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Introduction  

This guide is designed for those who have been designated as Requesters for PeopleSoft 

Financial Management Solutions (FMS). The Requester Role authorizes you to access FMS 

to perform the following functions:  

 

ü Enter and track purchase requisitions 

ü Access your worklist to process special category, recycled, or denied requisitions 

ü Enter and track purchase order receipts 

ü Track vouchers and vendor payments (including those for Check Requests) 

ü View your DCC or Project/Grant budget  

ü Enter and track journal entries  

ü Enter and track budget transfers 

ü View and confirm vendors for entry  in Check Request Form 

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

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 discusses when 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 purchase goods and services 

and are not familiar with BGSUôs business processes on purchasing, we suggest you read 

the entire guide.  

If you are up -to-date with our purchasing business processes and you 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  

ü Budget and Journal Transfer Forms (Academic Departments Only)  

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

ü Check Request Instructions 

http://www.bgsu.edu/downloads/finance/file60314.pdf  

 

ü Check Request (form) 

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

ü FMS Security Request Form 

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

ü FMS Item Category Codes 

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

ü OnBase Web Client Document Toolbar (for viewing and printing scanned vendor 

invoices) 

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

ü University Policy on Purchasing, Sales and Disposal of University Property and 

Inventory Control  

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

ü Vendor Data/Registration Forms 

http ://www.bgsu.edu/offices/purchasing/page49621.html  

  

http://www.bgsu.edu/offices/provost/budgeting/index.html
http://www.bgsu.edu/downloads/finance/file60314.pdf
http://bgsu.edu/downloads/finance/file35613.pdf
http://bgsu.edu/downloads/finance/file35613.pdf
http://www.bgsu.edu/offices/business/fms/page34858.html
http://www.bgsu.edu/downloads/cio/file52031.pdf
http://www.bgsu.edu/downloads/finance/file57480.pdf
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 

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

Business Operations Office 

ü http://www.bgsu.edu/offices/business/index.html  

Controllerôs Office 

ü http://www.bgsu.edu/offices/controller/index.html  

Grants Accounting (Restricted Fund Accounting) 

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

Office of Budgeting and Resource Planning 

ü http://www.bgsu.edu/offices/budget/index.html  

Purchasing Department 

ü http://www.bgsu.edu/offices/purchasing/index. html 

 

 

 

 

  

http://www.bgsu.edu/offices/provost/budgeting/index.html
http://www.bgsu.edu/offices/business/index.html
http://www.bgsu.edu/offices/controller/index.html
http://www.bgsu.edu/offices/controller/page52362.html
http://www.bgsu.edu/offices/budget/index.html
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 A-K), Departmental 2-2314 
    Purchase Orders        
 
Teri Gentry    Payment Orders, SC orders (Vendors L-Z), Statements,  

 Report Distribution      2-2312 

 
Connie Cadwallader   Verify and mail Accounts Payable checks, Internal charges 2-2313 
 

 
Purchasing Card Administration  
 
Teresa Coss    Purchasing Card Administrator     2-8595  

 
FMS Support Staff  

Trish Jenkins  -  Functional Lead/GL      2-2208 

 
Maureen Ireland   Functional Lead/AP and PO     2-8418 

Cheryl Harouff   Vendor Consultant      2-9289 

Chasity L McCartney   Functional Lead Post-Award Grants/AR    2-5807 

 
Tom Kornacki    Functional Lead Pre-Award Grants    2-2481 

 
Linda Larkin     FMS Applications Developer     2-4980 

 
Bob Kupetz    MS Applications Developer     2-4967 

 
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, Internet Explorer.  

 

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

 

3. Type the following :  fms 
 

4. Press the Enter  key. 
 
ü The FMS Sign In  page is displayed. 

5. Enter your BGSU Username  and Password .  
 

6. Click the   button.  

 

FMS Sign -IN Page  

  



  

  

 

- 6 - 

 

Purchasing Department/Office of Human Resources 
April 2009 

FMS Requester User Guide  

 

 

 

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 Requisition 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 Page let , select Purchasing > Requisitions > 
Add/Update Requisition  
 

 
 

  

Click Purchasing 

Click Requisitions 

Click Add/Update Requisitions 
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At the Requisitions  page, click the yellow Add button . 
 

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

 
Header ðThe 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 Items From  section.  
 

 
 

NOTE: The following screen captures show requisition lines that have been customized. 
The lines may not look exactly like your lines.       
                           
Line  Details ðThe 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 Category code, and the Price. You will also indicate 
whether you are requesting to purchase goods or a service.  
 

 
 
 
If the vendor is giving you ñfree goodsò with this order, put those items on a separate line 

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 ðThe Line Vendor Information tab contains information about 

the Vendorôs Name and the vendor Location. 

 

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 goods or services.  

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

 

Schedule Details ðThe Schedule Details tab contains information about the Ship To 

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).   

 

This page also allows you 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/Grant that 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. . See screen capture below. 

 

Distribution Chart fields ðThe Distribution Chartfields tab contains information on the  

expense Account code to be charged, the Fund 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.  

  

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.  

 

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. 
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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 To location, 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 a SpeedChart that you will use to enter codes for 

projects or grants.  

Distributi on s:  Used to select expense Account, Fund, DCC, or Project/Grant codes to 

which this purchase should be charged.  
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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.  

 
 

:  Click hyperlink to view and print a printable version of the   

   requisition.  

  Click to save the requisition. May click as often as desired  

   provided you have the required fields entered for that page . 

 

  Click to access internal email. DO NOT USE for Requisitions.  

   This is not necessary.  

 

  Click to update the page with new information entered.  

 

  Click to return to the Add a New Value  tab, where you   

   may add a new requisition. 

 Click to return to the Find and Existing Value  tab, where   

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

   
 
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  
 

 You need only enter a requisition under the following circumstances; otherwise , you 

should use your purchasing card. If the use of the purchasing car d is impossible or 

impractical, you may submit a check request. 

 

o The purchase is for goods that total more than $3500  

o The purchase is for special category items (computers, audio/visual 

equipment, etc; see entire list below)  

 

 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.  

 

o Special Categories: computers, computer printers, software, lasers, lab 

alcohol, radioactive isotopes, and audio/visual equipment.  

  

o Non-Special Categories: everything else. 

 

 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.  

 

 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 requis ition unless the DCC and the 

Project/Grant are sharing the cost of this purchase. 

 

 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.  

 

 As a rule 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. Using the Web browserôs navigation buttons, such as a forward or backward 

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 . There will always be a 

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

be scrolled off the page.  

 

 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:  

 

o Approve the requisition.  

 

o Recycle the requisition,  which means the Approver wants a change made 

to the r equisition. 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:  

 

1. The requisition approval page is routed to the Requesterôs Worklist.  

2. The Requester receives an email indicating the changes to be made. 

3. The Requester accesses the requisition and makes the changes, 

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

that requisition and changes the approval action from recycle to 

approve.  

 

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.  
 

 

 
 

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.   
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3. First, hide the Item  field.  
 

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

 

 
  

c. Click Tab I tem Information   
d. Click the Hidden  checkbox 
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e. Scroll down the page and click the Preview button. Note that the 
Item f ield and Item Tab Item Information  are not displayed.  

 

 
 

 

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  
 

 
 

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

 
 

 

 



  

  

 

- 20 - 

 

Purchasing Department/Office of Human Resources 
April 2009 

FMS Requester User Guide  

 

 

 

4.  (Continued)  

 

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

Nature. 
 

 

 
 

 
 
 

5. Click the OK button to save your settings.  
 

 
 
 

6. If you want, you can use the same procedures discussed 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 

ü Under 10,000ðBudget Administrator 

ü Under 50,00ðPlus Senior Administrator approval 

ü Under 100,000ðPlus Vice President approval 

ü Over 100,000ðPlus VP of Finance and Administration or President approval 

For Project/Grant  

ü Under 10,000ðPrincipal Investigator for the Grant, Grants Accounting, and Budget 

Administrator 

ü Over 10,000ðRequistion will be routed for same amount approvals applicable to 

DCCs( see above) 

Special Category items 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 . 

 

  

1. Select BGSU Menu 
2. Select Workflow 
3. Select Monitor Requisition Worklist 
4. Enter Search Criteria  

 You may search by Req ID, Requester 
 Username and include a Date Range 

5. Click the Search Button 
6. Review Requisition details displayed 

 
The sections that follow explain the fields and buttons 
displayed 

 



  

  

 

- 22 - 

 

Purchasing Department/Office of Human Resources 
April 2009 

FMS Requester User Guide  

 

 

 

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 fo rmat 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 
matching  

Indicates number of worklist records that match search cri teria 

 

  


