PURCHASE REQUISITIONS

MWE% PURCHASE REQ. CREATION - WEB ADVISOR PURCHASING 701.5.7

OVERVIEW » PURCHASE REQUISITION CREATION: The purchase
requisition creation is the process for departments to enter
purchasing requests through WebAdvisor. The request will
convert to Datatel/Colleague system. The requisitions created
with WebAdvisor are limited to ten (10) line items and may use
only one (1) GL account number.

» CONTACT: The contact for “Purchase Requisition Creation -
WebAdvisor” is the Office of Support Services (783-2018).

LOGIN » Login to WebAdvisor

See Section 404 for login instructions. If you do not have a
WebAdvisor account, please contact the Office of
Administrative Computer Applications (783-2009).

PURCHASE REQUISITION CREATION PURCHASING 701.5.7

MENU SELECTION » From the Employees menu, click Requisition for goods and
services.

Financial Information

Budget gelecticn
Reguigition for goods and gervices
Eeguisiticn sfatus
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PURCHASE REQUISITION CREATION -WEB ADVISOR

VENDOR NAME P Click the check box for “I do not wish to perform a vendor
lookup”

> Ciick SUBMIT

Requisition for goods and services

“endor ID or Mame

| da not wizh to perform a Vendor LookUp v

SUBMIT
CREATE P Budget may be viewed by clicking

REQUISITION
P Requisition Date is populated, but can be changed.

P Initiator is populated with your initials.
» Ship To is populated, but can be changed.
» Email Address is populated with your address.

P Enter desired date (optional), vendor name, check person
vendor (if applicable) and choose AP Type from drop down
box
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PURCHASE REQUISITION CREATION - WEB ADVISOR

Requisition for goods and services

Miew Budget
Requizition Dats* 010207

Initiator® LMP

Confirmation E-Mail Address® || purcell@moreheadstate edu

Ship to* Marehead State University e

Oesired Dats

Wendor ID or Name |Carc|ina| Office Systems

Perzon Vendar I

4P Type Yendar Payahles b
ENTER LINE ITEMS P Enter item description

P Enter Vendor Item number (optional).
(NOTE: Do not exceed 10 characters. If Item Number is
longer than 10 characters, enter information in Comments
Section)

P Enter quantity
P Select unit of issue from drop down box

P Enter Price. This is “price each” or “price per”.
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PURCHASE REQUISITION CREATION -WEB ADVISOR

Item Description® Vendor ltem

Quantity*

Unit of Issue

P Cost Center is pre-populated with our GL chart of accounts in
the format of FUND-UNIT (XX-XXXXXXXX). Expose pull
down menu and select your account.

P Object Code is pre-populated with our object codes
(-XXXXXXX). Expose pull down menu and select your object

» Do not make an entry in Project ID box.

code.

Cost Center

Object Code

Project 1D

< < < < < < < < < <

< < < < < < < < < <

P Repeat for remaining items (REMINDER: limit 10 line items

and only 1 GL account number for all items)

» Do not make any entry in Tax Codes.
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PURCHASE REQUISITION CREATION - WEB ADVISOR

PRINTED COMMENTS P Enter comments to be printed on Purchase Order

» Enter Ship To Address!

Flease ship to: i
Brinted Comments Morehead State University
- 7 |office of Support Services
Morehead, EY 40351 W
COMMENTS P Enter comments for approvers or Office of Support Services to
view
Copy paper for office use; inventory tags for ~

. use in surplus sale
Cormrments E

SUBMIT > Ciick SUBMIT)

REGR (NOTE: Email is sent to all required approvers that requisition
is pending his/her approval).
VIEW REQUISITION P Note requisition number (top of screen)

> Cric EEOR
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PURCHASE REQUISITION CREATION -WEB ADVISOR

Requisition

10-64001000-5100100 iz over budget by $162 987.98

Requizitien Number 0000167 Reguisition Statuz  In Progress (unfinished)

Reguestor Name  Jos W. Sample Initiator Mams  LaDonna M. Purcell

Reguisiticn Date 05/3040

&

Maintenance Date

Desired Date

Vendor ID and/or Name CARDINAL OFFICE 5% STEMS
AP Type WP Vendor Payablez
Reguisition Total 59419

Ship to S5 Morehead Stats University

Purchase Orders Created

Item Vendor .. Unit of . Extended Project Tax
. Quantity Price . GL Account Number !
Description Item Issue Price 1D Code
Copy paper KEPC1022R 2.000 | BX Box 25.4000 52.80 (| 10-54001000-5100100 Support
Services : Suppliez
Inventory tags ANE15080 1.000 | BX Box 41.3500 41.39 | 10-64001000-5100100 Support
Services : Supplies

Printed Comments
Pleaze =hip to:

Morehead State University
Office of Support Services
Marehead, K" 40351

Comments

Warning: All line tems on thiz decument have
been populated with default tax form

information from the chosen vendor.

Copy paper for office uze, inventery tags for uze

in zurpluz zale.

Approval Date  Mext Approval

MAIN MENU

P Returned to Main Menu.
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PURCHASE REQUISITION CREATION — WEB ADVISOR

LOGOUT P Sce Section 404 for Logout procedures for WebAdvisor.

SO@

Last Revision: 12/3/08
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