PURCHASE REQUISITIONS

mw% RESUBMIT PURCHASE REQUISITION PURCHASING 701.5.4

OVERVIEW » RESUBMIT PURCHASE REQUISITION: The process to
resubmit a purchase requisition will be used if changes are
needed after a requisition has been approved by one person on
the approval path. Examples would include price changes, GL
Account number changes and quantity changes.

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

LOGIN » 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 — Requisitions may NOT be maintained through
WebAdvisor at this time.*

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

RESUBMIT PURCHASE REQUISITION PURCHASING 701.5.4

MENU SELECTION P Choose CF under the Colleague Apps Menu
» Clock the # to expand the Purchasing Menu
P Click the # to expand the Requisitions Menu
P Select REQM — Requisitions Maintenance Menu
OR
» Enter REQM in the Quick Access Box

» Click GO
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RESUBMIT PURCHASE REQUISITION
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PL - Purchasing
PCD - Purchasing Defaults Codes Def
WEM -Wendor Maintenance

APR - Approvals

REGIM

AP - Accounts Payable

BU - Budget Management
Fil - Fived Azzets
GL - General Ledger

Pl - Pooled Inwvestments

PP - Phyzical Plant

REQ - Requisitions

- Requizition M aintenance

RIMO - Reguisition lnguiry

ROIS - Requizition [tem Surnmary

ROSI - Requizition Ship Tao lnguing

UMRG
RREG
RPRG
ROPT

ROSP -
ROEA -
ROEY -

ROFG

- Unauthorizedn Progrezs Feq
- Requizition Register
- Requizition Purae Register

- Requizition Print

Requizition Single Print
Req Buyer Azsignment Select

Requizition Buyer Azsignment

- Requizition Purge

W DGD

SELECT P Enter Requisition Number in Requisition Lookup box
REQUISITION

P Click

» REQM screen opens
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RESUBMIT PURCHASE REQUISITION

CHANGE QUANTITY

OR PRICE

Est Price 55.0000 |[3] )

[luantity

SAVE CHANGES

5,000

» Click the Ll Drill Down button next to Line Items

» ROQIL screen opens

P Click the ) Drill Down button next to line item to be changed
» RQIM screen opens

» Make change

» Click = gave button to save changes

» Choose in Alert Box

» Click ** to exit RQIM screen
» Choose in Alert Box

» Click d Save button to exit RQIL screen
» Choose in Alert Box

» Click d Save button to exit REQM screen
» Click in Approvals Alert Box

» Choose in Alert Box

» Click in Requisition Lookup box to return to Main
Menu

January 2007

Page 3 of 7



RESUBMIT PURCHASE REQUISITION

CHANGE GL
ACCOUNT NUMBER

GL Account Mo
10 E4001000 5

SAVE CHANGES

POPULATE
APPROVALS

» Click the ®J Drill Down button next to Line Items

» ROQIL screen opens

P Click the ) Drill Down button next to line item to be changed
» RQIM screen opens

P Make change to GL account number

Percent [Iuantity

IF] [ 100.000 5.000 @] ~

» Click = save button to save changes

P Choose in Alert Box

» Click ** to exit RQIM screen
» Choose in Alert Box

» Click d Save button to exit RQIL screen
» Choose in Alert Box

» Click the ® Drill Down button next to Approvals

» APRY screen opens
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RESUBMIT PURCHASE REQUISITION

RE Q-Fequisition Maintenance | AFRY-Approvals

REQUISITION MAIMTEMNAMCE

Authonzationz

Approvals D ates M ext Approvals
M05E1274 0525406

N EOEEE
SiaEE SIS BERREEEE

Contraller Approvalz Walue 11

P Changing the object code within the same unit does not appear
to require manual entry of approvals.

P Changing or adding unit numbers does require manual entry
of approvals.

P Under Next Approvals enter ID of person(s) that should
approve. (“m seven-digit ID number).

OR

P Perform wild card (...) lookup and press Enter
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RESUBMIT PURCHASE REQUISITION

P Approvals Resolution Screen opens

RE GM-Requisition Maintenance | APRY-Approvals | APRY-Approvals |

OO0O0O00O0O00O00ooOooonOo o
L w2

3

Controller LoockUp Besclution Ezge 1/Z2
Seq Hurber, (F)lag, (5)ort/Select: | |

P Click check box next person required. Hold Ctrl while clicking
to choose more than one.

Technology approval required for technology (Brent Jones)

Grants Accountant required for Restricted Funds (Stephanie Sanning)

Purchasing Agents required for ALL requisitions(LaDonna Purcell
and Paige McDaniel)

RSO required for radioactive materials purchases (Agnes Manley)
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RESUBMIT PURCHASE REQUISITION

» Click d in bottom right hand corner

Mext Approvals
Tereza Johnzon
Paige McDaniel
Ladonna Purcel

» Click d Save button to save changes on APRV
» Choose in Alert Box

» Click d Save button to exit REQM screen
» Click in Approvals Alert box

» Choose in Alert Box
» Click to return to Main Menu

LOGOUT P See Section 402 or 403 for logout procedures.

SO

Last Revision: 1/3/07
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