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Introduction

This guide is designed for those who have been designated as Requestes for PeopleSoft
Financial Management S$lutions (FMS). The Requester Role authorizes you to access FMS
to perform the following functions:

Enter and track purchase requisitions

Access your worklist to process special category, recycled, or denied requistions
Enter and track purchase order receipts

Track vouchers and vendor payments (including those for Check Requests)
View your DCC or Project/Grant budget

Enter and track journal entries

Enter and track budget transfers

View and confirm vendors for entry in Check Request Form

View and confirm chartfield values (including those needed for Check Requests)

[ cntR et B et AN et AN an- an- et et e

Guide Organization and Use

This guide is used both for training and as a production reference tool. It is divided in two
primary sections. The first section of the manual includes in depth discussion with ample
screen captures on understanding the primary FMS Requester documents: Requisitions,
PO Receipts, Journal Entries, and Budget Transfers.This section also discusseswhen and
how to track these documents in the system. Additionally, the use of FMS to complete
check requests is also covered. The last section of the manual includes quick, step-by-
step, procedures for entering these documents.

If you are new to FMS and are unfamiliar with u sing FMS to purdhase goods and services
and are not familiar with BGSUG®&essudgessyounread s pr oc
the entire guide.

If you are up -to-date with our purchasing business processes andyou just need a guide to
help you enter these documents, we suggest you refer to the back of the guide. If you

need to, you can always refer to the in depth section on Requisitions, PO Receipts, Budget
Transfers, Journal Entries, etc.
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Companion Documents
This manual should be used in conjunction with the followin g documents
U Budget and Journal Transfer Forms (Academic Departments Only)

http://www.bgsu.edu/offices/provost/budgeting/index.htmi

U Check Request Instructions
http://www.bgsu.edu/downloads/finance/file60314.pdf

U Check Request (form)

http://bgsu.edu/downloads/finance/file35613.pdf

U FMS Security Request Form

http://bgsu.edu/downloads/finance/file35613.pdf

U FMS Item Category Codes

http://www.bgsu.edu/offices/business/fms/page34858.html

U OnBase Web Client Document Toolbar (for viewing and printing scanned vendor
invoices)

http://www.bgsu.edu/downloads/cio/file52031.pdf

U University Policy on Purchasing, Sales and Disposal of Wdiversity Property and
Inventory Control

http://www.bgsu.edu/downloads/finance/file57480.pdf

U Vendor Data/Registration Forms

http ://www.bgsu.edu/offices/purchasing/page49621.html
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Helpful Web Sites

You may also visit the following Websites for additional FMS information:

Academic Affairs Budget Office

U http://w ww.bgsu.edu/offices/provost/budgeting/index.html

Business Operations Office

U http://lwww.bgsu.edu/offices/business/index.html

Controllerbds Office

U http://lwww.bgsu.edu/offices/controller/index.html

Grants Accounting (Restricted Fund Accounting)

U http://www.bgsu.edu/offices/controller/page52362.html

Office of Budgeting and Resource Planning

U http://lwww.bgsu.edu/offices/budget/index.html

Purchasing Department

U http://www.bgsu.edu/offices/purchasing/index. html
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Helpful Phone Numbers

Accounts Payable Staff

Linda Leimgruber Travel and Entertainment, Conference Registration, Airfare 2-2315

Karen Dauterman Payment Orders, SC Orders (Vendors AK), Departmental 2-2314
Purchase Orders

Teri Gentry Payment Orders, SC orders (Vendors LZ), Statements,
Report Distribution

Connie Cadwallader Verify and mail Accounts Payable checks, Internal charges

Purchasing Card Administration

Teresa Coss Purchasing Card Administrator

FMS Support Staff

Trish Jenkins - Functional Lead/GL

Maureen Ireland Functional Lead/AP and PO
Cheryl Harouff Vendor Consultant

Chasity L McCartney Functional Lead PostAward Grants/AR
Tom Kornacki Functional Lead PreAward Grants
Linda Larkin FMS Applications Developer

Bob Kupetz MS Applications Developer

Terry Brentlinger MS Developer 2-2911S

David Hayes FMS Security 2-9656
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Signing in to PeopleS oft FMS Application

Use the following steps to sign in to PeopleSoft FMS Application

1. Open a web browser, for example, /nternet Explorer.

2. Highlight the bgsu.edu addressin the Address text box and press the Delete key.

fj BGSU = Academics = University Home Page - Windows Internet Explorer _ |EI|1|

r——

By s T = e j || X IC::C& Pi-
: . ) . A X S o
File Edit WView Favorites Tools Help Links . Report a University-Owned Computer Problem g | Customize Links &isnaglt E | ]
= = =
* fﬁ? .BGSU 11 Academics :: University Home Page ﬁ & D T d’ Page ~ {7 Tools -

ACADEMICS ADMISSIONS THE ARTS ATHLETICS LIBRARIES OFFICES

3. Type the following : fms
4. Pressthe Enter key.

U The FMS Sign In page is displayed.

5. Enter your BGSUUsername and Password .

6. Click the @Ibutton.

FMS Sign -IN Page

BEG@100 FMS

[BG@1I]I] FMS SIGN-IN]

Username: |LBEEMAN
Password:l
Sign In |

For assistance, please contact the Technology Support Center at 419-372-0999 or email tsc@bgnet.bgsu.edu
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Understanding the Maintain Requisition Co mponent

Introduction

There are two methods to enter a purchase requisition. The first method is to enter data
on the three primary pages: Requisition , Schedule , and Distribution . The second
method is to enter data using the Requisition Default  page and the Requidgtion page.

This guide provides detailed instructions for the first method. We suggest you follow this
method until you become more familiar with the Maintain Requisition ~ component.
Instructions are provided for using the Requisition Default page as well. You may try that
as you gain experience with using FMS.

Navigation

To navigate to the Maintain Requisition ~ component follow the navigation path below.
Just click on each heading to move from one menu to the next.

Navigation: From the Menu Pagelet, select Purchasing > Requisitions >
Add/Update Requisition

> BGSU Menu
[> Supplier Contracts
> Vendors
< Purchasing
v Requisitions
[> Reconcile Requisitions
> Review Requisition
Information
I Reports ‘/
— Add/Update Requisitions
— Approve Amounts
— Approve ChartFields
— Budget Check
— Approval Workflow
[> Request for Quotes
[> Purchase Orders
[> Receipts
> eProcurement

Click Purchasing

| Click Requisitions

Click Add/Update Requisitions

SU

BOWLING GREEN STATE UNIVERSITY

Purchasing Department/Office of Human Resources
April 2009



FMS Requester User Guide

Add

At the Requisitions page, click the yellow Add button

Requisitions

/ Find an Existing Value " Add a New Value |

Business Unit:IEIGSUI\Q
Requisition |D: INE}(T

Add

Find an Existing Value | Add a New Value

The framework of a requisition includes the following pages

Requisition
Schedule
Distribution

Requisition Defaults (only used if you are using the Requisition Default method to
enter a requisition)

The Requisition Page

The Requisition page contains general information about the requisition. The top part of
the page includes identifying information as shown in the follow ing screen capture.

Allows you to
copy from
another

requisition

Maintain Requisitions

(_ Pending Approvalis initial
staus. When approved by
final approver, status
changes to Approved.

Default Value for
All Requisitions

When saved
NEXTchanges to
numerical ID

Requisition

Business Unit.  BGSUN Status: Pending

Requisition ID: MNEXT

Copy From Budget Status: Nat Chicd ﬁﬁ ‘ CIicktoEudﬁetcheck .

™ Hold From Further Processing

o
*Requester: IREQU1 Q - . — —
Add Comments er saving requisition, clic
L I q £d0 LOmments !
“Requisition Date: [04212008 [ Reauesternic Requisition Activities to stop further processing
Origin: IONL Q online Entry (approvals, PO creation)
*Currency Code: |USD Dollar
Total Amount: 0.00 UsSD
Accounting Date: IU‘W”EUUQ [

SuU e
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The remainder of the page consists of the Header and Line sections.

Header 8 The Header contains information about the Requester Requisition Date, and
Origin of the requisition. The required fields are marked with an asterisk.

Note: We do not use the Add Iltems From section.

Maintain Requisitions
Requisition
q Click if you use Defaults
Business Unitt  BGSUN Status: Pending :Zamggut: enter a
Requisition ID:  MNEXT Copy From Budget Status: Mot Chicd ﬂa
Requester and Origin ™ Hold From Further Processing
= values based on
*Requester: IREQM QN Security settings Requisition Defaults Click to add comments for
Add Comments Vendor and Purchsin
. _— I Reguester Info ade LIEEs g
Requisition Date: |04/21/2009 5] Requisition Activities department personnel
Origin: IONL Q Online Entry
Click to document all
*Currency Code: |USD Dollac actions taken on
Total Amount: A JsD
AccountingDate:lE"”m"EDUQ Eﬂ'{’” not change ] requisition

NOTE: The following screen captures show requisition lines that have been customized.
The lines may not look exactly like your lines.

Line Details 6 The Line Details tab contains information about the item(s) being
requested. This is where you will enter a detailed Description of the product or service, the
Quantity, the Unit of Measure, the Categorycode, and the Price You will also indicate
whether you are requesting to purchase goods or a service.

Customize | Find | a ] First E 10f1 |I| Last
Y Wendor Information
1R = & Jooono [ Qf a fo [Goods v[ Pending @Eﬂ [ Pending [&] [=]
ft he vendor is giving you Afree goodso with th

and check the box Zero Price Indicator  (see above screen capture).

You may also add comments specific to the product/service listed in this line by clicking ¢~

] =]

.To add additional requisition lines, click the plus sign To delete lines, click the
minus sign.
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Line Vendor Information & The Line Vendor Information tab contains information about
the Ve n d o r 6 and iNeaverelor Location.

Vendor Information

Line Description Vendor Vendor Name Location

18 | = Q | Q

Having completed the required information on the first page , the Requisition page, you
are ready to move on to the second page, the Schedule page. To access the Schedule
page, click the Details tab.

The Schedule Page

The Schedule page contains information related to the delivery of the |ﬂods or services.
e

To access the Schedule page, click the red and white Schedule icon. [==1. See following
screen capture.

Customize | Find | View All | 88 First 4] 1 or1 [¥] Last
Details Y \endor Information

. - . X Physical Zero Price
ine Description Quantity *UOM Category Price Amount Nature Indicator Status Status
1R | =& fooone [ Q fo |oods -] T Pending = EDPencnng =

Schedule Details 6 The Schedule Details tabcontains information about the Shjp 7o
location (where you want the goods to be shipped or the service to be performed) and the
Due Date (when you want the goods to be shipped or the service to be performed).

Maintain Requisitions

Schedule
] Business Unit: BGSUN Requisition Date: 04/21/2009
Requisition 1D: MEXT Status: FPending

Return to Iain Page

1 Item: Description Quantity: 0.0000 Each  Amount: 0.00UsD
Customize | Find | View All | B First ] 1 o1 [M] Last
Details
Sched I"Shig To I Quantity Price Amount Due Date Status
1 B [e1040 @ = o000 |o.00000 0.00| Exl B2 Active =

Add Ship To Comments

B save | [=] Notify | ; Refresh | [Ek Add | Update/Display

This page also allowsyou to enter a one-time ship to address. Note the envelope icon.
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Having completed the required information on the second page, the Schedule page, you
are ready to move on to the third and final page, the Distribution page.

The Distribution Pag e

The Distribution  page lists the DCC or Project/Grantthat will be charged the expense for
the goods or services requested. In some cases, a DCC may share the cost of a purchase
with another DCC or a Project/Grant. To access the Distribution page, click the black and

white Distribution icon. EITS See screen capture below.

Customize | Find | View All | 88 First [*] 4 or1 [/ Last

Details
Sched ~Ship To Quantity  Price Amount Due Date Status
1 B [p1040 @ [o-0000 [0.00000 0.00] B |Gl |ace =

Distribution Chart  fields & The Distribution Chartfields tab contains information on the
expense Accountcode to be charged, the Aund code to be charged, and the DCC code to
be charged. If the requisition is for a project or a grant, you will use either the SpeedChart
lookup (magnifying glass) or the Multi SpeedCharts link to select the correct Fund, PC
Business Unit, and Activity for the project or grant code.

Maintain Requisitions

Distribution

Requisition ID: NEXT Item: Description

Line: 1 Status: Active

Schedule: 1

Ship To: Quantity: 0.0000 EA
*Distribute by: lm Open Quantity: 0.0000
“Liquidate by: [Amount 7] Amount: 0.00 USD
SpeedChart: (<, Multi-SpeedCharts

Customize | Find | View Al | 8l First [1] 4 or1 [ Last
Chartfields | Details. i Asset Information

Distrib Status |Percent | Quantity Amount GL Unit Accoum” Fund | Proaram %e;m"lﬁl |Pro'ect|‘Grant Ecﬁvigl Fund Affil
1 Open | | 0.0000 0.00 [BESUN QL Ql aQ Q. Ql Ql Q| Q| QI q

OK | Cancel | REireshI

If you are splitting a purchase with another DCC or Project/Grant, you will add a
Distribution line and enter the Percent of the cost that each party will pay.
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Having completed the Requisition page, the Schedule page, and the Distribution
page, you may then save the requisition and then perform a budget check. To save the
Requisition, you will click the OK button from the Distribution page and then click the
Return to Main Page link at the Schedule page.

Maintain Requisitions

Schedule
Business Unit: BGSUN Requisition Date:
Requisifion [D); MEXT Status:
Return to Main Page
1 ltem: Description
Details =¥

Please note that you may save the requisition throughout its completion; you just need to
make sure that all required fields on a given page have been entered.

The Requisition Defaults Pag e

The Requisition Defaults page is only used if you are using the Requisition Defaults
method to enter a requisition. In this method, you will enter the vendor information, the
shipping information, and the distribution info rmation using this single page. You will then
complete the information required on the first page, the Requisition page. To access the
Requis ition D efaults page, click the Requisition Defaults  link.

Maintain Requisitions

REC]IJiSitiOﬂ

Business Unit: BGSUN Status: Pending

Requisition ID:  MNEXT Copy From Budget Status: Mat Chi'd ﬂa
I Hold From Further Processing

&

*Requester: IREQ':I1 Q Requisition Defaults

. I I Eequester Info e

Requisition Date: |04/21/2009 [ Requisition Activities

Origin: IONL Q Online Entry

*Currency Code: |USD Dollar
Total Amount: 0.00 UsD

Accounting Date: IU‘”E”EUUQ £
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The Requisition Defaults ~ page consists of the following sections:

Default Options : The Override button should be checked

Header: Used to select Vendor, Category Code Unit of Measure, and Vendor Location
etc.
Item Defaults:  Used to change Ship Tolocation, add Due Date, if needed, and change

Distribute By. Distribute By must be changed to Amount for Blanket Requisitions/POs. If
this is not done , your requisition will not be processed properly.

Amount Summary: Provides Access to aSpeedChartthat you will use to enter codes for
projects or grants.

Distributi ons: Used to select expense Account Fund, DCGC or Project/Grant codes to
which this purchase should be charged.

3 SU Home Worklist Add to Favorites Sign out

(=13

Requisition Defaults
Business Unit:  BGSUN Requisition Date:  04/21/2009
Requisition ID: MEXT Status: Pending
* Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

& Override If you select this option, all default values entered on this page override the defaultvalues found in the default
hierarchy

Buyer: Q. Unit of Measure: I s}
Q Location: I Q

Category; Q Vendor Lookup

Ship To: 61040 (6} BG@100 Project Office Distribute by: IQuantmr vl

Due Date: [#] *Liquidate by: I Quantity -I
Ultimate Use Code: Q Modify Shipping Address

Customize | Find | View All | 8 First [4] 1 or1 [ Last

- " Revenue [PC Bus - = ! )
rercent GL UNIt A b Project/Grant | |A Fund Affil Location IN Unit
Dist Percent GL Unit ccount Class  |unit ProjectiGrant Fund Affil BudgetDate  Location IN Unit

1 | [Besur | Q Q al al a] a | a | Q a [oarz1i2008 [ [61040 a | o B =
oK I Cancel | Rafrashl
|

-12-
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Having completed the Requisition Defaults  page, you will click the OK button to return
to the Requisition page and complete the information required for that page
(Description, Price, etc). After that, you will click Refresh , Save, and click the Budget
Check icon.

Processing Buttons and Hyperlinks

Finally, there are processing buttons at the bottom of the Maintain Requisition
component pages and hyperlinks at the top of t he pages.

Customize | Find | View All | B First [4] 4 or1 [ Last
Details Y Mendor Information
. - . . Physical Zero Price
ine Description Quantity *UOM Category Price Amount Nature Indicator Status Status
16 = & Jooooo [ afo [Gooas <] I Pending (> 03 [ pending =] [=]
View Printable Version *Go to: |...ru10re... j
Bl save | [=] Notify | ;) Refresh [Ek Add | Update/Display

View Printable Version:  Click hyperlink to view and print a printable version of the
requisition.

&l save

i

Click to save the requisition. May click as often as desired
provided you have the required fields entered for that page .

[Z] Motify

i

Click to access internal email. DO NOT USE for Requisitions.
This is not necessary.

i Click to update the page with new information entered.

E} Add

L

Click to return to the Add a New Value tab, where you
may add a new requisition.

& Updateiispiy | Click to return to the Find and Existing Value tab, where

you may search for an existing requisition.
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Other Links 0 In the upper right corner of the page there are a number of other links.

New Window | Help | Customize Page | h[t:E:]p Home | _AddtoFavorites | _Sign out

New Window enables you to open a new window in FMS and perform another task. By
opening a new window you can perform more than one task at the same time.

Help accesses PeopleSoft FMS help pages

Customize Page enables you to make changes to some of the page settings such as the
order of where the mouse pointer mov es when the tab key is pressed.

http copies the URL of the current page to the clipboard.

Add to Favorites enables you to mark a page you use frequently so that you can open
that particular page quickly and easily.

Sign out signs you out of the system. Clicking Sign out is the proper way to end your FMS
session.
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Procedures for Entering a Requisition

e You need only enter a requisition under the following circumstances; otherwise, you
should use your purchasing card. If the use of the purchasing card is impossible or
impractical, you may submit a check request.

o The purchaseis for goods that total more than $3500
o The purchase is for special category items (computers, audio/visual
equipment, etc; see entire list below)

e Each requisition should only include all special category items or all non-special item
categories, but not both, unless the items are related and from the same vendor,
for example, a computer and a mouse and mouse pad. If both special category and
non-special category items are included on the same requisition, the non-special
items will be held up until the approval goes through for the special category items.

0 Special Categoriescomputers, computer printers, software, lasers, lab
alcohol, radioactive isotopes, and audio/visual equipment.

o0 Non-Special Categories: everything else.

e Each requisition should only be for a single vendor. One requisition can include
multiple lines for a single vendor, but it should not include more than one vendor.

e Each requisition should include either all items being charged to a Department Cost
Center (DCC) or all items being charged to Project/Grant. Do not combine DCC
items with Project/Grant items on the same requisition unless the DCC and the
Project/Grant are sharing the cost of this purchase.

e You must enter the exact price of each item minus sales tax. As a state institution,
we do not pay sales tax. You do not need to include shipping charges; this is
handled by the purchasing department who will note this on the purchase order
itself.

e As arule of thumb, always add comments to a requisition to help the Purchasing
Department or the approvers better understand what is included on the requisition.
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¢ Do not use the navigation buttons from your Web browser to navigate to previous

pages. UsingtheWe b br owser 6s navigation buttons, s
arrow key, may cause you to lose data. Instead use the Main Menu Pagelet or links
such as Return to Main Page, or buttons such as L . There will always be a

way to navigate directly from the FMS page. The button needed for navigation may
be scrolled off the page.

e FMS ensures there is a system of checks and balances. The person who enters the
requisition into the system, the Requester, cannot be the same person who
approves the requisition, the Approver. When a requisition is electronically routed
to an Approver (a Budget Administrator, for example) that person can take one of
three actions:

o0 Approve the requisition.

o Recycle the requisition,  which means the Approver wants a change made
to the requisition. For example, the Approver may want the order placed
with a Vendor other than the one entered on the requisition. When a
requisition is recycled, the following occurs:

The requisition approvalpage i s rout ed t o orklste Reque
The Requester receives an email indicating the changes to be made.

The Requester accesses the requisition and makes the changes,

The Requester accesses his/her Worklist and the approval page for

that requisition and changes the approval action from recycleto

approve.

b

o Deny the requisition , which means the requisition is cancelled.
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Customizing Your Requisition Lines

Requisition Line Customization

We have been experiencing problems with the Item field in the Line (Details) section on
the Requisition page (see below).

You should customize your Requisition Lines and hide the Item field. Follow these
instructions.

1. Click the Customize link from the lines section.

First [+] 1.0f 1 ] Last

Customiz | Find | view All | B
Details Ship To/Due Date Status Vender Informaticn ltem Informaticn Attributes Contract I Sourcing Centrolz

Line ltem Description Quantity *UOM Category Price Amount Status
1R Q| & Jooooo [ afo Pending o E E =
View Printable Version *Go to: |...r-a10re... j
B save | [=] Notify | %) Refresh I S Add | Update.n’Displayl

2. From the Personalize Column and Sort Order page, you may use the Hidden
checkbox and the Up Arrow and Down Arrow  buttons to customize this page.

55U

Tab Details (frozen) (&)
Line (frozen) =
(column 3] (frozen)
Itern (frozen)
Description (frozen) I™ Hidden
{column 6}

CQuantity

oM

Category

Price

Amount

Status

(column 22)

{column 25)

(column 26)

Tab Ship To/Due Date
Due Date

Ship To

Price

™ Frozen
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3. First, hide the ltem field.

a. Clickltem so that it is highlighted in tan
b. Click the Hidden checkbox

(column 6)
Cuantity
*UOM

Tab Details (frozen)
Line (frozen)

acnlumn 3! Efmzeni

Description (frozen) W Hidden

¥ Frozen

c. ClickTab | tem Information
d. Click the Hidden checkbox

Column Order

Line (frozen)

(column B)
CQuantity
*LJOM
Category
Price
Amount
Status
(column 22)
(column 25)
(column 26)

Due Date
Ship To
Price
(column 31)
Tah Status
Status

Vendor

Location

Vendor Mame

Tab Details (frozen)

(column 3) (frozen)
ltem (hidden)
Description (frozen) ¥ Hidden

™ Frozen

Tab Ship To/Due Date

Tab Wendor Information

Tab Item Information (hidden

SIENY)
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e. Scroll down the page and click the Preview button. Note that the
Item f ield and Iltem Tab Item Information are not displayed.

oK Cancel Preview |Com-' Settings

Customnize | Find | view All | B First [ 1071 [ Las

Details | GShipToMDueDate |  Status  j Vendor Information | Aftributes | Contract Y Sourcing Controls
Line Description Quantity UOM Category Price Amount Status
1Ry £, 0.0000 0 Pending O[S

4. Next, you will move two fields up in the order as follows so that you can see them
on the page.

a. Click Physical Nature

Tab ltem Information (hidden)
UPH ID

RFQ Required

Stockless ltem

Device Tracking

Vendor ltem 1D

Vendor's Catalog
Manufacturer IO

Manufacturer's ltem 1D

Tab Attributes
(column 52)

Buyer

MName

Zero Price Indicator
Inspection Required

b. Click the Up Arrow to move up Physical Nature
c. You want Physical Nature to appear after Amount

=2 b

™ Hidden

™ Frozen

=GSU 1
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4. (Continued)

d. Click Zero Price Indicator
e. Click the Up Arrow to move Zero Price Indicator after Physical

Nature.

Buyer

Mame

d
Inspection Required

Inspect |D

Tab Contract

Category

Price

Armount

Physical Mature
Zero Price Indicator

5. Click the OK button to save your settings.

I OK i! Cancel | Preview |CopySeﬂings

Customize | Find L]

Details Y Ship To/Due Date Status Y/ Vendor Information Y  Aftributes Y Contract ' Sourcing Controls | |
. _— . - Physical Zero Price
Line Description Quantity UOM Category Price Amount Nature Indicator Status
1B £, 0.0000 0 Goods - Pending (@RI

6. If you want, you can use the same proceduresdiscussed to further customize
your Requisition Lines. Do not customize lines on the Schedule, Distribution, or

Requisition Default pages.
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Checking Requisition Approval Status

After entering a requisition, you should check the Monitor Requ isition Worklist  to
check the requisition approval status as it proceeds through workflow. Depending upon if
the requisition is for a DCC or Project/Grant and/or the dollar amount of the requested
purchase, the workflow approval will vary as follows:

For DCC

Under 10,0000 Budget Administrator

Under 50,000 Plus Senior Administrator approval

Under 100,0000 Plus Vice Presidentapproval

Over 100,0008 Plus VP of Finance and Administration or President approval

cC: C

For Project/Grant

U Under 10,0000 Principal Investigator for the Grant, Grants Accounting, and Budget
Administrator

U Over 10,0000 Requistion will be routed for same amount approvals applicable to
DCCs( see above)

Special Categoryitems such as computers will be routed from the requester to the spec ial
category approver before proceeding through DCC or Project/Grant approvals.

Navigation

From the Menu Pagelet , select BGSU Menu >Workflow >Monitor Requisition
Worklist .

Menu &
e - 1. Select BGSU Menu
by Faortes 2. Select Workflow
P el 3. Select Monitor Requisition Worklist
4. Enter Search Criteria
EZESF’M You may search by Req ID, Requester
P Username and include a Date Range
& Projed Cogting 5. Click the Search Button
»Cammimet cores 6. Review Requisition details displayed
[> :S:E:aLIJ: Financials/Supply
e The sections that follow explain the fields and buttons
[ libictonay displayed
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Search Worklist Tab

The following explains the various options you may use to search for requisitions.

Field/Button Function

Req ID: Type Req ID or use Lookup to select ID

Requester: Type Requester Username in upper case or use Lookup to select
Username

From Date Type From Date for date range search using mmddyyy format or click
calendar icon to select From Date

To Date. Type To Date for date range search using mmddyyy format or click
calendar icon to select To Date

Search After entering search criteria, click the Search button to display
matching records

Clear Search To delete displayed search criteria, click Clear Search

Records Indicates number of worklist records that match search cri teria

maitching
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