configuration Modeler
[ Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[- Grants
> Program Management
[+ Project Costing
> Proposal Management
> Maintenance Management
- Resource Management
[ Lease Administration
[ Staffing

Return to Iain Page
COte PO 0000041578 Quantity:

Details

Find | View All

20.0000 Each  Amount: 2,000.00USD

Customize | Find | View Al

Sched Price

100.00000

Quantity

20.0000

ZShip To

1 B [centR

Edit Ship To Comments

& save | L Return to Search | +E] Previous in List | 4 Nextin List | Hotify |

Amount Due Date

2,000.00 [5

Status
E‘g Active

) Refresh

|4l

| o

T @ ternet

ESCORN

Step | Action

26.

Click the Save button.

217.

You will now be shown how to distribute by Amount.

28.
E|

Click the Distribution button.

Page 10
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FIU

< Requisitions
> Reconcile Requisitions
> Review Requisition
Information
I> Reports
— AddiUpdate Requisitions|
— Approve Amounts
— Approve ChariFields
— Stage For Loading
— Load Requisitions
— Update Direct Shipments)
— Budaet Check
— Entry Event Request
— Purae Load Requests
Approval Warkflow
I Request for Quotes
[» Procurement Contracts
[> Vendor Rebates
[> Purchase Orders
[> Receipts
[> Return To Vendor
[> Procurement Cards
[ Supplier Schedules
[» Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[- Production Control
(> Configuration Modeler
[ Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[- Grants
> Program Management
[+ Project Costing
> Proposal Management
[+ Maintenance Management
- Resource Management
[ Lease Administration
[ Staffing

Maintain Requisitions

Home | workdist | Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | 15

Distribution

Requisition ID: 0000074775 Item: COto PO 0000041578
Line: 1 Status: Active

Schedule: 1

Ship To: CENTRLREC _ Cenlral Re Quantity: 20.0000 EA
*Distribute by: | Quantity =l Open Quantity: 20.0000

SpeedChart: Q Multi-SpeedCharts

Distrib Status Percent

1 Open  |100.0000 20.0000

OK

Distributions:
Chartfields

Amount: 2,000.00 USD

Details ' Asset Information

Amount

2,000.00 [FIU01 | Q@ 721404

Quantity GL Unit Account  AltAcct Dept Class Fund Program Bud Ref

Ll
ul
122000102|@ [1@ 20/ o1 @ a[]

72100

| cancel || meresn |

|4l

i

|
L[] @mem

H100% -

Step

Action

29.

Click the Horizontal scrollbar.

30.

Click the Add multiple new rows at row 1 (Alt+7) button.
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W rentzseps

Seript Frompt:

Enter number of ramws to add:

Explorer User Prompt

Cancel

]

> Reports
Add/Update Requisitio
— Approve Amounts
— Approve ChariFields
— Stage For Loading
— Load Requisitions
— Update Direct Shipments)
— Budaet Check
— Entry Event Request
— Purae Load Requests
— Appraval Workflow
I Request for Quotes
[» Procurement Contracts
[> Vendor Rebates
[> Purchase Orders
[> Receipts
[> Return To Vendor
[> Procurement Cards
[ Supplier Schedules
[» Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[- Production Control
(> Configuration Modeler
[ Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[- Grants
> Program Management
[+ Project Costing
> Proposal Management
> Maintenance Management
- Resource Management
[ Lease Administration
[ Staffing

Home | Worklist | MulliChannel Console | Add to Favorites | _Sign out

mize | Find | Vi

Dept Class Fund Program Bud Ref Eﬁfus Project

Activity

Affiliate Eund Affil

122000102 @ 1)@ [0l a 1] @ Q r Q|

e

al

al af

Q F =

[»

jiawascript:submitAction_wind(dacument, winD, REQ_LN_DISTRIE§newm0$50);

T

| tnternet

0% -

Step | Action

31.

Click the OK button.
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!'L: TeuSed

FIU

< Requisitions
> Reconcile Requisitions
> Review Requisition
Information
I> Reports
— Add/Update Requisitions|
— Approve Amounts
— Approve ChariFields
— Stage For Loading
— Load Requisitions
— Update Direct Shipments)
— Budaet Check
— Entry Event Request
— Purge Load Requests
— Appraval Workdlow
I Request for Quotes
[» Procurement Contracts
[> Vendor Rebates
[> Purchase Orders
[> Receipts
[> Return To Vendor
[> Procurement Cards
[ Supplier Schedules
[» Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[- Production Control
(> Configuration Modeler
[ Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[- Grants
> Program Management
[+ Project Costing
> Proposal Management
[+ Maintenance Management
- Resource Management
[ Lease Administration
[ Staffing

Home | Workist | Console | Addto

- Mew Window | Help | Customize Page | 15,
uisitions
m
000074775 Item: COto PO 00000415768
Status: Active
ENTRLREC _ Central Re Quantity: 20,0000 EA
uantity 2 Open Quantity: 20.0000
Amount: 2,000.00 USD

Q Multi-SpeedCharts

Detal ! Asset Information !

Quantity GL Unit Alt Acct Eﬁfus

100.0000 20.0000
0.0000

ancel Refresh

Percent Amount

2,000.00 [FIUD1 | @ 721404
0.00 [FlU01 | Q 721404

Account Dept Class Fund Program Bud Ref Project

[rasmnmz @ [rla pola e [ al a[ |
fazo00102 @ [T/ ferola T Q a

72100

72100

=l | |

Done

[T T e nternet BN

Step

Action

32.

Click the Horizontal scrollbar.

33.

Click the Distribute by list.

Last changed on: 8/12/2009 8:37 AM
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FIU

| _Sian out

= Requisitions -
> Reconcile Requisitions
> Review Requisition

Mew Window | Help | Customize Page | 15

Information Maintain Requisitions
I> Reports
Distribution
— Approve CharFields ) -
_ Stage For Loadin Requisition ID: 0000074775 Item: CO1to PO 0000041578
— Load Requisitions Line: 1 . Active
~ Update Direct Shipments) Status:
- Budget Check Schedule: 1
— Entry Event Request | Quantity: 20.0000 EA
— Purge Load Requests Ship To: CENTRL REC Central Re
— Approval Workflow *Distribute by: | Quantity > Open Quantity: 20.0000
I Request for Quotes .
[> Procurement Contracts nti . Amount 200000 usD
> Vendor Rebates SpeedChart: ulti-SpeedCharts
[> Purchase Orders
[> Receipts
> Return To Vendor ' Asset Information
[> Procurement Cards Pq
I Supplier Schedules Distrib Status Perc: Quantity Amount GL Unit Account  AltAcct Dept Class Fund Program Bud Ref u
[> Analyze Procurement —
b e 10pen [100.0000 [ 20.0000 200000 [FlU0T_ @ 721404 72100 [132000102 @ [T @ [0 @[5 @ a[]
(> eProcurement
ey 20pen [ || 00000 oo0[FoT @ 721406 7zi00  [rmsoonnz @ e roafira [ Q]
[+ Sourcing bl
(> Engineering 0K | Cancel | Refresh |

> Manufacturing Definitions
[- Production Control

(> Configuration Modeler

[ Product Configurations

[ Quality

(- Demand Planning

[ Inventory Policy Planning
[ Supply Planning

[- Grants

> Program Management

[+ Project Costing

> Proposal Management

[+ Maintenance Management
- Resource Management

[ Lease Administration

- Staffing -4 o

|
Dore [T [ [cpmtene i -

Step | Action

34. Click the Amount list item.
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Information

rlu Home | Worklist | MulliChannel Console | Add to Favorites | _Sign out

= Requisitions -
> Reconcile Requisitions
> Review Requisition

Information Maintain Requisitions

I> Reports
— Add/Update Requisitions| Distribution
— Approve Amounts
— Approve ChariFields
— Stage For Loading
— Load Requisitions Line: 1 s Activ
~ Update Direct Shipments) Status:
— Budaet Check Schedule: 1
— Entry Event Request | Quantity: 200000 EA
— Furae Load Requests Ship To: CENTRLREC  Central Re N

Mew Window | Help | Customize Page | 15

Requisition ID: 0000074775 Item: COto PO 0000041578

Ed

— Approval Workdlow *Distribute by: - Open Amount: 2,000,000
Amount: 2,000.00 USD

I Request for Quotes

[» Procurement Contracts

I Vendor Rebates SpeedChart: Q Multi-SpeedCharts

[> Purchase Orders

[> Receipts

[> Return To Vendor

[> Procurement Cards PCBus
i

I> Supplier Schedules Distrib Status Percent Amount GL Unit Account  AltAcct  Dept Class fund  Program Bud Ref Unit Proj

pﬁ.\lﬁg:: Procurement t1open [1000000 [ 200000 [FiUot @ 7z140s 72100 [1aeoo0t0z|@ [1 @ 0@ ot @ Q al |
Rt I 2 Open 000 [FiUoT | @ 721404 72100 [1zao00i02)@ [T ol T @ Q al |

[+ Sourcing
(> Engineering 0K | Cancel | Refresh |
> Manufacturing Definitions
[- Production Control

(> Configuration Modeler

[ Product Configurations

[ Quality

(- Demand Planning

Distributions:
Chartfields

Details ' Asset Information

[ Inventory Policy Planning
[ Supply Planning

[- Grants

> Program Management

[+ Project Costing

> Proposal Management

[+ Maintenance Management
- Resource Management

[ Lease Administration

L staffing Sl \ i
4

Done [T T e ternet 00 -

Step | Action

35. Enter the desired information into the Amount field. Enter "1000.00".

36. | Click the Refresh button to update the Percent field.

37. Enter the desired information into the Amount field. Enter "1000.00".

38. | Click the Refresh button to update the Percent field.

39. | Click the Dept button.

40. | Enter the desired information into the Department field. Enter "144000103".

41. | Click the Look Up button.

42. | Click an entry in the Department column.

43, Click the OK button.
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Business Process Document
PS FIN Purchasing: Entering Requisition Schedule
Information

W rentzseps

FIU

= Requisitions -

Home | _Workist |

Mew Window | Help | Customize Page | 15

Console | _Add to Favorites | Sign out

> Reconcile Requisitions
> Review Requisition

Information . . .
I Reports Maintain Requisitions
— Add/Update Requisitions Schedule

— Approve Amounts
e Requisition Date:  05/13/2009
— Load Requisitions 11D: 0000074775 Status: Approved
— Update Direct Shipments)
— Budaet Check
— Entry Event Request
— Purae Load Requests
— Appraval Workflow

I Request for Quotes

[» Procurement Contracts

[> Vendor Rebates

Business Unit:  FILIO1

Return to Iain Page

COte PO 0000041578 Quantity: 20.0000 Each

Details

Amount: 2,000.00USD

Customize | Find | View Al

Find | View All

I Purchase Orders Sched ZShip To Quantity Erice
[> Receipts =i l— = l—
I Return To Vendor 1 r‘g CENTRQ, 20.0000 100.00000
[> Procurement Cards
[ Supplier Schedules
[» Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing bl
> Engineering
> Manufacturing Definitions
[- Production Control
(> Configuration Modeler
[ Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[- Grants
> Program Management
[+ Project Costing
> Proposal Management
> Maintenance Management
- Resource Management
[ Lease Administration
- Staffing -4

Edit Ship To Comments

& save | LA Return to Search | +{E Previous in List | #E] Nextin List | Hotify | 3 Refresh

Amount Due Date

2,000.00 [5

Status

E:; Active A

| o

I

| tnternet ESCORN

Step | Action

44, Click the Save button.

45. | Congratulations! You have successfully updated distribution fields on a

requisition.
End of Procedure.
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