PURCHASE REQUISITIONS

Sefiidsn] PURCHASE REQUISITION APPROVAL PURCHASING 701.5.2

OVERVIEW » PURCHASE REQUISITION APPROVAL: The purchase
order approvals are required before requisitions can be rolled
into purchase orders. The approval path is determined by GL
account number. Special approvals are required for purchases
of technology items, any purchase from restricted accounts and
for any purchase of radioactive materials. All purchase
requisitions receive final approval from a Purchasing Agent.

» CONTACT: The contact for “Purchase Requisition Approval”
is the Office of Support Services (783-2018)
LOGIN P Login to Datatel/Colleague

See Section 402 or 403 for login instructions. If you do not
have a Datatel account, please contact the Office of
Institutional Research and Computer Applications (783-2009).

*NOTE — Purchase requisition approval is NOT available through
WebAdvisor at this time.*

GETTING AROUND P See Section 501 for assistance in Getting Around the system.

PURCHASE REQUISITION APPROVAL PURCHASING 701.5.2

MENU SELECTION P Choose CF under the Colleague Apps Menu
P Click the # to expand the Purchasing Menu

P Click the # to expand the Approvals Menu
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PURCHASE REQUISITION APPROVALS

- 4 CF
F-_d AP - Accountz Pavable
+--_d BU - Budget Management
+-d Fr - Fied Azsets
11 GL- General Ledger
- M - Inventon
+-_d Pl -Pooled lrvestments
+-_d PP - Phuzical Plant
—}- PU - Purchasing
#-_d  PCD - Purchasing Defaults/Codes Def
+-_d  WEM -Wendar Maintenance
—}.-_d  APR - Approvalz
E] APPD - Approval Default M aintenance
E] APGEL - Approval GL Clazs Maintenance
[:] APCM - Appraval Palicy Clazs Maint
E] APPM - Approval M aintenance
E] APPW - Approval Pazsword Maintenance
[-) APRMN - Approvals Meeded
[;_] APCS - Approval Claszes Summary
Cluick Access |AFPW v | BElco
SET OR CHANGE
APPROVAL Approvals Menu
PASSWORD
(REQUIRED) OR

» Enter APPW in the Quick Access Box

» Click GO

P Seclect APPW-Approval Password Maintenance from the
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PURCHASE REQUISITION APPROVALS

APPW-Approval Pazzwaord Maintenance

Approval D
M ame
Paszward

Approvals LookUp

[ ok | [ Cancel Fiish | | Hep |

P Enter your Approval ID Number (M followed by your seven-
digit ID number)

P Select

Approvals LockUp
mi551274|

| ok | | Cancel Fiish | [ Help
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PURCHASE REQUISITION APPROVALS

P Enter a password. Keep this password secure.

» Click OK.

Enter the pazsward for the approval (D if vou want security applied.

[ ok | [Eann::el

P Re-enter the password.

P Select

Re-enter Pazzwaord

&) (o)

P This process is only required the first time you approve
requisitions.

P If you forget your password, or want to change it, follow the
same instructions. You do NOT have to enter the old
password.

APPROVALS NEEDED » Choose CF under the Colleague Apps Menu

P Click the # to expand the Purchasing Menu

» Click the # to expand the Approvals Menu

P Sclect APRN-Approvals Needed from the Approvals Menu
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PURCHASE REQUISITION APPROVALS

OR
» Enter APRN in the Quick Access Box

» Click GO

L

AP - Accounts Papable
Bl - Budget Management
Fi - Fived Aszsets

GL - General Ledger

[M - [Fventarn

Pl - Pooled Irvestments

PP - Phwsical Plant

|V W Wi Vi Vo Vi Vi ¥

PU - Purchaszing
_J PCD - Purchazsing Defaultz/Codes Def

+

_J WEM -%endaor Maintenance

+

_J  APR - Approvalz

APPD - Approval Default kM aintenance
APGL - Approval GL Clazz Maintenance
APCM - Approval Policy Clazs Maint
APPM - Approval M aintenance

APPW - Approval Pazsword Maintenance
APRM - Approvals Meeded

fdgadadd

APCS - Approval Clazses Summany

Quick Access | + | BEGo

» Enter your Approval ID Number (M followed by your seven-
digit ID number)

P Select
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PURCHASE REQUISITION APPROVALS

Authorization LookUp

| MO5E1274 |

| ok | | Cancel | Detail | Finish | | Help |

P Enter the Fiscal Year or do “...” Lookup
P Select

Fizcal vear LookUp

| 2007 |

| ok | | Cancel Detai | Einish | | Help |

P Enter your approval password

P Select

Enter your approval paszward

[ ok ] [ Carcel Detai Finish

P View the APRN Screen
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PURCHASE REQUISITION APPROVALS

APRM-Approvalz Heeded

Approvals Meeded From Ladonna Purcell

Fizcal vear: 2008

.":".FIFI[DV-EI' F'EISSWI:ITI:l EEEESE RS B S SR SRR

Type
FEQ
FEQ
(4] REQ
REQ
(5] REQ
FEQ
FEQ
[a]|rEQ
REQ
FEQ
FEQ
REQ
REQ
FEQ

AEEEEEEEEEEEEE®

Document (D

0000123
0000122
0000721
0000120
00aa119
0o0oai14
0o0oa1t1¥
0000116
0000115
0000114
0000113
00oa112
00007111
00aa110
0000103

Controller &pprovals

M arne

Dugital Inteligenc
Creative Image Tech
K.ermway Distributors
Steck-aughn Co.

[3 ateway Buziness
Brown Mech.
Source 4

F.aoch Air Conditioni
Raogers Carp.
Journey Education b
b cCow b ooy Ine.
Factz on File, Inc.
Wire One Tech., lnc
Great Lakes Clay
Lyon's Masonmy

Date
051806
05,17 /06
05/16/06
05/16/06
051606
051606
05/16/06
05/16/06
051606
051606
05/16/06
05/16/06
05/16/06
051606
051606

Walue 1/32

Met
451 44
2 587.00
3353250
32010
73950000
1,BE0.00
16.875.00
111,304.00
1.768.18
8.207.60
909,60
95.00
1.209.00
12.492.00
5,900, 00

Approve
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo

P Click the Detail Button T next to the item you wish to

approve.

P This will open the REQM Screen.
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PURCHASE REQUISITION APPROVALS

APRM-fpproval: Meeded | REGQM-Requisition Maintenance

Status: Mat Approved Statuz Date:  05/18/05
Requisition D ate Maintenance Date @
| ritiatar R equizition Amt 451 .44
Dezired Date
Wendor ID | 0000307 Types
M arne Cigital Inteligence System Co =
Address 4151 Lafayette Center Dr E] =
Cty/StiZp | Chantilly W | 20151
Country
Currency Tems
Ship To | 55 Morehead State Un @ FOE
Ship*ia Commadity
Approvals E] Line ltems | & @
B uper Frinted Comments E &l @ 5
Expire Date @ Cammemts @
AP Type | AP Wendor Payables Friority W
I Stare @ Requizition Done BEES
VIEW REQUESTED P Click the Detail Button sl next to “Line Items” to view the
ITEMS goods or services requested.

P This opens RQIL (item summary) screen.

Page 8 of 15 January 2007



PURCHASE REQUISITION APPROVALS

APRM-Approval: Needed | REGM-Fequisition Maintenance | BOIL-Requisition tem List

Requisition: 0000123 Statusz: Mat Approved

Yendor....: Digital Inteligence

Dezcription [(Iuantity E ztimated Price Extended Price Tax

| E] HF Officelet Pra K550 2000 1784800 25696
E] C3396AM HP 88 Black ink 1.000 29,2300 29.23
E] C33914M HP 88 Cyan Ik 1.000 21.7500 21.75
E] CA3924M HF magenta ink, 1.000 21.7500 21.75
E] C33934M HP 88 rellow ink 1.000 21.7500 21.78
& E
)
B
3 E
E
)
5
)

Taxes Arnountz [tern T atal 451 44
Tax Tatal 0.00
Req Tatal 451.44

Controller Description YWalue 1/5

P Click the Drill Down button Ll for more information such as
GL account number(s).

P View items on the RQIM screen.
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PURCHASE REQUISITION APPROVALS

APRM-Approvals Meeded | REQKM-Fequizition kaintenance | BOIL-Aeguizsition lkem List

Requizsition: 00007 42

Status: Mot &pproved

Statuz Date:

RAIM-F equisition [tem M aintenance

Yendor Hame

Commaodity
I Ikem
Description [1)] 5P100-0251 fF ~
shaker, Steve, Tuler E] »
E st Price 3.070.0000 [ F)
Quantity 1.000
Unit of lzzue | EA Each
Trade Disc Amt E]
Trade Dizc Pot
Extended Price 3.070.00
Whork, Or/TypedFlg
Tax Codes
GL Account Mo Percent
10-60002000-5103100 I®] | 100.000
GL Amt 3,070.00
Proj 1D

Controller Dezcription

Rickly Hedrological

P Click the Save button e (o exit RQIM screen.
» Click Update in the Alert box.

P Click the Save button e (o exit RQIL screen.
» Click Update in the Alert box.

Cluantity

1.000 (& ~
W

Degired Date
Fired Aszet
Wendor Part
Faorm/Bos/Loc
Comments

Walue 1/3

P Click the Drill Down button T next to Approvals on the

REQM screen
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PURCHASE REQUISITION APPROVALS

P View the APRV Screen

P Next Approvals contains name of people that have not
approved the requisition. Purchase requisition approvals are
not “stepped” through a hierarchy. Individuals can approve the
requisition at any time, (i.e., a Dean could approve before a
Department Chair or a Vice President could approve before a
Director). Approvers should consult their
department/division/unit to determine if a hierarchy should be
followed. Approvals contains the name of individuals that
have approved the requisition.

APRM-fpproval: Needed | BEQM-Fequisition Maintenance | APRY-Approvals

REQUISITION MAIMTEMAMCE

Althorizationz

Approvals D ates Mext Approvals

| Ladonna Purcel
Andrea Cornett
Paige McDaniel

5 EE BB B E M el R

Controller &pprowvalz Mo W alues
Approval LookUp
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PURCHASE REQUISITION APPROVALS

APPROVE P Enter your Approval ID (M followed by your seven-digit ID
REQUISITION number) on first empty line in Approvals column on left side of
screen (Approvals).

P Press Enter or Tab

HPRM-fpproval: Needed | REQM-Fequisition Maintenance | APRV-4pprovals

REQUISITION MAIMTENAMCE

Authonizationz

Approvals D ates Mext Approvals
1| m551274 Ladonna Purcel
Andrea Comett
Paige McDaniel
(4]

5 FEIEIE B e MRk kR E

Controller &pprowvals Mo Walues
Approval LookUp

P Enter approval password in Enter Password box

» Click
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PURCHASE REQUISITION APPROVALS

Enter Pagzword

CE) (o)

P Approver’s name and date are populated.

Approvals D ates
(1) Ladanna Purcel || 05/19/05

P Press the Save button d to save approval

» Click in Alert box

» REQM screen shows your approval

Approvals | Ladorna Purcel |E] 5

P Press Save button d to exit the REQM screen
> Click

» APRN Screen shows your Approval
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PURCHASE REQUISITION APPROVALS

APRM-Approvals Meeded

Approvals Meeded From Ladonna Purcell

Fizcal Year: 2008

Type
FEQ
FEQ
REQ
REQ
REQ
(6] REQ
FEQ
REQ
(9] REQ
FEQ
FEQ
FEQ
REQ
REQ
FEQ

AREEEEEEEEEEEE®

Approval Paszword

Diocument 1D
Qo001 29
0000123
o000 22
0000121
0000120
nooo119
noooi1a
0o0o11¥
0000116
0000115
oo0o114
0000113
noooit2
0ooo11
oooo11o

Element Approvalz

LOGOUT

Hame

Jza Technologies
Digital Inteligenc
Creative Image Tech
K.erwmay Distributars
Steckaughn Co.

[3 ateway Buginess
Brown Mech.
Source 4

F.aoch Air Conditioni
Fogers Corp.
Journey Education b4
M cCoy b ooy Ine.
Factz on File, Inc.
“Whre One Tech., Inc
Great Lakes Clay

Drate
0519086
05/18/06
051706
051606
051606
051606
051606
051606
051606
0516086
051606
051606
051606
051606
051606

Walue 1433

P Repeat for each item listed

MHet
21.860.70
451 44
2. B87.00
3383250
32010
¥39,500.00
1.EE0.00
16.875.00
111.304.00
1.768.18
8207 60
903,60
95.00
1,209.00
12.492.00

Approve

Approved |

Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo
Mo

P Press the Save Button « to exit the APRN screen

P Press to return to the Main Menu.

P See Section 402 or 403 for logout procedures.
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PURCHASE REQUISITION APPROVALS

DISAPPROVE
REQUISITION

Last Revision: 1/3/07

P Press the Cancel All ® Button from the REQM screen to
return to return to Main Menu

P Send the initiator an E-mail indicating reason you do not
approve
OR

P Call the initiator with reason you do not approve

SO@
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