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Create requisition

E‘ 1. Define Requisition = b 2. Add Items and Services

\ﬁ J. Review and Submit

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

Search: |

Catalog | Favorites | Templates | Forms | Web | Special Request
Special Item

e —

“Item Descﬁptiu@lﬂt Order for Office Supplies For (Depariment Name) FY 14 >

Q Searchl

Please use this standard
ltem Description

*Price: | 500 : Currency: USD

| | 1 1 _ s 3 Q 1. Enter your
Quantity: 2 LI 3 estimated fotal
“Category: 4412000000 @ Due Date: gl amount
Vendor ID: 1000000162 (@ STAPLES INC STAPLESBUSINESS  SugdestNewVendor 2 Quantity ig

ADVANTAGE always 1

Vendor Item ID: 3. Uof Mis always
Mfg ID: | Q YRS
Mfg Item [D:

Additional Information

Request New ltem

] Request New ltem

[ | Send to Vendor [ | Show at Receipt || Show at Voucher

Addltem| Cancel |  Add or Start New Type |




Licale Requisition

=| 1. Define Requisition E’% 2. Add Items and Services j’i 3. Review and Submit

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

Business Unit: [AGPR  LaGuardia CC - CUNY

Requester: 23055549 Cristing Matale *Currency: UsD

Requisition Name: |Amuunt only test Priority:

B i

e Criplo SMAOT Name LUt (] [

, | 1 Blanket Requisiion for Ofice STAPLESINC 10000  Years | 300.00000
STAPLES
BUSINESS
ADVANTAGE

[V Select All/ Deselect All Total Amount:

L% ddto Favoritel[3 Add to Templatel] [=3 Moy Line / Sipping / Accounting | [ Dl

Click:
Line

300. E

500.00 USD

|| Send to Vendor [l Show at Receipt | Show at Voucher

[ CheckBudget |

= Saue&suhmit| & Save & preview apprmrall 3 Cancel requisition Find more items




Fully Integrated Resources & Services Tool —

Create Requisition

Line Details

Line: 1 Blanket Requisition for Office Line Status: Open

* ltem Details

Amount: 500.00 usD
Category: 4412000000 Office supplies View Hierarchy
Buyer: | ), Buyer Information
Vendor: 11000000162 Q. STAPLES INC STAPLES Suggest New Vendor
BUSIMNESS ADVANTAGE
Vendor Location: ~ |DEFAULT QU DEFAULT
Vendor's Catalog: |
Vendor Item 1D: |
Manufacturer 1D: | Q
Manufacturer's ltem | G, UPNID:
1D
Physical Nature ~ |Goods |
[] RFQ Required Zero Price Indicator @umount Cnly
Device Tracking Stockless ltem Inspection Required

Configuration Info

F Coniract

F Sourcing Controls

8] 4 Cancel

4'0
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3. Review and Submit

+* Submit

+* Click to submit
SN . requisition to the
—e e approval workflow
. *+ Edit Requisition:
Supervisor Approval ¢ To access the edit
——— — page, where you can
D, make update the
Department/Category Approval requisition and submit
" Hotem e Bliusiscn it it again
" frm <+ Approval workflows
“* Triggers when
nﬂfﬁ;“;“ e requesters submits a
requisition, and a set
of approvers act on the

[ -S;I---I--- -f I Edn Rlequisfion | Check Budgsd
rrrr—

Erien Manage BequiiBons  Goeate hew Fegusition request (approve or

deny).
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Presenter
Presentation Notes
Confirmation page : Displays basic information about the requisition and the number of items that it contains. It appears when user either submit a requisition or save it for later use.
Submit: Click to submit requisition for further processing.
Edit Requisition: Click to access the edit req page, where you can make changes to the requisition and submit it again.
View a printable version: Click to preview and print the requisition.
Manage Requisitions: Click to go to the Manage Requisitions component, where you can further process the requisition.
Create New Requisition: Click to add a new requisition.



Comments / Suggestions

If there is material on this training guide
that is confusing or if you have a
suggestion as to how to improve it

Please Contact:

Purchasing at
Purchasing@lagcec.cuny.edu or ext 5525
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