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Procedure

A requisition can have the status: approved, canceled, complete, open, or pending
approval. You can at any time review canceled or approved requisitions.

In this topic, a requisition for two items has been entered and approved. You will review
information about the requisition.

FIU

Personalize Content | Lavout

Help
Menu [~ 1]
5earch:
[- My Favorites
[> Student Administration
- Employee Self-Service

- Manager Self-Service
- Supplier Contracts

[- Customers

(- Products

[ Promotions

[ Customer Contracts

> Order Management

[- Customer Returns

[ tems

[ Cost Accounting

[ Vendors

- Purchasing

- Imsentory

[ eProcurement

[- Services Procurement
- Sourcing

- Engineering

> Manufacturing Definitions
- Production Control

[ Configuration Modeler
[ Product Configurations: =
[ Quality

[ Grants

> Project Costing

- Proposal Management
- Maintenance Management
- Resource Management
(- Lease Administration

[+ Staffing

[ Travel and Expenses

> Billing

[- Accounts Receivable

- Accounts Payable

[ eSettlements

- Asset Management

[- IT Asset Management

- Banking

- Cash Management

- Deal Management

Step | Action

1. Click the Purchasing link.
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I* Requisitions

I Request for Quotes
[» Procurement Contracts
[» Purchase Orders

I Receipts

[> Return To Vendor

[» Procurement Cards

I Supplier Schedules

I Analyze Procurement

=i Purchasing

Requisitions

Create, maintain, reconcile or review
“requisitions infarmation.

B Adddpciate Requistions

3 Approve Amourts

B approve ChartFields

i, meintain, and dispatch purchase orders.

Set up cart dats, Ioad, recancile, o report on

I Inventory 10 tore

[ eProcurement

- Services Procurement Purchase Orders

> Sourcing

- Engineering [ addndste Express POs
53 i B AddUpciate POs

> Production Control B f—ﬂp—s oiove Ainourds

[ Configuration Modeler SRR

(> Product Configurations

[ Quality Procurement Cards

(- Grants

> Project Costing procurement card transactions.

(- Proposal Management
> Maintenance Management
(- Resource Management
[ Lease Administration

[ Staffing

(- Travel and Expenses

[ Billing

[ Accounts Recefvable

(- Accounts Payable

(- eSettlements

- Asset Management

[+ IT Asset Management
(> Banking

(- Cash Management

- Deal Management

(- Risk Management

(> Financial Gateway

[ WAT and Intrastat

[- Commitment Control

(- General Ledger

(- Allocations

(- Statutory Reports

- SCM Integrations

(- Set Up Financials/Supphy LI

BV Review Bank Statement
Reconcile
Process Statements
2 Mre:

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

Request for Quotes
Creats resuzsts o quites (RFGs), enter
wendor responses, or award RFGs:
B Addt piate RFOs
Bl Manage vendor Quote Groun
1 Dispatch Quates
6 blore

Receipts
Enter and load receiving data, generate
accrusls, review and repart on receipts
[ ddilpdate Receipts
ElLoad Receigts
EIProcess Receipts

13 More...

Supplier Schedules

Create, build, and sispatch supplier schecules
[ Scheduler's Workbench

[ Buiid Schedules

FDispatch Schedules

P Delete Schedules

Procurement Contracts
Define, mairtain, releass, review and report on
wendor and GPO cartracts:
FImanage Master Contracts
3 Acddpdate Cortracts
[ Dispatch Contracts
5 More

Return To Vendor
Creste return= to vendor (RTvs), dispatch,
reconcils o revisw RTVS
B sddtpdate RTY
Bbispatch RTvs
BIReconcils RTYs
S More...

Analyze Procurement
Azcumulste summarized data and analyze
purchasing and wendor data.
Bupdate Procuremert Info
1 Build Vendeor Analysis Cube
[ Review Supplier Performance
2 More

Action

Click the Requisitions link.

Review Re

Click the Review Requisition Information link.
ition Informatiol

Click the Requisitions link.
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- Jesnther ¥

FIU

<~ Review Requisition
Information

= Warkhench
— Dacurnent Status

=l

Requisition Inquiry

~ Change History
I Reports
- AddiUpdate Requisitions
= Apprave Arnaunts
= Approve CharFields
~ Stace For Loading

Unit:  |JFupt Q@
Requisition ID: [}
Req Status: Q

Requester: |

= Load Reguisitions
= Update Direct Shigrments

R Name: |

isition Date: |—E?J

~ Buduet Check
~ Entry Event Request
= Purge Load Reguests
~ Approval Workflow:

[ Reguest for Quotes

[ Procurement Contracts

[ Purchase Orders

> Receipts

[> Return To endor

[> Procurement Cards

[ Supplier

Vendor SetiD:
Vendor ID: [}
tem SetiD:

—

Wendor Lookuy
Wendar Details

em Description: I

 a

oK | Cancel |

Department:

[ Analyze Procurement
- Inventory
[ eProcurement
(- Services Procurement
> Sourcing
(> Engineering
> Manufacturing Definitions
(- Production Control
(> Configuration Modeler
> Product Configurations
(> Quality
[ Grants
(- Project Costing
(- Proposal Management
- Maintenance Management
- Resource Management
[ Lease Administration
[+ Staffing
> Travel and Expenses
> Billing
[ Accounts Receivable
(- Accounts Payable

Mew Window | Help | C:

Page | B

ToReq:

[ a
[ a

Origin:

To: l— 5]

Vendor Name: l— Q
Htem ID:  |a

I Direct Ship

=]

Step

Action

Enter the desired information into the Requisition ID: field
"0000073885".

. Enter

Click the OK button.
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FIU

<~ Review Requisition
Information

=l

= Warkhench
— Dacurnent Status
~ Change History
I Reports
- AddiUpdate Requisitions
= Apprave Arnaunts
= Approve CharFields
~ Sfade For Loading
= Load Reguisitions
= Update Direct Shigrments
~ Buduet Check
~ Entry Event Request
= Purge Load Reguests
~ Approval Workflow:
[ Reguest for Quotes
[ Procurement Contracts

[ Purchase Orders
> Receipts
[> Return To endor
[> Procurement Cards
[ Supplier Schedules
[ Analyze Procurement
- Inventory
[ eProcurement
(- Services Procurement
> Sourcing
(> Engineering
> Manufacturing Definitions
(- Production Control
(> Configuration Modeler
> Product Configurations
(> Quality
[ Grants
(- Project Costing
(- Proposal Management

- Maintenance Management
- Resource Management

Mew wyindow | Help | & Page | B
Req Inquiry First (4 4 of 1 0 Last
| Details
Unit Reguisition Status Reguester Rey Date Total Amt
FIUo1 (0000073885 Appraved Patty Panther 17i2009 500.00 USD
Search
[Elniatity

b AcroumtsPayabie o]
Step | Action

7. Click the Status tab to review requisition information.

8. Click the 0000073885 link to further view information regarding this requisition.

9. Click the Horizontal button of the scrollbar.

10. | Click the Schedule Details button to view shipment schedule information
about a requisition line.

11. | Notice that the Shipment Details page here displays the ship to location for the
schedule line, the item price, the requisition quantity, and the total amount for
the requisitioned items.

12. | Click the Central Rec link under the Ship To location to access the
'Requisition Ship To Address' page. You can view the ship to address,
including a one-time address for this requisition within this page.

CEMTRL
EC
13. | Click the OK button.
14. | Click the Return button.
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Step | Action

15. Click the Home link.
 Home|

16. | Congratulations. You have successfully Viewed Requisition Information.
End of Procedure.
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