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BEFORE YOU GET STARTED

Before you get started with requisitions in CFS (Common Financial System), there is information that you
will need to be aware of throughout the requisition process. Please review this information before
logging into the system.

CAMPUS-WIDE ID + 50

Users are identified in CFS by a User ID which is the same as their Campus-Wide ID. As CFS is shared by
all 23 CSU campuses, it was necessary to find a mechanism to ensure that all Campus-Wide IDs (and
therefore User IDs) remain unique in the system. This mechanism adds two numbers to the beginning of
each Campus-Wide ID to denote which campus the user belongs to. The designation for all CSUDH
employees is 55.

What does this mean for users?

You may see a Requester or an Approver identified in CFS by their CWID with a “50” in front of their
CWID (i.e. 50800000000). While this should not cause any complications, you will want to keep this in
mind if you are looking up information by a person’s user ID number in CFS.
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CREATE A NEW REQUISITION

The Requisition Data Entry page provides a tool for identified CSUDH employees to enter requisitions
directly into CFS. It is designed to automate and standardize the requisition process across the entire
campus. Once the requisition has been created it must be approved by the appropriate authority. A copy
of the requisition (before approved) can be printed and routed through appropriate channels, if additional
approvals are needed. Once the requisition has been approved, Contracts and Procurement will convert
the requisition into a purchase order. Funds are pre-encumbered once the requisition is approved and

budget checked in the system.

Processing Steps

Screen Shots

NAVIGATION

Step 1:

Navigate to the Requisition Entry
page:

Purchasing > Requisitions >
Add/Update Requisitions > Add a
New Value

To create a new requisition, click
the Add button.

& Do not change the

Requisition ID from NEXT.

o

4= | NavBar: Navigator

Purchasing

4 | NavBar: Navigator

o x

4= | Requisitions

Reconcile Requisitions

Review Requisition Information >

Reports

Add/Update Requisitions

D
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Processing Steps Screen Shots
Maintain Requisitions
REQUISITION HEADER | roiciton
Business Unit DHCMP Status Open
Requisition ID KEXT Budget Status Mot Chi'd
The Requisition Header information Requisition Name HP Printsrs Gopy From Hold From Further Processing
will be automatically populated. Haader
“Rewuester (1053010330 a
*Requisition Date [11/20/2017 2] Regquester Info
The only field you may modify is Origin ONL A ouuME
Requisition Name. Giving your “Currency Code Y30 Daliar
requisition a name allows you to Actounting Dats D1I202017 B
easily identify it later in the Find an Field What do | need to enter?
Existing Value or roument Status Business Unit No entry required. The default Business Unit for
or Copy From sections. CSUDH is DHCMP.
Requisition ID No entry required. The Requisition ID number
automatically assigned when the requisition is saved.
Requisition Name Entry recommended but not required. You may enter
a name for your requisition to help you identify it later.
If you do not enter a Requisition Name, the system
will set the Requisition ID as the Requisition Name
once you save the requisition.
Status No entry required. May be Approved, Complete,
Denied, Initial, Line Approved, Open, Pending
Approval, Preview, or Cancelled. Initially the status
defaults to Open.
Budget Status No entry required. Defaults initially to “Not Chk’d”.
When a requisition is Budget Checked it creates a
Pre-Encumbrance.
Requester No entry required. Defaults to the CWID/Name of the
person processing the requisition.
Requisition Date No entry required. Defaults to the date the requisition
was created and saved.
Origin No entry required. Origin defaults to “ONL.”
Currency Code No entry required. Currency Code defaults to USD
(US Dollar). If the purchase needs to be made using
a different currency, Contracts & Procurement will
make the adjustment on the purchase order.
Accounting Date No entry required. Accounting Date defaults to the
date the requisition was created and saved.
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Processing Steps

Screen Shots

Requisition Defaults

(Optional)

Step 1:

To view your Requisition Defaults,
click on Requisition Defaults.

Requisition

< Header

Business Unit DHCMP
Requisition ID MNEXT

2
*Requester 50802765669
*Requisition Date 04/07/2014
Origin ONL

*Currency Code IUSD

Accounting Date 04/07/2014

Requisition Name Concert Under the Stars Req

Q

!

Q

&

Requisition Defaults

Requisition Activities

Copy Fromr

Cratchit, Bob
Reguester Info

Online Entry

Dollar

Add Comments

CFS 9.2 User Guide
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Step 2:

Your Requisition Defaults are
shown.

To use the defaults that are already
populated, the Default Option
should be set to Default. You may
add information in any field that is
not already populated.

To override your system-set
defaults, click on Override. Use this
option when you are using a
different chartfield string from the
one shown on the Requisition
Default screen.

The information you enter on the
Requisition Defaults page will be
used on ALL lines, schedules, and
distributions (where appropriate) on
the requisition. By entering values
on this page, you minimize data
entry when creating a new
requisition.

Commonly used values:
e Supplier

e Category

e Unit of Measure

e Ship To

e Due Date

e Attention To

¢ Distribution/Chartfields

Whether you choose to
override your defaults or not, you
are able to overwrite data that is
automatically populated in each
field on the requisition.

Click OK when you are finished.

Requisition Defaults

Husiness Ui DHCMP Heguisttion Date 020077201 4
Remesion I HEAT Status  Jpen
Diefault Cptions
@ Dafault Tyol selectthls aption, the detaul valuas entered on ™15 page are reat=d as pan of the defaufing logic and ar2
Al applied if r her el ve e fourd Tor gach feld 7 deraull values alreaddy esist in e higrarcky, Py
are uged, end e values on this page are not used
(rverride *you selectthis option, all defaultvaluzs antered on this page avemde the defaultvaluas found inthe defaud
higrarchy, ony non-bank values are assigned
Lire
Buyer aQ Uit of Measure EA 1)
Suppdier 0000000023 3, ATET Supplier Location MaiM <,
Categury (20400 a Supplier Loakup
5 GhHE
Ship To RECY 3, RECEMING (B5T) 278-2531 ‘Distribute By Luarity -
Due Date |04/3002014 £ “Liguitate By Cuandity -
Uirrvate: e Code Q.
Attention To Ebsneszsr Seroops
Distribution
SpesdCharl
Distributions
Detalls Asgaat infamation ':_ ]
Dist Percent GL Ut Account Oper Unit Fund Dept Program Class Bund Roef P
FLCWRC,  BEDOO3 [} 0, THEFIG, [10356 @ a v} a,
Field Description
Default Options Default — Select this option to use the values that
default from the system. You may still fill in any blank
field.
Override — Select this option to use the values you
specify on this page to override the system defined
defaults. You may change any value that defaults on
this page by using this option.
Supplier If the supplier exists, use the magnifying glass icon to
locate and select the supplier from the drop down list.
Category If all items to be purchased on the requisition are

from the same Category, use the magnifying glass
icon to locate and select the appropriate value.

Unit of Measure If all items to be purchased on the requisition will use
the same unit of measure, enter the unit of measure
here: either EA (each) for item orders or LOT for

services and blanket orders.

Ship To The Ship To address where the requisition items are
to be sent defaults from the Requester. To change
the delivery address, use the magnifying glass icon to
locate and select the appropriate value.

Due Date The Due Date is used by the system to indicate when

an item is needed by. If the items are needed by a
specific date, enter that date here.

Attention To The Attention To field specifies to whose attention
this order should be sent. By default this is set to the

Requester's name but it can be modified.

Default Distribution ChartField values are defined for
each Requester and are displayed here. They may
be changed as necessary to reflect where the
charges for the requisition should be billed.

Distribution
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Processing Steps

Screen Shots

Header Comments (Optional)

Step 1:

The requisition Header Comments
page is used to provide additional
information to the Buyer or the
Supplier.

Types of information commonly
provided include:

e Special Instructions (i.e. Rush
Order Information)

e New Supplier Information
- Supplier Name
- Supplier Address
- City, State, Zip
- Phone Number
- ldentify if 204 Form has been
sent to supplier
- Taxpayer ldentification
Number (TIN) if known
e Name and extension of
Consumer
e Freight, shipping, and handling
amounts.

¢ Provide Procurement with
additional required information.

To add comments to your
requisition, click Add Comments.

Requisition

¥ Header

Business Unit DHCMP
Requisition ID NEXT

Requisition Name Concert Under the Stars Req

*Requester 50802765669 Q
*Requisition Date 04/07/2014 El
Origin ONL Q

*Currency Code [LJE.EJ—
Accounting Date 04/07/2014 El

Requisition Activities

Cratchit, Bob
Requester Info
Online Entry

Dollar

Copy From

Add Comments

CFS 9.2 User
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Processing Steps

Screen Shots

Step 2:

Enter your comment in the
Comments box. See page 9 for
common types of comments for
requisitions.

Header Comments

Business Uni.  DHCMP Requisition Date 0470772014

Respastion D MEXT Sialus Open

“Sort Method Comment Time Stamp - ‘Sonl Sequence AscEncing
Comments Firid

- Sort

i Al First B8 1 of 1 B8 Last

) ) Usa Standard Comments . i 1 tive Inachwats
To add another comment line, click oSS A =
the plUS Sign icon ) Hew Supplier: . A
Egeleg Inc
S5 3 isnerand Dr 5
X o Anahelmn, CA 92802
Click OK to return to the requisition Phnne: 7148554313
. [ Send to Supplier [ Showe at Receipt
main page. || Shove at Voucher
Aszzociaiad Document
® Artachrmernt Atsch Emadl
If you would like the comment Frem s L L EE A
printed on the Purchase Order, = T
check the box next to Send to
Supplier.
Requisition
Step 3:
Business Unit DHCMP
I MEYT
Once you have added a comment RN g N
the requisition, the Add Comments Requisition Mame Concert Under the Siars Req Copy From
link will change to Edit Comments. = Haader
‘Requester 50302785 ':{ “ratchit Bob
You mgy click on E_dlt Comments *Requisition Date [04/07/20 B Heniter i
at any time to modify your - =
rigin O [ i e
comments. M= " OnlineEnty
'Cunenr.v(‘.mls.'| J8SD Dollar

Accounting Date 04/07/2014 el

CFS 9.2 User Guide
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Processing Steps Screen Shots

Add an Attachment (Optional)

Requisition

Business Unit DHCMP

Step 1 Requisition ID NE
The requisition Header Comments RECUESI Nadue (L unce Liter e Sir e e

page is also where documents are

= Header
attached for use as a reference or
for use by the Procurement ‘Requester 50302765669 Q, ratchit, Bob
Department. 'Requisition Date 04/07/2014 ) Requester Info
Origin OhL R Online Enty

Types of commonly provided
information include:

e Order Attachments Accounting Date 04/07/2014 =

e Supplier quotes

“Currency Code | sD

Requistion Defaults

¢ Additional approval signatures

Requisition Activifies
To attach a document to the
requisition, click on Add
Comments (or Edit Comments)

Header Comments

Step 2:
Business Unik.  DHCMP Requisition Date 0400772014
. . Ul WEM & 5 OpEn
Click on Attach under Associated fremustanD e s
Document.
*Sort Method  Comment Time Stamp - *Sorl Sequence AscEncing - Sort
¢ Comments Find |viewan  First B 4 or1 B Last
Only one document can be Hse Standard Comments Comment Status Aciva Inacteata =
attached to the requisition. If you
. ) E1l 4
wish to upload more than one F{-.':."]Liﬁff"e" 5
document, you will need to do one 1313 Disneytand Dr —
. Anahelm, CA 92002
of the following: Prane: 74146554917
. [T Send to Supplier [ Showe at Receipt
e Scan all of your documents into a [El Shhove at Voucher
PDF document using your local Azzaciztad Document
Xerox copier. arachment . e ol
e Add all of your documents into a Fram s RER L EHE R
.le arCh“/e- 24 Cancal Rafrash

e Add all of your documents into a
.PDF archive using Adobe
Acrobat Pro.

A\
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Processing Steps Screen Shots
Step 3: File Attachment
Help
Click Browse.
Browse.. fMofile selected.
Upload Cancel
Step 4 @ File Upload (=23
e . — =
_L @uv j v Libraries » Documents » - |¢,|| Search Docurments Pl
Click on the document on your hard Organize »  New folder = - O @
drive that you wish to upload and X Favorites “ Documents library i,
then click Open. B Desktop Includes: 2 locations Ealket
& Downloads Marme : Date modified Type
£ Documents E [ Updatedriowchartist nFAUFULE LAt ., Inspirat)
& 47 Dropbox ) UpdateMames xdsx 2720121123 A0 Microsc
Only PDF documents or .zip 5l Recent Places B Updates to PLS-255 Instructions.doc 41272011 16 P Microsc
archives should be attached to | ] Updating HR Documentation for HCM 9.docx 1272042011 9:27 .. Microsc
requisitions. Procurement has found 4 Libraries || wacation_7-30wmvav Tf212012 £10 PR Wave Si
q ' 3 Documents 971072012 2:48 PR Adobke ¢
that they are unable to open o) Music B View. Student_Schedule.cpbx S/ALA01E £03PM Adobe ¢
attachments in Microsoft Office =] Pictures €] Wiewing the Education Pages BPG 9_Section508.kirn| 412/2012 331 P Firefox b
format. BE videos T volunteer farm.pdf L6012 258 P Adobe 3
Yolunteer_Form_Linda_Kim.pdf 1/9/2012 140 PR Adobe s -
P
1M Computer > 4 T | V
File narne: Yendar Quote.pdf - [AII Files (%* ']
I Open I [ Cancel ]
Step 5: File Attachment
Help
Click Upload to attach the
document you selected.

N
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Processing Steps

Screen Shots

Step 6:

Header Comments

Buminess Univ - DHCMP

Rempisition Dae QL0701 4

Requisition D =0T Status. Coern
The document is now attached to
the reqUISItlon *Sort Method  Commeant Time Stamp - St Sequence Asiending - ot
Cornments ne A |

Click OK to return to the requisition Vs Baridefd Currinients Conament Status. semve =
main page. -

e to Supplisr Tl show a Receet

Shiow at Wiowcher
Azzociatad Document
Attachment verdor_Suote :..|ri_ Wi Drele Emad
From -= REQ FLCMP-NEXT
Cancel || Foetesh
REQUISITION DETAILS | =
EBusmess Usk T .- CMF = S::"s - =Z
Complete each requisition line PVl e Y B B Vi e e P
(including line information, schedule Rersie 001753555
. . . . . “Requistion Dape ©L070014
information, and distribution
information) before adding another
line. As long as the requisition
status remains open, you can make
changes to any field you have
entered. TN ]
N
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Processing Steps

Screen Shots

Requisition Line Information

Step 1:

Complete the following fields:
e Description

e Quantity

e UOM

e Category

e Price

e Due Date

1

& Although you will see other
Units of Measure available, only
use LOT (service orders or blanket
orders) or EA (item orders) for all
requisitions.

Line Neneription

1 [ [Laptop

.....

M charfese

WOM Categery Pricn ol Suppdine Samppline Harma

1,000,000 10,000.00 [0URDODOUZIE,  ATET

Field What do | need to enter?

Description Entry required. A brief description of the line item.

Quantity Entry required. The quantity you are requesting for
each line item.

UuoM Entry required. For service orders, enter LOT. For
commodity/item orders, enter EA (each).

Category Entry required. Use the magnifying glass to locate
and select the appropriate Category code. See
Appendix A at the end of this manual for a list of
commonly used Category codes.

Price Entry required. The price per unit.

Merchandise

No entry required. This field multiples the quantity

Amount field and the price field to calculate the total value of
the line.
Supplier Optional entry. Enter the Supplier ID number or use

the magnifying glass to look up an existing supplier
ID.

Supplier Name

No entry required. The Supplier Name associated
with the Supplier ID entered will populate in this field.

Due Date

Entry required. Select the date when you need the
item.

Requisition Schedule
Information

Step 1:

Click on the Schedule icon (@) at
the far right of the Requisition Line.

p. | 14
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Processing Steps

Screen Shots

Step 2:

Review the following fields:
e Ship To

e Quantity

e Price

e Amount

e Due Date

¢ Attention To

If you need to change the
quantity, price, or due date, change
it under the Requisition Line
Information (see page 14).

Schedule

Fusitiaas init

Femssiion 10 NEXT

Feparcinn [ee &

Rztum: fo Bun Fage o
Find | “Saw A) Firct 88 1 of 1 B8 Lasi
1 reen b NaHTEY Merchansdse unt 0e0.onLs0
Details | T o i I
Scbved “Sihigs Tar Ouanciny o LJ‘:" —— Adiention To Stalus
T |RE -] 1 H nE & Actve & =
Field What do | need to enter?
Ship To Optional entry. The Ship To defaults from the
Requester Defaults. Update if the value is incorrect.
Quantity No entry required. The Quantity defaults from the
Requisition Line.
Price No entry required. The Price defaults from the

Requisition Line.

Merchandise

No entry required. The Merchandise Amount is a

Amount calculate field (Quantity X Price) and cannot be
updated.
Due Date No entry required. The Due Date will default from the

requisition line.

Attention To

No entry required. The Attention To defaults to the
Requester. If the order or shipment should be sent to
the attention of another person, modify this field.

Requisition Distribution
Information — By Quantity

Distribution by Quantity means you
are allocating funds based on the
quantity being ordered. Options are
either By Quantity or By Amount
(see page 17).

Step 1:

=1
Click on the Distribution icon (&)
on the Requisition Schedule page.

Waintain Srequist
Schedula

Fausitiaas 1t

Remasion i MEXT

Retum o Main Fage

1 L]

Details | =W
Suived i T

T

Fepuercion Duie 4

s

Find | %
HMerchsradse

rEiles | Find | View

== D Date

Duani
T BTarms
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Step 2:

Complete/review the following
fields:

¢ Distribute By (Quantity)
¢ Liquidate By (Quantity)
e Percent

e Quantity

e Amount

e Account

e Fund

e Dept

e Class

e Project

To add an additional distribution
click the plus sign ).

To remove a distributed information
row click the minus sign (E|).

Distribution

Requisition ID  NEXT
Line 1
Schedule 1
Ship To RECY
*Distribute By Guantity -
*Liquidate By Quantity -
SpeedChart

Distributions:

Chartfields Details Asset Information

Distrib  Status Percent Quantity

Central Re

ttem iLaptop
Status  Active

Quantity 10,0000 Ea
Open Quantity

Merchandise Amt

10.0000
10,000,000 USD

Q Multi-SpeedCharts

Budwet Information

Merchandise

e GLUnit  Account Fund Dept

Program  Class Project

1 Open 50.0000 5.0000/ 500000 FLCMFQ, 616002 Q@ THEFLQ, 10356 (¢} Q Q
2 Open 50.0000 50000 500000 FLCMEQ,  B16002 Q@ THEFLCZ, 10352 Q. Q Q
Field What do | need to enter?
Distribute By No entry required. Defaults to Quantity.
Liguidate By No entry required. Should be the same as Distribute
By value.
Percent No entry required. Defaults to 100 Percent from the
requisition line.
Quantity The total quantity for each chartfield. Entry not

required if billing to a single chartfield.

Merchandise
Amount

No entry required. The Merchandise Amount field is
calculated by the system.

GL Unit

No entry required. Defaults to DHCMP.

Account

Entry required. The Account the item will be charged
to. Account captures financial transactions such as
Assets, Liabilities, Fund Equity, Revenues, and
Expenditures. It provides the detail breakdown for
Balance Sheet and Revenue/Expenditure reporting
and is the lowest level of detail required for campus-
wide reporting.

Fund

Entry required. The Fund the item is being charged
to. Fund represents the source of money related to
financial transactions.

Dept

Entry required. The Dept ID the item is being
charged to. Department ID defines academic areas,
research units, or administrative offices with an
appointed manager that has programmatic,
operational, fiscal and/or budgetary responsibility for
a specific set of activities and projects/grants.

Program

No entry required. Leave blank unless otherwise
instructed by Accounting Services.

Class

Optional entry. Only required if you are charging the
item to a Class. Class provides for any special cost
reporting needs a division, department or other
organizational unit may have that are not met by the
campus-wide reporting values defined in the other
chartfields. Extension of department.

Project

Optional entry. Only required if you are charging the
item to a Project. Project identifies a discrete set of
activities. Activities associated with this chartfield may
span multiple Departments, Funds and/or Accounts.
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Processing Steps

Screen Shots

Step 3:

yaintain Reouistons

Distribution
When the distribution information is e s e g
complete, click OK to return to the P I
schedule information page. ShipTo BEcY iral & r— 1000 g4
‘Distribiste By Suardity - Oy Onpadityr A0
Lijuidaie By Qugariite - ey chandise fum DGonon Us0
SpeedChart q Multi-SpeedChars
NEnbution:
Charifields | Detsés  Azselinfoomaten | B stan | B
estrih Status Percemnt QT :‘:;:‘:mr G U Accoard Fianat Dept Progri
Jpen 50.0000 50000 500000 *ile A, THEFLO (10356 a
2 open 50.0000 50000, S00000 ] A THEFDIOY 10 ol
ks Cancel Raftesh
Sehedule
Steg 4: Busmass Unn Pesgaisition Dsbe 0310021012
Frinegesaa i I KEXT Stabue Cpan
. Feaniim o Maln Pags
Select the Return to Main Page T - e e
||nk to return to the main requisition 1 (] Lapier sty a0000 Eack Wierchaniise dmt 10,0050 10 LISE
age. Persanales | Find | viewa |07 | 58 rst B 5 g Last
pag Details | =8
Sched "Ship To Duariiy Frisn MErEanae b, date Aiteneion To Btabus
¢ 1 REoy @ aonn 000000000 00000 AIXI0E 5 Craickil Bk b S| HETE E =
You may also click the Save SevE—
bUtton at thlS pOint to save your B B || Hodte || P Raish P add || UsdstaiDisplay
requisition.
Requisition Distribution Ve oot
Information — By Amount Scheduls
Fusinnas 1init Fepurstmn Dste L7
Distribution by Amount means you Hespasion i NET Satws
are allocating funds based on the 3ot .
i i 5 Finn  ew Eirst r1 Il L2
amount being spent. Options are £ S f— Merchandse Ak 200000150
either By Amount or By Quantity Schedu Persormitzn | Fina | Vil (VR First B2 gy B L
(see page 15). fotats | =Y
Sckwed “Ship Te Ouandny Price "'"_";('Jf;_ [y WS Adiention To
% [RECY O (14§ [Craicha Bob % B move ] =
Step 1:
. S =l
Click on the Distribution icon (5)
on the Requisition Schedule.
A
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California State University, Dominguez Hills

Step 2:

Complete/review the following
fields:

¢ Distribute By (Amount)
¢ Liquidate By (Amount)
e Percent

e Quantity

e Amount

e Account

e Fund

e Dept

e Class

e Project

To add an additional distribution
click the plus sign ).

To remove a distributed information
row click the minus sign (E|).

Distribution

Requisition ID  MNEXT
Line 1
Schedule 1
Ship To RECY
“Distribute By Amount
*Liquidate By | Armount
SpeedChart

Distributians

Chartfields Details

Distrib  Status Percent

1 Open 75.0000

2 Open 25.0000

Aszet Information

2,500.00

tem Laptop
Status  Active

Central Re Quantity 10.0000 gp

hd Open Amount 10,000.000
Merchandise Amt 10,000.00 USD

Q Multi-SpeedCharts

Budget Information

Merchandise
Amount

7,500.00

GL Unit Account Fund Dept Program Class Project
FLGMIC, (616002  |@ [THEFiQ |103%6 Q Q Q
FLCMFQ G16002 (@ |THEFIQU |10382 & Q Q.

Field

What do | need to enter?

Distribute By

Optional entry. Defaults to Quantity. Change to
Amount if you want to distribute by Amount.

Liguidate By No entry required. Should be the same as Distribute
By value.
Percent Optional entry. Defaults to 100 Percent. No entry

required if billing to a single chartfield.

Merchandise
Amount

Optional entry. The Amount defaults to the total
amount for the line. No entry required if you are
billing to a single chartfield.

GL Unit

No entry required. Defaults to DHCMP.

Account

Entry required. The Account the item will be charged
to. Account captures financial transactions such as
Assets, Liabilities, Fund Equity, Revenues, and
Expenditures. It provides the detail breakdown for
Balance Sheet and Revenue/Expenditure reporting
and is the lowest level of detail required for campus-
wide reporting.

Fund

Entry required. The Fund the item is being charged
to. Fund represents the source of money related to
financial transactions.

Dept

Entry required. The Dept ID the item is being
charged to. Department ID defines academic areas,
research units, or administrative offices with an
appointed manager that has programmatic,
operational, fiscal and/or budgetary responsibility for
a specific set of activities and projects/grants.

Program

No entry required. Leave blank unless otherwise
instructed by Accounting Services.

Class

Optional entry. Only required if you are charging the
item to a Class. Class provides for any special cost
reporting needs a division, department or other
organizational unit may have that are not met by the
campus-wide reporting values defined in the other
chartfields. Extension of department.

Project

Optional entry. Only required if you are charging the
item to a Project. Project identifies a discrete set of
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Processing Steps

Screen Shots

activities. Activities associated with this chartfield may
span multiple Departments, Funds and/or Accounts.

Distribution
Step 3:
Requisition ID  MEXT tem Laptop
i i . i . i Line 1 Status  Active
When the distribution information is Schedule |
Complete' CIICk OK to return to the Ship To RECY Central Re Quantity 10,0000 Ea
schedule information page. *Distribute By Amount - Open Amount 10,000,000
*Liquidate By | Amaount Merchandise amt 10,000.00 USD
SpeedChart @ Multi-SpeedCharts
Distributions
Chartfields LCetails Azset Information Budget Information
Distrib  Status Percent r:_'r‘;:::tndise GL Unit Account Fund Dept Program Class
1 Open 74.0000 7.500.00 FLCMFC, |B16002 Q, |THEFLCy, (10356 Q Q
2 Open 26.0000 2,500.00 FLCMRC, |G16002 C  THEFLCy 10352 Q)
cancel || Retresh
Schedule
Steg 4: Business Unit FLCMP Requisition Date 04/07/2014
Requisition ID MNEXT Status Open
,
Select the Return to Main Page _
} . & Line Fine [viewal  First B 1 or1 B Last
link to return to the main requisition 1 tem Laptop Guantity 10,0000 Each Merchandise Ant 10,0000 USD
page. Schedule Persanalize | Find | view anl | G2 | B First B 14 or1 D Lact
Details
Sched *Ship To Quantity Price Me’"x‘[’"":::‘[: Due Date Attention To Status
© 1 B Recy @ [E 100000 1,000.00000 10,000.00 04/302014 |[5]  Cralchit, Bob T [}L Active [=1
You may also click the Save
. . Add Ship To Comments
bUtton at thls pOInt to save your & save | [E] Motify || % Refresh [E Add Update/Display
requisition.
N
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Processing Steps

Screen Shots

SAVI N G A Requisition
REQUISITION Rt 0 WA Bt St il O "
Ragutsiion Hama Concart Under e Stars e Zupy Frinm Mokd From Fusthies Processing
= He
Before you are able to save a Renmestae [FOZTEE0 I8 cyat oo
requisition, you must have at least “Henusition Ot (140011018 B Requester inia
one Line completely filled out. After - i
saving, you can continue to add Acemuntng tate (1375171014
more Lines to your requisition. Reastion Dl Eall Commenis iy
ARALREIR AN Furtad Bpmvonund 1, 00E D0 L]
Steg 1: Fumhasmp 1 Calalng
Click the Save button to save your owtan | 7D
I’GQUISI'[IOH. Lin e ipiiing (it iy M ey i :I'I-:.'HII'I'I'I"'"" Sl Saagijilian Mastii
1 B [Lapten [ 16,0000 EA % 30400 Vil ¢ 10,06000 [FOI06CANIIEE  ATAT
© 1o Firah| Golp Mo
You will receive an error 1 Ny R
message if you have incomplete
Lines and try to save your
requisition.
Maintain Requisitions
Step 2: 1
A Requisition ID is generated for Reqmsmon
your requisition and the requisition
is now saved in the system. Business Unit DHCMP
I Requisition ID 0000007600 I

Even after saving your
requisition you can change anything
about the requisition you would like.

Requisition Name

< Header (%

Concert Under the Stars Req

So feel free to save your requisition *Requester 50502765669 Q  cratehit Bob
even if you think you'll make i o - -
significant changes later. ‘Requisition Date 04/07/2014 5 Reqguester Info
Origin ONL QU online Entry
*Currency Code [U sD Dallar
A
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FIND AN EXISTING REQUISITION

To locate a requisition that you have saved but has not yet been approved, follow the steps below. Once
a requisition has been approved, Requesters will no longer be able to view it.

Processing Steps Screen Shots

Favorites « hiain Menu + »  Purchasing = » Reguisitions » > AddiUpdate Requisitions
Step 1:

ORACLE MENU ~ | Search 7 | Advanced Search

Navigate to the Requisition Entry
page:

Purchasing > Requisitions >
Add/Update Requisitions > Find an
Existing Value. Find an Existing Value || Add a Mew value

Requisitions

Use the following search to look for an existing Reguisition.

Search Criteria

Business Unit|= ¥ CHCMP| Q
Requisition 10| beging with ¥
Requisition Mame | begins with ¥
Requisition Status | = v v
arigin| beging with ¥

Requester| beging with ¥

£ HH

Reguester Mame | beging with ¥
Hold From Further Processing

Case Sensitive

Search Clear | Basic Search @2] Save Search Criteria

Find an Existing value | Add a Mew value

D
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Processing Steps

Screen Shots

Step 2:

It is recommended that you enter
search criteria to narrow down your
results.

At minimum, you should enter your
name in the Requester Name field
so only your requisitions appear in

the search results.

Once you have entered your search
criteria, click Search.

Favaorites = | Main Menu - > Purchasing = > Reguisitions = > AddiUpdate Reqguisitions

ORACLE’

MENU ~ | Search 7 | Advanced Search

Requisitions

Use the following search to look for an existing Requisition.

Find an Existing Value Add a Mew Value

Search Criteria
Business Unit|= ¥ DHCMP| a
Requisition ID| hegins with ¥
Requisition Mame| begins with ¥
Requisition Status | = T T
Qrigin| begins with

Reguester| heging with

jelyelye]

Requester Mame | hegins with ¥
Hold From Further Processing )

| Case Sensitive

Search Clear Baszic Search El Sawve Search Criteria

Find an Existing value | Add a Mew value

Step 3:

Locate the requisition you wish to
view/edit from the search results
and click on it.

Firud an Existing Walue Add a NewYalue

= Search Criteria

Business Lnil: = - ODHCMP Q
Reguisition D hegins with -

Reguisition Name: begins with =

Reguisilion Status: = - -
Origin: heging with - @
Regquester: begins with - &
Requester Name: hogins with = |Crafchit, Bok Q

Huold From Further Processing 7

| Case Sensitive

Saarch Claar  [Basic Search H Save Search Criterla

Search Results
Wi Al
Business Unnl Requisition 1D Requisition Name

Hequistion Status Origin Requoster Requeatar Har

FLOMP 0000007601 Ragfor Chnglmas dinnar Approved OML 50802765669 Cratchit, Bob

FLCMP 0000007600 Concert Under the Stars Rea Ooen oML 50802765668 Cratzhit. Bob
N
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Processing Steps

Screen Shots

Step 3a:

If you select a requisition that has
already been approved, you will
receive an error message indicating
you cannot modify the approved
requisition.

If you receive this error, click
Cancel to return to your search
results and select a different
requisition.

®

Contact your approver if you
need to make modifications to a
requisition that has already been
approved.

IMessage

Your operator profile indicates that you do not have authority to change approved requisitions. (10100,53)

Askyour system administrator to give you the proper authority,. Click '0K' o transfer to Inguirg. Click 'Cancel'to Return.

Qi

Cancel

Step 4:

The Requisition main page will
display.

If changes are necessary, make the
corrections to the requisition and
click the Save button.

Requisition

Msess L TLCY
Tngqusmon £
Reuistion same

Ssbun

X

gt Satus Piod T

Total Amarr

ok From Furthes Processing
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©

ADDITIONAL PROCESSES

There are several additional processes for requisitions: printing a requisition, copy an existing requisition,
and cancelling a requisition.

Processing Steps

Screen Shots

PRINT A REQUISITION

Step 1:

Navigate to the Requisition Print
Page:

Purchasing > Requisitions >
Reports > Print Requisition

& It is highly recommended that
you print a copy of your requisition
as you will not be able to view it
after it has been approved.

WMain Wlenu = » Purchasing = » Requisitions = > Reports = > Print Requisition

ORACLE

Requisition Print

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Walue Add a Mew Value

= Search Criteria

Run Control ID: pegins with + |
[ case Sensitive
Search

Clear |Basic Search Save Search Criteria

Step 2a:

A Run Control ID must exist in order
to run a report or process in CFS.

Click Search to see your available
run control IDs.

If no Run Control IDs are
available or if this is your first time
running this process, go to step 2b.

Requisition Print

Enter any information you have and click Search. Leave fields blank far a list of all values.

Find an Existing Value Add a Mew Value

= Search Criteria

Run Control ID: hagins with -

[[| case Sensitive

Search Clear

Basic Search Save Search Criteria
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Processing Steps

Screen Shots

Step 2b:

To create a new Run Control ID,
click Add a New Value.

&A Run Control ID should
only be created once! Your
request parameters and settings will
be saved and you may retrieve the
existing Run Control ID.

Requisition Print

= Search Criteria

[l case Sensitive

Search Clear

Find an Existing Value | Add a Mew value |

Run Control ID: hegins with -

Basic Search Save Search Criteria

Enter any infarmation you have and click Search. Leave fields blank for a list of all values,

Step 3:
Enter a Run Control ID name.
You may give it any hame you

would like, though we recommend
naming it the report (i.e. Print_Req).

@

Do not use spaces; use an
underscore ( _) instead.

Click Add.

Requisition Print

Add

Eind an Existing Value

Add a Hew Value

Run Control ID: |Print Req
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Processing Steps

Screen Shots

Step 4:

Enter/update the following
information:

e Business Unit: DHCMP

e Requisition ID: the 10 digit
requisition ID number you wish to
print.

Select all of the statuses on the
right (Approved, Canceled,
Completed, Open, Pending).

Then click Run.

Print Requisition

Hun Controd 1D Prir_Reg

Languape Endlizh

Repod Manages Process Marnilo Run

= & Spocified Language © - Recipient's Language

Business Unit DHCMP o Shatuses (o incl

Ratgusisilinn 0 OOO0I0TES 2

Fram Date
Ihrough Date

Requesiar

| Appivineed PRy
7| canceled

4| Completad

al ¥ Opeen

¥ Pending

Field

What do | need to enter?

Business Unit

Required entry. Business Unit should be set to
DHCMP.

Requisition ID Required entry. Enter the Requisition ID of the
requisition that you wish to print.
From Date No entry required. It is not recommended that you

use this feature.

Through Date

No entry required. It is not recommended that you
use this feature.

Requester

No entry required. It is not recommended that you
use this feature.

PRINT VIA EMAIL

When you print your requisition via
email, the PDF is sent to you as an
email attachment.

Step 1:

The Process Scheduler Request
page displays.

Verify the following:
e Type = Email
e Format = PDF

Select Distribution.

Process Scheduler Request

User ID: 50802765669

Server Name:

Recurrence:

Process List
Select Description

Requisition Print 8GR

Time Zone: Q.

Run Control ID: Frint_Req

Run Date: |04/16/2014 [

Run Time: |2:21:07P M Resetto Current Date/Time

*Format

-~ FOF  ~

Process Hame Distrib

PORGOO

Process Type

SOR Report

*Twpe
Email

Distribution
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Processing Steps Screen Shots
Step 2: Distribution Detail
The system will be emailing you a b Name:  EORAO1D
copy of the requisition. Enter a rocess Hame:
subject for the email in the Email Process Type:  SOR Report
Subject field. Enter text for the Folder N
- w
email in the Message Text field. older Harmes
Retention Days: 21
The User field should already Email Only
ComaT yf;r_ CFS_duser ID (see Email Subject: Email With Log: [ Email Web Report:
age 4 of this guide).
pag 9 ) Reqg #00000076TE
. Message Text:
Then click OK. Concert under the stars 2014 requisition
Email Address List:
Distribute To
10 Type *Distribution 1D
Llser » A0B00484735 o'} E|
Cancel
Steg 3: Process Scheduler Request
C||Ck OK again User ID: S0302765G69 Run Control ID: Frint_Req
Server Name: Run Date: [04/16/2014 Bl
Recurrence: Run Time: |2:21:07FM Reszetto Current DateiTime
Time Zone: Q.
Process List
Select Description Process Hame Process Type *Type *Format Distribution
Requisition Print SGR PORGOID SQR Report Email « FPDF - §Distnbuti0n§
cancel
A
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Processing Steps Screen Shots
Step 4: Print Requisition

A Process Instance number will
appear indicating that your report is Run Control 1D Frint_Req Report Manager Frocess Monitor
being generated. Language Englick ~ @ Specified Language ) Recipient's Lanuuam{-‘w ress [nsfance H29A5

Raport Request Parameters

Business Unit |- DHCMP [} Statuzes to Include
You do not need to remain P e . o 1
. CL [ EL L) a1 L i { LR
logged in to CFS once you have a - 7 Cancelod ]
process instance number. The
requisition will be emailed to you as
soon as it is ready.
Step 5: A | =l e * F =
You will receive an email with a File Message  Adobe PDF
PDF attachment of the requisition, 83
L . q Ignore X il X iMeeting L5 Frea
usually within 15 minutes. =) —ia — V¥ soms

Junk = Delete Reply Reply Forward B g -
. % un i o Maore wfr et
Double click on the attachment to

. Drelete Respond
open it.
Frarm: FECFSTRMN@calstate, adu
. Ta! Cratchit, Bob
. . o
If you do not receive the email Subject: Req#0000007676

within 45 minutes, try following the "Q'Q'é;}'a'éél EpnrqﬂlD_SMSE?E.PDF 5 KBI --------------------------
Print Via Web process.

Concert under the stars 2014 requisition

Steg 6: Il — +  Automatic Zoom
To print the requisition, click the Requisition B
CSU Fullertan
Print icon (@) BudnessUrit  FLCMP  APPROVED
. Feq 10 DzE Page
Ship To: RECEIVINGF(BST} 278253 000000701 D4/16/2014 1
AL STATE FULIERTORN Reque ster Telephone  Emsred By
EEID EE%TTAJNE SEIQ_EE%ESBSE\QD Cratchit, Bob B57270.5047 Crathit, Bob
When finished printing the
requisition, close the Adobe Reader
window.
Lire-$chd Dist Deseription Category Guartity LOM Frice Extended Amt  Due Dete
O stribtion Aot Fund Dept Prom Clasz Project Dict At
Supplier: 0000000002 CEUFULLERTON
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Processing Steps

Screen Shots

PRINT VIA WEB

When you print your requisition via
the web interface, the PDF is
retrieved via the Process Monitor in
CFs.

Step 1:

The Process Scheduler Request
page displays.

Verify the following:
e Type =Web
e Format = PDF

Click OK.

Process Scheduler Request

User ID: 5080276466D

Server Name:

Recurrence:

Process List
Select Description

Reguisition Print 3GR

Cancel

Time Zone: &}

Run Control ID: Print_Req

Run Date: 04/16/2014
Run Time: 2:23.07FM

Process Hame

FORGOTO

Process Type

SQR Report

]

Resetto Current DatelTime

*Format

~ FDF

*Type
Wigh

|

Distribution

istribution

Step 2:

A Process Instance number will
appear indicating that your report is
being generated.

You may check the status and view
the report by selecting Process
Monitor.

Print Requisition

P Comtrob D Privd_Rex

Language English
Report Regquasl Paramelers
Business Linit

Keipusmion 10

oooonys94

* & Specifed Language

=

Report Manager

Frocaess Mandor

M Inelude

1] Apgaroasecl
[#| canceleg

Ruf

Rieciplent’s Languane Frocess Instancs 52004 28

Frovm Deat ]
s | Compbstad
Thiowgh Date (1] [¥] Cpusn
V|
Fscursiar Q ¥lPandng
A\
SECIEN. | T
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Processing Steps

Screen Shots

Steg 3: Process List o8
“iew Process Request For
The Process List tab displays. User 1D (50802765669 @, Type - Last - 1 Daws
Server - Name Q Instance to
. Run Status - Distribution Status + [@save On Refresh
Your process request Is not
Completed until the fO"OWing is Process List Personalize | Fing | view Al | 20 | B2 First B 1-3 073 B Last
Complete Select Instance Seq. Process Type :;:tl::ss User Run Date/Time Run Status g:i;i:ution Details
. Run Status _ SUCCGSS 5298530 S0GR Report PORQOT0 50802765669 04/16/2014 2:32:09PMPOT Queued R Details
¢ Distribution Status = Posted
Click Refresh to refresh the status
of the process.
It may take several minutes
for your process to run and post.
Steg 4: Process List Server List
When DiStribution Status Says “iew Process Request For
y i i . User ID 50B027HS66RD Q) Type « Last - il Days - Refresh
Posted, select the Details link
Server - Hame Q Instance to
Run Status - Distribution Status + [¥Isave On Refresh
Process List Personalize | Find | Wiew All Iﬁl | i First = 1-3073 ] Last
Select Instance Seq. Process Type :::::SS User Run Date.Time Run Status giz:irli:ution Details
5298530 SQR Report FORGOMD 502027BEEEY 041162014 232.08PM POT Sucress Posted IDETaIIS I
N
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Processing Steps Screen Shots

Step 5: Process Detail

Select View Log/Trace. Process

Run

Run Control ID
Location
Server

Recurrence

DateTime

Request Created On
Run Amdime After
Began Process At

Ended Process At

Instance 5288530

Server

Name FORQO10

Pun Status Success Distribution Status Fosted

Print_Req

FSLIN

O4ME/2014 2321 2PMPDT
041162014 2:32:09FM PDT
O4ME/2014 232 2TPMFDT
041162014 2:32:36FM PDT

Type S0OR Report
Description Requisition Print SQR

Update Process

Hold Request
QOueue Request
Cancel Request
Delete Request
Restart Request

Actions

Farameters Transfer
Meszage Log

Batch Timinas

Wiew Log/Trace

Step 6: View Log/Trace
Select the PDF file in the File List et
section. Report 1D: 20532 Process Instance: 5293530
Name: FORQOTOD Process Type: SR Repart
The requisition opens in a new Run Status: Success
window/tab. Requisition Print SOR
Digtribution Details
Distribution Node: FBCFSTRM Expiration Date:
File List
Hame File Size (bytes)
SOR PORGO0_5298530.100 1,657
porg010_5298530 POF 4,839
porg ! .oy T0

Message Log

IDSJ’EITIQEIM

Datetime Created

D4 E2014 2:32:36.892496PM POT
041 B2014 2:32:36.892486FPM POT
041162014 2:32:36.892456PM PDT

CFS 9.2 User Guide
Published: 7/21/2017

p. | 31

N
do 4B
CE5U DOMINGUEZ HILLS




‘) DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

Processing Steps Screen Shots

S te 7: 1 of Automatic Zoom  +
i isiti i Requisition T

To print the requisition, click the 3equizitio
Print icon (E) BudnessUrit  FLCMP  APPROVED

. Feq 10 D P;

Ship To:  RECEIING (857) 276 2831 BoB0D07ED 1 iR i
R Telepha E d B
8001 STATE COLLEGE BLYD Enaprit Bob Se7 B eedT Cramit, Bub

o FULLERTON CA 938731-3589
To save the requisition on your hard

drive, click the Download icon (m).

Line-Sochd Dist  Description Category  Buertity UOM Frive  Extended Amt Due Date
Prgm mist

O stribtion Aot Fund Dept Clasz Project At

Supplier: 00000DODDZ CEUFULLERTOM

COPY AN EXISTING mnﬂain Menu~ > Purchasing = » Reguisitions = » Add/Update Requisitions

REQUISITION _
ORACLE

The Copy From feature allows you

to copy the information from an

existing requisition into a new Requisitions

requisition saving you time on data

entry. Find an Existing Value Add a Hew Value

Step 1:

=Mep L Business Unit: |F|_cwP |G

Navigate to the Requisition Entry Requisition ID: |nEXT

page:

Purchasing > Requisitions >

Add/Update Requisitions > Add a Add

New Value

To create a new requisition, click
the Add button.

& Do not change the

Requisition ID from NEXT.

A\
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Processing Steps

Screen Shots

Step 2: Maintain Requisitions
A new blank requisition opens. Requisition
) Business Unit FLCMP

Select the Copy From link. Requisition ID NEXT

Requisition Name Copy Fram

= Header (7
*Requester (50802755664 Q. ratchit Bob
*Requisition Date |04/16i2014 Bl Requester info
Origin |OML S anline Ertry
“Currency Code IUSD Doallar

Accounting Date 0471672014 [5]

Step 3: Maintain Requisitions
s Copy Requisition

The Copy Requisition page opens PyReq
. . Head
in a new window. == . .

Business Unit [FLCMP

Requisition ID Q.
Enter the Requisition ID or other Reguisition Name Q
information to limit your search Req Status Q Origin Q
results and then click Search. Requester a Gard umber

Requester Name Cratchit, Bob Q,
Requisition Date El To
N Supplier SetiD |FLCMP Supplier Lookup
The Copy From feature will Supplier ID @ Supplier Details Supplier Name a
copy all of the information on the ttem SetiD [FLCHP ftem ID a
existing requisition with the ltem Description & Epirectsnio
exception of any attachments. Department Q
A
p. | 33 d ol IT
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Processing Steps

Screen Shots

Step 4:

Place a check mark next to the
requisition you wish to copy.

Then click OK.

& If you attempt to open the
requisition by clicking on the
Requisition ID, you will receive an
error message in a new window.

If you receive the error, simply close
the window to return to the Copy
Requisition page.

Copy Requisition
Header
Business Unit |FLCMP
Requisition ID 0000007601 Q
Requisition Hame Q.
Req Status [} Origin Q,
Requester 50302765669 Q Card Number
Requester Name Cratchit, Bob (e}
Requisition Date 5 To El
Supplier SetiD [FLCMP Supplier Lookup
Supplier ID @, Supplier Details Supplier Name [}
ltem SetlD |FLCMP ltem ID e}
ftem Description ] [ Direct Ship
Department a,
Search
Requisition Fersonalize | Find | Wiew All | | i First M 1.3 or4 [ Lact
Sel Req ID Requisition Hame Status Origin Requester
0000007601 ;ﬁﬂ;ﬂrcm‘mmas Approved ONL 50802765660

Concert Under the Stars

[ ooodoorso Req Open QML S0B02TESERD

[ 0000007599 gggce”unde”m SIS en oML 50302765669

Cancel Refresh

Step 4a:

If you are copying a requisition
created by someone else in your
department, you will receive this
pop-up message. Click Yes.

& Remember you will need to
change the Requester field to your
name after copying this requisition.

Message

The source requester (50899876569) is different from the target requester (30802765669), copy? (10150,186)

All copied defaults will remain unchanged. Do you want to copy?

N
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Processing Steps

Screen Shots

A new REQ Data Entry page will
display. All fields, with the exception
of attachments, are copied into the
new requisition. The Req ID number
will be ‘NEXT’ until the requisition is
saved.

Step 5:

Before making any other changes,
you must un-assign the Buyer.

Click on the Details icon (I:Elél) on
the Line.

This helps avoid confusion in
the system by making sure that the
buyer who was assigned to the
previous requisition is not assigned
to this requisition.

Line 1%
Details

Line

==k
De=scription Quantity *UOM Category
vSphere v Ent Plus 1 2 |10.0000 EA |G (20800
vSphere 5 Ent Basic 2 |10.0000 EA |G 20800

]
&

0. |35 .’T.
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Processing Steps
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Step 6:

Remove the ID number in the Buyer
field and hit the tab key.

Then click OK.

Requisition I MEXT [tem
Line 1
Buyer [50897034773 &
Line Details
Buyer Name Kuhn,Debra Buyer Information

Category Code 20800 View Hierarchy

Description COMPUTER SOFTWARE, MICRO
*Transaction [tem Description

v3phere va Ent Plus 1 CPU wi96GE vREAM Entitle Acad, parf®vas aB621449

Preferred Language Item Description

Expand All Collapse All

I Supplier Information (¢
- ltem Information (2
[ Attributes (2

[ Contract (2

I Sourcing Controls (2

I OK Cancel Refresh

D
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Processing Steps Screen Shots

Step 7: Lind
Requisition
Repeat this process on each line of st

Resquickion Mame

the copied requisiti9on.

Hoquuster 802

*Hoquisition Date

Origin

Then make any other necessary
changes and then click Save.

Currancy C

Accounting Date

A new Requisition ID will be created
for the requisition.

Detaits | [

Ling

uoM

Cuantity Catagory

Slatug
ERadbgot Status

Vo From Further Processing

Total Aot

Supplier Hame

‘Gotn Mo -

s [t

W Save J[=) miotdy | 7 Redtmsh
Find an Existing Yalue Add a Mew Yalue
REQU|SIT|ON = Search Criteria
Business Linit: = - FLZMP Q
Requisition ID: begins with
Step 1. Requisition Name: beging with -
o Requisition Status: = - -
Open the requisition through the Origin: hegins with - Q
Find an Existing Value tab. Requester: heging with = Q
Requester Harme: begins with + |Cratchit, Bob Q.

Hold From Further Processing

[Clcase Sensitive

& You will only be able to

cancel requisitions that are in Open
status. Approvers can cancel
requisitions that have been
Approved as long as the Buyer has
not created a purchase order yet. If
a purchase order has been created,
contact Contracts & Procurement to

Search Clear

Search Results
Wiew All

Business Unit Requisition ID Requisition Hame
FLCMP
FLCGMP

00000o07E01 Req for Christmas dinner
000007600 Concert Under the Stars Reg Open

]

Basic Search Save Search Criteria

Requisition Status Origin Requester
Approved

OrML 80802765669 Cratchit, Bob
OML S0802T6S669 Cratchit, Bob

Requester Hamd

cancel the requisition. See the View
Req Status user guide for how to
determine if a purchase order has
been created.
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Processing Steps
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Step 2:

To cancel the requisition, click the

Cancel icon ( x).

haintain Requisitions

Requisition

Status  Open *®
Budget Status Mot Chk'd g

Business Unit FLCMF
Requisition ID 0000007600
Requisition Name Concert Under the Stars Req

[CIHold From Further Processing
< Header (2

*Requester | 50802765669

Cratchit, Bob

*Requisition Date [04/07/2014 B Requesterino
Origin [ORIL U Online Entry
*Currency Code |USD Dollar
Accounting Date |03/31/2014 Eﬂ
Requisition Defaults Edit Comments Amount Summary (2
Requisition Activities
Document Status Total Amount 10,000.00 USD
Add lterns From (2 Select Lines To Display (2
Furchasing Kit Catalog Search far Lines
Itern Search Reguester ltems Line Q To Q Retrigve
Line (2
Details
B . . . N Merchandise s N
Line Description Quantity UoM Category Price Amount Supplier Supplier Hame
1 % Laptop 10.0000 EA Q20400 | [1,000.0000 10,000.00 |0000000023/C,  AT&T

igw Printable Version “Goto ..More

B Save | & Returnto Search || +El PreviousinList || +E Mextin List Motify | s Refresh

Step 3:

Click Yes to confirm you want to
cancel the requisition.

Message

Canceling a reguigition will commit any changes made and prevent further changes. Continue? (10100,7)
WWhen you mark a reguisition as complets or canceled, the system does not allow any further changes to the reguisition. Any changes made, hawever, wil be stored o the requisition
IFynu have any mare changes to make t this reuisition, do notmark it as complets of canceled atthis time. Make the other changes, then refurn to change its status

Yes Mo

Step 4:

You will receive a message
indicating that the Requisition was
Cancelled.

Click OK to continue.

Successful Cancellation

The requisition cancellation was successful.

| Ok
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SENDING A REQUISITION FOR APPROVAL

Once you have completed and saved your requisition, you will need to notify the Approver that a
requisition is ready for them to approve. There are two main ways for you to notify your approver: send
the notification to your approver yourself or have CFS send the notification to your approver.

Processing Steps

Screen Shots

SEND THE
NOTIFICATION TO MY
APPROVER MYSELF

If you want to send the notification
to your approver yourself, follow
these steps.

Step 1:
Follow the Print Requisition steps

found on page 24 to obtain a PDF
copy of the requisition.

W‘Main Menu= > Purchasing = » Requisitions ~ > Reports = > Print Reguisition

ORACLE

Requisition Print

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Yalue Add a Mew Value

= Search Criteria

Run Control ID: begins with « |
[ case Sensitive
Clear

Search Basic Search Sawe Search Criteria

A\
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Processing Steps Screen Shots
M From = beratchit
Email a copy of the PDF to your Sm_dl To... EECroo0ed

approver and let them know it is CE..

ready to be approved. E—
_ . Subject: Req #O00000TETE i £

Be sure to put the requisition ID in = - b ready for approval
the subject or message text so the attached:  Tlvendor Quote.pdf 27 KBI; Th Req®0000007676,0df 264 KEI
approver can copy and paste it.
Diear Sir,

@

Chiristmas cames but once a year, Please apprave this requisition for Christmas dinner.
You can also include any

attachments such as the vendor Bob Cratchit
quote in your email to the approver Sendor Clerk

if you would like.
Scroone & Marley

“Businsss cred the Ghost wringing s hands aoain. “Mankind was my businsss;
chanty, mercy, forbearance, and bansvolence, were oIl my business The daals of
iy tradke werd bed & drop of waler In Bhe comprébensivg ooean of my Busingss”

= Charles Dickens, A Chostmas Carol

HAVE CFS SEND THE
EMAIL NOTIFICATION
TO MY APPROVER

'H'U'U'I'H'E?'—‘Main Menu= > Purchasing = » Requisitions ~ > Reports = > Print Reguisition

ORACLE

If you want CFS to send the email Requisition Print
notification to your approver, follow

Enter any information you have and click Search. Leave fields hlank for a list of all values.
these steps.

Find an Existing Yalue Add a Mew Value
Step 1:

= Search Criteria

Navigate to the Requisition Print
Page: Run Control ID: phegins with - |

Purchasing > Requisitions > [ case Sensitive
Reports > Print Requisition

Search Clear  Basic Search Sawe Search Criteria

A\
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Processing Steps

Screen Shots

Step 2a:

A Run Control ID must exist in order
to run a report or process in CFS.

Click Search to see your available
run control IDs.

If no Run Control IDs are
available or if this is your first time
running this process, go to step 2b.

Regquisition Print

Enter any infarmation you have and click Search. Leave fields hlank far a list of all values.
Find an Existing Value Add a Mew Walue

= Gearch Criteria

Run Control ID: hegins with

[[| case Sensitive

Search Clear  |Hasic Search Save Search Criteria

Step 2b:

To create a new Run Control ID,
click Add a New Value.

&A Run Control ID should
only be created once! Your
request parameters and settings will
be saved and you may retrieve the
existing Run Control ID.

Requisition Print

Enter any infarmation you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value | Add a Mew value |

= Search Criteria

Run Control ID: pegins with -

[ case Sensitive

Search Clear  |Basic Search Save Search Criteria

A\
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Processing Steps Screen Shots
Step 3: Pl .
=D S Requisition Print
Enter a Run Control ID name.
o Eind an Existing Walue Add a Hew Yalue
You may give it any name you
would like, though we recommend
naming it the report (i.e.
Req_Approval). Run Control ID: Reg_aApproval
Do not use spaces; use an ol
underscore ( _) instead.
Click Add.
Print Requisition
Step 4: e Comtrol 10 Frint_feq RaportMamniger  Prociks Monk
Languages Erglish - By i L anguage sCifHen s
Enter/update the following Sreeelonisgn - eees "
information:
e Business Unit :DHCMP st ' :
o B Fsgqusition 1D LT X #| Appr v Salicl Al
e Requisition ID: the 10 digit R . 7] Canc ot
requisition ID number of the ) | Completed
T . Tewcaagh Dialn i, ¥ Dpen
requisition you are sending for — rjr—
approval h
Select only the Open status on the Field WIREr Gl | TeEe e e
right. . . . : :
Business Unit Required entry. Business Unit should be set to
) DHCMP.
Then click Run. — - —
Requisition ID Required entry. Enter the Requisition ID of the
requisition that you wish to send for approval.
From Date No entry required. It is not recommended that you
use this feature.
Through Date No entry required. It is not recommended that you
use this feature.
Requester No entry required. It is not recommended that you
use this feature.

A\
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Processing Steps Screen Shots
Step 5: Process Scheduler Request
User ID: 502802765669 Run Control ID:  Print_Regy

The Process Scheduler Request
page displays. Server Name: Run Date: [04/1 62071 4 El

Recurrence: Run Time: |2:21:07PM Resetto Current DatefTime

Time Zone: Q.
Verify the following: Process List

T _ E I Select Description Process Hame Process Type *Type *Format Distrib n

d ype = Emal Requisition Print SR PORQOTO SOR Report Email « PODF ~ JDistribution
e Format = PDF
Select Distribution.
Step 6a Distribution Detail

The Distribution Detail page P N )
appears. rocess Name: PORGQO10
Process Type: SOR Report

Enter a subject line for the email in

. . ) Folder N : -
the Email Subject field. dlder fame
Retention Days: 1
Enter the text for the body of the Ernail Only
email in the Message Text field.
Email Subject: Ermnail With Log: [ Email Web Report:

Req#00000076TE is ready for approval

Message Text:
Flease approve this requisition far Christmas dinner.|

A\
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Processing Steps Screen Shots
Step 6b: Distribute Ta
*ID Type *Distribution ID
The User ID (50+CWID) for the Lsar ~ |GOS02TESRERD a =

Requester will appear under the

Lzar ~ BO0200484735
Distribute To section. : Q[

Add the Approver’s User ID by

clicking on the plus sign ( ) to
create a new row.

Cancel

Enter the following information:
e ID Type = User

e Distribution ID = Approver’'s
User ID

You can look up an Approver’'s User
ID by clicking on the magnifying
glass icon (C'\)

Remember that all IDs are
formatted as 50+CWID (i.e.
50800000000). See page 4 for
detalils.

If you wish to send the requisition to
additional people, you may use the

plus sign ().

Click the OK button.

Steg 7: Process Scheduler Request
. . User ID: 50802765669 Run Control ID: Frint_Reqg
Click the OK button to submit the
Server Name: .
request for approval. Run Dates [04/16/2014 &
Recurrence: Run Time: | 2:21:07FM Resetto Current DateiTime
Time Zone: Q,
Process List
Select Description Process Hame Process Type *Type *Format
Reguisition Print SQR PORGOTD SR Report Emal ~ FDF v
Cancel

A\
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Step 8:

All of the individuals included on
your Distribution Details list will
receive a printable PDF version of
your requisition via email.

Fri 7/21/2017 1:56 PM
fbcfspsa@calstate.edu
Requisition #0000023636 - Please see Item (1) below

Requisition Motification for DHCMP #0000023636. Detail messages are listed below.
1 - This is a request to approve the Requisition

2 - This is a general inguiry

3 - The Requisition has been approved and ordered from vendor

If you are not already signed in to CFS PeopleSoft, login using this link

https://ds.calstate.edu/?sve=cfs

***Click the below link to view the Requisition page***
https://cmsdevs.calstate.edu/psp/FBCFSPSA/EMPLOYEE/ERP/c/REQUISITION ITEMS.REQUISIT

A\
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REQUISITION APPROVAL

Requisitions are reviewed and approved online in CFS before a purchase order is created. “Open”
requisitions are reviewed and marked as “Approved” by an authorized Approver.

Processing Steps Screen Shots

A P P R O V E A Fri 7/21/2017 1:56 PM
REQUISITION focfspsa@calstate.edu

Requisition #0000023636 - Please see Item (1) below

Step 1: Requisition Motification for DHCMP #0000023636. Detail messages are listed below.
The Requester will send an email to 1- This is a request to approve the Requisition

2 - This is a general inquiry
3 - The Requisition has been approved and ordered from vendor

their Approver notifying them of a
requisition requiring their approval.
If you are not already signed in to CFS PeopleSoft, login using this link

Open the attached PDF document
to review the requisition. https://ds.calstate.edu/?sve=cfs

*=*(Click the below link to view the Requisition page®**
https://cmsdev8.calstate.edu/psp/FBCFSPSA/EMPLOYEE/ERP/c/REQUISITION ITEMS.REQUISITIONS.GBL?Page=PT|

1

A You can review a requisition
in PDF form, however you must log
into CFS to approve it.

Step 2:

Review the requisition (and any attachments) for completeness and accuracy. All details of the requisition, including
comments, are included in the PDF.

If any corrections need to be made, contact the Requester who created the requisition. You will receive an updated PDF via
email when the corrections are made.

If the requisition is correct as is, proceed to the next step.

1
A It's important to ensure the chartfields are correct to avoid charging the requisition incorrectly.

A\
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Processing Steps Screen Shots
S 3. Main Menu -
otep 3: Search Menu:
Navigate to the Requisition entry @ -
page in CFsS: 3 Purchasing
Main Menu>Purchasing > 01 Repori 8 Reguisitions
poarting Tools [ . - ) v
Requisitions > Add/Update B peopleTools OO Purchase Orders . Review Requisition Information X
Requisitions. B e8U Administer Infearat T CELors
3 Pm;”ﬂ';:;:o::gra 1o in Menu E  addiUpdate Requisitions

View the Logging Into CFS
user guide at the IT Training
website for details on logging into
CFS.
Step 4: Requisitions

Click Find an Existing Value.

Find an Existing Value Add a New Value

Business LnitQI—CMP a
Requisition ID [NEXT

Add

Find an Existing Value | Add a New Value

A\
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Processing Steps

Screen Shots

Step 5:

Enter the Requisition ID and click
on the Search button.

You may only approve a
requisition for a Requester for
whom you are an authorized

Requisitions

Use the following search to look for an existing Requisition.

%nd an Existing Value Add a New Value

Search Criteria

Business Unit|=

| Requisition ID] begins with v

Reguisition Name| begins with ¥

Requisition Status| = v v
approver. Origin| begins with v Q
Requester| begins with » Q
Reguester Name | begins with « Q,
Hold From Further Processing
Case Sensitive
. i -
Search | | Clear | Basic Search [& Save Search Criteria
Find an Existing Value | Add a New Valus
Steg 6: Maintain Requisitions
Requisition
Whep you are ready to approve the T s oo =
requisition, click the Approve icon Requisition 1D 0000023636 Budget Status  Not Chica L)

( IEIIIIIr) at the top of the page. The
Status will change to Approved.

The requisition will
automatically be saved when you
approve it.

You're done!

Requisition Name 0000023536

Header (7

*Requester 55° Q
*Requisition Date 07/21/2017 5 Requester info
Origin ONL QA onuine
*Currency Code usD Daollar
Accounting Date 07/21/2017 Bl

Requisition Defaults Add Comments
Requisition Activities

Document Status

Add Items From (2

Purchasing Kit Catalog
Item Search

Requester ltems

Hold From Further Processing

Amount Summary (7

Total Amount 1000 USD
Select Lines To Display (%
Search for Lines
Line QA To Q Retrigve
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Processing Steps

Screen Shots

Step 6a:

If you are approving a requisition
that was created in the previous
month, you may receive an error
message indicating that the
Accounting Date is not open.

Click OK and then follow the next
steps to update the Accounting
Date.

Message

The Accounting Date 2014-03-31 iz not open. The Open period for FLCMP is fram 2014-04-01 to 2014-04-30 (10200,373)

QK

Step 6b:

You will need to update the
Accounting Date to the current
month.

Use the calendar icon ( B ) to
select a new date or you may
manually enter a new date.

Header (7

*Requester 95° €
*Requisition Date 07/21/2017 [ Requester Info
Origin [ONL Q
*Currency Code USD

OMLINE

Dollar

Accounting Date 07/21/2017 B

Requisition Defaults Add Comments
Reguisition Activities

Document Status

Step 6¢:

Select the current date.

Header (2

*Requester 5t

*Requisition Date 07/21/2017 El Requester Info

Origin ONL Q ONLINE
*Currency Code usb Dollar
Accounting Date 07/21/2017 HENH
Calendar

Requisition Defaults

Requisition Activities| Y4 v)[2oir v
Document Status S M T WTF S
1
Add Items From (7 2 3 4 5 & 7 &8 e
Furchasing Kit 8 10 11 12 13 14 15 rc
16 17 18 19 20 21 22
Item Search
23 24 25 28 27 28 29
Line (2 A
Details Ship To/Due Date Status Supp 4) Current Date (b ir
Lina Ham Meecrintinn Dnantitu
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Step 5d:

The Accounting Date has now been
updated to the current month.

Click on the Approve icon ( Ef)
again to approve the requisition.

You're done!

Maintain Requisitions

[Requisition

Business Unit DHCMP

Requisition 1D D00 36

Requisition Name 0000023638
Header (7
*Requester =<
“Requisition Date 07/21/2017
Origin [ONL
*Currency Code usD

&

Status  Approved

A

Budget Status Not Chik'd

=

Hold From Further Processing

Requestar Info

A onLINE

Daollar

Accounting Date 7212017

=

Requisition Defaults
Requisition Activities
Document Status

Add Comments (A ETEITOR S ITET (7

Total Amount

10.00 USD

BUDGET CHECK AN
APPROVED
REQUISITION

Once you approve a requisition, it
will automatically be budget
checked that evening and sent to
Procurement for processing the
following morning.

If you need to get a requisition to
Procurement on the same day that
you approve it, you will need to
process the budget check manually.

Step 1:

Click on the Budget Check icon

( ﬂﬁ ) after you have approved the
requisition.

Maintain Requisitions

[Requisition

Business Unit DHCMP

Requisition ID 000
Requisition Name 000
Header (7
“Requester °°
*Requisition Date 07/21/2017
Origin ONL
*Currency Code usb

Accounting Date 07/21/2017

Requisition Defaults
Requisition Activities
Document Status

i

Status Approved
Budget Status Not Chk'd

Hold From Further Processing

Requester Info
CNLINE

Dollar

Add Comments Amount Summary (7

Total Amount

10.00 USD
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Processing Steps Screen Shots
Step 2:
Iaintain Requisitions
Once the budget check is Requisition
processed, the Budget Status will Business Unit DHCMP Status _aporgved Al
change to Valid. Requisition ID 0000023636 Budget Status alid

......

[ Hold From Further Processing

Procurement will receive the
requisition in their queue a short
time after the budget check has
completed.

& Budget Checking a

requisition does not guarantee that
your requisition will be processed
the same day that it is received.
Contact Procurement if you need
your requisition processed as a
rush request.

A\
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APPENDIX A: COMMON CATEGORY CODES

Category codes are used to further define the item or service being purchased. Each Category code is

linked to a specific Account code chartfield. Be sure when you select a particular category code, that you
use the appropriate Account code chartfield when entering your line distribution information.

Category Code Name Associated Account Code
PHYSICAL GOODS

20400 COMPUTER HRDWR & MICRO PERIPH 616002
20700 COMPUTER ACCESSORIES/SUPPLIES 616005
20800 COMPUTER SOFTWARE, MICRO 616003
28500 ELECTRICAL EQUIP SUPPLIES 660003
42500 FURNITURE - OFFICE 660003
49000 LAB EQUIP ACCESSORIES-GENERAL 660003
57800 MISCELLANEOUS PRODUCTS 660003
60000 OFFICE MACHINES/EQUIP ACC 660003
61500 OFFICE SUPPLIES/GENERAL 660003
65500 PHOTOGRAPHIC EQUIP SUPL 660003
67000 PLUMBING EQUIP/FIXTURES SUPL 660003
71500 PUBLICATIONS/AUDIOVISUAL MATL 660003
80500 SPORTING GOODS/ATHLETIC EQUIP 619001
SERVICES

91200 CONSTRUCTION SVS/GENERAL 660003
92000 DATA PROCESSING SVS/SOFTWARE 616003
92045 SOFTWARE MAINTENANCE 616005
93600 EQUIP MAINT/REPAIR: GEN EQUIP 660003
96100 MISC PROF SERVICES 660003
96200 MISCELLANEOUS SERVICES 660003
96600 PRINTING RELATED SVS 660002
96800 PUBLIC WORKS RELATED SERVICE 660003
98500 RENT/LEASE EQUIP SVS: OFFICE 660003
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APPENDIX B: FIELD DEFINITIONS

The following table is a list of CFS field names and their definitions used throughout this guide.

Field

Definition

Header Information

Business Unit

No entry required. The default Business Unit for CSUDH is DHCMP.

Requisition ID

No entry required. The Requisition ID nhumber automatically assigned when the
requisition is saved.

Requisition Name

Entry recommended but not required. You may enter a name for your
requisition to help you identify it later. If you do not enter a Requisition Name,
the system will set the Requisition ID as the Requisition Name once you save
the requisition.

e Status No entry required. May be Approved, Complete, Denied, Initial, Line Approved,
Open, Pending Approval, Preview, or Cancelled. Initially the status defaults to
Open.

e Budget Status No entry required. Defaults initially to “Not Chk’d”. When a requisition is
Budget Checked it creates a Pre-Encumbrance.

e Requester No entry required. Defaults to the CWID/Name of the person processing the

requisition.

Requisition Date

No entry required. Defaults to the date the requisition was created and saved.

Currency Code

No entry required. Currency Code defaults to USD (US Dollar). If the purchase
needs to be made using a different currency, Contracts & Procurement will
make the adjustment on the purchase order.

Origin

No entry required. Origin defaults to “ONL.”

Accounting Date

No entry required. Accounting Date defaults to the date the requisition was
created and saved.

Requisition Defaults

Default Options

Default — Select this option to use the values that default from the system.
Override — Select this option to use the values you specify on this page to
override the system defined defaults. You may change any value that defaults
on this page by using this option.

e Supplier If the supplier exists, use the magnifying glass icon to locate and select the
supplier from the drop down list.
e Category If all items to be purchased on the requisition are from the same Category, use

the magnifying glass icon to locate and select the appropriate value.

Unit of Measure

If all items to be purchased on the requisition will use the same unit of measure,
enter the unit of measure here: either EA (each) for item orders or LOT for
services and blanket orders.

e Ship To The Ship To address where the requisition items are to be sent defaults from
the Requester. To change the delivery address, use the magnifying glass icon
to locate and select the appropriate value.

e Due Date The Due Date is used by the system to indicate when an item is needed by. If

the items are needed by a specific date, enter that date here.

Attention To

The Attention To field specifies to whose attention this order should be sent. By
default this is set to the Requester’'s name but it can be modified.

A\
p. | 53 N | T
CFS 9.2 User Guide do
Published: 7/21/2017

CE5U DOMINGUEZ HILLS



‘} DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

Field Definition

o Distribution Default Distribution ChartField values are defined for each Requester and are
displayed here. They may be changed as necessary to reflect where the
charges for the requisition should be billed.

Requisition Line Information

e Description Entry required. A brief description of the line item.

e Quantity Entry required. The quantity you are requesting for each line item.

¢ UOM Entry required. For service orders, enter LOT. For commodity/item orders, enter
EA (each).

e Category Entry required. Use the magnifying glass to locate and select the appropriate
Category code. See Appendix A for a list of commonly used Category codes.

e Price Entry required. The price per unit.

e Merchandise Amount No entry required. This field multiples the quantity field and the price field to
calculate the total value of the line.

e Supplier Optional entry. Enter the Supplier ID number or use the magnifying glass to
look up an existing supplier ID.

e Supplier Name No entry required. The Supplier Name associated with the Supplier ID entered
will populate in this field.

e Due Date Entry required. Select the date when you need the item.

Requisition Schedule

Information

e Ship To Optional entry. The Ship To defaults from the Requester Defaults. Update if
the value is incorrect.

e Quantity No entry required. The Quantity defaults from the Requisition Line.

e Price No entry required. The Price defaults from the Requisition Line.

¢ Merchandise Amount No entry required. The Amount is a calculate field (Quantity X Price) and
cannot be updated.

e Due Date No entry required. The Due Date will default from the requisition line.

e Attention To No entry required. The Attention To defaults to the Requester. If the order or

shipment should be sent to the attention of another person, modify this field.

Requisition Distribution
Information — By Quantity

o Distribute By No entry required. Defaults to Quantity.

¢ Liquidate By No entry required. Should be the same as Distribute By value.

e Percent No entry required. Defaults to 100 Percent from the requisition line.

e Quantity The total quantity for each chartfield. Entry not required if billing to a single
chartfield.

e Merchandise Amount No entry required. The Merchandise Amount field is calculated by the system.

e GL Unit No entry required. Defaults to DHCMP.

e Account Entry required. The Account the item will be charged to. Account captures

financial transactions such as Assets, Liabilities, Fund Equity, Revenues, and
Expenditures. It provides the detail breakdown for Balance Sheet and
Revenue/Expenditure reporting and is the lowest level of detail required for
campus-wide reporting.
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Field Definition

e Fund Entry required. The Fund the item is being charged to. Fund represents the
source of money related to financial transactions.

Dept Entry required. The Dept ID the item is being charged to. Department ID
defines academic areas, research units, or administrative offices with an
appointed manager that has programmatic, operational, fiscal and/or budgetary
responsibility for a specific set of activities and projects/grants.

e Program No entry required. Leave blank unless otherwise instructed by Accounting
Services.
e Class Optional entry. Only required if you are charging the item to a Class. Class

provides for any special cost reporting needs a division, department or other
organizational unit may have that are not met by the campus-wide reporting
values defined in the other chartfields. Extension of department.

Project Optional entry. Only required if you are charging the item to a Project. Project
identifies a discrete set of activities. Activities associated with this chartfield may
span multiple Departments, Funds and/or Accounts.

Location No entry required. The Location defaults from the Ship To settings on the
Requisition Schedule page.

Requisition Distribution
Information — By Amount

e Distribute By Optional entry. Defaults to Quantity. Change to Amount if you want to distribute
by Amount.

¢ Liquidate By No entry required. Should be the same as Distribute By value.

e Percent Optional entry. Defaults to 100 Percent from the requisition line. If you add

additional distribution lines, you can modify the Percent to indicate what
percentage of the total cost will be billed to each distribution line.

e Merchandise Amount Optional entry. The Amount defaults to the total amount for the line. No entry
required if you are billing to a single chartfield.

e GL Unit No entry required. Defaults to DHCMP.

e Account Entry required. The Account the item will be charged to. Account captures

financial transactions such as Assets, Liabilities, Fund Equity, Revenues, and
Expenditures. It provides the detail breakdown for Balance Sheet and
Revenue/Expenditure reporting and is the lowest level of detail required for
campus-wide reporting.

e Fund Entry required. The Fund the item is being charged to. Fund represents the
source of money related to financial transactions.

e Dept Entry required. The Dept ID the item is being charged to. Department ID
defines academic areas, research units, or administrative offices with an
appointed manager that has programmatic, operational, fiscal and/or budgetary
responsibility for a specific set of activities and projects/grants.

e Program No entry required. Leave blank unless otherwise instructed by Accounting
Services.
e Class Optional entry. Only required if you are charging the item to a Class. Class

provides for any special cost reporting needs a division, department or other
organizational unit may have that are not met by the campus-wide reporting
values defined in the other chartfields. Extension of department.
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Field Definition

e Project Optional entry. Only required if you are charging the item to a Project. Project
identifies a discrete set of activities. Activities associated with this chartfield may
span multiple Departments, Funds and/or Accounts.

e Location No entry required. The Location defaults from the Ship To settings on the
Requisition Schedule page.

Requisition Print

e Business Unit No entry required. Business Unit defaults to DHCMP and does not need to be
changed.

e Requisition ID Required entry. Enter the Requisition ID of the requisition that you wish to print.

e From Date No entry required. It is not recommended that you use this feature.

e Through Date No entry required. It is not recommended that you use this feature.

e Requester No entry required. It is not recommended that you use this feature.

Send Requisition For Approval

e Business Unit No entry required. Business Unit defaults to DHCMP and does not need to be
changed.

e Requisition ID Required entry. Enter the Requisition ID of the requisition that you wish to print.

e From Date No entry required. It is not recommended that you use this feature.

e Through Date No entry required. It is not recommended that you use this feature.

e Requester No entry required. It is not recommended that you use this feature.
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APPENDIX C: TROUBLESHOOTING

Below are some common issues and their resolutions.

Processing Steps

Screen Shots

ACCOUNTING DATE IS
NOT OPEN

If an Approver attempts to approve
a requisition that was created
during a previous month, they will
receive an error indicating that the
Accounting Date is not open.

The Approver can fix this (see
Requisition Approval User Guide),
but a Requester can also change
the Accounting Date before the
Approver goes to approve the
requisition.

Message

The Accounting Date 2014-03-31 is not open. The Open period for FLCMP is fror 2014-04-01 to 2014-04-30 {10200,373)

Ok

Step 1:

Open the requisition that you wish
to update (see page 21 for Find an
Existing Requisition instructions).

Requisitions

Use the following search to look for an existing Requisition

Find an Existing Value Add a New Value

Search Criteria

Business Unit| = » DHCMP Q
Requisition ID| begins with
Requisition Name| begins with +
Requisition Status| = v v

L]

Origin| begins with
Requester| begins with

4

pLL L

Requester Name | begins with
Hold From Further Processing

Case Sensitive

=
Search Clear Basic Search [@ Save Search Criteria

Find an Existing Value | Add a New Value
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Processing Steps Screen Shots
Step 2: < Header (%
*‘Requester |503027R5E6S ;
Notice that the Requisition Date and - _q S Cratchit, Bob
the Accounting Date currently *Requisition Date |03/31/2014 B Requester Info
match. Origin OML A online Entry
*Currency Code |USD Dollar
Normally this is not an issue. Accounting Date (0373152014 ]
However, if the Accounting Date is
03/31/2014 and the current date is Reguisition Defaults Add Cormments
04/23/14, the Approver will not be Reguisition Activities
able to approve the requisition. Document Status
Step 3: = Header (2
. *Requester 50802765664 ;
You will need to update the . Q. cratehit, Bob
Accounting Date to the current *Requisition Date 03/31/2014 ) meguester Info
month. Origin |ONL Q' online Entry
Use the calendar icon (E‘j) to select *Currency Code |USD Dollar
a new Accounting Date or you.may Accounting Date 03/31/2014 [
manually enter a new Accounting
Date. Requisition Defaults Add Comments
Requisition Activities
Document Status
N
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Processing Steps Screen Shots
= Header (7
Step 4:
*Requester 50502765669 Q Cratehit Bob
Select the current date. *Requisition Date 037312014 [ Requester Info
Origin |ONL S onling Ertry
*Currency Code IUSD Dallar
Accounting Date 0472352014 [5]
Calendar
Reguisition Defaults
Reguisition Activities April |Z| 2014 E|
Document Status S M T wW T F =
1 2 3 4 45
Add lterms Fram (2 B 7 a q 10 11 12
Furchasing Kit 13 14 15 16 17 18 18
lterm Search 0 21 2224 5 26
27 28 29 30
Line (%
Details | [F==¥ [ current Date [#)
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Processing Steps Screen Shots
= Header (2
Step 5:
*Requester 50802765RRY Q Cratchit Bob
;’he Accounting Date is now today’s *Requisition Date 0373172074 il Requester Infa
ate.
Origin | OML S onling Entry
Click Save to save your changes. Lurency Code LSD Dollar
Accounting Date 0452372014 1]
You can now have your Approver Requisiion Defaults  Add Comments
log in to CFS to approve the o o
requisition. Requisition Activities
Cocurment Status
Add tems From (2
Furchasing kit Catalog
Itern Search Fequester tems
Line (7
Details | |F=2¥
Line Description Ouantity oM Category
1 B2 |Goose fcooked) 2 [1.0000 EA Q03700 Oy
Yiew Printable Version
I B Save I LU Returnto Search | [Z] Motify || 5 Refresh
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