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eProcurement Requisitioning

Section 1 - eProcurement Overview
Section 1 - eProcurement Overview

Budget Inquiry

Section 1 - Lesson 1 Exercise - Scenario 1: Budget Inquiry

Procedure

It is always a good practice to check for the available budget prior to creating a requisition.
Although a pre-budget check will be done, performing a Budget Inquiry will inform you
beforehand if funds are available.

In this lesson, you will learn how to perform a Budget Inquiry.

Please Note: The budget information that is used in training, will not be the same in the real
environment. You will always use the budget that is appropriate for the purchase.

Favorites . Main Menu
Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

£ 100% -

Step Action

1. Click the Main Menu button.
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Step Action

2. Note: The CAPPS main menu you see here is for training purposes only and may
display more functionality (menus) than you will see in your environment.

The view of your home page will vary according to your role.

Only users with access can review budgets in Commitment Control.

4. Click the Commitment Control menu.

[ 5 Commitment Control v

5. Click the Review Budget Activities menu.

[ 73 Review Budget Activities v
6. Click the Budget Details menu.
[ £ Budget Details |
7. Depending on what type of budget you want to look up , you would select the

appropriate Ledger Group. The magnifying glass will list all ledger groups in
which you have access.

For this example, you will use Organization Ledger Group.

Favorites ~ Main Menu~ > Commitment Control ~ » Review Budget Activities ~ > Budget Details

Home Worklist Add to Favorites Sign out

ORACLE’ Al ~| Searcn > | Advanced Search
New Window | B
Budget Details
Enter any informaticn you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

Business Unit:  [= V| 03200
Ledger Group: = V|

Account: begins with v
Department: begins with v
Operating Unit: begins with v
Product: begins with v

Fund Code: begins with

Appropriation/PCA: | begins with v

Program Code: begins with w

Appropriation Year: | begins with
Agy Chartfield 1: begins with v
Agy Chartfield 2: | begins with ™
PC Business Unit: | begins with v

..O ..O .D ..O ..O ..O .D ..O .D .D ..O ..O .D ..O ..O ..O .D ..O

Project: begins with
Activity: begins with
Source Type: begins with
Budget Period: | begins with v
Statistics Code: | begins with ¥
Search Clear Basic Search \gfﬂ Save Search Criteria

Step Action

8. Click the Look Up Button icon.
Q@
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Step

Action

9.

These are the Ledger Groups available for training purposes. The Ledger Groups
that you will see are according to your User Profile.

Look Up Ledger Group

SetiD: 03200
Ledger Group: | begins with v||

ookt | coar || G sk Lovun

Search Results
View 100 First (4) 140f4 (3) Last

Ledger i Ledger Group
Description Type

i Appropriation Ledger Group Expense
Detail Ledger Group Expense
Organization Ledger Group Expense
Revest Ledger Group Revenue

Step

Action

10.

Click the ORG link.
Brg
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Favorites ~ Main Menu~ > Commitment Control ~ > Review Budget Activities ~ > Budget Details

Home Workdist Add to Favorites. Sign out

ORACLE’
New Window | Help | =5
| (=1
Budget Details
Enter any informatien you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Business Unit: = V| (03200 x
Ledger Group: = V|

Account: begins with

Department: begins with \*

Operating Unit: begins with ™

Product: begins with ™

Fund Code: begins with

Appropriation/PCA: | begins with v

Program Code: begins with v

Appropriation Year: | begins with
Agy Chartfield 1: [ begins with v
Agy Chartfield 2: | begins with ™
PC Business Unit: | begins with

..O ..O .D ..O ..O ..O .D ..O .D .D ..O ..O .D ..O ..O ..O .D ..O

Project: begins with ™
Activity: begins with v
Source Type: begins with v
Budget Period: begins with
Statistics Code: | begins with ¥
Search Clear Basic Search quq Save Search Criteria v
®100% ~
Step Action

11.

Enter the desired information into the Ledger Group field. Enter "org".
Ledger Group: |= V| [ |

12.

Click the ORG option.
PRG 1]

13.

For the Account field, you may enter the account number or the first few characters
of the description.

To see all account numbers available to you, select the magnifying glass.

14.

Enter the desired information into the Account field. Enter "cons".
Account: | begins with W | |

15.

Click the CONSUM option.
CONSUI]

16.

Enter the desired information into the Department field. Enter "300".
Department: | begins with [ |

17.

Click the 300 option.

G0

18.

Enter the desired information into the Fund Code field. Enter "0010".
Fund Code: | begins with | |
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Step Action
19. Click the 0010 option.
pot0 |
20. Enter the desired information into the Appropriation/PCA field. Enter "09004".
Appropriation/PCA: | begins with || |
21. Click the 09004 option.
0O004
22. Enter the desired information into the Appropriation Year field. Enter "2013".
Appropriation Year:| begins with || |
23. Click the 2013 option.
2013
24, Click the Search button.
25. The Budget Details screen provides all of the details for a specific budget. The
account that was used in the Search criteria is displayed at the top of the screen.
26. The Ledger Amount section provides details on Requisitions and Purchase Orders
that are at a certain point in the Procurement Process.
27. The budget for a requisition begins when it is budget checked.
28. Pre-Encumbrance amounts are based upon the Requisitions that have been budget
checked.
29. Encumbrances are based upon Requisitions that have been sourced into Purchase
Orders.
30. Expenses are POs that have been paid by Accounts Payable.
31. The Budget amount is the available dollars prior to the Expense, Encumbrance, and
Pre-Encumbrance.
32. The Available Budget section is where you will look to see how much money is

available for spending.

The Available Budget is the Budget line under Ledger Amounts minus the Expense,
Encumbrance, and Pre-Encumbrance.
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Step Action

33. To understand how the Available Budget is determined
take a look at how it is calculated:

Budget is $3,000,000.00

Minus Expense $87,502.00
Minus Encumbrance 31,790.60
Minus Pre-Encumbrance 877.00

= Available Budget $2,879,830.40

34, Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 2 - Creating Requisitions
Section 2 - Creating Requisitions

Create Requisition Options - Requisition Home Page

Section 2 - Lesson 1 Exercises - Scenario 1: Create Requisition Options - Requisition Home
Page

Procedure

In this lesson, you will learn about the different Request Options to Create a Requisition and how
the Requisition Settings page is used.

Favorites . Main Menu .
Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

H100% -
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Step Action
1. Click the Main Menu button.

Note: The CAPPS main menu you see here is for training purposes only and may
display more functionality (menus) than you will see in your environment.

The view of your home page will vary according to your role.

Click the eProcurement menu.

[ 5  eProcurement v

Click the Requisition menu.

[ & Requisition |

This is the Create Requisition Home page. This page is where the requester will
select their Request Options for the Requisition.

Requisition Settings is an option that allows you to define settings for a particular
requisition.

When information is entered in Requisition Settings, it applies to every line on the
requisition.

Once a requisition line has been created and added to the cart, the cart will show a
summary of the number of lines that have been added to the requisition. There are
currently 0 lines existing.

When all the items have been added, the Checkout button should be clicked to go to
the Checkout page to review the information for the order and make adjustments as
needed to the account information, shipping, add comments etc.
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javascript

Favorites ~ Main Menu~ > eProcurement ~ » Requisition

Home Workdist Add to Favorites Sign out

ORACLE

& New Window (Z) Help  [&’ Personalize Page [ hitp

Create Requisition 7
Welcome Requestort User

Home Checkout

Search [Al v
& Catalog

Browse Catalogs
ALL ITEMS

7% My Preferences Requisition Settings

I RequestOptions =] I Search Advanced Sea

Enter search criteria or select
from the menu on the right to

=| Express ltem Entry
begin crealing your requisition =

Create an Express Requisition

=] special Reauests
Create a non-catalog request

E Favorites
Browse Favorite ltems and
Services
paper test

Templates @ Recently Ordered
Browse Company and Personal View recently ordered items and
Templates services
These 2 items & atys Uty
Consuitant Services
Paper, &x11, 20i0s.
Paper, 11x17, 20ibs
Paper, 11x14, 20
More...

#®100% ~

tion_wind{dec *PV_NEWSRCH_WRK_PV_TOTLINES");

Step

Action

Use the drop down arrow to view the Request Options in a list.

Click the Drop Down button.

[

10.

The two blue boxes below contain All Request Options in order to create a
requisition. Both of the boxes contain the same options. One is in a list and the
other by Icon and name. Both do the exact same thing.

11.

The Catalog option allows users to browse established catalogs. Items are
identified that are regularly purchased for an agency. Item tables are maintained to
include pricing changes to ensure appropriate costs are reflected.

Very few agencies use this option due to most of them not maintaining an item
table or inventory.

12.

The Express Item Entry page allows users to quickly enter detailed information on
item requests. Can only be used for Catalog and Inventory Items.

13.

Special Request is the option that most of the agencies will use each and every time
a requisition is created. It allows users to create requisitions that are not included in
the catalog of items and has no associated item ID.

14.

The Favorites option provides the user with items that have previously been marked
as one of their favorite items. These items may be purchased more frequently so it
is a faster way to create a requisition containing the item.

15.

The Templates option displays a list of only Personal Templates that were created
by the user. Company templates are not available.
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Step

Action

16.

The Recently Ordered option provides a list of items/services that were recently

ordered.

Favorites ~

ORACLE

Create Requisition 2

Welcome Requestor1 User
Request Options

All Request Options

Catalog
ALLITEMS

Express Item Entry
Special Requests
Favorites
Templates

Recently Ordered

Main Menu~ > eProcurement ~ > Requisition

Home

&0 New Window  (Z) Help

Home My Preferences Requisilion Settings

Search | Al

@ Catalog

Browse Catalogs
ALL ITEMS

E Favorites

Browse Favorite items and
Services
paper test

v

= Express Item Entry
Create an Express Requisition

Templates
Browse Company and Personal
Templates
These 2 items & atys

Worldist Add fo Favorites

Search

I special Requests

Create a non-catalog request

DE Recently Ordered

View recently ordered items and
services

Utility

Consultant Services

Paper, 8x11, 20lbs

Paper, 11x17, 20ibs

Paper, 11x14, 20l

More

Sign out

[& Personalize Page i hitp

Checkout

Advanced Sea

Step

Action

17.

Click the Requisition Settings link.

Fequisition Settingd

18.

Entering information on this page is optional. The entries will default to every
line on the requisition.

19.

The Requisition Settings page defaults several fields based upon the user
preference set up.

The Business Unit, Requester, and Currency are defaulted.
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Favorites ~ ‘ Main Menu~ > eProcurement ~ » Requisition
Home Worldist Add to Favorites. Sign out
Dr ATl =
Requisition Settings
(2 Help N
Cred Business Unit @ Requisition Name TRAINREQ
R “Requester [TESTPOERQR1 @ PO ePro Requester 1 User Priority I
*Currency Origin 1331 |, Accounting Date [07/1672015 [[5)
SpecialPriority Purchase Types:  N/A o
Line Defaults (7
fE" Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.
b
Supplier @
Supplier Location @ Unit of Measure @
Buyer o‘
Shipping Defaults
Ship To [TX032-001 @ Add One Time Address
Due Date 2] Attention
Accounting Defaults
Chartfields1 Details Asset Information
Percent Location GL unit Oper Unit Account Fund Dept Program  Appn/PCA  Appn Year ‘:QV e neid
TX032-004 @ [o3200  |@ @ @ @ @ @ @, @, @
v
< >
< 2>
javascrip tion_wind{doc *PV_REQ_BU_WRK_DESCR’); #100% ~
Step Action
20. Click the Look up Origin (Alt+5S) button.
21. The Origin field defaults however if the request is for someone else then the Origin
may need to be changed.
22. The Accounting Date defaults to the current date.
23. The Requisition Name field is a free-form field where users can personally name
their requisitions to track them easier. This is a required field.
24. Enter the desired information into the Requisition Name field. Enter
"TRAININGREQ".
Requisition Name I I
25. Click the Priority button.
Priority Medium W
26. The default for Priority is Medium.
There are options to change to High or Low however the buyer will determine the
urgency. This option rarely used.
27. Click the Medium list item.
28. Click the Special/Priority Purchase Types link.

EpecialPriority Furchase Types]
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Step Action
29. These options are available at the Requisition, PO and Procurement Contract

Levels.

Requesters must provide justification for any requisition prepared for these types,
especially "Emergency", "After the Fact", and "Confirming Order". The
justification should state why regular purchasing procedures were not followed.

30.

Sole Source is a product/service that is only available for purchase through the
specific identified supplier, usually the manufacturer.

31.

Proprietary is a product where the specifications or conditions of the proposed
purchase allow only one product to be supplied and precludes any other product or
supplier from meeting specifications. It can be either sole source or competitive.

32.

Emergency is when the purchase being made pursuant to Texas Gov Code
2155.137. Emergency purchases occur as the result of unforeseeable circumstances
and may require an immediate response to avert an actual or potential public threat.
When the situation arises where normal practices or impractical an emergency
purchase may be warranted to prevent an hazard to life, health, safety, welfare,
property or to avoid undo additional cost to the state.

33.

After the Fact is when a purchase was made outside the normal purchasing method
and the requisition is to provide an avenue to make payment. Agencies will have
individual guidelines to address these purchases.

34.

Confirming Order is formally documented after the transaction has occurred.

35.

When one of the Purchase Types is selected, the Comments box must also be
completed to include the justification for utilizing the special purchase handling.

Page 11
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Special/Pricrity Purchase Types
Help
Purchase Type A

[Iproprietary [ 1Emergency [ JAfterthefact [ Confirming Order []Other - See Comments

3

#100% ~

Step Action

36. Click the OK button.
37. Line Defaults: Supplier, Supplier Location, and Unit of Measure can be left

blank. If the requester knows the supplier information they can enter it however it is
up to the Buyer which Supplier will actually be used.

Note: The Buyer field may default, if not, the appropriate Buyer must be selected.

38. The Shipping Defaults section allows the user to change the Ship To, select a Due
Date, and enter a contact name in the Attention field. The Due Date should never
be more than 30 days in the future.

A user can also add a one-time address.

39. The Accounting Defaults section is used to input the accounting distribution
(chartfield string) for the items to be purchased.

Remember: The information entered in Requisition Settings applies to every line
on the requisition. If any line needs to be changed it can be done on the line of the
requisition not here.

40. The Percent field is used to indicate what percentage of the chartfield string will
cover the costs of the requisition line. If it should cover all of it, the percent would
be 100.

If additional chartfield strings are added on the requisition to split the cost, the
percentages can be adjusted on the line of the requisition.
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Step Action
41. Users will enter the chartfield string that is applicable to their purchase.
Favorites - ‘ Main Menu~ > eProcurement ~ > Requisition
Requisition Settings E
OR (2 Help N
e Business Unit Requisition Name TRAININGREQ] A
i Requester Requestori User Priority
Welc *Currency sOrigin 101 &, Accounting Date [07/16/2015 [[5)
Special/Priority Purchase Types: NiA
Line Defaults (7
Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.
Supplier [
Supplier Location @ Unit of Measure @,
Buyer o‘
Shipping Defaults
Ship To [TX032-003 @ Add One Time Address
Due Date E] Attention
Accounting Defaults
Chartfields1 || Details || Asset Information
Percent Location GL Unit Oper Unit Account Fund Dept Program  Appn/PCA  Appn Year :‘BV Clearifiokd
TX032-001 @ [o3200  |@, @, @, @, @ (=% @ @ Cv
< >
Mfg ID
Manufacturer
Mig ltem ID
Additional Information v
< [ | LS 5
#100% ~
Step Action
42. Click the Details link.
Details
43. The Details tab displays the Budget Date and additional inventory information in
the IN Unit and Stat fields, if applicable.
44. Click the Asset Information link.
Asszet Information
45. The Asset Information tab provides information about a purchase classified as an
asset. This information is required for any purchase that contains an account
number that has been defined as an asset account.
The AM Business Unit and Profile ID must be associated with the purchase
request. Requesters must follow their agency procedures for obtaining the asset
information for purchase requests.
Important: This information gets carried through to the Purchase Order, Receipt
and AP voucher and is also processed in Asset Management.
46. Click the Show all columns button.
=
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Step Action
47. The Show All Columns button opened up additional columns for the Asset
Information section.
48. Click the Horizontal scrollbar.
49. Click the OK button.
Ok
50. The next step is to begin your requisition by clicking on Special Requests. The
entries on Requisition Settings will apply to only the current requisition.
The information does not save for a requisition created later.
51. Congratulations! You have successfully completed this lesson.
End of Procedure.

Creating an ePro Requisition for Multiple Goods
Section 2 - Lesson 1 Exercises - Scenario 2: Creating an ePro Requisition for Multiple Goods

Procedure
In this lesson, you will learn how to create a requisition for office supplies.
The following scenario will be used:

You have searched online for office supply items through Tech/Office Depot and was able to
capture the description and item numbers for the supplies below:

1) Paper (white), 8 1/2x11, 201b, 500 sheets per ream, 10 cases at 45.99 per case
2) Folders, Color Hanging Pocket, Letter size, pk of 4, Item #394328, 5 pks at 19.99 per pack
3) Pens, (Blk), Uniball Retractable Gel, .7mm, Mt Pt., Pk of 12, 20 pks at 19.99 per pack

Requisition Settings will be used in order to default supplier and accounting information for
each line on the requisition.

Tech/Office Depot will be the supplier entered on the requisition (although the Buyer can change
the supplier selected).

Page 14




CAPPS Financials ©

Centralized Accounting and Payroll/ Personned System
EUT Course

Favorites . Main Menu .

Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

H100% -

Step Action

1. Click the Main Menu link.

Main Menu -

2. Note: The CAPPS main menu you see here is for training purposes only and may
display more functionality (menus) than you will see in your environment.

The view of your home page will vary according to your role.
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Favorites . Main Menu .

Search Menu: Home Worklist | Add to Favorites Sign out

ORACLE ®

Accounts Payable
Accounts Receivable
Allocations
Asset Management
Background Processes
Banking
Biling
CAPPS Statewide
Catalog Management
Commitment Control
Cost Accounting
CPA Interfaces
Customer Contracts
Customers
Employee Seff-Service
Engineering
Enterprise Components
eProcurement
eSettlements
Excise and Sales Tax/VAT IND
General Ledger
Grants
Inventory
Items
Manager Self-Service
Manufacturing Definitions
Order Management
PeopleTools
Procurement Contracts
Program Management
Project Casting
Propasal Management
Purchasing
Quality
Reporting Tools
SCM Integrations

v

Personalize Content | Layout (2) Help

rrrororocrorocecoococcroocorocrcoocrococoo

H100% -

Step Action

3. Click the eProcurement menu.

[ 73 eProcurement v

4. Click the Requisition menu.

[ & Requisition |
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Favorites ~ ‘ Main Menu~ > eProcurement ~ > Requisition
Home | Workiist | AddtoFavorites | Sign out

ORACLE"

& New Window (Z) Help  [&’ Personalize Page http
Create Requisition 2

Welcome Requestori User Home . My Preferences 388 Requisition Sefings | 0 Lines _ Checkout

seren [ v [ s sawncesses

Enter search criteria or select

from the menu on the right to @ Catalog [=| Express ltem Entry Special Requests
begin creating your requisition Browse Catalogs Create an Express Requisition Create a non-catalog request
ALL ITEMS
Favorites Templates D@ Recently Ordered
Browse Favorite Items and Browse Company and Personal View recently ordered items and
Services Templates services
paper test These 2 items & qtys Utility

Consultant Services
Paper, 8x11, 20Ibs.
Paper, 11x17, 20lbs
Paper, 11x14, 20lb

More...

javasc itAction_win0{doc in0,'PV_NEWSRCH_WRK_PV_TOTLINES'); H100% -

Step Action

5. Click the Requisition Settings link.
RFequisition Settingd

6. The Requisition Settings page will default the Supplier, Buyer, Shipping and the
Accounting Chartfield string on every line of the requisition.

Requisition Settings £
(2) Help
~
Business Unit [03200 2, isition Name
TESTPOERQR1 . PO ePro Requester 1 User Priority
~Currency [USD ~Origin [331 @, Accounting Date 07/14/2015 )

SpecialfPriority Purchase Types:  N/A

Line Defaults (2)

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

supplier | &
Supplier Location | @ Unitof Measure | | &
Buyer [TXTESTEUYRT [,

Shipping Defaults

shipTo (TX032-001 @ Add One Time Address
DueDate __ | Atention ||

Accounting Defaults
| chartfietdst || Details || Asset information |

Percent Location GL Unit Oper Ut Account Fund Dept. Program  Appn/PCA  Appn Year

— e o —— o — Y — — —

Agy Chartfiels
1

javasc itAction_win0{doc in0,'PV_REQ_BU_WRK_DESCR’); H100% -
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Step

Action

Enter the desired information into the Requisition Name field. Enter "OFFICE
SUPPLIES".

Requisition Name I I

8. Click the Supplier Lookup button.
-
Supplier Search
supplierm| |
Name |
short SupplierName| |
Alternate Supp Name |
city| J
County[ A, sate[ V]
sostalcoe” |
NllaesTl'n‘ei;!l‘i':eﬁte;l pecified below will be applied o requisition lines when there are no predefined
ok | canel |
#100% ~
Step Action
9. Enter the desired information into the Name field. Enter "office depot".
10. Click the Find button.
| Find |
11. Click the 1061526627 link.
[1061526627
12. Based on your agency's configuration, Buyers can be associated:

- to particular NIGP Class/Items
- with a specific Orgin
- for specific workflow management
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Favorites ~ ‘ Main Menu~ > eProcurement ~ » Requisition H e e .
ORACLE" o
Requisition Settings
Creq (D Help ~
Business Unit [02200 @ Requisition Name [OFFICE SUPPLIES
e “Requester TESTPOERQR1 % PO ePro Requester 1 User Priority I
“Currency *origin 331 &, Accounting Date 0711472015 E‘ -
o supprier 1061526627 1
DizipD:: a EA _— Add One Time Address
Percent \::::;M . GD;L;: . Oper Unit . Account . Fund . Dept . ngramOA Appn\PCAOA Appn Year . 5 )
< >
< >
Step Action
13. If the Buyer information did not default, it must be entered.
Click the Look up Buyer (Alt+5) button.
=
14. Click the TXTESTBUYRI link.
TXTESTEBUYR1
15. Enter the desired information into the Percent field. Enter "100".
16. Note: The Chartfields used in training are for demonstration only.
You will always use the chartfield string that is appropriate for the purchase.
17. Enter the desired information into the Account field. Enter "7330".
18. Enter the desired information into the Fund field. Enter "0010".
19. Enter the desired information into the Dept field. Enter "3000".
20. Enter the desired information into the Program field. Enter "20".
21. Enter the desired information into the Appn/PCA field. Enter "09004".
22. Enter the desired information into the Appn Year field. Enter "201301".
23. Enter the desired information into the Agy Chartfield 1 field. Enter "b1".
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Step Action

24. Click the OK button.
8] 4

Favorites ~ Main Menu~ > eProcurement ~ > Requisition
Home Worklist Add to Favorites Sign out
ORACLE
EINew Window (2)Help &’ Personalize Page 5 htto
Create Requisition (7
Welcome  Requestor? User Home  * My Preferences Requisttion Seftings | 0 Lines Checkout
Request Options E Search Search Advanced Sea
Enter search criteria or select
from the menu on e righ to & Catalog [=] Express tem Entry 2] special Requests
begin creating your requisition, Browse Catalogs Create an Express Requisition Create a non-catalog request
ALL ITEMS
E Favorites 55| Templates @ Recently Ordered
Browse Favorite ltems and Browse Company and Personal View recently ordered items and
Services Templates services
paper test These 2 items & dtys Utility
Consultant Services
Paper, 8x11, 20lbs
Paper, 11x17, 20lbs
Paper, 11x14, 20lb
More.
< >
javascrip ction_win{de ‘PV_NEWSRCH_WRK_PV_TOTLINES); ®100% -

Step Action

25. Click the Special Requests link.
[Special Requests|

26. The Supplier information defaulted from the entries made on the Requisition
Setting page.
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition

Home Workdist Add to Favorites. Sign out

ORACLE

& New Window (Z) Help  [&’ Personalize Page jhnpA
Create Requisition (7

Centralizad Accounting and PayrollPersonne System

Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | 0 Lines et
Reguest Options - Search Search Advanced €
All Request Options Special Requests (%
Catalog Enter information about the non-catalog item you would like to order.
ALL ITEMS
Item Details
Express ltem Entry *Item Description |
3 *Price *Currency |USD @
Special Requests
~Quantity *Unit of Measure @
Favorites NIGP Class G, NGPIem[ @, Due Date El
Templates -
Supplier
Recently Ordered Supplier ID 1061526627 @,
Supplier Name | TECH DEPOT AN OFFIC@, TECH DEPQT AN OFFICE Suggest New Supplier
DEPOT COMPANY
Supplier Item ID
Manufacturer
Mg ID @
Manufacturer
Mig item ID
Additional Information v
[ (B
< >
%100% -
Step Action

27.

Enter the desired information into the Item Description field. Enter "8 1/2x11 white

paper, 201b, 500 sheets per ream".

*Item Description ||

28.

Enter the desired information into the Price field. Enter "45.99".

*Price I |

29.

Enter the desired information into the Quantity field. Enter "10".
*Quantity | |

30.

Click the Look up Unit of Measure (Alt+5) button.

El

31.

Click the CS link.
(|

32.

Click the Category Lookup button.

Bl
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Look Up Category

Note: You may either Search or Browse to look up the appropriate category for your special request

¥ Search Categories

Searcnml | [ A ]
Description

Categories Personalize | Find | View All | E1 | B First (4 1071 % Last
Catalog Category Description Find in Tree

1 £

| ¥ Browse Category Tree

Retumn

®100%

Step Action

33. Click the Description list item.
Description
34. Enter the desired information into the Search By field. Enter "paper".
Search By | IEETTTINN - | | |
35. Click the Find button.
Find
36. Click the PAPER, FOR OFFICE AND PRINT SHOP USE link.

PAPER. FOR OFFICE AMD

PRINT SHOP USH

37. The Due Date is not a required field. If it is entered, it should not be more than 30
days in the future.
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Favorites~ | MainMenu~ > eProcurement ~ > Requisition
Home | Workist | AddtoFavortes | Sign out
ORACLE’
& New Window (Z) Help [&’ Personalize Page [ hitp ~
Create Requisition (7
Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | 0 Lines et
Reguest Options - Search Search Advanced €
All Request Options Special Requests (%
Catalog Enter information about the nen-catalog item you would like to order.
ALL ITEMS
Item Details
Web *item Description |8 1211 white paper, 20Ib, 500 sheets per ream
TXSMARTBUY
*Price 45.99 Currency |USD @
Express Item Entry *Quantity 10 *Unit of Measure |CS @,
NIGP Class 645 @, NIGPItem| |@, Due Date 2]
Special Requests
Supplier
Favorites
Supplier ID 1061526627 @,
Templates Supplier Name [TECH DEPOT AN OFFICH] Suggest New Supplier
Recently Ordered Supplier tem ID
External Catalogs Manufacturer
Mg ID @
Manufacturer
Mifg item ID
Additional Information v
[ [
< >
100% -
Step Action

38.

To move down the page,
Click the Vertical Scrollbar.

39.

Click the Add to Cart button.

40.

You will now add the second item to the requisition.

41.

Enter the desired information into the Item Description field. Enter "Folders,
Color Hanging Pocket, Letter size, pk of 4, [tem#394328".

*Item Description I |

42.

Enter the desired information into the Price field. Enter "19.99".

*Price | |

43.

Enter the desired information into the Quantity field. Enter "5".

*Quantity | |

44,

Click the Look up Unit of Measure (Alt+5) button.

El

45.

Click the Vertical Scrollbar.

46.

Click the PAK list item.

D &
ik
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Step Action

47. Click the Category Lookup link.

El

Look Up Category

Note: You may efther Search or Browse to look up the appropriate category for your special request

i¥iSearch Categories

Search By [Category v | | [ Fma ]

Categories Personaiize | Find | View All | | B First ¢/ 1071 % Last
Catalog Category Description Find in Tree

1 L3

| ¥ Browse Category Tree

Retumn

iavasc itAction_win0{doc in0,'PV_SR_CATLU_WRK_PV_CAT_GROUPBOX'); H100% -

Step Action

48. Click the Search By list.
Search B}‘| Category W

49. Click the Description list item.

Description

50. Enter the desired information into the Search By field. Enter "office".

search By | T © | | |

51. Click the Find button.
Find

52. Click the OFFICE SUPPLIES: ERASERS, INKS, LEADS, PENS, PENCILS,
ETC. link.

OFFICE SUPPLIES:
ERASERS, INKS, LEADS,

PENS. PEMCILS, ETC
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition

Home

Workdist Add to Favorites. Sign out

ORACLE

&0 New Window (Z) Help  [&’ Personalize Page :Ihttp’\
Create Requisition (7

Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | 1Line Checkout
Reguest Options - Search Search Advanced €
All Request Options Special Requests 0l
Catalog Enter information about the non-catalog item you would like to order.
ALL ITEMS
Item Details
Web *item Description | Folders, Color Hanging Pocket, Lefter size, pk of 4 ltem#394323
TXSMARTBUY
“price 19.99 “Currency |USD @,
Express Item Entry *Quantity 5 “Unit of Measure | PAK @
*NIGP Class 620 @, NIGPltem| @ Due Date El
Special Requests
Supplier
Favorites
Supplier ID 1061526627 @,
Templates Supplier Name [TECH DEPOT AN OFFICH] Suggest New Supplier
Recently Ordered Supplier ltem ID

External Catalogs Manufacturer
Mg ID @
Manufacturer

Mifg item ID

Additional Information

[ [

100% -

Step

Action

53.

To move down the page,
Click the Vertical Scroll bar.

54.

Click the Add to Cart button.

55.

You will now add the third item to the requisition.

56.

Enter the desired information into the Item Description field. Enter "Pens, Uniball
Retractable Gel (Black), .7mm, Md Pt. Pk of 12".

*Item Description I |

57.

Enter the desired information into the Price field. Enter "19.99".

*Price | |

58.

Enter the desired information into the Quantity field. Enter "20".
*Quantity | |

59.

Click the Look up Unit of Measure (Alt+5) button.

El

60.

Click the Vertical Scroll bar.

61.

Click the PAK link.

D &
ik
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Step Action

62. Click the Category Lookup button.

El

Look Up Category

Note: You may efther Search or Browse to look up the appropriate category for your special request

i¥iSearch Categories

Search By [Category v | | [ Fma ]

Categories Personaiize | Find | View All | | B First ¢/ 1071 % Last
Catalog Category Description Find in Tree

1 L3

| ¥ Browse Category Tree

Retumn

iavasc itAction_win0{doc in0,'PV_SR_CATLU_WRK_PV_CAT_GROUPBOX'); H100% -

Step Action

63. Click the Search By list.
Search B}‘| Category W

64. Click the Description list item.
Description

65. Enter the desired information into the Search By field. Enter "office".

search By | T © | | |

66. Click the Find button.
Find

67. Click the OFFICE SUPPLIES: ERASERS, INKS, LEADS, PENS, PENCILS,
ETC. link.

OFFICE SUPPLIES:
ERASERS, INKS, LEADS,

PENS. PEMCILS, ETC
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Favorites~ | MainMenu~ > eProcurement ~ > Requisition
Home | Workist | AddtoFavortes | Sign out
ORACLE’
& New Window (Z) Help [&’ Personalize Page [ http.
e o)
Create Requisition (7
Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Seftings | Checkout
Reguest Options - Search Search Advanced €
All Request Options .
. P Special Requests (7
Catalog Enter information about the non-catalog item you would like to order.
ALLITEMS
Item Details
Express Item Entry *item Description | Pens, Uniball Retractable Gel (Black), 7mm, Md Pt Pk of 12
Pri 19.99 F [
Special Requests Price Currency |USD .
“Quantity 20 *Unit of Measure | PAK @,
Favorites
NIGP Class 620 @, NIGPItem| |@, Due Date ]
Templates
Supplier
Recently Ordered Supplier ID 1061526627 @,
Supplier Name [TECH DEPOT AN OFFICK] Suggest New Supplier
Supplier tem ID
Manufacturer
Mg ID @
Manufacturer
Mfg item ID
Additional Information v
[ [
< >
javascrip itAction_wind(do "PV_REQ SR_WRK_PV_VNDR_LOOKUP_PBS70550'); 100% -

Step Action

68. To move down the page,
Click the Vertical Scroll bar.

69. Click the Add to Cart button.

70. Check the Shopping Cart to review the details of the 3 lines that were added.

Click the 3 Lines link.
(== 3 Lined
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Shopping Cart

Help

Cart Details Find | View All | 22 | First ¢ 13073 % Last
Description Quanity

8 112x11 white paper, 20Ib, 500 shets per ream 10

Folders, Color Hanging Pocket, Letter size, pk of 4 5

Item#394328

Pens, Uniball Retractable Gel (Black), .7mm, Md Pt

Pkof 12 20

Total Lines 3 Total Amount 959 65

H100% v

Step Action

71. Click the Return button.

Home | Workiist | AddtoFavortes | Sign out

ORACLE"

&0 New Window (2) Help  [& Personalize Page http ~
Create Requisition (7

Welcome PO ePro Requester 1 User @ Home Checkout

¥ My Preferences  $28 Requisition Settings |

Search [Al v | | [ seaen | agvanceas

All Request Options Special Requests (7

Catalog Enter information about the non-catalog item you would like to order-
ALL ITEMS
tem Details
Express ltem Entry “Item iption | ]

B S — uroney [T,
B — nioriease 4,
Fventes O — I S —

Templates

Special Requests

Supplier

Recently Ordered Supplier ID 1061526627 @
Supplier Name [TECH DEPOT AN OFFIC(@, TECH DEPOT AN OFFICE Suggest New Supplier
DEPOT COMPANY

B E—
Manufacturer
) —
Manufacturer

wigremo [ |

Additional v

[ e

*PV_NEWSRCH_WRK_PV_TOTLINES'); H100% -
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Step

Action

72.

Click the Checkout button.
[  Checkout |

73.

The Requisition Name pulled over from it being entered on the Requisition
Settings page.

If the Requisition Settings page was not used, then the Requisition Name must be
entered.

74.

Cart Summary is displayed with the Total Amount.

75.

All three Requisition Lines are listed with the Description, Supplier, Quantity,
UOM, and Price.

Favorites ~ Main Menu~ > eProcurement ~ > Requisition

Home Worklist Add to Favorites Sign out

ORACLE

EINew Window (2)Help &’ Personalize Page 5 htto ~
Checkout - Review and Submit
Review the item information and submit the req for approval.

Requisition Setings
Requisition Summary

Business Unit @ Texas Baseline Agency 032 [oFFICE SUPPLIES x

Requisition Name
“Requester [TESTPOERQR1 @ PO ePro Requester 1 User Priority
“Currency ’— *origin 331 |3, Accounting Date |07/14/2015 |[5)
Special/Priority Purchase Types:  N/A
Cart Summary: Total Amount 959.65 USD
Expand lines fo review shipping and accounting details 9P

Requisition Lines (2

Line  Description Item ID Supplier Quantity uoMm Price
[]1 g B 12411 white paper, 200 TECH DEPOT AN 10.0000  case 45.9900
70 OFFICE DEPOT
COMPANY
TxSmartBu
[12 ga Folders, Color Hanging TECH DEPOT AN 50000  PacK 19.9900
7 pocket OFFICE DEPOT
COMPANY
TxSmartB
[3 g Pens, Uniball Retractable Gel TECH DEPQT AN 200000  pack 19.9900
L OFFICE DEPOT
COMPANY
TxSmartBu
[] Select All/ Deselect All Select lines to: [ Add to Favorites 38 Add to Template(s) I Delete Selected f&Mass (V
< P
#100% -
Step Action

76.

Click the Show Ship To and Accounting button.

77.

The Shipping Line 1 information is displayed below the first item and can be
changed as applicable. It defaults according to the User Profile.

Each line will display its own Shipping Information.

78.

Click the Expand Account Lines section button.

]
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Step Action
79. Click the Chartfields2 link.
80. You will see on the Chartfields2 tab that the chartfield string is already on this line

of the requisition because it was entered on the Requisition Settings page.

If the Requisition Settings page was not used then you would enter the Chartfields
here for Line 1 and follow the same steps for Lines 2 and 3.

81. To close this shipping section out of view,

Click the Collapse Section button.

=

82. Click the Show Ship To and Accounting button.
]

83. Click the Expand section button.
13

84. Notice for Line 2 the same Chartfields2 fields were filled in from the Requisition
Settings page.

85. Click the Vertical Scroll bar.

86. Click the Show Ship To and Accounting button.

87. Click the Expand section button.
]

88. Click the Chartfields2 link.

89. Notice for Line 3 the same Chartfields2 fields were filled in from the Requisition
Settings page.

90. Click the Vertical Scroll bar.

91. Click the Horizontal Scroll bar.

92. The Check Budget button is used only after the requisition has been Approved.

This action pre-encumbers funds.

93. The Budget Checking Status will remain Not Checked until the Pre-Check
Budget or Check Budget buttons are selected.
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Step Action

94, Pre-Check Budget checks the budget for available funds.
It does not pre-encumber.

Click the Pre-Check Budget link.
fre-Check Budget]

95. Click the OK button.
o]

96. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a
Requisition ID#.

97. If no additional steps are taken, the requisition will sit in an Open Status.

It must be Saved and Submitted in order to route to Approvers.

Favorites ~ Main Menu~ > eProcurement ~ > Requisition

Home Worklist Add to Favorites Sign out

ORACLE

& New Window (2) Help [&’ Personalize Page

Saved ‘

Confirmation
‘Your requisition has been submitted

Requested For PO ePro Requester 1 User Number of Lines 3
Requisition Name OFFICE SUPPLIES Total Amount 95965 USD
Requisition ID 0000000073
Business Unit 03200
Status Open

Priority Medium

Budget Status Not Checked

3 =]
& View printable version L4 Edit This Requisition e Check Budget %" Pre-Check Budget

No approvals required

B Create new Requisition B Manage Requisitions

Step Action
98. Click the Edit This Requisition link.
Edit This Bequisitior
99. If you wanted to Save for Later instead of Submitting you would select Save for

Later. Later, you are able to open the requisition back up and finish processing it.

In this example, you will Save and submit.
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Favorites ~ Main Menu~ > eProcurement ~ > Requisition
Home Worklist Add to Favorites Sign out

ORACLE’
Total Amount

Shipping Summary
# Edit for All Lines

Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712
Attention To PO ePro Requester 1 User
Comments
ion Comments and
Enter requisition comments
[+ send to Supplier [ show at Receipt [ shown at Voucher

Add more Co
Approval Justification

Enter approval justification for this requisition

5 Check Budget =] Pre-Check Budget Budget Checking Status:Not Checked
& Save & submit Save for Later ar Add More ltems 63 Preview Approvals
v
< P
#100% ~
Step Action
100. You will need to Save and Submit in order to route the requisition to the designated

Approvers.

Click the Save & submit button.
I_I-_Iﬂ Save & submit I

101. The requisition has been routed to the Approver(s) via workflow.

Once Approver 1 approves the requisition the status will change from Pending to
Approved. It will then route to Approver 2 with a status of Pending until it is
approved by Approver 2.

The approver is notified via email when they have a Pending status.

102. Congratulations! You have successfully completed this lesson.
End of Procedure.

Creating an ePro Requisition for a Good with SpeedChart

Section 2 - Lesson 1 Exercises - Scenario 3: Creating an ePro Requisition for a Good with
SpeedChart

Procedure
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In this lesson you will create a requisition for wastebaskets and will learn how to use the

SpeedChart option for the Accounting lines. The SpeedChart distributes multiple chartfields for a

requisition line.
The following scenario will be used:

Wastebaskets, (Blk), Rubbermaid Durable Polyethylene, 3 1/4 gal, Item #221457
Price: 5.99

Quantity: 50

Unit of Measure: Each

Supplier: Tech/Office Depot
SpeedChart: IT_FIN_ SPL (only in training)

Home Workdist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

Step Action
1. Click the Main Menu button.
Main Ment
2. Note: The CAPPS main menu you see here is for training purposes only and may

display more functionality (menus) than you will see in your environment.

The view of your home page will vary according to your role.

3. Click the eProcurement link.

[[q eFrocurement ]
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Step Action

4. Click the Requisition link.
E Requisition

Favorites ~ Main Menu~ > eProcurement ~ > Requisition

Home Worklist Add to Favorites Sign out

ORACLE

EINew Window (2)Help &’ Personalize Page 3 hto
Create Requisition (7

Welcome PO ePro Requester 1 User

Home My Preferences Requisttion Settings | Checkout
Request Options - Search Search Advanced Sea
Enter search criteria or select Catal = £ ltem Ents s I R "
from the menu on the right fo &, Catalog =/ Express ltem Entry [T special Requests
begin creating your requisition Browse Catalogs Create an Express Requisition Create a non-catalog request
ALLITEMS
[ir Favorites Templates [l Recentiy Orderea
Browse Favorite ltems and Browse Company and Personal View recently ordered items and
Services Templates services
Hanging Folder These 2 items & gtys JULY PCARD T. WILSON

JULY PCARD T. WILSON
JULY PCARD A. SMITH
JULY PCARD A SMITH
JULY PCARD A. SMITH
More.

®100% v

Step Action

5. Click the Special Requests link.
Special Requests
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Favorites~ | MainMenu~ > eProcurement ~ > Requisition
Home | Workist | AddtoFavortes | Sign out
ORACLE’
& New Window (Z) Help [&’ Personalize Page [ hitp
e o)
Create Requisition (7
Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | [ 0 Lines et
Reguest Options - Search Search Advanced €
All Request Options Special Requests (%
Catalog Enter information about the non-catalog item you would like to order
ALL ITEMS
Item Details
Express Item Entry *Item Description
. *Price *Currency |USD @
Special Requests
~Quantity *Unit of Measure @
Favorites “NIGP Class @ NGPItem| @ Due Date &
Templates suplier
Recently Ordered Supplier ID Y
Supplier Name @, Suggest New Supplier
Supplier tem ID
Manufacturer
Mg ID @
Manufacturer
Mfg item ID
Additional Information >
[ | BN
< P
H100% -
Step Action

Enter the desired information into the Item Description field. Enter "Wastebaskets
(blk), Rubbermaid Durable Polyethylene, 3 1/4 gal, Item #221457".

*Item Description

Enter the desired information into the Price field. Enter "7.99".

*Price

Enter the desired information into the Quantity field. Enter "50".
*Quantity

Enter the desired information into the Unit of Measure field. Enter "ea".

*Unit of Measure

10.

Enter the desired information into the NIGP Class field. Enter "015".
*NIGP Class

11.

The Due Date is not required but can be entered. It should not be more than 30 days
in the future.

Click the Choose a date (Alt+5) button.
]

12.

Click the 31 link.
31
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Step Action

13. Click the Supplier Lookup button.
@

Supplier Search

Name |

Alternate Supp Name |

City|

comry fa,
posmicoe |

T o e |

®100% - |

Step Action
14. Enter the desired information into the Name field. Enter "office depot".
Name |
15. Click the Find button.
Find
16. Click the 1061526627 link.
1061526627
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition
Home Workdist Add to Favorites. Sign out

ORACLE

& New Window (Z) Help  [&’ Personalize Page .jhttp’\
Create Requisition (7

Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | 0 Lines EliErmL
Reguest Options - Search Search Advanced €
All Request Options Special Requests (7
Catalog Enter information about the non-catalog item you would like to order
ALL ITEMS
ltem Details
Express Item Entry “item Descriptis (lK) Durable 3 1/4 gal, llem #221457
*Price 7.99 Currency |USD @
Special Requests
“Quantity 50 *Unit of Measure | EA @,
Favorites IGP Class (015 a,  MePlem[ 13 Due Date [07/3172015 5
Templates Supplier
Recently Ordered Supplier ID (1061526627 @,
Supplier Name [TECH DEPOT AN OFFIC Suggest New Supplier
Supplier item ID
Manufacturer
Mg 1D @
Manufacturer
Mig item ID
Additional Information v
[ | BN
< P
javascrip ction_wind{(doc “PV_REQ_SR_WRK_PV_VNDR_LOOKUP_PBS79850'); #100% ~

Step Action

17. Click the Vertical Scroll bar.

18. Click the Add to Cart button.
Add to Cart

19. Click the Checkout button.
Checkout
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition
Home Workdist Add to Favorites. Sign out

ORACLE’
0 New Window (Z) Help [&’ Personalize Page [ hitp ~
Checkout - Review and Submit

Review the item information and submit the req for approval )
Requisition Settings
Requisition Summary

Business Unit [02200 @, Texas Baseline Agency 032 Requisition Name |
*Requester [TESTPOERQR1 @, PO ePro Requester 1 User Priority
“Currency [USD | *Origin [331 |@, Accounting Date |07/29/2015 |[
Special/Priority Purchase Types: NIA
Cart Summary: Total Amount 389.50 USD
Expand lines to review shipping and accounting details #

Requisition Lines. (7

Line Description Item ID Supplier Quantity uom Price
o1 o Wastebaskets {blk), TECH DEPOT AN 50.0000 EACH 7.9900
¥ Rubbermaid OFFICE DEPOT
COMPANY
TxSmartBu
[] Select Al / Deselect All Select lines to: [% Add to Favorites 128 Add to Template(s) [ Delete Selected $EkMass ¢

Total Amount

Shipping Summary
# Editfor All Lines

ship To Location TX032-001
Address 405 E. 231d Street
Austin, TX 78712 .
< P
#100% -
.
Step Action

20.

Enter the desired information into the Requisition Name field. Enter
"WASTEBASKETS".

Requisition Name

21.

Click the Show Ship To and Accounting button.

22.

Click the Vertical Scroll bar.

23.

Click the Accounting Lines Expand section button.

]

24.

SpeedChart tables are built into the system to allow ease of entry for chartfield
data.

SpeedCharts are created and maintained by the agencies and may be a single line or
may have multiple distribution lines allocated to different departments or PCAs.

25.

Click the Look up SpeedChart (Alt+5) button.
]

26.

Click the IT_FIN_SPL link.

T FIN SPI

27.

On the Chartfields1 tab, you will notice that now there are two lines that are evenly
distributing the quantity.
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Step Action
28. Click the Chartfields2 link.
Charffields2
29. On the Chartfields2 tab, there are two departments that will be charged for this

requisition.

30. Scroll right to view additional fields,
Click the Horizontal Scroll bar.
31. To move down the page,
Click the Vertical Scroll bar.
32. The Check Budget button is used only after the requisition has been Approved.
This action pre-encumbers funds.
33. Pre-Check Budget checks the budget for available funds.
It does not pre-encumber.
Click the Pre-Check Budget link.
5 Pre-Check Budget
34. Click the OK button.
Lok
35. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a
Requisition ID#.
36. If no additional steps are taken, the requisition will sit in an Open Status.

It must be Saved and Submitted in order to route to Approvers.
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Favorites - Main Menu - > eProcurement - > Manage Requisitions > Requisition
Home Worldist Add fo Favorites Sign out
ORACLE’
(2New Window (Z)Help [& Personalize Page & http
~
Confirmation

YYour requisition has been submitted.

Requested For PO ePro Requester 1 User Number of Lines 1
Requisition Name WASTEBASKETS Total Amount 39950 USD
Requisition ID 0000000087
Business Unit 03200

Status Open

Priority Medium

Budget Status Not Checked

=l

& \iew printable version £ caiis Requisition " Gheck Budget " Pre-Check Budget
No approvals required

E}Crea(e New Requisition % Manage Requisitions

Step Action

37. Click the Edit This Requisition link.
™ Edit This Requisition

38. If you wanted to Save for Later instead of Submitting you would select Save for
Later. Later, you are able to open the requisition back up and finish processing it.

In this example, you will Save and submit.
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition

ORACLE

Home Workdist Add to Favorites Sign out

Total Amount

Shipping Summary
# Edit for All Lines
Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712
Attention To PO ePro Requester 1 User
Comments

ion Comments and
Enter requisition comments

7
Send to Supplier [ show at Receipt [ shown at Voucher Add more Col

Approval Justification

Enter approval justification for this requisition

T2 Check Budget B pre-check Budget Budget Checking Status:Not Checked

& Save & submit & Save for Later % Add More ltems 68 preview Approvals

#®100% ~

Step

Action

39.

You will need to Save and submit in order to route the requisition to the designated
Approvers.

Click the Save & submit button.
& Save & submit

40.

The Workflow of approvals routes the requisition to the Approvers that have been
setup in the system.

The requisition is now in Pending status awaiting approval from Approver 1.

41.

Once Approver 1 approves the requisition the status will change from Pending to
Approved. It will then route to Approver 2 with a status of Pending until it is
approved by Approver 2.

The approver is notified via email when they have a Pending status.

42.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Creating an ePro Requisition for a Service
Section 2 - Lesson 1 Exercises - Scenario 4: Creating an ePro Requisition for a Service

Procedure

In this lesson you will learn how to create a requisition for a Service (Consultant providing
Professional Development Training).
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Your department will be seeking outside services for Professional Development training.

Price: $100.00
Quantity: 500
Unit of Measure: Hrs

Favorites . Main Menu
Home Worklist Add to Favorites

Sign out

ORACLE
Personalize Content | Layout () Help
Step Action
1. Click the Main Menu link.
Main Menu .
2. Note: The CAPPS main menu you see here is for training purposes only and may

display more functionality (menus) than you will see in your environment.

The view of your home page will vary according to your role.
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Favorites . Main Menu .

Search Menu:

ORACLE ®

Accounts Payable
Accounts Receivable
Allocations
Asset Management
Background Processes
Banking
Biling
CAPPS Statewide
Catalog Management
Commitment Control
Cost Accounting
CPA Interfaces
Customer Contracts
Customers
Employee Seff-Service
Engineering
Enterprise Components
eProcurement
eSettlements
Excise and Sales Tax/VAT IND
General Ledger
Grants
Inventory
Items
Manager Self-Service
Manufacturing Definitions
Order Management
PeopleTools
Procurement Contracts
Program Management
Project Casting
Propasal Management
Purchasing
Quality
Reporting Tools
SCM Integrations

-

rroprroeoocrooocorororOODPPOODPOCOD @

Home

Worklist Add to Favorites.

Personalize Content | Layout

Sign out

(2) Help

#,100%

Action

Click the eProcurement menu.

[ 73 eProcurement

Click the Requisition menu.

[ & Requisition
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ORACLE’

Create Requi: n (2

Welcome PO ePro Requester 1 User

Request Options <

Enter search criteria or select
from the menu on the right to
begin creating your requisition

Favorites ~ \ Main Menu~ > eProcurement ~ > Requisition

Home

/% My Preferences

Search

Catalog
Browse Catalogs

ALLITEMS

D; Favorites

Browse Favorite ltems and
Services
Hanging Folder

=

Home

0 New Window (Z) Help [& Personalize Page [ http

Express Item Entry
Create an Express Requisition

Templates
Browse Company and Personal
Templates

These 2 items & atys

Requisition Settings |

Workdist

-]

Search

JE] Special Requests

Add to Favorites.

Checkout

Advanced Sea

Create a non-catalog request

Recently Ordered

services
JULY PCARD T. WILSON
JULY PCARD T. WILSON
JULY PCARD A SMITH
JULY PCARD A SMITH
JULY PCARD A. SMITH

View recently ordered items and

Sign out

More.
< >
Step Action
5. Click the Special Requests link.
Special Requests
Favorites ~ ‘ Main Menu~ > eProcurement ~ » Requisition
Home Worklist Add to Favorites. Sign out
ORACLE

‘Welcome

PO ePro Requester 1 User

Request Options <

All Request Options

Catalog
ALLITEMS

Express Item Entry

Special Requests

Favorites

Templates

Recently Ordered

Home

Search

Special Requests 7

EINew Window (2 Help &’ Personalize Page 3 htp ~

Enter information about the non-catalog item you would like to order:

Item Details
*Item Description
*Price
*Quantity
*NIGP Class
Supplier
Supplier ID

Supplier Name

Supplier tem ID

Manufacturer
Mfg ID
Manufacturer

Mig item ID

Additional Information

7% My Preferences Requisition Settings | 0 Lines
Search
“Currency [USD @
“Unit of Measure @,
@ NIGPHem| |@ Due Date &l

Checkout

Advanced £

Suggest New Supplier
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Step Action
6. Enter the desired information into the Item Description field. Enter

"PROFESSIONAL DEVELOPMENT CONSULTING SERVICES".

*Item Description | |

7. The price for this service is the amount that the consultant will be paid per hour.
Enter the desired information into the Price field. Enter "100.00".
*Price | |

8. They will work a quantity of 500 hours.
Enter the desired information into the Quantity field. Enter "S00".
*Quantity | |

9. The Unit of Measure will be Hours.
Click the Look up Unit of Measure (Alt+5) button.
Bl

10. Click the Vertical Scroll bar.

11. Click the HR link.
ER

12. Click the Category Lookup button.

El

Page 45




Ca_pps CAPPS Financials

e - EUT Course

Look Up Category

Note: You may either Search or Browse to look up the appropriate category for your special request

Search By [Categoy v | | [ Fna ]

Categories Personalize | Find | View All | 0 | First 4/ 1071 Last
Catalog Category Description Find in Tree

1 L3

| ¥ Browse Category Tree

Retumn

javascri itAction_wind{doc jind,'PV_SR_CATLU_WRK_PY_CAT_GROUPBOX; H100% -

Step Action
13. Click the Search By list.
Search BY| Category W
14. Click the Description list item.
Description
15. Enter the desired information into the Search By field. Enter "CONSULT".
Search By | EEETTIN | | |
16. Click the Find button.
Find
17. Click the CONSULTING SERVICES link.
COMSULTING SERVICEY
18. The Due Date is not required but can be entered. It should not be more than 30 days
in the future.
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Favorites~ | MainMenu~ > eProcurement ~ > Requisition
Home | Workist | AddtoFavortes | Sign out
ORACLE’
& New Window (Z) Help [&’ Personalize Page [ http. ~
Create Requisition (7
Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | [ 0 Lines EliErmL
Reguest Options - Search Search Advanced €
All Request Options Special Requests (%
Catalog Enter information about the nen-catalog item you would like to order.
ALLITEMS
Item Details
Express Item Entry *item Description | PROFESSIONAL DEVELOPMENT CONSULTING SERVICES
*Price 100.00 Currency |USD @
Special Requests
“Quantity 500 *Unit of Measure | HR @,
Favorites NIGP Class 818 NIGP Item| |2, Due Date £l
Templates suplier
Recently Ordered Supplier ID Y
Supplier Name @, Suggest New Supplier
Supplier tem ID
Manufacturer
Mg ID @
Manufacturer
Mfg item ID
Additional Information >
[ | BN
< P
javascrip ction_win0{dec "PV_REQ_SR_WRK_PV_CATEG_LOOKUPSO'); H100% -

Step Action

19. To move down the page,
Click the Vertical Scroll bar.

20. Click the Add to Cart button.

21. Click the 1 Line link.
fiLind
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‘Shopping Cart

Help

Cart Details Find | View A& 1B First @ 1011 Last
Description Quanity uom
PROFESSIONAL DEVELOPMENT CONSULTING

SERVICES 500 R

Total Lines 1 Total Amount 5000000

#100% ~

Step Action

22. Click the Return button.

Home | Workiist | AddtoFavortes | Sign out

ORACLE"

&0 New Window (2) Help  [& Personalize Page http ~
Create Requisition (7

Welcome PO ePro Requester 1 User

@ Home ¥ MyPreferences 488 Requisition Settings | Checkout

soarch [ v | [ seach ] gvanceas

All Request Options Special Requests 2
Catalog Enter information about the non-catalog item you would fike to order-
ALL ITEMS
item Details
Express Item Entry “Item iption | ]
T B S — carney BT,
pecial Request

quantty | ] “UnitofMeasure | @,
Fe NGPCmss | | wGPIem| & Duepate | ®
Templates Supplier
Recenty orgersa B E—

supplierName [, Suggest New Supplier

B —

Manufacturer

Y E—
Manufacturer

wigremo [ |

Additional )
[ [
« | >
javascri itAction_wi ind,'PV_NEWSRCH_WRK_PV_TOTLINES'); H100% -
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Step

Action

23.

Click the Checkout button.
[  Checkout |

Favorites ~ Main Menu~ > eProcurement ~ > Requisition

Home Worklist Add to Favorites Sign out

ORACLE
EINew Window (2)Help &’ Personalize Page 5 htto ~
Checkout - Review and Submit
Review the item information and submit the req for approval.

Requisition Setings
Requisition Summary

Business Unit @,

“Requester [TESTPOERQR1

Texas Baseline Agency 032 Requisition Name |

Priority

@ PO ePro Requester 1 User
=Currency *Origin 331 [@, Accounting Date [07H4/2015 [
SpeciallPriority Purchase Types:  N/A
Cart Summary: Total Amount 50,000.00 USD
Expand lines fo review shipping and accounting details L

Requisition Lines (2

Line  Description Item ID Supplier Quantity uoMm Price
[]1 g PROFESSIONAL 500.0000)  HoUR 100.0000
¥ DEVELOPMENT CONSU
TxSmartBu

i Select lines to: o Favorites ¥ 0 Template(s) elete Selectel ZxMass
[ Select All/ Deselect All 1 Add to Favorits 133 Add to Template(s) 1 Delete Selected $2LMass ¢

Total Amount

Shipping Summary
& Edit for All Lines

Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712 v
< >
#100% v
.
Step Action

24.

Enter the desired information into the Requisition Name field. Enter "PROF DEV
CONSULTANT SERVICES".

Requisition Name Il |

25.

Cart Summary is displayed with the Total Amount.

26.

Click the Show Ship To and Accounting button.

]

27.

The Shipping Line 1 information is displayed and can be changed as applicable. It
defaults according to the User Profile.

28.

Click the Expand section button.

2]

29.

Click the Chartfields2 object.

Chartfields2

30.

The appropriate Chartfield string must be entered for every line that exists on a
requisition.
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Step Action
31. Click the Look up Account (Alt+5) button.
El
32. Click the Vertical Scroll bar.
33. Click the CONSULTANT SERVICES-OTHER link.
CONSULTANT SERVICES-OTHEH
34, Click the Look up Fund (Alt+5) button.
Bl
35. Click the 0010 link.
0010
36. Click the Look up Dept (Alt+5) button.
El
37. Click the 3000 link.
2000
38. Click the Look up Program (Alt+5) button.
Bl
39. Click the 20 link.
i
40. Click the Look up Appn/PCA (Alt+5) button.
B
41. Click the 09004 link.
42. Click the Horizontal Scroll bar.
43. Click the Look up Appropriation Year (Alt+5) button.
El
44, Click the Vertical Scroll bar.
45. Click the 201301 link.
46. Click the Horizontal Scroll bar.
47. Click the Chartfields3 object.

Chartfields3
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Step Action

48. Click the Horizontal Scroll bar.

49. Click the Look up Agy Chartfield 1 (Alt+5) button.

50. Click the B1 link.

Ed

51. Scroll left to view the left side of the window.
Click the Horizontal Scrollbars.

52. To move down the page,

Click the Vertical Scroll bar.

53. When justification for the approval is needed, you can enter this information in the
Approval Justification textbox.

The approver and buyer will be able to view this information.

54. Enter the desired information into the Enter approval justification for this
requisition field. Enter "Professional development consultant services per
leadership request for support staff.".

55. The Check Budget button is used only after the requisition has been Approved.
This action pre-encumbers funds.

56. Pre-Check Budget checks the budget for available funds.

It does not pre-encumber.
Click the Pre-Check Budget link.
re-Check Budge

57. Click the OK button.

o]

58. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a
Requisition ID#.

59. If no additional steps are taken, the requisition will sit in an Open Status.

It must be Saved and Submitted in order to route to Approvers.
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition

Home Workdist Add to Favorites. Sign out

ORACLE

& New Window (Z) Help [&’ Personalize Page

Confirmation

‘Your requisition has been submitted

Requested For PO ePro Requester 1 User Number of Lines 1
Requisition Name PROF DEV CONSULTANT Total Amount 50,000 00 USD
SERVICES

Approval Justification
Professional development consultant services per
Business Unit 03200 leadership request for support staff.

Requisition ID 0000000074

Status Open

Priority Medium

Budget Status Not Checked

=]
S View printable version [4 Edit This Requisition = Check Budget %" Pre-Check Budget

No approvals required

g Create New Requisition

=

Manage Requisitions

Step Action

60. Click the Edit This Requisition link.
Edit This Requisifior

61. If you wanted to Save for Later instead of Submitting you would select Save for
Later. Later, you are able to open the requisition back up and finish processing it.
In this example, you will Save and submit.
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition

ORACLE

Shipping Summary
# Edit for All Lines
Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712
Attention To PO ePro Requester 1 User
Comments

ion Comments and
Enter requisition comments

Home Workdist Add to Favorites Sign out

~
Total Amount 50,0

Send to Supplier [ show at Receipt
Approval Justification

Enter approval justification for this requisition

[ shown at Voucher

Add more Co

Professional development consultant services per leadership request for support staff.

2 check Budget B2 Pre-check Budget

& Save & submit Save for Later Ll

Budget Checking Status:Not Checked

Add More Items

68 preview Approvals

#100% -~

Step Action

62. You will need to Save and submit in order to route the requisition to the designated

Approvers.

Click the Save & submit button.

[Iﬂ Save & submit

63. The requisition has been routed to the Approver(s) via workflow.

The requisition is now in Pending status awaiting approval from Approver 1.

64. Once Approver 1 approves the requisition the status will change from Pending to
Approved. It will then route to Approver 2 with a status of Pending until it is
approved by Approver 2.

65. After Approver 2 approves the requisition, it will route to Approver 4.

66. Approver 4 is an additional FIN approver that is required due to the $50,000 Total

Dollar Amount of the requisition.

67. Congratulations! You have successfully completed this lesson.

End of Procedure.

Creating an ePro Requisition for an Asset

Section 2 - Lesson 1 Exercises - Scenario 5: Creating an ePro Requisition for an Asset

Procedure

In the lesson, you will learn how to create a requisition for an Asset Item.
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The following scenario will be used:

Line 1

Description: Dell Laptop Computer
Price: 1250

Quantity: 5

Unit of Measure: Each

Line 2

Description: Dell Desktop Computer
Price: 875.00

Quantity: 3

Unite of Measure: Each

Favorites . Main Menu

Home | Workiist | AddtoFavortes | Sign out
ORACLE

Personalize Content | Layout (Z) Help

£ 100% -

Step Action

1. Click the Main Menu button.

2. Note: The CAPPS main menu you see here is for training purposes only and may
display more functionality (menus) than you will see in your environment.

The view of your home page will vary according to your role.
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Step Action

3. Click the eProcurement menu.
[ =5 eProcurement v
4, Click the Requisition menu.

[ (1 Requisition |

Favorites - Main Menu~ > eProcurement ~ > Requisition
Home | Worklist | AddtoFavorites | Sign out
ORACLE
0 New Window (Z) Help [& Personalize Page [ http
Create Requisition (7
Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | [ 0 Lines et
Reguest Options - Search Search Advanced Sea
Enter search criteria or select
from the menu on the right fo @ Catalog D_"\: Express ltem Entry nH:J Special Requests
begin creating your requisition Browse Catalogs Create an Express Requisition Create a non-catalog request
ALL ITEMS
E. » Favorites Templates D@ Recently Ordered
Browse Favorite ltems and Browse Company and Personal View recently ordered items and
Services Templates services
Hanging Folder These 2 items & qtys JULY PCARD T. WILSON
JULY PCARD T. WILSON
JULY PCARD A SMITH
JULY PCARD A. SMITH
JULY PCARD A SMITH
More.
< >
#100% -

Step Action

5. Click the Special Requests link.

Special Requests
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Favorites - Main Menu ~ > eProcurement -~ > Requisition

Home ‘Worklist Add to Favorites. Sign out

ORACLE’

ENew Window (2 Help & Personalize Page 3 hittp ~
Create Requisition (2

Welcome PO ePro Requester 1 User

Home 2 My Preferences 48 Requisition Settings | B 0Lines Checkout
RequestOplons = Searcn Sech | agvanceas
All Request Options Special Requests (7
Catalog Enter information about the non-catalog item you would fike to order
ALLITEMS
Item Details
Express Item Entry “Item Description
y “Price “Currency  [USD @,
Special Requests
“Quantity *Unit of Measure @
Favorites NIGP Class @, NiGPiem| |3 Due Date )
Templates Supplier
Recently Ordered Supplier ID @
Supplier Name @, Suggest New Supplier
Supplier Item 1D
Manufacts
lanufacturer o
Mfg ID @,
< >
Manufacturer
Mfg item ID
Additional Information >
[ | BN
< >
#100% -

Step Action

6. Enter the desired information into the Item Description field. Enter "Dell Laptop
Computer".

“Iitem Description | |

7. Enter the desired information into the Price field. Enter "1250.00".

*Price I |

8. Enter the desired information into the Quantity field. Enter "5".
*Quantity | |

9. Click the Look up Unit of Measure (Alt+5) button.

El

10. Click the Vertical Scroll bar.

11. Click the EA link.
Ed

12. Click the Category Lookup button.

El
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Look Up Category

Note: You may either Search or Browse to look up the appropriate category for your special request

Search By [Categoy v | | [ Fna ]

Categories Personalize | Find | View All | 0 | First 4/ 1071 Last
Catalog Category Description Find in Tree

1 L3

| ¥ Browse Category Tree

Retumn

#100% ~

Step Action
13. Click the Search By list.
Search BY| Category v|
14. Click the Search By list.
Search BY| Category v|
15. Click the Description list item.
Description
16. Enter the desired information into the Search By field. Enter "computers".
Search By | [ETTTN - | | |
17. Click the Find button.
Find
18. Click the COMPUTER HARDWARE AND PERIPHERALS FOR

MICROCOMPUTERS link.

COMPUTER HARDWARE
AND PERIFHERALS FOR

MICROCCOMPUTERY
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition

Home Workdist Add to Favorites. Sign out

ORACLE

& New Window (Z) Help  [&’ Personalize Page :Ihttp’\
Create Requisition (7

Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | [ 0 Lines EliErmL
Request Options - Search Search Advanced €

All Request Options Special Requests (7

Catalog Enter information about the non-catalog item you would like to order:

ALL ITEMS
ltem Details
Express ltem Entry “ltem Description | Dell Laptop Computer
*Price 1250.00 Currency |USD @

Special Requests

o

*Quantity 5 *Unit of Measure | EA

Favorites 01 B MGPIem| @ Due Date £l

]

*NIGP Class

Templates Supplier

Recently Ordered Supplier ID @,
Supplier Name Y Suggest New Supplier
Supplier Item ID

Manufacturer
Mg ID @
Manufacturer

Mfg item ID

Additional Information

[ (B

javascrip ction_win0{dec "PV_REQ_SR_WRK_PV_CATEG_LOOKUPSO'); H100% -

Step Action

19. The Due Date is not required but can be entered. It should not be more than 30 days
in the future.

Click the Choose a date (Alt+5) button.
El

20. Click the 21 link.

21. Click the Vertical Scroll bar.

22. Click the Add to Cart button.

23. Enter the desired information into the Item Description field. Enter "Dell Desktop
Computer".

*Item Description || |

24. Enter the desired information into the Price field. Enter "875.00".

*Price | |

25. Enter the desired information into the Quantity field. Enter "3".
*Quantity | |

26. Click the Look up Unit of Measure (Alt+5) button.

El
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Step Action
27. Click the Vertical Scroll bar.
28. Click the EA link.
EA
29. Click the Category Lookup button.
=

Look Up Category

Note: You may either Search or Browse to look up the appropriate category for your special request.

i¥iSearch Categories

search 0y [Categony 9 | e

Categories Personaiize | Find | View Al | | B First ¢/ 10712 Last
Catalog Category Description Find in Tree

1 L3

| ¥ Browse Category Tree

Retumn

#100% ~ i

Step Action
30. Click the Search By list.
Search BY| Category v
31. Click the Description list item.
Description Ay
32. Enter the desired information into the Search By field. Enter "computer".
Search By [T v | | |
33. Click the Find button.
Find
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Step Action

34.
MICROCOMPUTERS link.

COMPUTER HARDWARE
AND PERIPHERALS FOR

MICEQCOMPUTERY

Click the COMPUTER HARDWARE AND PERIPHERALS FOR

Favorites ~ Main Menu~ > eProcurement ~ > Requisition

ORACLE

Create Requisition (7

Welcome PO ePro Requester 1 User Home 7% My Preferences

Search

Request Options: <

All Request Options Special Requests (2

Catalog Enter information about the non-catalog item you would like to order.
ALL ITEMS
Item Details

Express Item Entry *Item Description  Dell Deskiop Computer

*Price 875.00
Special Requests
*Quantity 3
Favorites “NIGP Class 204 i NIGP Item
Templates Supplier
Recently Ordered Supplier ID a
Supplier Name @,
Supplier Item ID
Manufacturer
Mg ID Y

Manufacturer

Mfg ltem ID

Additional Information

Requisition Seftings |

Home Worklist Add to Favorites Sign out

EINew Window (2)Help &’ Personalize Page 5 htto ~

1 Line Checkout
E=En Advanced €
“Currency |USD a
*Unit of Measure | EA @
@ Due Date El

Suggest New Supplier

v
[ [
< >
javascripf tion_win0{do: ‘PV_REQ_SR_WRK_PV_CATEG_LOOKUPRSO"); #100% ~
.
Step Action

35.
days in the future.

Click the Choose a date (Alt+5) button.

The Due Date is not a required field. If it is entered, it should not be more than 30

36. Click the 21 link.

37. To move down the page,

Click the Vertical Scroll bar.

38. Click the Add to Cart button.

Add to Cart

39. Click the 2 Lines link.

R Lined
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‘Shopping Cart
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Cart Details
Description

Dell Laptop Computer
Dell Desktop Computer

Total Lines 2

Find | view Al | 2 |

First 12012 Y Last
‘Quanity uom
5

EA
3 EA

Total Amount 2875.00

®100% v

Step

Action

40.

Click the Return button.

ORACLE"

Home | Workist | AddtoFavortes | Sign out

Create Requisition (7)

Welcome PO ePro Requester 1 User

All Request Options

Catalog
ALL ITEMS

Express Item Entry

Special Requests.

Home

¥ My Preferences 388 Requisition Seftings |

& New Window (Z) Help  [&’ Personalize Page http ~

Checkout

Search [Al v |

| [ search | advanceas

Special Requests (7

Enter information about the non-catalog item you would like to order:

Iltem Details

“item Description |

ence ||
Quantty [

currency [USD_ |@
“UnitofMeasure | @

Fi rites
" NGpCass @ wGPiem| 1, e E—
Templates Supplier
Recenty Orserea supplierin g,
SuplerNeme [, S—
Supplier Item ID
Manufacturer
T E—
Manufacturer
L —
Additional Information v
[ | B
e | >
javascri itAction_wind{doc 'PV_NEWSRCH_WRK_PV_TOTLIMES'); a00% -
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Step Action

41. Click the Checkout button.
[ Checkout |

Favorites - Main Menu~ > eProcurement ~ > Requisition
Home Worlkdist Add to Favorites. Sign out

ORACLE’
0 New Window (Z) Help  [&’ Personalize Page [ hitp ~
Checkout - Review and Submit

Review the item information and submit the req for approval )
Requisition Settings
Requisition Summary

Business Unit [03200 @, Texas Baseline Agency 032 Requisition Name

“Requester [TESTPOERQR1 @, PO ePro Requester 1 User Priority
“Currency *Origin [331 [, Accounting Date 0771472015 |5
Special/Priority Purchase Types: NIA
Cart Summary: Total Amount &,875.00 USD
Expand lines to review shipping and accounting details #

Requisition Lines. (7

Line Description Item ID Supplier Quantity uom Price
[11 g* Dell Laptop Gomputer 50000)  EACH 1250.0000
TxSmartBu
[]2 g DellDeskiop Computer 3.0000]  EACH 75.0000
i
TxSmartBu
[] Select Al / Deselect All Select lines to: [4 Add to Favorites 128 Add to Template(s) [ Delete Selected $EkMass ¢

Total Amount

Shipping Summary

# Editfor All Lines

< - >
#100% ~

Step Action

42. Enter the desired information into the Requisition Name field. Enter
"COMPUTERS".

Requisition Name I I

43. Cart Summary is displayed with the Total Amount.

44. Click the Show Ship To and Accounting button.

2]

45. The Shipping Line 1 information is displayed and can be changed as applicable. It
defaults according to the User Profile.

46. Click the Expand section button.

]

47. Click the Vertical Scroll bar.

48. Click the Chartfields?2 link.

Chartfields2
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49. The appropriate Chartfield string must be entered for every line that exists on a

requisition.

50. Click the Look up Account (Alt+5) button.
Bl

51. Click the Vertical Scroll bar.

52. Click the PERSONAL PROPERTY-COMPUTER EQUIPMENT-EXPEN link.
PERSOMNAL PROPERTY-COMPUTER EQU

53. Click the Look up Fund (Alt+5) button.
Bl

54. Click the 0010 link.
010

55. Click the Look up Dept (Alt+5) button.
Bl

56. Click the 3000 link.
3000

57. Click the Horizontal Scroll bar.

58. Click the Look up Program (Alt+5) button.
Bl

59. Click the 20 link.
1]

60. Click the Look up Appn/PCA (Alt+5) button.
Bl

61. Click the 09004 link.

62. Click the Look up Appropriation Year (Alt+5) button.
Bl

63. Click the Vertical Scroll bar.

64. Click the 201301 link.

65. Click the Horizontal Scroll bar.
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Step Action

66. Click the Chartfields3 link.
67. Click the Horizontal Scroll bar.
68. Click the Look up Agy Chartfield 1 (Alt+5) button.

]
69. Click the B1 link.

Ed
70. Click the Horizontal Scroll bar.
71. Whenever an asset is being ordered, the appropriate Asset Info must be entered on

the Asset Information tab.

Click the Asset Information link.

Asset Information

72. Click the Horizontal Scroll bar.
73. Click the Look up AM Business Unit (Alt+5) button.
Bl
74. Click the 03200 link.
03200
75. Click the Look up Profile ID (Alt+5) button.
Bl
76. Click the Microcomputers Portable link.
Microcomputers Portable
77. Click the Show Ship To and Accounting button.
78. Click the Expand section button.
13
79. Click the Chartfields2 link.

Chartfields2
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Step Action
80. The appropriate Chartfield string must be entered for Line 2.

Depending upon the item on Line 2, the chartfields may or may not be the same as

Line 1. In this case, they will be the same.

81. Click the Look up Account (Alt+5) button.
O.

82. Click the Vertical Scroll bar.

83. Click the 7378 link.

84. Click the Look up Fund (Alt+5) button.
OJ

85. Click the 0010 link.
0010

86. Click the Look up Dept (Alt+5) button.
Bl

87. Click the 3000 link.
2000

88. Click the Horizontal Scroll bar.

89. Click the Look up Program (Alt+5) button.
Bl

90. Click the 20 link.
o]

91. Click the Look up Appn/PCA (Alt+5) button.
Bl

92. Click the 09004 link.

93. Click the Look up Appropriation Year (Alt+S) button.
Bl

94. Click the Vertical Scroll bar.

95. Click the 201301 link.

20130

Page 65




© CAPPS Financials

Centralized Accounting and Payroll/Personnel System

EUT Course
Step Action
96. Click the Chartfields3 link.
97. Click the Look up Agy Chartfield 1 (Alt+5) button.
Bl
98. Click the B1 link.
Ed
99. Click the Asset Information link.
| Asset Information
100. Click the Vertical Scroll bar.
101. Click the Look up AM Business Unit (Alt+5) button.
=
102. Click the 03200 link.
103. Click the Look up Profile ID (Alt+5) button.
=
104. Click the Desktop Microcomputer link.
Deskiop Microcomputer
105. Click the Vertical Scroll bar.
106. The Check Budget button is used only after the requisition has been Approved.
This action pre-encumbers funds.
107. Pre-Check Budget checks the budget for available funds.
It does not pre-encumber.
Click the Pre-Check Budget link.
I]E Pre-Check Budget
108. Click the OK button.
o]
109. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a
Requisition ID#.
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Step Action

110. If no additional steps are taken, the requisition will sit in an Open Status.

It must be Saved and Submitted in order to route to Approvers.

Favorites ~ Main Menu~ > &P

~ » Manage Requisiti > R

Home | Workist | AddtoFavorites | Sign out
ORACLE’

& New Window (Z) Help [&’ Personalize Page .jhttp’\
Confirmation

‘Your requisition has been submitted

Requested For PO ePro Requester 1 User Number of Lines 2
Requisition Name COMPUTERS Total Amount 837500 USD
Requisition ID 0000000075
Business Unit 03200
Status Pending
Priority Medium

Budget Status Not Checked

=4 [ii=
D oy printable version [, Requisition Check Budget " Pre-Check Budget

No approvals required

B Create New Requisition 5 Manage Requisiions

#100% ~

Step Action

111. Click the Edit This Requisition link.
Edit This Requisition
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Favorites~ | MainMenu~ > eProcurement ~ > Manage Requisiions > Requisition
Home Workdist Add to Favorites. Sign out

ORACLE’
0 New Window (Z) Help [&’ Personalize Page [ http ~
Edit Requisition - Review and Submit
Review the item information and submit the req for approval.

Requisition Setings
Requisition Summary

Business Unit Texas Baseline Agency 032 Requisition Name [POMPUTERS x
Requester PO ePro Requester 1 User Requisition ID 0000000075
Medum v
“Currency [USD | *Origin 331 |%,  Accounting Date [07/14/2015 |[5] Priority

SpeciallPriority Purchase Types:  N/A
Cart Summary: Total Amount &,750.00 USD
Expand lines to review shipping and accounting details B

Requisition Lines. (7

Line Description Item ID Supplier Quantity uom Price
[11 g* Dell Laptop Gomputer 50000/  EACH 1250.0000
TxSmartBu
o2 o Dell Deskiop Computer 3.0000, EACH 875.0000
TxSmartBu
[] Select Al / Deselect All Select lines to: [4 Add to Favorites 128 Add to Template(s) [ Delete Selected $EkMass ¢
Total Amount 8,
Shipping Summary
# Editfor All Lines v
< B >
#100% -

Step

Action

112.

To move down the page,
Click the Vertical Scroll bar.

113.

If you wanted to Save for Later instead of Submitting you would select Save for
Later. Later, you are able to open the requisition back up and finish processing it.

In this example, you will Save and submit.

114.

You will need to Save and submit in order to route the requisition to the designated
Approvers.

Click the Save & submit button.
[‘a Save & submit |

115.

The Workflow of approvals routes the requisition to the Approvers that have been
setup in the system.

The requisition is now in Pending status awaiting approval from Approver 1.

116.

Once Approver 1 approves the requisition, the status will change from Pending to
Approved. It will then route to Approver 2 with a status of Pending until it is
approved by Approver 2.

The approver is notified via email when they have a Pending status.

117.

After Approver 2 approves the requisition, it will route to Approver 3.

118.

Approver 3 is in the approval workflow due to this requisition containing Asset
Items. The appropriate Asset Mgmt approval is also required.
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Step Action

119. Congratulations! You have successfully completed this lesson.
End of Procedure.

Creating an ePro Requisition for a Utility (Amount Only)

Section 2 - Lesson 1 Exercises - Scenario 6: Creating an ePro Requisition for a Utility (Amount
Only)

Procedure
In this lesson, you will create an Amount Only requisition for a Utility.
The following scenario will be used:

You are paying the Electricity Utility bill for the year and want to create an (Amount Only)
requisition where you have allocated funds for the total amount but will receive against the
monthly invoices by dollar amount and not quantity.

This allows you to create a receipt to pay for the amount of the invoices received per month. At
the end of the year, all of the receipts should total the full amount of the requisition (or come
close to the full amount).

Description: Electricity Utility Bill
Price: 25,000

Quantity: 1

Unit of Measure: LOT

Line Details: Select Amount Only

Favorites . Main Menu
Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

£ 100% -
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Step Action

1. Click the Main Menu link.

Main Menu .

2. Note: The CAPPS main menu you see here is for training purposes only and may
display more functionality (menus) than you will see in your environment.

The view of your home page will vary according to your role.

Favorites . Main Menu .

Search Menu: Home Worklist | Add to Favorites Sign out

ORACLE ®

Accounts Payable
Accounts Receivable
Allocations
Asset Management
Background Processes
Banking
Biling
CAFPPS Statewide
Catalog Management
Commitment Control
Cost Accounting
CPA Interfaces
Customer Contracis
Customers
Employee Self-Service
Engineering
Enterprise Components
eProcurement
eSettiements
Excise and Sales Tax/VAT IND
General Ledger
Grants
Inventory
Itemz
Manager Self-Service
Manufacturing Definitions
Order Management
PeopleTools
Procurement Contracts
Program Management
Project Cesting
Proposal Management
Purchasing
Quality
Reporting Tools
SCM Integrations

-

Personalize Content | Layout (2) Help

roorrorooororrroocrroecocooocroccocooooo o
B T T S

H100% -

Step Action

3. Click the eProcurement menu.
[ =5 eProcurement v
4. Click the Requisition menu.

[ (9 Requisition |
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Favorites ~ ‘ Main Menu~ > eProcurement ~ » Requisition

ORACLE

Create Requisition (7

Welcome PO ePro Requester 1 User

Home

search

Request Options

Enter search criteria or select
from the menu on the right to
begin creating your requisition.

Catalog
Browse Catalogs
ALL ITEMS

Create an

Favorites
Browse Favorite ltems and
Services

Templates
Hanging Folder

# My Preferences

Express Item Entry

Templates

Browse Company and Personal

These 2 items & atys

Home Worklist Add to Favorites

EINew Window (2)Help &’ Personalize Page 3 hto

Requisition Seftings |

Special Requests.

Express Requisition Create a non-catalog request

Recently Ordered

View recently ordered items and

services
JULY PCARD T. WILSON
JULY PCARD T. WILSON
JULY PCARD A. SMITH
JULY PCARD A. SMITH
JULY PCARD A SMITH

Checkout

Advanced Seq

Sign out

More..
< >
Step Action
. N .
5. Click the Special Requests link.
Favorites ~ | Main Menu~ > eProcurement - > Requisition
Home | Workisl = AddioFavoriles | Sign out
ORACLE’
(& New Window () Help [& Personalize Page [ hitp
) ~
Create Requisition (2
Weicome PO ePro Requester 1 User Home My Preferences Requisition Settings | ¥ D Lines Checul
Request Options - Search Search Advanced €
All Request Options Special Requests &
Catalog Enter information about the non-catalog item you would like to order:
ALL ITEMS
Item Details
Express Item Entry “ltem Description
“Price *Currency [USD Y
Special Requests
~Quantity *Unit of Measure a
Favorites NI Class o, NGPiem| |3 Due Date Gl
Templates Supplior
Recently Ordered Supplier ID Q
Supplier Name @, Suggest New Supplier
Supplier tem 1D
Manufact
lanufacturer o
Mfg ID @,
< >
Manufacturer
Mg tem 1D
Additional Information )
[ [
<
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6. Enter the desired information into the Item Description field. Enter
"ELECTRICITY UTILITY BILL".
“Iitem Description | |
7. Enter the desired information into the Price field. Enter "25,000".
*Price I |
8. For an Amount Only requisition, the total price for a specific period will be entered
and quantity will be "1".
9. Enter the desired information into the Quantity field. Enter "1".
*Quantity | |
10. Enter the desired information into the Unit of Measure field. Enter "LOT".
Unit of Measure E
11. Enter the desired information into the Unit of Measure field. Enter "LOT".
*Unit of Measure
12. Click the LOT object.
Lol
13. Enter the desired information into the NIGP Class field. Enter "968".
*NIGP Class | |
14. To move down the page,
Click the Vertical Scroll bar.
15. Click the Add to Cart button.
16. Click the Checkout button.
[ Checkout |
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Favorites ~ Main Menu~ > eProcurement -~ > Requisition

ORACLE

heckout - Review and Submit

eview the item information and submit the req for approval.

quisition Summary

Business Unit @

“Requester

Texas Baseline Agency 032
TESTPOERQR1

*Currency

. PO ePro Requester 1 User
“Origin 331 |@, Accounting Date |08/05/2015 |[5]
SpeciallPriority Purchase Types:  NIA
jart Summary: Total Amount 25,000.00 USD

Expand lines ta review shipping and accounting details

Requisition Lines (2

Line Description Item 1D Supplier
[J1 g™ ELECTRICITY UTILITY BILL
[[] Select All/ Deselect All Select lines to: _E{; Add to Favorites

Home ‘Worklist Add to Favorites Sign out

EINewwindow (2)Help [& Personalize Page i http

Requisition Settings

Requisition Name UTILITY BILL
prory
=F
Quantity uom Price T
1.0000 LoT 25000.0000 2501
TxSmartBuy

8 Add to Template(s) Tl Delete Selected 2. Mass Chany

Total Amount 25,00

lhipping Summary

Edit for All Lines

Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712 v}
< >
®100% ~
Step Action

17.
BILL".

Enter the desired information into the Requisition Name field. Enter "UTILITY

Requisition Name |UTILITY BILL

18.

Cart Summary is displayed with the Total Amount.

19.

Click the Horizontal Scroll bar.

Scroll right to view additional information.

20.

In order for this requisition to be processed as (Amount Only), the Amount Only
check box must be checked on the Line Details page.

21. Click the Line Details button.

22.

to happen.

Once the PO process has completed, it will be necessary to receive by amount
instead of quantity. The Amount Only check box must be checked in order for this
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Line Details
Line Details (2

No Image

¥ item Details (2)

ELECTRICITY UTILITY BILL

Open

EUT Course

Merchandise Amount
Item 1D

NIGP Class

Original Substituted Item
Description

Physical Nature

*Buyer

25000.00 USD

NIGPitem| |

TXTESTBUYR1 @,

Buyer Information

Configuration Info

[IRFQ Required

[ Device Tracking

[ zero Price Indicator
[] Stockless Item

[ Amount Only
[Jinspection Required

Contract ID

Version

Contract Line

Category Line

Use Contract if Available

[

Contract Details

[N
T

#100% ~

Step Action

23. Click the Amount Only option.

@Qmount Only

Line Details
Line Details (2

No Image:

¥ item Details (2)

ELECTRICITY UTILITY BILL

Line Status ~ Open

Merchandise Amount
Item ID

NIGP Class
Original Substituted Item
Description

Physical Nature

“Buyer

 Contract information (2)

25000.00 USD

NIGP ttem | [@,

TXTESTBUYR1 @,

Buyer Information
Configuration Info

[IRFQ Required

[ Device Tracking
["lzero Price Indicator
[] stockless Item

[ inspection Required

Contfract ID

Version

Contract Line

Category Line

Use Contract if Available
[—
Contract Details
—

—"

®100% -

Page 74




CAPPS Financials ©

Centralized Accounting and Payroll/ Personned System
EUT Course

Step Action

24. Click the Vertical Scroll bar.

Favorites ~ ‘ Main Menu~ > eProcurement ~ > Requisition

Line Details
OR

Contract Line @

Category Line @ I

Supplier Information (%

Supplier ID @,
[Agenc Supplier Location @
ster 14 Suggest New Supplier
e 071 ‘Supplier item 1D

rchase Supplier's Catalog

Manufacturer Information 7

Manufacturer 1D @
uppiier Manufacturer
Manufacturer's Item 1D OA

GTIN

Sourcing Controls %
dto Fa Consolidate with other Regs Inventory Source Flag
Calculate Price

+/| Override Suggested Supplier

oK Cancel

#100% ~

Step Action

25. Click the OK button.
QK

26. To scroll left to view additional information,

Click the Horizontal Scroll bar.

27. Click the Show Ship To and Accounting button.

]

28. The Shipping Line 1 information is displayed and can be changed as applicable. It
defaults according to the User Profile.

29. Click the Expand section button.

]

30. Click the Vertical Scroll bar.

31. Click the Chartfields2 link.

Chartfields2

32. The appropriate Chartfield string must be entered for every line that exists on a
requisition.
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Step

Action

33.

Click the Look up Account (Alt+5) button.

El

‘#ICRow8');

Look Up Account

03200
Account:[ begins with ||

sic Lookup

Search Results
View 100

Account Description

‘SALARIES AND WAGES-LINE ITEM E
‘SALARIES AND WAGES-CLASSIFIED
SALARIES AND WAGES-CLASSIFIED
‘SALARIES AND WAGES-CLASSIFIED
SALARIES AND WAGES-CLASSIFIED
‘SALARIES AND WAGES-HOURLY FULL
‘SALARIES AND WAGES-HOURLY PART
‘SALARIES AND WAGES-EMPLOYEES R
ONE-TIME MERIT INCREASE

OVERTIME PAY

LONGEVITY PAY

LUMP SUM TERMINATION PAYMENT
TERMINATION PAY-DEATH BENEFITS
PRODUCTIVITY BONUS AWARDS
EMPLOYEE INCENTIVE BONUS
EMPLOYEES RETIREMENT-STATE CON
EMPLOYEE INSURANCE PAYMENTS-(E
PAYROLL HEALTH INSURANCE CONT
FI1CA EMPLOYER MATCHING CON
RECRUITMENT AND RETENTION BONU
BENEFIT REPLACEMENT PAY
‘SEVERANCE PAY

UNEMPLOYMENT COMPENSATION BENE E
'WORKERS- COMPENSATION-INDEMNIT E
TRAVEL IN-STATE-PUBLIC TRANSPO E
TRAVEL IN-STATE-MILEAGE E

First (4) 1-1430f143 (») Last

®100% -

Step

Action

34.

Click the Vertical Scroll bar.

35.

Click the 7501 link.
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Favorites - Main Menu~ > eProcurement ~ > Requisition

Home

ORACLE’

shipping Line 1 *shipTo  |[TX032-001 Q

Address

Add Shipto Comments

405 E. 23rd Street Add One Time Address

Austin, TX 78712

Attention To
Due Date [

PO ePro Requester 1 Us{

Accounting Lines

[] Select Al / Deselect All Select lines to: i Add to Favorites (28 Add to Template(s)

Shipping Summary
& Edit for All Lines

Workdist

“Distribute By v SpeedChart @
Accounting Lines
Chartfields? || Chartfields2 || Charifields3 || Details || Details2 || Asset Information
Account Oper Unit Fund Dept
501 x|a, @, @ &,

T Delete Selected

Add to Favorites Sign out

TxSmartBuy A

Quantity

Price  25000.0000

Personalize | Find | Viev
Asset Information 2 || Budget Infor

Program Appn/PCA

1gMass Chi

Total Amount 25,

Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712
Attention To PO ePro Requester 1 User v
< ) >
#100% ~
Step Action

36. Click the Look up Fund (Alt+5) button.

El

37. Click the 0010 link.

010

38. Click the Look up Dept (Alt+5) button.

El

39. Click the 3000 link.

3000

40. Click the Look up Program (Alt+5) button.

Bl

41. Click the 20 link.

E1]

42, Click the Look up Appn/PCA (Alt+5) button.

El

43. Click the 09004 link.

9004

44. Click the Horizontal Scroll bar.
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45. Click the Look up Appropriation Year (Alt+5) button.
El
46. Click the 201301 link.
01004
47. Click the Chartfields3 object.
48. Click the Look up Agy Chartfield 1 (Alt+5) button.
Bl
49. Click the B1 link.
Ed
50. Click the Horizontal Scroll bar.
51. Click the Vertical Scroll bar.
52. The Check Budget button is used only after the requisition has been Approved.
This action pre-encumbers funds.
53. Pre-Check Budget checks the budget for available funds.
It does not pre-encumber.
Click the Pre-Check Budget link.
Fre-Check Budge]
54. Click the OK button.
o]
55. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a
Requisition ID#.
56. If no additional steps are taken, the requisition will sit in an Open Status.
It must be Saved and Submitted in order to route to Approvers.
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Favorites ~ ‘ Main Menu~ > eProcurement ~ > Requisition

ORACLE’

Confirmation
‘Your requisition has been submitted

Requested For PO ePro Requester 1 User
Requisition Name UTILITY BILL
Requisition ID 0000000072
Business Unit 03200
Status Open

Priority Medium

Budget Status Not Checked

& &

View printable version Edit This Requisition

No approvals required

reate New Requisition Manage Requisitions

L=

Check Budget

Home Workdist

& New Window (2) Help [&’ Personalize Page

Number of Lines 1

Total Amount 25,000.00 USD

=]
%" Pre-Check Budget

Add to Favorites Sign out

Saved ‘

Step

Action

57.

Edit This Reguisitior

Click the Edit This Requisition link.

Favorites - | Main Menu - > ~ > Manage R

ORACLE’

Edit Requisition - Review and Submit

Review the item information and submit the req for approval.
Requisition Summary

Business Unit

Requester
Currency  USD *Origin 331 |@,
Cart Summary: Total Amount 25,000.00 USD

Expand lines to review shipping and accounting details
Requisition Lines (7

Line Description ltem ID

(mpd @ ELECTRICITY UTILITY BILL

[] Select All / Deselect All Select lines to:
Shipping Summary
& Edit for All Lines

Ship To Location TX032-001

Address 405 E. 23rd Street

Texas Baseline Agency 032

PO ePro Requester 1 User

\ Accounting Date |07/14/2015 |[H]
Special/Priority Purchase Types:

Supplier

[4= Add to Favorites

Home Worldist

I New Window () Help [& Personalize Page [ hitp ~

NIA

Requisition Settings
Requisition Name UTILITY BILL
Requisition ID 0000000072
bty
e
Quantity uom Price
1 Lot 25000.0000
TxSmartBt
03 Add to Template(s) [ Delete Selected S, Mass ¢

Pre Encumbrance Balance

Add fo Favorites Sign out

Total Amount
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Step Action

58. Click the Vertical Scroll bar.

59. If you wanted to Save for Later instead of Submitting you would select Save for
Later. Later, you are able to open the requisition back up and finish processing it.
In this example, you will Save and submit.

60. You will need to Save and submit in order to route the requisition to the designated
Approvers.

Click the Save & submit button.
I_Dd Save & submit I

61. The requisition has been routed to the Approver(s) via workflow. Notice how it has
an additional Finance Approval required due to the Dollar amount of the requisition.

62. The Workflow of approvals routes the requisition to the Approvers that have been
setup in the system.

The requisition is now in Pending status awaiting approval from Approver 1.

63. Once Approver 1 approves the requisition, the status will change from Pending to
Approved. It will then route to Approver 2 with a status of Pending until it is
approved by Approver 2.

The approver is notified via email when they have a Pending status.

64. After Approver 2 approves the requisition, it will route to Approver 4.

65. Approver 4 is an additional FIN approver that is required due to the $25,000 Total
Dollar Amount of the requisition.

66. Congratulations! You have successfully completed this lesson.

End of Procedure.

Creating an ePro Requisition for a Blanket Order
Section 2 - Lesson 1 Exercises - Scenario 7: Creating an ePro Requisition for a Blanket Order

Procedure

In the lesson, you will learn how to create a Blanket Order requisition.

The following scenario will be used:

You are in need of an estimated 100 electrical sockets from the supplier (Graybar). The sockets
will be needed from present date to the end of the calendar year at the stated price of $50 each.

Requisition Header Comments for the Buyer: The total quantity will not be more than 100. Parts
will be needed on demand through the end of the calendar year. No shelf space in warehouse to
house the items.
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Favorites . Main Menu .

Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

#100% ~

Step Action

1. Click the Main Menu button.
2. Click the eProcurement menu.
[ 73 eProcurement v
3. Click the Requisition menu.
[ (1 Requisition |
4, Using Requisition Settings is not required, but it can save time if this information is

appropriate to default on the lines of the requisition.
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Favorites ~ ‘ Main Menu~ > eProcurement ~ > Requisition

ORACLE"

Create Requisition 2

Welcome PO ePro Requester 1 User

Request Options -

Enter search criteria or select
from the menu on the right o
begin crealing your requisition

Home

& New Window (Z) Help  [&’ Personalize Page

Worldist | Add to Favorites

Home . My Preferences 48 Requisition Sefings |
Search  [Al v | [ searen |
Catalog Dj: Express Item Entry Special Requests
Browse Catalogs Create an Express Requisition Create a non-catalog request
ALL ITEMS
Favorites Templates Recently Ordered
Browse Favorite liems and Browse Company and Personal View recently ordered items and
Services Templates services

Hanging Folder

These 2 items & atys

ELECTRICITY UTILITY BILL

Blanket Req ltem

JULY PCARD T. WILSON
JULY PCARD T. WILSON
JULY PCARD A SMITH
More.

Checkout

| sign out

Advanced Sea

#100% ~

Step

Action

Click the Requisition Settings link.

RFequisition Settingd

Requisition Settings

Business Unit [03200

TESTPOERGR1 % Po ePro Requester 1 User

Default Options

@® Default
C override

Line Defaults (%)

Name

Accounting Date 080472015 |

SpecialfPriority Purchase Types:  N/A

Priority

x

(Z) Help
~

If you select this option, the defaults specified below wil be applied to requisition lines when there are no predefined values for these
flelds.

If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

suppiier ||
supplierLocation | @
Buyer [TXTESTBUYRT [,

Shipping Defaults

UnitofMeasure | &

Ship To [7X032-001 @
uebate B

Accounting Defaults

| cnartfielast || petais || Asset information |

Percent Location

GL Unit

Oper Unit

Account

Add One Time Address

Attention

Fund Dept. Program

|| Tx032-004

o mmn | @

Appn/PCA  Appn Year

Agy Chartfiell
1

o Y E— Y — — Y E— —"

®100% -
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Step Action
6. Enter the desired information into the Requisition Name field. Enter "BLANKET

ELECTRICAL SOCKETS".

Requisition Name I I

7. Click the Supplier Lookup button.
E]
swprern |
Name |
Short Supplier Name ‘l:|
City| ]
Cv-r-::l:lﬂ sate v
PoslCode| |
r;&T'ﬁ;@Jg;geuﬁm below will be applied to requisition lines when there are no predefined
[ok | cancel |
®100% v
Step Action
8. Enter the desired information into the Name field. Enter "GRAYBAR".
Name | |
9. Click the Find button.
Find
10. Click the 1130794380 link.

130794350
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Favor” . N
Requisition Settings E
(2} Help
O~ o
Business Unit @ Requisition Name [BLANKET ELECTRICAL SOCKETS
Cre{ “Requester TESTPOERQR1 @ PO ePro Requester 1 User Priority
el *Currency Origin 331 |, Accounting Date 0810412015 [[5)
lelCs
Special/Priority Purchase Types: NIA ]
Default Options (2
® Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these ea
: fields
E - . -
il O override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned
b
Line Defaults (7
supplier (1130794380 <8
Supplier Location 000 @ Unit of Measure @,
Buyer [TXTESTEUYR1 |3,
Shipping Defaults
Ship To |TX032-001 @ Add One Time Address
Due Date E1 Attention
Accounting Defaults
Chartfields1 || Details | Asset Information
Percent Location GL Unit Oper Unit Account Fund Dept Program  Appn/PCA  Appn Year ’:Ey it
TX032-004 |3, 03200 |@y @ @, (=% @ (=% @ @, @
v
< >
< >
H100% -
Step Action

11.

Enter the desired information into the Percent field. Enter "100".

12.

The appropriate Chartfield string must be entered.

13.

Enter the desired information into the Account field. Enter "7330".

14.

Enter the desired information into the Fund field. Enter "0010".

15.

Enter the desired information into the Dept field. Enter "3000".

16.

Enter the desired information into the Program field. Enter "20".

17.

Enter the desired information into the Appn/PCA field. Enter "09004".

18.

Enter the desired information into the Appn Year field. Enter "201301".

19.

Enter the desired information into the Agy Chartfield 1 field. Enter "B1".

20.

Click the Vertical Scroll bar.

21.

Click the OK button.
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Favorites~ | MainMenu~ > eProcurement ~ > Requisition
Home | Workist | AddtoFavortes | Sign out
ORACLE’
& New Window (Z) Help [&’ Personalize Page [ http
Create Requisition (7
Welcome PO ePro Requester 1 User Home . My Preferences Checkout
Reguest Options - Search Search Advanced Sea
Enter search criteria or select
from the menu on the right o & Catalog r\; Express Iltem Entry [ special Requests
begin creating your requisition. Browse Catalogs Create an Express Requisition Create a non-catalog request
ALL ITEMS
IZ v Favorites Templates Recently Ordered
Browse Favorite ltems and Browse Company and Personal View recently ordered items and
Services Templates services
Hanging Folder These 2 items & qtys ELECTRICITY UTILITY BILL
Blanket Req Item
JULY PCARD T. WILSON
JULY PCARD T. WILSON
JULY PCARD A SMITH
More.
< >

Step Action

22. Click the Special Requests link.
[Special Reguestd

23. Notice that the Supplier that was entered in Requisition Settings defaulted to the
Supplier field as expected.

Favorites ~ Main Menu~ > eProcurement ~ > Requisition

Home Worklist Add to Favorites. Sign out

ORACLE

0 New Window (2) Help [& Personalize Page [ http ~
Create Requisition (7

Welcome PO ePro Requester 1 User

Home /¥ My Preferences Requisition Settings | 0 Lines Checkout
Request Options - Search Search Advanced €
All Request Options. special Requ&sts 7
Catalog Enter information about the non-catalog item you would like to order
ALL ITEMS
Item Details
Express ltem Entry *Item Description |
N *Price *Currency |USD @,
Special Requests
~Quantity “Unit of Measure @
Favorites NIGP Class @ NGPiem| | Due Date [
Templates supplier
Recently Ordered Supplier ID | 1130794330 @,
Supplier Name |GRAYBAR ELECTRIC - {@, GRAYBAR ELECTRIC - FORT Suggest New Supplier
WORTH
Supplier item ID
Manufacturer
Mg ID @
Manufacturer
Mifg Item ID
Additional Information v
[ [
< >
#100% ~
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Step Action

24. Make sure that Blanket is included in the Item description field. This helps the
Buyer easily identify the type of requisition.

Enter the desired information into the Item Description field. Enter
"ELECTRICAL SOCKETS - BLANKET".

*ltem Description | |

25. Enter the desired information into the Price field. Enter "50".
*Price I |

26. Enter the desired information into the Quantity field. Enter "100".
*Quantity | |

27. Enter the desired information into the Unit of Measure field. Enter "EA".
*Unit of Measure I:I

28. Enter the desired information into the NIGP Class field. Enter "005".
“NIGP Class | |

29. To move down the page,

Click the Vertical Scroll bar.

30. The Additional Information section allows a requester to enter specific comments
to share with the Buyer or may enter specific comments that need to be shared with
a Supplier, Receiving or with Accounts Payable.

These comments will follow through to the subsequent documents being created.

31. Enter the desired information into the Additional Information field. Enter "Note to
Buyer: Requesting that these items be available for order from present date to
end of calendar year at state price. Total quantity needed during blanket order
period will be not more than 100 units. Parts will be needed on demand
through end of calendar year. No shelf space in warehouse to accommodate all

100 items".
[]send to Supplier [1 Show at Receipt [] Show at Voucher
32. Click the Vertical Scroll bar.
33. Click the Add to Cart button.
34, Click the Checkout button.
[ Checkout |
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Action

35.

The Requisition Name has defaulted from the Requisition Settings page.

36.

Cart Summary is displayed with the Total Amount.

37.

The Shipping and Accounting information will default to the line on the requisition

so they don't need to be changed.

We will continue to Pre-Budget Check.

Favorites ~ Main Menu~ > eProcurement ~ » Requisition

Home Workdist Add to Favorites. Sign out

ORACLE

0 New Window (Z) Help [&’ Personalize Page [ hitp ~
Checkout - Review and Submit

Review the item information and submit the req for approval )
Requisition Settings
Requisition Summary

Business Unit @, Texas Baseline Agency 032 BLANKET ELECTRICAL SOCKETS X

Requisition Name
*Requester [TESTPOERQR1 @, PO ePro Requester 1 User Priority
“Currency [USD | *Origin [331 @, Accounting Date |08/04/2015 |5
Special/Priority Purchase Types: NA
Cart Summary: Total Amount 5,000.00 USD
Expand lines to review shipping and accounting details q‘?

Requisition Lines (7

Line Description Item ID Supplier Quantity uom Price
o1 o ELECTRICAL SOCKETS - GRAYBAR ELECTRIC - 100.0000 EACH 50.0000
& BLANKET FORT WORTH
TxSmartBu
[] Select Al / Deselect All Select lines to: [% Add to Favorites 18 Add to Template(s) [ Delete Selected $EkMass ¢

Total Amount

Shipping Summary
# Editfor All Lines

Ship To Location TX032-001
Address 405 E_ 23rd Sireet
Austin, TX 78712 v
< P
®100% ~
o
Step Action

38.

To move down the page,

Click the Vertical Scroll bar.

39.

Pre-Check Budget checks the budget for available funds.

It does not pre-encumber.
Click the Pre-Check Budget link.

Fre-Check Budge]
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Message

Pre-Check Budget will save your requi in an Open Status. (18036,11574)

In order to perform pre-check budget on this requisition, it must first be saved in an Open Status. Press OK to continue. Press Cancel to retur to your requisition without pre-check budget

#100% ~

Step

Action

40.

Click the OK button.

ok

Home | Workiist | AddtoFavortes | Sign out

ORACLE"

I New Window (Z)Help [ Personalize Page [ http ~
Edit Requisition - Review and Submit

Review the item information and submit the req for approval.

88 Requisition Settings

Requisition Summary
Business Unit [03200 Texas Baseline Agency 032 isition Name ELANKET ELECTRICAL SOCKETS x

Requester [TESTPOERORA PO ePro Requester 1 User Requisition ID 0000000098
jority |Medum  ~
“Currency [USD *Origl @, Accounting Date |08/042015 |[5j Priority

SpeciallPriority Purchase Types:  NIA

Cart Summary: Total Amount 5,000.00 USD

Expand lines o review shipping and accounting defails L
| Requisition Lines (7)
Line  Descripticn tem ID ‘Supplier Quantity uom ice
b []1 ge ELECTRICAL SOCKETS - GRAYBAR ELECTRIC - 100.0000]  EacH 50.0000
BLANKET FORT WORTH

[Tl TxsmartBu
[ Select All 7 Deselect All Select lines to: [t Add 1o Favorites Add to Template(s) T Delete Selected 18Mass (
Total Amount 5,

Shipping Summary

# Edit for All Lines

Ship To Location TX032-001
Address 405 E. 231d Street
Austin, TX 78712 v
« @@ ] >
®100% -
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Step Action
41. To move down the page,

Click the Vertical Scroll bar.

42.

The Pre-Check of Budget is Provisionally Valid.

43.

You will need to Save and submit in order to route the requisition to the designated
Approvers.

Click the Save & submit button.
I_D.ﬂ Save & submit |

44.

The Workflow of approvals routes the requisition to the Approvers that have been
setup in the system.

The requisition is now in Pending status awaiting approval from Approver 1.

45.

Once Approver 1 approves the requisition, the status will change from Pending to
Approved. It will then route to Approver 2 with a status of Pending until it is
approved by Approver 2.

The approver is notified via email when they have a Pending status.

46.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Creating an ePro Requisition for ProCard
Section 2 - Lesson 1 Exercises - Scenario 8: Creating an ePro Requisition for ProCard

Procedure

In this lesson, you will learn how to create a requisition for ProCard charges.

The following scenario will be used:

1) You need to create a requisition for ProCard for charges submitted by employee, P. Salt.
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Favorites . Main Menu .
Home Worklist Add to Favorites. Sign out

ORACLE

Personalize Content | Layout (2) Help

#100% ~

Step Action
1. Click the Main Menu button.
2. Click the eProcurement menu.
[ 73 eProcurement v
3. Click the Requisition menu.
[ (1 Requisition |
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Favorites ~ Main Menu~ > eProcurement ~ > Requisition
Home Workdist Add to Favorites. Sign out
ORACLE’
& New Window (Z) Help  [&’ Personalize Page [ http
Create Requisition (7
Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | & Checkout
Reguest Options - Search Search Advanced Sea
ﬂﬁﬁgxmﬁ’gﬂﬁ:;éﬁﬁg & Catalog E Express Item Entry [ special Requests
begin creating your requisition. Browse Catalogs Create an Express Requisition Create a non-catalog request
ALLITEMS
IZ v Favorites Templates Recently Ordered
Browse Favorite ltems and Browse Company and Personal View recently ordered items and
Services Templates services
Hanging Folder These 2 items & atys ELECTRICITY UTILITY BILL
Blanket Req ltem
JULY PCARD T. WILSON
JULY PCARD T. WILSON
JULY PCARD A SMITH
More.
< >
#100% ~
.
Step Action
4. Click the Special Requests link.
[Special Reguestd
5. It is important to ensure that ProCard or PCard is in the description of the
requisition.
This is how PCards are easily identified.
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Favorites~ | MainMenu~ > eProcurement ~ > Requisition
Home | Workist | AddtoFavortes | Sign out
ORACLE’
& New Window (Z) Help [&’ Personalize Page [ http. ~
Create Requisition (7
Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | [ 0 Lines et
Reguest Options - Search Search Advanced €
All Request Options. Special Requests %
Catalog Enter information about the non-catalog item you would like to order
ALL ITEMS
Item Details
Express Item Entry *item Description |
. *Price *Currency |USD @
Special Requests
~Quantity *Unit of Measure @
Favorites “NIGP Class @ NGPItem| @ Due Date &
Templates suplier
Recently Ordered Supplier ID Y
Supplier Name @, Suggest New Supplier
Supplier tem ID
Manufacturer
Mg ID @
Manufacturer
Mfg item ID
Additional Information >
[ | BN
< P
#100% -
Step Action

Enter the desired information into the Item Description field. Enter "AUGUST
PROCARD P. SALT".

*Item Description || |

Enter the desired information into the Price field. Enter "210.00".

*Price I |

Enter the desired information into the Quantity field. Enter "1".

*Quantity | |

Enter the desired information into the Unit of Measure field. Enter "EA".

*Unit of Measure I:I

10.

Click the EA object.

11.

Enter the desired information into the NIGP Class field. Enter "015".
*NIGP Class | |

12.

Click the Choose a date (Alt+5) button.

13.

Click the 3 link.

IEl
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Step Action
14. Enter the desired information into the Supplier Name field. Enter "HOME".

Supplier Name | |

15. Click the Supplier Lookup button.
Bl
SnpplierID‘l:l
Short Supplier Name ‘l:|
cou:::‘l:h
posutcose” |
“ok | e |
#100% v
Step Action
16. Enter the desired information into the Name field. Enter "HOME".
Name | |
17. Click the Find button.
Find
18. Click the 1010859205 link.

010859204
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Favorites~ | MainMenu~ > eProcurement ~ > Requisition
Home | Workist | AddtoFavortes | Sign out
ORACLE’
& New Window (Z) Help [&’ Personalize Page [ http. ~
Create Requisition (7
Welcome PO ePro Requester 1 User Home ¥ My Preferences Requisition Settings | [ 0 Lines et
Reguest Options - Search Search Advanced €
All Request Options. Special Requests (%
Catalog Enter information about the nen-catalog item you would like to order.
ALL ITEMS
Item Details
Express Item Entry *Item Description AUGUST PROCARD P. SALT
*Price 210.00 Currency |USD @
Special Requests
“Quantity 1 *Unit of Measure | EA @,
Favorites NIGP Class 016 @ NIGPItem @, Due Date [08/03/2015 |[3]
Templates suplier
Recently Ordered Supplier ID 1010859205 @,
Supplier Name |[HOME BEAUTIFUL DEC{] Suggest New Supplier
Supplier tem ID
Manufacturer
Mg ID @
Manufacturer
Mfg item ID
Additional Information >
[ | BN
< P
#100% ~
Step Action

19.

Click the Vertical Scroll bar.

20.

Click the Add to Cart button.

Add to Cart

21.

Enter the desired information into the Item Description field. Enter "AUGUST
PROCARD P. SALT".

*ltem Description | |

22.

Enter the desired information into the Price field. Enter "150.00".

*Price | |

23.

Enter the desired information into the Quantity field. Enter "1".

*Quantity | |

24.

Click the EA object.
EA

25.

Enter the desired information into the NIGP Class field. Enter "015".
*NIGP Class | |

26.

Click the Choose a date (Alt+5) button.

27.

Click the 3 link.

1
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Step Action

28. Click the Supplier Lookup button.

El

Supplier Search

Name |

Alternate Supp Name |

City|

comry fa,
posmicoe |

T o e |

®100% v

Step Action
29. Enter the desired information into the Name field. Enter "TECH".
Name| |
30. Click the Find button.
Find
31. Click the 1010771554 link.
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Favorites~ | MainMenu~ > eProcurement ~ » Requisition
Home | Workiist | AddioFavortes | Sign out
ORACLE’
& New Window (Z) Help  [&’ Personalize Page jhnpA
Create Requisition (7
Welcome PO ePro Requester 1 User Home 7 My Preferences 38§ Requisition Settings | J 1 Line Checkout
Reguest Options - Search Search Advanced €
All Request Options. Special Requests 3
Catalog Enter information about the non-catalog item you would like to order
ALL ITEMS
Item Details
Express Item Entry *Item Description AUGUST PROCARD P. SALT
- *Price 150.00 Currency |USD @
Special Requests
“Quantity 1 *Unit of Measure | EA @,
Favorites MIGP Class 015 S —— Due Date 080872015 |
Templates Supplier
Recently Ordered Supplier I [1010771554 a,
Supplier Name [ALLIANCE TECHNOLOGH Suggest New Supplisr
Supplier ltem ID
Manufacturer
Mg ID @
Manufacturer
Mig ltem 1D
Additional Information v
[ | BN
< >
#100% ~
.
Step Action
. .
32. Click the Vertical Scroll bar.
33. Click the Add to Cart button.
Add to Cart
34. CAPPS identifies duplicative requisition line descriptions to alert the user to

consolidate like items as needed.
In this instance, the duplicated line is desired.

Click the OK button.

35.

Click the Checkout button.
Checkout
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition

Home Workdist Add to Favorites. Sign out

ORACLE’
0 New Window (Z) Help [&’ Personalize Page [ hitp ~
Checkout - Review and Submit

Review the item information and submit the req for approval )
Requisition Settings
Requisition Summary

Business Unit [03200 @, Texas Baseline Agency 032 Requisition Name |
*Requester [TESTPOERQR1 @, PO ePro Requester 1 User Priority
“Currency [USD | *Origin [331 @, Accounting Date |08/03/2015 |5
Special/Priority Purchase Types: NIA
Cart Summary: Total Amount 360.00 USD
Expand lines to review shipping and accounting details #

Requisition Lines. (7

Line Description Item ID Supplier Quantity uom Price
o1 o AUGUST PROCARD P. HOME BEAUTIFUL 1.0000 EACH 210.0000
' osat DECOR
TxSmartBu
[]2 g AUGUST PROCARD P ALLIANCE 1.0000]  EACH 150.0000
osaT TECHNOLOGY
TxSmartBu
[] Select Al / Deselect All select lines to: [4 Add to Favorites 138 Add to Template(s) 1 Delete Selected EMass ¢

Total Amount

Shipping Summary

& Edit for Al |inas
<

#100% -

Step

Action

36.

Enter the desired information into the Requisition Name field. Enter "AUGUST
PROCARD P. SALT".

Requisition Name Il |

37.

Click the Show Ship To and Accounting button.

]

38.

Click the Expand section button.

]

39.

Click the Vertical Scroll bar.

40.

Click the Chartfields2 link.

Chartfields2

41.

The appropriate Chartfield string must be entered for every line that exists on a
requisition.

42.

Enter the desired information into the Account field. Enter "7330".

43.

Enter the desired information into the Fund field. Enter "0010".

44.

Enter the desired information into the Dept field. Enter "3000".

45.

Enter the desired information into the Program field. Enter "20".

46.

Enter the desired information into the Appn/PCA field. Enter "09004".
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Step Action
47. Click the Horizontal Scroll bar.
48. Enter the desired information into the Appropriation Year ficld. Enter "1301".
49. Click the Chartfields3 link.
50. Enter the desired information into the Agy Chartfield 1 field. Enter "B1".
51. Click the Horizontal Scroll bar.
>
52. Click the Show Ship To and Accounting button.
53. Click the Vertical Scroll bar.
54. Click the Expand section button.
2]
55. Click the Chartfields2 link.
56. The appropriate Chartfield string must be entered for every line that exists on a
requisition.
57. Enter the desired information into the Account field. Enter "7330".
58. Enter the desired information into the Fund field. Enter "0010".
59. Enter the desired information into the Dept field. Enter "3000".
60. Enter the desired information into the Program field. Enter "20".
61. Enter the desired information into the Appn/PCA field. Enter "09004".
62. Click the Horizontal Scroll bar.
63. Enter the desired information into the Appropriation Year field. Enter "201301".
64. Click the Chartfields3 link.
65. Enter the desired information into the Agy Chartfield 1 field. Enter "B1".
66. Click the Horizontal Scroll bar.
67. Click the Vertical Scroll bar.
68. Click the Horizontal Scroll bar.
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Step Action
69. The Check Budget button is used only after the requisition has been Approved.

This action pre-encumbers funds.

70. Pre-Check Budget checks the budget for available funds.
It does not pre-encumber.
Click the Pre-Check Budget link.
Pre-Check Budge]

71. Click the Vertical Scroll bar.

72. After Pre-Budget Checking, the Budget Checking Status indicates Provisionally
Valid.
This will remain the status until the Budget is Checked after the Approvals.

73. You will need to Save and submit in order to route the requisition to the designated
Approvers.
Click the Save & submit button.
I_I__"2 Save & submit I

74. The requisition has been routed to the Approver(s) via workflow.
The requisition is now in Pending status awaiting approval from Approver 1.

75. Once Approver 1 approves the requisition the status will change from Pending to
Approved.
It will then route to Approver 2 with a status of Pending until it is approved by
Approver 2.

76. Congratulations! You have successfully completed this lesson.

End of Procedure.

Managing Requisitions
Section 2 - Lesson 2 - Managing Requisitions

Copying an ePro Requisition
Section 2 - Lesson 2 Exercises - Scenario 1: Copying an ePro Requisition

Procedure

In this lesson, you will learn how to copy an existing requisition.

The following scenario will be used:
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1) You will copy Requisition "0000000071" make quantity changes and process.

Favorites . Main Menu
Home Worklist Add to Favorites Sign out
ORACLE’

Personalize Content | Layout (Z) Help

£ 100% -

Step Action

1. Click the Main Menu button.
2. Click the eProcurement menu.

[ =5 eProcurement v
3. Click the Manage Requisitions menu.

[ (] Manage Requisitions |
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Favorites ~ Main Menu~ > ~ » Manage R

Home Workdist Add to Favorites. Sign out

ORACLE’
New Window | Help | Personalize Page | i ~

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit [13200 x|@, Requisition Name
Requisition ID @, Request State | All but Complete v Budget Status
Date From 07/01/2015 [F Date To |08/04/2015 ] Origin @,
Requester TESTPOERQRT |, Entered By @, POID
Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for @ requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a seleclion from the Action dropdown list and click Go

Req ID Requisition Name BU Date Request State Budget Total
0000000096 PAPER 1117 2 03200 08/042015 Pending Prov Valid 11798 USD Go
0000000085 VS U 03200 08032015 Open Prov Valid 210.00 usp [<SelectAdion- —~[ go
0000000084 jms copy 03200 08032015 Open Net Chkd 50.00 USD Go
0000000093  TEST REQ 03200 08/032015 Open Prov Valid 150.00 USD Go
0000000082  AUGUST PROCARD P 03200 08032015 Pending Prov Valid 38000 USD Go
SALT
0000000091  AUG PROCARDT WILSON 03200  08/03/2015 Canceled Valid .00 USD Go
0000000088 Blanket Req 03200 07292015 PO(s)Dispatched  Valid 500000 USD Go
0000000037 WASTEBASKETS 03200 0772922015 Pending Prov Valid 399.50 USD Go
0000000085  WASTEBASKETS 03200 077282015 Pending Not Chicd 299.50 USD 6o,
& [ommsannne e —— I — R nrnon oo [<Salact Acfions )rzn
®100% ~
Step Action

Click in the Requisition ID field.
Requisition ID| |

Enter the desired information into the Requisition ID field. Enter "0000000071".
Requisition ID| |

Click the 0000000071 option.

Click the Search button.
| Search |

Click the Select Action list.
[ <Select Action> v| Go

Click the Copy list item.
Copy

10.

Click the Go button.

11.

You will need to name the copied Requisition.
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Favorites~ | MainMenu~ > eProcurement ~ > Manage Requisitions > Requisition

Home Workdist Add to Favorites. Sign out

ORACLE’
& New Window (Z) Help [&’ Personalize Page [ http. ~
Checkout - Review and Submit
Review the item information and submit the req for approval.

Requisition Seftings
Requisition Summary

Business Unit @

“Requester |TESTPOERQR1

“Currency

Texas Baseline Agency 032 Requisition Name

oty

@, PO ePro Requester 1 User
Origin 331 |@, Accounting Date |08/04/2015 ||
SpeciallPriority Purchase Types:  N/A
Cart Summary: Total Amount 294.95 USD
Expand lines to review shipping and accounting details B

Requisition Lines (7

Line Description Item ID Supplier Quantity uom Price

[]1 g 11x17, white paper, 20ib, 500 5.0000 Case 58.9900
TxSmartBu

[] Select All/ Deselect All Select lines to: [ Add to Favorites 123 Add to Template(s) I Delete Selected 1 Mass ¢

Total Amount

Shipping Summary
# Edit for All Lines

Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712 >
Abtnnsion To DA ~Brn Darinrine 4 tinnr
< P
#100% -

Step

Action

12.

Enter the desired information into the Requisition Name field. Enter "PAPER
11X17 3".

Requisition Name I I

13.

If a different quantity is needed, change the amount on the line of the requisition.

Click in the Quantity field.

1117, white paper, 20Ib, 500 5.0000

14.

Enter the desired information into the Quantity field. Enter "2".

11x17, white paper, 20ib, 500

15.

Click the Show Ship To and Accounting button.

2]

16.

The Due Date needs to be changed to a current or future date. If this step is
skipped, you will receive an error message.

Click the Choose a date (Alt+5) button.

17.

Click the August list item.
August

18.

Click the 10 link.
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Step Action
19. Click the Expand section button.

]

20. Click the Vertical Scroll bar.

21. Remember: This requisition was copied from another, so it is important that the
ChartField string is checked to ensure that the proper budget is being used.

22. Click the Chartfields2 tab.

23. Click the Vertical Scroll bar.

24, Click the Pre-Check Budget link.
Fre-Check Budge]

25. Click the OK button.
ok

26. Click the Vertical Scroll bar.

27. Click the Save & submit button.
I_D.ﬂ Save & submit |

28. The Workflow of approvals routes the requisition to the Approvers that have been
setup in the system.
The requisition is now in "Pending" status awaiting approval from Approver 1.

29. Once Approver 1 approves the requisition, the status will change from "Pending" to
"Approved". It will then route to Approver 2 with a status of "Pending" until it is
approved by Approver 2.
The approver is notified via email when they have a "Pending" status.

30. Congratulations! You have successfully completed this lesson.

End of Procedure.

Creating and Using a Requisition Favorite
Section 2 - Lesson 2 Exercises - Scenario 2: Creating and Using a Requisition Favorite

Procedure

In this lesson, you will learn how to Add an item to Favorites and use Favorites to start a new

requisition.

The following scenario will be used:

1) Create a requisition for "Cubicle Name Plates"; Price: 5.99; Quantity: 25; Unit of Measure:

Each
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2) Add this item to Favorites and complete requisition.
3) Using Favorites, select this item to start a new requisition.
Favorites . Main Menu .
STy Home Worklist Add to Favorites. Sign out
Personalize Content | Layout (%) Help
Step Action
1. Click the Main Menu button.
2. Click the eProcurement menu.
[ 73 eProcurement v
3. Click the Requisition menu.
[ & Requisition |
4, As you can see Favorites is on the Create Requisition page. Most users use
Favorites for those frequently ordered items. It serves as a shortcut when creating a
requisition.
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Favorites ~ ‘ Main Menu~ > eProcurement ~ » Requisition
Home | Workist | AddtoFavortes | Sign out
ORACLE’
& New Window (Z) Help [&’ Personalize Page [ http
Create Req n (7

Welcome PO ePro Requester 1 User

Home 7 My Preferences Requisition Seftings | B

Reguest Options - Search Search Advanced Sea

Checkout

Enter search criteria or select

from the menu on the right o & Catalog mi Express ltem Entry T Special Requests
begin creating your requisition. Browse Catalogs Create an Express Requisition Create a non-catalog request
ALL ITEMS
I:P." Favorites Templates Recently Ordered
Browse Favorite ltems and Browse Company and Personal View recently ordered items and
Services Templates services
Hanging Folder These 2 items & qtys AUGUST PROCARD T. WILSON

AUGUST PROCARD T. WILSON
Pens, Bic Round Stic Ballpon..

8 /211 white paper, 200,
Folders, Color Hanging Pocke...
More.

Step Action

5. Click the Special Requests link.
[Special Reguestd

Favorites ~ ‘ Main Menu~ > eProcurement ~ » Requisition

Home Worklist Add to Favorites. Sign out

ORACLE

EINew Window (2 Help &’ Personalize Page 3 htp ~

Welcome PO ePro Requester 1 User

Home 7 My Preferences Requisition Settings | ¥ 0 Lines Checkout

Request Options - Search Search Advanced €

All Request Options. Special Requests (=

Catalog Enter information about the non-catalog item you would like to order
ALL ITEMS
Item Details
Express Iltem Entry *item Description |
. *Price *Currency |USD @,
Special Requests
~Quantity “Unit of Measure @
Favorites NIGP Class @ NGPiem| | Due Date [
Templates supplier
Recently Ordered Supplier ID =N
Supplier Name @, Suggest New Supplier
Supplier tem ID
Manufacturer
Mfg ID @,
Manufacturer
Mfg item ID
Additional Information )
[ [
<
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Step Action
6. Enter the desired information into the Item Description field. Enter "CUBICLE
NAME PLATES".
*Item Description || |
7. Enter the desired information into the Price field. Enter "5.99".
*Price I |
8. Enter the desired information into the Quantity field. Enter "25".
*Quantity | |
9. Enter the desired information into the Unit of Measure field. Enter "EA".
*Unit of Measure [::::::::]
10. Click the EA object.
EA
11. Enter the desired information into the NIGP Class field. Enter "620".
*NIGP Class | |
12. Enter the desired information into the Due Date field. Enter "08142015".
DueDate [ ]
13. Click the Vertical Scroll bar.
14. Click the Add to Cart button.
15. Click the Checkout button.

[  Checkout |
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Favorites ~ Main Menu~ > eProcurement ~ » Requisition

ORACLE

Checkout - Review and Submit

Review the item information and submit the req for approval.

Requisition Summary

Business Unit [

“Requester |TESTPOERQR1

“Currency +Origin (331 |@,

Texas Baseline Agency 032

@, PO ePro Requester 1 User

Home

Workdist Add to Favorites. Sign out

& New Window (Z) Help [&’ Personalize Page [ http. ~

Requisition Name |

Requisition Settings

Accounting Date |08/11/2015 |5

Special/Priority Purchase Types: NIA
Cart Summary: Total Amount 149.75 USD
Expand lines to review shipping and accounting details q‘?
Requisition Lines (7
Line Description Item ID Supplier Quantity uom Price
[11 §® CUBICLE NAME PLATES 25.0000]  EACH 5.9900
TxSmartBu
[] Select Al / Deselect All Select lines to: [k Add to Favorites 18 Add to Template(s) T Delete Selected $EkMass ¢
Total Amount
Shipping Summary
# Edit for All Lines
Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712 v
Attnntinn To B aDen Danactar 4 Fioor
< P
#100% ~
Step Action

16.

Enter the desired information into the Requisition Name field. Enter "CUBICLE
NAME PLATES".

Requisition Name

17.

Click the 1 option.

(O

18.

Click the Add to Favorites link.

Add to Favorited
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Confirmation

The following item(s) will be added to your favorites:
CUBICLE NAME PLATES

[ Do not show this message again

ok ][ Canea ]

#100% ~

Step Action
19. Click the OK button.

(]

ORACLE’

Checkout - Review and Submit

Review the item information and submit the req for approval.

8§ Requisition Settings
Requisition Summary
Business Unit [03200 @, Texas Baseline Agency 032 isition Name | CUBICLE NAME PLATES
‘Requester [TESTPOERORT & PO ePro Requester 1 User Priofity
“Currency [USD *Origl @, Accounting Date 081172015 |5
SpecialPriority Purchase Types:  NIA
Cart Summary: Total Amount 149.75 USD
Expand lines to review shipping and accounting details ar
| Requisition Lines (7)
Line  Descripticn tem ID ‘Supplier Quantity uom ice
} M1 g* CUBICLE NAME PLATES 25.0000]  EACH 5.9900
[l TxsmartBu
[ Select All 7 Deselect All Select lines to: [ Bdd o Favoritss Add to Template(s) T Delete Selected 18,Mass (
Total Amount
Shipping Summary
# Editfor Al Lines
Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712 )
Attontion To DA wDen Darmioctor 1 1icar
« @ | >
javascri itAction_wi jind,'WEBLIB_PV_PV_SAVE_FAVS1675); 5100% -
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Step Action
20. Click the Show Ship To and Accounting button.
]
21. Click the Expand section button.
]
22. Click the Vertical Scroll bar.

23. Click the Chartfields2 link.
24. Enter the desired information into the Account field. Enter "7300".
25. Enter the desired information into the Fund field. Enter "0010".
26. Click the 0010 option.
0010
27. Enter the desired information into the Dept field. Enter "3000".
28. Click the 3000 option.
3000
29. Enter the desired information into the Program field. Enter "20".
30. Click the 20 option.
i
31. Click the Horizontal Scroll bar.
32. Enter the desired information into the Appn/PCA field. Enter "09004".
33. Click the 09004 option.
DO004
34, Enter the desired information into the Appropriation Year field. Enter "01".
35. Click the 201301 option.
Ro1304
36. Click the Chartfields3 option.
37. Enter the desired information into the Agy Chartfield 1 field. Enter "B1".
38. Click the B1 option.
E1
39. Click the Horizontal Scroll bar.
40. Click the Pre-Check Budget link.

FreCheck Biidgei]
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Step

Action

41.

Click the OK button.

o™

42.

Click the Vertical Scroll bar.

43.

Click the Save & submit button.
[‘a Save & submit |

44,

You will begin a new requisition and use Favorites.

Favorites~ | Main Menu~ > eProcurement = > Manage Requisiions > Requisiion
Home | Worklist | AddtoFavorites | Sign out
ORACLE’
@I NewWindow () Help [/ Personalize Page 1
Saved |
Confirmation
Your requisition has been submitted.
Requested For PO ePro Requester 1 User Number of Lines 1
Requisition Name CUBICLE NAME PLATES Total Amount  149.75 USD
Requisition ID 0000000102
Business Unit 03200
Status Pending
Priority Medium
Budget Status Provisionally Valid
=
& \iew printable version LA Requisition 2 Check Budget " Pre-Check Budget
Req Approval
CUBICLE NAME PLATES:Pending [#]start New Path
Regular Approval
Pending Not Routed
O PO ePro Req Approver 1 User | _[3) &8 PO ePro Req Approver 2 User ]
Req Approval Budget Req Approval Mgr
B Create New Requistion @ Manage Requisitions
F100% ~
Step Action

45.

Click the Create New Requisition link.

[Create New Requisition]
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Request Options -

Enter search criteria or select
from the menu on the right to
begin creating your requisition.

Home

0 New Window  (2) Help

Favorites - | Main Menu~ > ~ > Manage Requisiti > R
ORACLE’

Create Requisition (2

Welcome PO ePro Requester 1 User Home.

¥ My Preferences Requisition Settings

search

Catalog
Browse Catalogs
ALLITEMS

Favorites
Browse Favorite ltems and
Services

Hanging Folder

CUBICLE NAME PLATES

= Express Item Entry
Create an Express Requisition

Templates
Browse Company and Personal
Templates
These 2 items & gtys

Special Requests

Recently Ordered

‘Worklist Add to Favorites Sign out

[ Personalize Page [ http

Checkout

| B Dlineg

Search Advanced Sear|

Create a non-catalog request

View recently ordered items and
services
AUGUST PROCARD T. WILSON
AUGUST PROCARD T. WILSON
Pens, Bic Round Stic Ballpon...
8 1/2x11 white paper, 20ib,
Folders, Color Hanging Pocke...

Step Action
46. Click the CUBICLE NAME PLATES link.
[CUBICLE NAME PLATEY
Favorites - | Main Menu~ > Pl - > Manage Req > Reqy , -

ORACLE"

Create Requisition (2

Welcome PO ePro Requester 1 User

Request Options -

All Request Options

Catalog
ALLITEMS

Express Item Entry
Special Requests
Favorites
Templates

Recently Ordered

Home

0 New Window (2)Help [ Personalize Page [ http.
)

A My Preferences Requisition Settings

Favorites (7
O Ungrouped ltems
Favorites
O g  Hanging Folder
Item ID
Supplier tem ID
Mifg Item ID
Price 12.99 USD
UOM BOX
Quantity " Add
[J §*  CUBICLE NAME PLATES

Item ID

Supplier item ID

Mfg ltem ID

Price 599 UsD
UOM EACH

Quantity | Add

|

Checkout

| B Dlines

Search Advanced S

Manage Faverites Groups

Supplier TECH DEPOT AN
EPOT COMPAN"
‘Supplier ID 1061526627
Manufacturer
Manufacturer ID

Lead Time Days

Supplier
Supplier ID
Manufacturer
Manufacturer ID
Lead Time Days
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Step Action
47. Click the select check box.
[
48. Enter the desired information into the Quantity field. Enter "20".
Quantity [ |
49. Click the Add button.
i Add
50. Click the Vertical Scroll bar.
51. Click the Checkout button.
[  Checkout |
52. The item from your Favorites was added to the requisition. You can continue with
edits as applicable and process the requisition.
53. If additional items are needed, you can click the plus sign in order to add additional
lines to the requisition.
54. Congratulations! You have successfully completed this lesson.

End of Procedure.

Changing Requisitions and Tracking Change History

Section 2 - Lesson 2 Exercises - Scenario 3: Creating and Using a Requisition Favorite

Procedure

In this lesson, you will learn how to change a line on a requisition and review the Tracking
Change History.

The following scenario will be used:

1) The buyer has requested that you change the requisition due to the increase in price for an
item. You will increase the quantity to 30 and add comments for the change.

2) You will review the Tracking History for this requisition.
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Favorites . Main Menu .
Home Worklist Add to Favorites Sign out
ORACLE All | search » | Advanced Search
Personalize Content | Layout
#100% ~
Step Action
1. Click the Main Menu button.

2. Click the eProcurement menu.
[ 73 eProcurement v

3. Click the Manage Requisitions menu.
[ ] Manage Requisitions |

4, You want to search for requisition #0000000087 without any other parameters in the
search criteria.
Click the Clear button.
| Clear |

5. Enter the desired information into the Requisition ID field. Enter "0000000087".
Requisition ID| |

6. Click the Search button.

| Search |
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Step

Action

7.

Expanding the triangle icon will open up the Lifespan for easy review of the lines on
the requisition.

Click the Expand Section button.

]

To move down the page,
Click the Vertical Scroll bar.

Notice on the Lifespan that the Requisition and Approvals icons are highlighted.
This tells you where the requisition status is in the process.

10.

The details of the requisition are listed on the Lifespan as well.

11.

The change is requested for the price of the Wastebaskets from 20.00 to 30.00.

In order to make this change, the requisition must be edited.

12.

The total amount of the requisition will change once the price of the item is
increased.

13.

Click the Action List list.
|~:Selec1 Action= v| Go

Favorites - Main Menu~ > eProcurement ~ > Manage Requisitions
Home Worlkdist Add to Favorites. Sign out

ORACLE’ Al ~| Searcn > | Advanced Search

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit @, Requisition Name
Requisition 1D 0000000087 @, Request State v Budget Status
Date From [ Date To [ Origin @,
Requester @, Entered By @, POID
Search Clear Show Advanced Search

Requisitions (2

To view the Iifespan and line items for @ requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a seleclion from the Action dropdown list and click Go

ReqID Requisition Name BU Date Request State Budget Total
0000000087 WASTEBASKETS 03200 07/20/2015 Pending Prov Valid 100000 usD [EEEEEE Go
pprovals
Requester PO eProRequester 1User  Entered By PO ePro Requester 1 User Priority Medium Cancel
Check Budget
_ Edit
= /7 PreCheck Budget
%/ [y e View Cycle
Requistion Approvals Inventory Purchase ;:;sg; Receiving Retums | View Print
Request Lifespan:
Line Information Personalize | Find | [ First 4 10712 Last
Line Description Status Price Quantity UOM  Supplier
TECH DEPOT
1 2 Wastebaskets (blk), Rubberma...  Pending Approval 20.00000 USD 50.0000 EA nggf‘c‘g %
COMPANY
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
v
< >
#100% ~

Page 114




CAPPS Financials

©

EUT Course

Centralizad Accounting and PayrollPersonne System

Step Action

14. Click the Edit list item.

Edit

Favorites ~ Main Menu~ > ~ » Manage R
Home Worklist Add to Favorites Sign out
ORACLE Al | Search % | Advanced Search
Search Requisitions (A
To locate requisitions, edit the criteria below and click the Search button
Business Unit @, Requisition Name
Requisition D [00000000&7 @, Request State v Budget Status
Date From 5 Date To ] Origin @
Requester @, Entered By @, POID
Search Clear Show Advanced Search
Requisitions (7
To view the Iifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req 1D Requisition Name BU Date Request State Budget Total
0000000087 WASTEBASKETS 03200 07/20/2015 Pending Prov Valid 1,000.00 USD Go
Requester PO ePro Requester 1 User Entered By PO ePro Requester 1 User Priority Medium
= = i
= v ¥
Requisition Approvals Inventory Furchase é;‘:l':é‘; Receiving Retums Invoice: Payment
Request Lifespan:
Line Information personalize | Find | [ First 4/ 10712 Last
Line Description Status Price Quantity UOM  Supplier
TECH DEPOT
1 :1? Wastebaskets (blk), Rubberma... Pending Approval 20.00000 USD 50.0000 EA SgPDOFTF\CE x
COMPANY
Create New Requisition Review Change Request Review Change Tracking IManage Receipts Requisition Report
v
< >
®100%
Step Action

15. Click the Go button.

16. Click the button.

17.

Wastebaskets (blk),

Click the Wastebaskets (blk), Rubbermaid link.

18.

*price | 20.0000]

Enter the desired information into the Price field. Enter "30.00".

19. To move down the page,

Click the Vertical Scroll bar.

20. Click the Apply button.

21. Click the Horizontal Scroll bar.

Page 115




© CAPPS Financials

Centralized Accounting and Payroll/Personnel System
EUT Course

Step Action

22. You will add a comment for the reason for the price change on Line 1.

Click the Add Comments and Attachments button.

]

23. Enter the desired information into the 1 field. Enter "The buyer requested that the
price for this item be changed due to the supplier increasing the price.".
1

24, Click the OK button.
oK

25. Click the Horizontal Scroll bar.
26. Click the Vertical Scroll bar.
27. Click the Pre-Check Budget link.

Fre-Check Budge]
28. To move down the page,

Click the Vertical Scroll bar.
29. Notice that the Budget Checking Status is Provisionally Valid
30. In order to Save and Route the requisition to Approvers,

Click the Save & submit button.
[‘a Save & submit |

31. The new requisition amount is $1500.00.

32. Since the requisition was increased in price then the approval process is required.

The requisition is in "Pending" status awaiting approval from Approver 1.

33. If this request was to reduce the price of the item after the requisition had already
been approved, then the approval process would not need to take place.

Page 116




CAPPS Financials

EUT Course

Centralized Accounting and PayrolljPersonnel System

Favorites ~ Main Menu~ >

~ > Manage R

ORACLE’ Al ~| search

Confirmation
‘Your requisition has been submitted.

Requested For PO ePro Requester 1 User
Requisition Name WASTEBASKETS
Requisition ID 0000000087
Business Unit 03200
Status Pending
Priority Medium
Budget Status Provisionally Valid

Track Batch 1

B view printable version & it This Reguisition

Req Approval
WASTEBASKETS:Pending

Regular Approval

Pending Not Routed
FO ePro Req Approver 1 User
Req Approval Budget B

Comment History

View/Hide Comments
|Start New Path

PO ePio Req Approver 2 User | _[]
Req Approval Mgr

Home Workdist Add to Favorites Sign out

% | Advanced Search

& New Window [ Personalize Page [ http ~

Number of Lines 1

Total Amount  1,500.00 USD

=]
= Check Budget “= Pre-Check Budget

v
< >
#100% -
Step Action
. .
34, Click the Vertical Scroll bar.
Favorites~ | MainMenu~ > ~ » Manage R > R
Home Workdist Add to Favorites. Sign out
ORACLE Al ~| search 3 | Advanced Search
‘Your requisition has been submitted.
~
Requested For PO ePro Requester 1 User Number of Lines 1
Requisition Name WASTEBASKETS Total Amount 810.00 USD
Requisition ID 0000000087
Business Unit 03200
Status Pending
Priority Medium
Budget Status Provisionally Valid
Track Batch 1
=]
S yiew printable version A Requisition 2 Check Budget % Pre-Check Budget
Req Approval
. . View/Hide Comments
WASTEBASKETS:Pending e o
Regular Approval
Pending Not Routed
PO ePro Req Approver 1 User PO ePro Req Approver 2 User
@ Req Approval Budget E" Req Approval Mgr E
Comment History
Create New Requisition Manage Requisitions
Approval History
v
< >
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Step Action
35. Now you will review the Track Change History for this requisition.
Click the Manage Requisitions link.
Manage Requisitiond
36. Click the Review Change Tracking link.
Review Change Tracking
37. You will need to use the Expand icon in order to review the Track Changes just for
Requisition ID "0000000087".
Click the Expand Section button.
]
38. Click the Vertical Scroll bar.
39. The Requisition Change Tracking History page provides you with an audit trail of

key transactional information, changes to the fields, the user who modified the
requisition, and the date and time of each requisition change request.

40. The Batch number indicates the number of times the requisition has been changed
and saved.

Zero (0) indicates the original creation of the entire requisition.

41. The Seq number represents the number of times the header, line or shipment
schedule line has been changed.

42, The Change Type field displays the category of the change. The options are:
* Change - The field value was changed.

* Deleted - The field value was deleted.

* Inserted - One or more blank fields were populated.

* Original - Displays the field value when the requisition was first created.

43. The Description field displays a description of the field that was changed.

The Value field displays the original field value and the new field value.

44, The Modified By field displays the User ID of the person who changed the
requisition.

The Last Changed field displays the date and time of the last change.

45. This requisition has had multiple changes to the quantity and price.

The latest change that you made for the increase in price for the item, shows Seq 9,
Requisition Price Value is 30.00.

46. Congratulations! You have successfully completed this lesson.
End of Procedure.
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Closing and Reopening Requisitions

Section 2 - Lesson 2 Exercises - Scenario 4: Closing and Reopening a Closed Requisition

Procedure

The Requester's Workbench allows requesters to perform various functions on requisitions
through batch processing.

In this lesson, you will learn how to close and reopen a requisition.
The following scenario will be used:

1) Close Requisition - 0000000036
2) Reopen Requisition - 0000000036

Favorites = Main Menu -
Home Worklist Add to Favorites Sign out

ORACLE Menu = | Search » | Advanced Search

Personalize Content | Layout (2) Help

/' Trusted sites | Protected Mode: Off v B100% ~

Step Action

1. Click the Main Menu button.

Main Menu -

2. Click the Scroll Down button.

-
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Step Action
3. Click the Purchasing link.
[3d Purchasing k
4. Click the Requisitions menu.
(1 Requisitions »
5. Click the Requester's Workbench link.
| |£] Requesters Workbench
Notice the Business Unit defaults based on your User Preferences.
7. Click Add a New Value.
| Add a Mew Value
8. Enter Workbench1 into the WorkBench ID field.
WorkBench ID:
9. Click the Add button.
Add
10.
Enter 0000000036 into the Requisition field.
This is the requisition you want to close.
Requisition
11. To move down the page,
Click the Vertical Scroll bar.
12. Click the Search button.
I Search |
13. Click the check box next to requisition 0000000036.
(o
14. Enter Close Requisition into the Description field.
*Description
15. Notice the Status is "Approved". After closing this will change to "Complete".
Click the Close button to indicate this requisition needs to be closed.
Close
16. If the requisition is in the Not Qualified section, you must review the Log to
determine what needs to happen to move it to the Qualified section.
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Step Action

17. Click the Yes button.

Yes

18. CAPPS is verifying that you want to close the requisition.

Click the Yes button.

19. Notice the Status changed from Approved to "Complete".

Now let's make sure the requisition is closed by navigating to the Requisition
Information page.

Requisitions ~

. . o sy . .
20. Click the Review Requisition Information link.
L1 Review Requisition Information
Favorites = | Main Menu= > P g ~ > R ~ > Reguesters &l
Home Worklist Add to Favorites Sign out
ORACLE Menu ~| & Reconcile Requisitions * Search [g Last Search Results
3 Reports 4
R — 'w Window | Help | Personalize Page | I
A
) 1 TXReqLoader Workben S ceounting Entries
Requester's Workbench B Adaupdate Requisitons Change History
Bl Approval Warkiow B Document stauus
Business Unit 31300 w A B EE JoumalEnties
*Description [close requisition A !
5] Approve CharfFields 5 Requsitons
Select Regs for Further Processing B Budget Check Workbench
List of Requisitions [ entyEvent Request 2 | Download First ‘4 1 of 1 (& Last
Requisition ID Doc Status  Status [l Loasreauisitions Hame Track Batch  Lines
B Manage Requisition Approvals
36 C i =
0000000036 B Complete B Purge Load Requests Jane Doe =
¥ Select All Clear All [El  Requesters Workbench
[l stage ForLoading
[l ™Requistion Loager
s
Action: TG Tnam B update Direct Shipments
Close Budget Cherk Budgst Pre-Cherk
Go To: Setfilter options View Processing Results
Save
=] Notity || Refiesh
Done / Trusted sites | Protected Mode: Off ‘v R10% -

Step Action

21. Click the Requisitions link.

| |_1 Requisitions
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Favorites - Main Menu~ > Purchasing = > Req

~ » Review Requisi ~ > Requi

ORACLE

Requisition Inquiry

Requisition Date

Business Unit 31300 [,

Menu = Search

Bl

% | Advanced Search

To

Requisition ID @, ToReq
Requisition Name @
Req Status Origin @,
Requester @, Card Number
Requester Hame @

Worklist
[2] Last Search Results

Home

Add to Favorites Sign out

New Window | Help | Personalize Page | T

Supplier SetiD [31300 Supplier Lookup

Supplier ID @, Supplier Details Supplier Name @

Item SetiD (31300 Item ID @,

Item Description [ pirect ship
Department @ Description
oK Cancel
Done / Trusted sites | Protected Mode: OFf 44 v ®100% -
Step Action

22. Click the Look up Requisition ID (Alt+5) button.

@

]

23. Click the Vertical Scroll bar.

24. Click the 0000000036 link.

0000000036

25. Click the OK button.

26. Notice that the Requisition Status is complete indicating it is now closed.
However, you made a mistake and closed the wrong requisition.

You will now reopen the requisition.

27. Click the Requisitions link.

Heguisitions ~

28. Click the Reconcile Requisitions menu.

[J  Reconcile Reguisitions

29. Click the Reopen Requisitions link.

| J Reopen Requisitions
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Step Action
30. If you have already run a process to reopen a requisition, you may search for it on

the Find an Existing Value tab.

In this lesson, click the Add a New Value tab to add a new process to reopen the
requisition.

Add a New Value

31.

A Run Control ID is an identifier that, when paired with your User ID, uniquely
identifies the process you are running.

The Run Control ID defines parameters that are used when a process is run.

This ensures that when a process runs in the background, the system does not
prompt you for additional values.

32.

Give the Run Control ID a meaningful name so you can find it easily in the future.

Enter Req_reopen into the Run Control ID field.

33.

Click the Add button.
Add

34.

To locate the requisition's business unit, click the Look up Business Unit
(Alt+5) icon.

i

-]

35.

Click the 31300 link.
31300 Dept of Information Resources

36.

Click the Look up Requisition ID (Alt+5) icon to find the requisition you want to
reopen.

i

-]

37.

Click the 0000000036 link.
0000000036

38.

Click the Run button to initiate the process to reopen the requisition.

Fun

39.

Use the Process Scheduler Request page to enter or update parameters, such as
Run Date and process output format.

The server will automatically be assigned by the system.

40.

Click the OK button.
0]i4
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Step Action
41. Notice Process Instance number 21163 is assigned. This number helps you track
the status of the process.
42. Click the Process Monitor link to view the status of your process request.
Frocess Monitor
43. Notice Instance 21163 is displayed at the top of the Process List.
The Run Status is "Queued" and Distribution Status is "N/A".
44. Click the Refresh button until the Run Status is "Success" and the Distribution
Status is "Posted".
Refresh
45. The process is complete. The Run Status is "Success" and the Distribution
Status is "Posted".
46. Congratulations! You have successfully completed this lesson.
End of Procedure.

Canceling and Un-Canceling Requisitions
Section 2 - Lesson 2 Exercises - Scenario 5: Canceling and Un-Canceling a Requisition

Procedure

In this lesson, you will learn how to Cancel a Requisition and Un-Cancel a requisition.
The following scenario will be used:

1) Cancel Requisition - 98 for Electrical Sockets

2) Later you find that you actually do need to place the order so you will Un-cancel the
requisition and process it.
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Favorites . Main Menu .

Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

#100% ~

Step Action

1. Click the Main Menu button.
2. Click the eProcurement menu.
[ 73 eProcurement v
3. Click the Manage Requisitions menu.
[ ] Manage Requisitions |
4, The Req ID "0000000098" happens to be the first listed under Requisitions so a

Search is not necessary.

Otherwise you would have either searched the list or used the search criteria at the
top of page.

5. Notice the Request State, Budget and Total of the Requisition. Once it is
cancelled the dollar amount will Total "0.00".
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Favorites~ = MainMenu~ > eProcurement ~ » Manage Requisitions
Home | Workist | AddtoFavortes | Sign out
ORACLE’
New Window | Help | Personalize Page | F5
A

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit [03200 x|@, Requisition Name
Requisition ID @, Request State | All but Complete v Budget Status
Date From 07/28/2015 [F Date To |08/04/2015 ] Origin @,
Requester TESTPOERQRT |4, Entered By @, POID
Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for @ requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a seleclion from the Action dropdown list and click Go

Req ID Requisition Name BU Date Request State Budget Total

0000000098  BLANKET ELECTRICAL 03200  08/04/2015 Pending Prov Valid 5,000.00 USD | <Select Action= V|| Go
SOCKETS

0000000097  PAPER 11X17 3 03200  08/042015 Pending Prov Valid 117.98 usD | 3Select Action= v Ge

0000000096  PAPER 11x17 2 03200 08/04/2015 Pending Prov Valid 117.98 UsD [ =Select Action= ~ Go

0000000095  JMS iu 03200  08/03/2015 Open Prov Valid 210,00 USD | <Select Action> v Go

0000000094  jms copy 03200  08/03/2015 Open Not Chicd 50.00 USD [ Select Action> v Go

0000000093  TEST REQ 03200  08/03/2015 Open Prov Valid 150.00 USD | <Select Action> v Go

0000000092  AUGUST PROCARD P 03200  08/03/2015 Pending Prov Valid 360,00 USD | <Select Action> v Go
SALT

0000000091 AUG PROCARD T.WILSON 03200  08/03/2015 Canceled Valid 0.00 USD | *Select Action= || Go

0000000088  Blanket Req 03200 077292015 PO(s) Dispatched Valid 5,000.00 USD [ <Select Action> Vi Gow

Step Action

6. Click the Action List list.
[ <Select Action> v| Go

7. Click the Cancel list item.

Cancel

8 Click the Go button.
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Favorites ~ Main Menu~ > ~ » Manage Requisil
ey Home Workdist Add to Favorites Sign out
New Window | Help | Personalize Page | i
Requisition Details for: PO ePro Requester 1 User
e e Requisition ID 0000000098 Total 5,000.00 USD
Line Item Description Status Price o mDDDOGtE EGDTDQ:‘:]\
Step Action
9. Click the Cancel Requisition button.
[ Cancel Requisition i

10. Notice that the Request State indicates 'Canceled’ and the Budget is "Valid". It
was previously "Provisionally Valid" (meaning a Pre-Budget Check was done.)
Total amount now indicates '0.00".

11. If an actual Budget Check had been done prior to the cancellation (Valid), it would
be necessary to Budget Check again after canceling to return the funds back to the
budget. (This step releases the pre-encumbrance.)

12. Now you will Un-Cancel the same requisition. In reality, you may realize after a
week that you actually need this requisition.

Uncanceling will put the requisition in an Open status with Budget Not Chkd.
13. When uncanceling, you will need to edit the requisition, Pre-Budget check, and Save

and Submit.

Pre-Budget checking is necessary because time has passed since the requisition was
canceled and it is quite possible that funds may not be available.

Page 127




I S CAPPS Financials

Centrallzed Accounting and Payroll/Personnel System
EUT Course

Favorites~ = MainMenu~ > eProcurement ~ » Manage Requisitions
Home | Workist | AddtoFavortes | Sign out
ORACLE’
New Window | Help | Personalize Page | i
A

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit [03200 @, Requisition Name
Requisition ID @, Request State | All but Complete v Budget Status
Date From 07/28/2015 [F Date To |08/04/2015 ] Origin @,
Requester TESTPOERQRT |4, Entered By @, POID
Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for @ requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a seleclion from the Action dropdown list and click Go

Req ID Requisition Name BU Date Request State Budget Total

0000000098  BLANKET ELECTRICAL 03200  08/0472015 Canceled Valid 0.00 USD | *Select Action= V|| Go
SOCKETS

0000000097  PAPER 11X17 3 03200  08/042015 Pending Prov Valid 117.98 usD | 3Select Action= v Ge

0000000096  PAPER 11x17 2 03200 08/04/2015 Pending Prov Valid 117.98 UsD [ =Select Action= ~ Go

0000000095  JMS iu 03200  08/03/2015 Open Prov Valid 210,00 USD | <Select Action> v Go

0000000094  jms copy 03200  08/03/2015 Open Not Chicd 50.00 USD [ Select Action> v Go

0000000093  TEST REQ 03200  08/03/2015 Open Prov Valid 150.00 USD | <Select Action> v Go

0000000092  AUGUST PROCARD P 03200  08/03/2015 Pending Prov Valid 360,00 USD | <Select Action> v Go
SALT

0000000091 AUG PROCARD T.WILSON 03200  08/03/2015 Canceled Valid 0.00 USD | *Select Action= || Go

0000000088  Blanket Req 03200 077292015 PO(s) Dispatched Valid 5,000.00 USD [ <Select Action> Vi Gow

< >
#100% ~

Step Action

14. Click the Action List list.
[ <Select Action> v| Go

15. Click the Undo-Cancel list item.

Undo-Cancel

16. Click the Go button.

Page 128




CAPPS Financials

Centralized Accaunting and PayrolljPessonned System

EUT Course

Favorites ~ ‘ Main Menu~ > ~ » Manage
Home Workdist Add to Favorites. Sign out
ORACLE
New Window | Help | Personalize Page | i
Requisition Details for: PO ePro Requester 1 User
Business Unit 03200 Date 08/04/2015
Requisition Name BLANKET ELECTRICAL SOCKETS Status Canceled
Requisition ID 00000000928 Total 0.00 USD
Line Details
Line Item Description Status Price Qty Total
1 ELECTRICAL SOCKETS - BLANKET Canceled 5000000 EACH 100.0000 500000

If you would like to Resubmit this Requisition first click the "Reopen Requisition” button and then select the
@  “Edit Requisition” from the Manage Requisitions page and click Go. Once you are at the Requisition Summary
page click the "Save and Submit’ button

Return to Manage Requisitions

#100% ~

Step Action

17. Click the Reopen Requisition button.

[ Reopen Requisition i
Favorites ~ ‘ Main Menu~ > ~ > Manage
Home Worklist Add to Favorites Sign out
ORACLE’

New Window | Help | Persenalize Page | T
~

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit 03200 x|, Requisition Name
Requisition ID @ Request State [All but Complete v Budget Status
Date From |07/28/2015 (i1 Date To |08/04/2015 ] Origin @,
Requester TESTPOERQRT @, Entered By @, POID
Search Clear Show Advanced Search

Requisitions (2

To view the Ifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget Total

0000000098  BLANKET ELECTRICAL 03200 08/04/2015 Open Not Chk'd 5,000.00 USD | <Select Action> v eo
SOCKETS

0000000097  PAPER 11X17 3 03200  08/042015 Pending Prov Valid 117.98 USD | <Select Action> v 6o

0000000096  PAPER 11x17 2 03200  03/042015 Pending Prov Valid 117.98 USD | <Select Action> v 6o

0000000095 JMS iu 03200  08/03/2015 Open Prov Valid 210,00 USD | <Select Action> v 6o

0000000094  jms copy 03200  08/03/2015 Open Not Chicd 50.00 USD | <Select Action> v 6o

0000000093  TEST REQ 03200  08/03/2015 Open Prov Valid 150.00 USD | <Select Action> v 6o

0000000092  AUGUST PROCARD P. 03200 08/032015 Pending Prov Valid 350.00 USD | <Select Action> V| Go
SALT

0000000091 AUG PROCARD T.WILSON 03200  08/03/2015 Canceled Valid 0.00 UsD | =Select Action> v eo

0000000082  Blanket Req 03200 07/29/2015 PO(s) Dispatched Valid 5,000.00 USD | =Select Action= v Gow

< >

®100% v
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Step

Action

18.

Click the Action List list.
[ =Select Action= v] Go

19.

Click the Edit list item.
Edit

20.

Click the Go button.

Favorites - Main Menu~ > eProcurement ~ > Manage Requisitons > Requisition
Home Worlkdist Add to Favorites Sign out
ORACLE
0 New Window (Z) Help [&’ Personalize Page [ http ~
Edit Requisition - Review and Submit

Review the item information and submit the req for approval )
Requisition Settings
Requisition Summary

Business Unit Texas Baseline Agency 032 Requisition Name [ELANKET ELECTRICAL SOCKETS _x
Requester PO ePro Requester 1 User Requisition ID 0000000098
Wedi ~
“Currency -origin (331 |3, Accounting Date [08/04/2015 |5 Priority

SpeciallPriority Purchase Types:  N/A
Cart Summary: Total Amount 5,000.00 USD
Expand lines to review shipping and accounting details B

Requisition Lines (7

Line Description Item ID Supplier Quantity uom Price
[]1 s ELECTRICAL SOCKETS - GRAYBAR ELECTRIC - 100.0000 EACH 50.0000
B BLANKET FORT WORTH
TxSmartBu
[] Select All/ Deselect Al Select lines to: [t Add to Favorites 8 Add to Template(s) 1 Delete Selected $8,Mass
Total Amount 51

Shipping Summary
# Editfor All Lines

Ship To Location TX032-001
Address 405 E. 23rd Street
Austin, TX 78712 v
< P
#100%
.
Step Action

21.

Click the Vertical Scroll bar.

22.

Click the Pre-Check Budget link.
Fre-Check Budge]

23.

Click the Vertical Scroll bar.

24.

The Budget Checking Status is "Provisionally Valid".

25.

The requisition needs to be saved & submitted to process and route to the approvers
again.

Click the Save & submit button.
I_I-_Iﬂ Save & submit I
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Step Action

26. Congratulations! You have successfully completed this lesson.
End of Procedure.

Canceling a Line on a Requisition
Section 2 - Lesson 2 Exercises - Scenario 6: Canceling a Line on a Requisition

Procedure
In this lesson, you will learn how to Cancel a Line on a Requisition.
The following scenario will be used:

1) Check Manage Requisitions for the request status of Requisition ID "0000000075" for
Computer Equipment.

2) Approver 1 denied the requisition but requested changes in order for it to be resubmitted for
approval.

The following changes were requested:

Line 1 - Dell Laptops be increased in quantity from "5" to "7" and
Line 2 - Dell Desktops be cancelled (removed) from the order.

Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

H100% -
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Step

Action

1.

Click the Main Menu button.

Click the eProcurement menu.

=

eProcurement v

Click the Manage Requisitions menu.

IE

Manage Requisitions |

Favorites~ = MainMenu~ > eProcurement ~ » Manage Requisitions
Home Worklist Add to Favorites Sign out
ORACLE’
New Window | Help | Personalize Page | T
~
Manage Requisitions
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit 03200 x Q‘ Requisition Name
Requisition ID @ Request State [All but Complete v Budget Status
Date From [08/03/2015 il Date To 087102015 £l Origin @
Requester TESTPOERGRT |, Entered By @ POID
Search Clear Show Advanced Search
Requisitions (2
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Req ID Requisition Name BU Date Request State Budget Total
0000000100  budget checking and can. 03200 08/042015 Open Not Chkd 10.00 UsD [ =Select Action> v Ge
0000000099  Test pre-bud check 03200  03/042015 Open Prov Valid 10,00 USD | <Select Action= V|| Go
0000000093  BLANKET ELECTRICAL 03200  08/04/2015 Approved Valid 5,000.00 USD | <Select Action= V|| Go
SOCKETS
0000000097  PAPER 11X17 3 03200  08/04/2015 Approved Prov Valid 117.98 UsSD | =Select Action= V|| Go
0000000096  PAPER 11x17 2 03200  08/04/2015 Approved Prov Valid 117.98 UsSD | <Select Action= V|| Go
0000000095  JMS iu 03200  08/03/2015 Open Prov Valid 210.00 USD | <Select Action> v Go
0000000094  jms copy 03200 08/03/2015 Open Not Chkd 50.00 UsD [=Select Action> v Ge
0000000093  TEST REQ 03200  08/0372015 Open Prov Valid 150.00 USD | =Select Action> v Ge
0000000092  AUGUST PROCARD P. 03200 08/0372015 Approved Prov Valid 360.00 UsD | <Select Action= v ee,
SALT
< >
®100% -
Step Action

Click the Clear button.
| Clear |

Enter the desired information into the Requisition ID field. Enter "0000000075".
Requisition ID| |

Click the Search button.
| Search |

The requisition Request State is Denied.
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Step Action

8. To review additional details, you will view the requisition Lifespan.

Click the Expand Section button.

]

9. The Denial/Approval and comments can be reviewed under Approvals.

Click the Approvals button.

10. Requesters will receive a notification when an Approver has taken action on a
requisition. Requesters can always check through this method as well.

11. Approver 2 and 3 have a Terminated status because Approver 1 denied the
requisition.

There is no reason for the requisition to continue to route to them.

Favorites ~ Main Menu~ > ~ > Manage R

Home Worklist Add to Favorites Sign out

ORACLE

Approval Status ~

Business Unit 03200
Requisition ID 0000000075
Requisition Name COMPUTERS
Requester PO ePro Requester 1 User
Entered on 07/14/2015
Status Denied Total Amount 875,00 USD
Priority Medium
Budget Status Provisionally Valid
Requester's Justification
o justification enfered by requester.

4 Edit Requisition View printable version

Line Information 2

Review/Edit Approvers

Req Approval
COMPUTERS:Denied (EView/Hide Comments
Regular Approval
Denied Terminated Terminated
PO ePro Req Approver 1 User FO ePro Req Approver 2 User PO ePro Req Approver 3 User
@ req Approval Budget Req Approval Mgr Req Approval IRM

08/06/15 - 10:43 AM
Comments
Comment History

Return to Manage Requisitions Approval History
v
< >
#100% -
Step Action
12. The Comments entered by the Approver should be reviewed and action taken, if

applicable.

Click the Expand button.

13
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Step

Action

13.

Review the Comments for the Denial.

Changes are required so you will need to Edit the Requisition.

14.

Click the Edit Requisition button.
F Edit Requisition |

Favorites - Main Menu~ > eProcurement ~ > Manage Requisitons > Requisition
Home | Worklist | AddtoFavorites | Sign out
ORACLE
0 New Window (Z) Help [&’ Personalize Page [ hitp
-
Edit Requisition - Review and Submit
Review the item information and submit the req for approval )
Requisition Settings
Requisition Summary
Business Unit Texas Baseline Agency 032 Requisition Name |COMPUTERS x
Requester PO ePro Requester 1 User Requisition ID 0000000075
Wedi v
Currency USD origin [331 |@,  Accounting Date [07/1472015 |5 Priority
Special/Priority Purchase Types:  NIA
Cart Summary: Total Amount 8,875.00 USD
Expand lines to review shipping and accounting details q‘?
Requisition Lines (7
Line Description Item ID Supplier Quantity uom Price
[11 g Del Laptop Gemputer 5.0000)  pacH 1250.0000
TxSmartBu
2 oa Dell Deskiop Computer 3.0000 EACH 875.0000
Ozg
TxSmartBu
[] Select Al / Deselect All Select lines to: [4 Add to Favorites 128 Add to Template(s) [ Delete Selected $EkMass ¢
Total Amount 8,
Shipping Summary
# Editfor All Lines v
< - >
#100%

Step

Action

15.

Click in the Quantity field.
Dell Laptop Computer

16.

Enter the desired information into the Quantity field. Enter "7".

Dell Laptop Computer |:|

17.

Click the 2 option.

@2

18.

Click the Delete Selected link.
[l Delete Selected

19.

Click the Yes button.
Yes

20.

Click the Vertical Scroll bar.
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Step Action
21. Click the Pre-Check Budget link.

Fre-Check Budge]

22. Click the OK button.

23. Click the Save & submit button.
I_D.ﬂ Save & submit I

24, Note the change in the requisition Total Amount from $8875 to $8750, due to the
changes that were made.

25. The Requisition Approval process begins all over again. The requisition is back in
Pending status with Approver 1.

26. Congratulations! You have successfully completed this lesson.

End of Procedure.

Printing a Requisition
Section 2 - Lesson 2 Exercises - Scenario 7: Printing a Requisition

Procedure

In this lesson, you will learn how to print a requisition.

The following scenario will be used:

1) You will print Requistion #0000000103.
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Favorites . Main Menu .
Home Worklist Add to Favorites. Sign out

ORACLE

Personalize Content | Layout (2) Help

#100% ~

Step Action
1. Click the Main Menu button.
2. Click the eProcurement menu.
[ 73 eProcurement v
3. Click the Manage Requisitions menu.
[ ] Manage Requisitions |
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Favorites + Main Menu~ > ~ » Manage R

ORACLE

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Home Workdist Add to Favorites. Sign out

New Window | Help | Personalize Page | i

Business Unit [13200 x| @, Requisition Name
Requisition D @, Request State [All but Complete v Budget Status —
Date From [08/05/2015 [ Date To 08/12/2015 El Origin @
Requester TESTPOERQRT |, Entered By @ POID 4
Search Clear Show Advanced Search
Requisitions (2
To view the Iifespan and line items for @ requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a seleclion from the Action dropdown list and click Go
Req ID Requisition Name BU Date Request State Budget Total
0000000103  FILE FOLDERS 03200  08/122015 Pending Prov Valid 89.00 USD | <Select Action> V|| Ge
0000000102 CUBICLENAMEPLATES 03200  08/11/2015 Pending Prov Valid 149.75 USD | <Select Action> v Ge
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
< >
H100% -
Step Action
. . .
4. Click the Action list.
[ =Select Action= v| 6o

Click the View Print list item.

View Print

Click the Go button.

The print job is queued and will take a few minutes for the Requisition to appear.
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Page: 1of 1
isiti Run Date: B/12/2015
@ Requisition Run Time: 09:44:23 AM
o= e Report ID: TXCPOM02X
Business Unit 03200 Origin 1 Requestor PO ePro BCM Status Prov Valid
Requester 1 User
Requisition ID 0000000103 Status Requestor  512/123-4567 Req Approval
Phone Date
Requisition 08/12/2015 Description  FILE FOLDERS
Date
HEADER COMMENTS:
Line Description UOM  Qty Price Amount Line Status
1 FILE FOLDERS MANILA BOX 10 899 89.90 Pending
Vendor 1D Vendor Loc ~ Vendor Name Class Item Buyer
645 Buyer! User

Schedule 1  Schedule Amount 8390

Dist | Account | Fund | DeptID | Program | PCA Appn.Yr. | Agy | Agy | Amount Location

Ln CFH1 CF2

1 7300 0070 3000 | 20 03004 | 201301 [ BT | 8980 [ Tocation4 - OK
Line Nbr Comments

atal Requisition: $89.90

ll|— -I-|>__L_

I

Step

Action

You can print the Requisition by using the Print Icon.

Click the Print

=,

icon.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Approving Requisitions
Section 2 - Lesson 3 - Approving Requisitions

Using Workflow Approval to Approve and Deny

Section 2 - Lesson 3 Exercises - Scenario 1: Using Workflow Approval to Approve and Deny

Procedure

In this lesson, you will learn how to use the Worklist and select requisitions to Approve and

Deny.

The following scenario will be used:

1) You will approve Requisition #0000000074.

2) You will add comments and deny Requisition #0000000075.
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Step Action

1. Typically, a requisition will go through multiple levels of approvals.

The approval requirements will vary depending on factors such as requisition
amount and types of items being purchased.

Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

H100% -

Step Action

2. Click the Worklist link.
3. The Worklist displays a list of requisitions awaiting approval including who made

the request for approval, when the request was made, a description of the requisition,
total amount of the requisition and priority.

4. You will review your list and select Req ID 0000000074 for $50,000.
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Favorites ~ Main Menu~ > Worklist ~ > Worklist

ORACLE

Requestor1 User 07110/2015

PO ePro Requester o400

PO ePro Requester
T Usar 071512015

PO ePro Requester

1 User 07/27/2015

Requestor1 User 07/28/2015

PO ePro Requester
Hiiser 07/28/2015

PO ePro Requester

1 User 07/28/2015

PO ePro Requester 2004

Requestor1 User 07/21/2015

PO ePro Requester
Dsar 08/03/2015

PO ePro Requester

1 User 08/04/2015

PO ePro Requester
i 08/0412015

PO ePro Requester

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

Approval Routing Approval Workflow

jms

PROF DEV CONSULTANT SERVICES

COMPUTERS

TESTOFTEST

JG_TEST1

test2paper

WASTEBASKETS

WASTEBASKETS

JMS chg req

AUGUST PROCARD P. SALT

PAPER 11217 2

PAPER 11X17 3

Add to Favorites. Sign out

71.920 | 2-Medium

>

50,000.000 | 2-Medium

8,750.000 | 2-Medium

259.800 | 2-Medium

200.000 | 2-Medium

294 950 | 2-Medium

299.500 | 2-Medium

399,500 | 2-Medium

19.080 | 2-Medium

360.000 | 2-Medium

117.980 | 2-Medium

117.930 | 2-Medium

Mok miem mekm miem ek mieln ek mieln mekm miem miekm mieln e

el 08/04/2015 Approval Routing  Approval Workllow BLANKET ELECTRICAL SOCKETS 5.000.000 [ 2-Medium
Refresn v
<
#100% ~
.
Step Action

To scroll to the right,

Click the Horizontal Scroll bar.

Click the Vertical Scroll bar.

7. Clicking on the hyperlink opens up the Requisition Approval screen.

Click the Requisition, 36083, 03200, 2015-07-06, N, 0, BUSINESS_UNIT:03200
link.

Requisition, 36083, 03200, 2015-07-
06 N 0 BUSINESS UNIT:03200

EEQ 100000000074 ORIGIN:331]

8. The Requisition Approval page displays requisition details and line information.

In order to review ChartField and additional information the approver must view the
Line Details.
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Favorites ~ Main Menu~ > Worklist ~ > Worklist

Home

ORACLE

Requisition Approval

Business Unit 03200
Requisition ID 0000000074
Requisition Name PROF DEV CONSULTANT SERVICES
Requester PO ePro Requester 1 User

Entered on 07/1472015

Workdist Add to Favorites.

Status Pending Total Amount 50,000.00 USD

Priofity Medium
Budget Status Provisionally Valid
Requester's Justification
Professional development consultant services per leadership request for support staff

View printable version

& Edit Requisition

Line Information (2

Line Information

Personalize | Find | 2 First *' 1 0f 1 Last

Line Item Description Supplier Name Quantity uom Price
o PROFESSIONAL
O 1 DEVELOPMENT CON... 500.0000 HR 100.00000 usD
[ Select All/ Deselect All
L View Line Details
Review/Edit Approvers
Req Approval
PROF DEV CONSULTANT SERVICES:Pending © Request information
[#]Start New Path
Regular Approval
On Hold
PO ePro Req Approver 1 User
Rea Aporoval Budeet —l Nt Rantad Nat Rautad

Sign out

Action

Click the Check box option.

(O 1

10.

Viewing Line Details opens up a new screen and you will have to use the TaskBar

(at the bottom of the screen) to get back to this page.

Favorites ~ Main Menu~ > Worklist ~ > Worklist
Home

ORACLE

Requisition Approval

Business Unit 03200
Requisition ID 0000000074
Requisition Name PROF DEV CONSULTANT SERVICES
Requester PO ePro Requester 1 User
Entered on 07/14/2015
Status Pending Total Amount
Priority Medium
Budget Status Provisionally Valid
Requester's Justification
Professional development consultant services per leadership request for support staff.

& Edit Requisition View pri

Line Information |2

Line Information

[ Select All / Deselect All
L View Line Details

Review/Edit Approvers

Req Approval

Regular Approval

On Hold
PO ePro Req Approver 1 User
Rea Aooroval Budoet il

Nt Brutar Nt Rrartard

Worklist Add to Favorites.

50,000.00 USD

intable version

Personalize | Find | & First 4 101 Last

Line Item Description Supplier Name Quantity uom Price
18 EESEFESE;MOE'\‘I\IA'II:CON 500.0000 HR 100.00000 usbD

PROF DEV CONSULTANT SERVICES:Pending g;:‘;“:?e‘w'";:;n'"a“‘“

Sign out

Page 141



© CAPPS Financials

Centralized Accounting and Payroll/Personnel System

EUT Course
Step Action
11. Click the View Line Details button.
View Line Details
12. The View Line Details link displays the Requisition Line Details page where you
can view details about the requisition line items that you selected
13. To go back to the Requisition Approval page using the Windows Taskbar,

Click the Worklist - Internet Explorer provided by Texas Comptroller list item.

Favorites ~ Main Menu~ > Worklist = > Worklist
Home Worklist Add to Favorites Sign out
ORACLE"
Requisition Approval A
Business Unit 03200
Requisition ID 0000000074
Requisition Name PROF DEV CONSULTANT SERVICES
Requester PO ePro Requester 1 User
Entered on 07/14/2015
Status Pending Total Amount 50,000.00 USD
Priority pedium
Budget Status Provisionally Valid
Requester's Justification
Professional development consultant services per leadership request for support staff
& Edit Requisition View printable version
Line Information 2.
Line Information Personalize | Find | ) First ' 10112 Last
Line Item Description Supplier Name Quantity uoM Price
18 BESEES,?L,?ENGLCON 500.0000 HR 100.00000 usD
Select All / Deselect All
L[ Vignw Lifié Ditail
R dit Approvers
Req Approval
PROF DEV CONSULTANT SERVICES:Pending %;:ﬁ“ﬁ:\[’g‘;;:"“m
Regular Approval
On Hold v
e Aoorous suaer U7 N o Nk Bt
< >
H100% -
Step Action
14. Click the Vertical Scroll bar.
15. There are three levels of approval for this requisition. The third (Finance) is listed
because of the high dollar amount for this requisition.
16. Once Approver 1 approves the requisition, the status will change from "Pending/On

Hold" to "Approved". It will then route to Approver 2 with a status of "Pending"
until it is approved by Approver 2. Then it will route to Approver 4 with a status of
"Pending" until it is approved.

The approver is notified via email when they have a "Pending" status.

17. Click the Approve button.
Er Approve |

Page 142




CAPPS Financials

©

EUT Course

Centralizad Accounting and PayrollPersonne System

Step

Action

18.

The Req Approval section shows that you have Approved this requisition. It is
now "Pending" approval for Approver 2.

19.

Once Approver 2 approves the requisition, it will route to Approver 4.

20.

The requester will receive an email when all approvals have been submitted. They
can also check Manage Requisitions for statuses.

21.

To go back and Approve/Deny another requisition,

Click the Return to Worklist link.
Feturn to Worklis

22.

You will review the list and select Req ID #75 for $8750.

Favorites ~ Main Menu~ > Worklist ~ > Worklist

Home Workdist Add to Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | &5
~
Req View Options

‘Worklist for TESTPOERQA1: PO ePro Req Approver 1 User

<

e view work List Fiers v Feed - |SelectAllto View (Max10)  Clear All
Date From | Work ltem Worked By Activity [Description TotalAmount  |Priority
B
1User 0711012015 Approval Routing Approval Workilow ims 71920 0
B
B
§0 oo Reauester o7,155015  Approval Routing Approval Workllow COMPUTERS 8,750.000 0
B
B
F0 2Fro ReQUESIET 4712712015 Approval Routing. Approval Workfiow TESTOFTEST 250,800 [l
B
B
Requesior! User  07/28/2015 Approval Routing Approval Workflow JG_TEST 200.000 0
B
B
70 2Fro ReQUESIET 4712812015 Approval Routing Approval Workfiow test2paper 204,950 [l
B
B
P10 2Pro ReQUESIEr 57282015 Approval Routing Approval Workliow WASTEBASKETS 200500 0
B
B
§0 2hro ReQUSSIEr (72012015 Approval Routing Approval Workflow WASTEBASKETS 399.500 ]
B
B
Requestor! User  07/31/2015 Approval Routing Approval Workflow WIS chg req 19.080 0
B
B
70 2Fro ReQUESIET 410312015 Approval Routing Approval Workflow AUGUST PROCARD P. SALT 360.000 ]
B
B
P10 2Pro ReQUESIET ngipa2015  Approval Routing. Approval Workfiow PAPER 1117 2 117.980 0
B
B
0

PO ePro Requester
<

08/04/2015 Aporoval Routina Aporoval Workflow

PAPER 11X17 3

117.980 | 2-Medium v
P

#100% ~

Step

Action

23.

To scroll to the right,
Click the Horizontal Scroll bar.

24.

Requisition #0000000075 is for Computers in the Total Amount of 8,750.000.

25.

Click the Requisition, 36087, 03200, 2015-07-06, N, 0, BUSINESS_UNIT:03200
link.

Requisition, 36087, 03200, 2015-07-
06, N, 0. BUSINESS UNIT:03200

REQ _ID:0000000075 ORIGIN.331]
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Favorites ~ Main Menu~ > Worklist ~ > Worklist
Home Workdist Add to Favorites. Sign out

ORACLE

Requisition Approval

Business Unit 03200
Requisition ID 0000000075
Requisition Name COMPUTERS
Requester PO ePro Requester 1 User
Entered on 07/1472015
Status Pending Total Amount 2,750.00 USD
Priority Medium
Budget Status Provisionally Valid
Requester's Justification
Mo justification entered by requester.

& Edit Requisition View printable version
Line Information 7
Line Information Personalize | Find | 2 First ' 12 0f2 *’ Last
Line Item Description Supplier Name Quantity UOM  Price

1§ Dell Laptop Computer 5.0000 EA 1250.00000 usD
2 & Dell Desktop Computer, Keybo... 2.0000 SET 1250.00000 usD

Select All | Deselect All

View Line Details

rdono

Review/Edit Approvers
Req Approval

() View/Hide Comments

COMPUTERS:Pending %Reuuesl Information
|Start New Path

Regular Approval

H100% -

Step Action

26. Click the Vertical Scroll bar.

27. There are two lines on the requisition:
The Requester must change the requisition so you may add comments (for the
requested changes) and Deny.

28. Enter the desired information into the Enter Approver Comments field. Enter
"This requisition is being denied until it is changed. Line 2 for the Desktops
needs to be deleted and Line 1 for the Dell Laptops need to be increased from 5
to 7. "

'ﬁ\@
|

29. Click the Deny button.
@ Deny

30. Once Denied, the requisition will not move forward to any other approvers.

31. To review the comments entered,
Click the Expand button.
13

32. The Denial and comments of the requisition will route back to the requester for
further action.

33. Congratulations! You have successfully completed this lesson.

End of Procedure.
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Using Workflow Approval to Pushback

Section 2 - Lesson 3 Exercises - Scenario 2: Using Workflow Approval to Pushback

Procedure

In this lesson, you will learn how to Pushback a Requisition to the previous Approver.

The following scenario will be used:

1)Requisition #0000000075 was previously submitted to Approver 1 and was denied. Approver 1
requested that the requester change the requisition. The requester changed and resubmitted the
requisition.

2) The requisition was Approved by Approver 1 and has now routed to you (Approver 2).

3) You notice that the requisition does not contain Dell Desktops. You want an explanation
before you will approve.

4) You will add Comments and Pushback the requisition to Approver 1.

Favorites . Main Menu .
Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

H100% -

Step Action

1. Click the WorKklist link.

Page 145




J J | CAPPS Financials

Centralized Accounting and Payroll/Personnel System

EUT Course

Favorites~ | MainMenu~ > Workiist ~ > Worklist
Home Worklist Add to Favorites Sign out

ORACLE

New Window | Help | Persenalize Page | &5

Worklist for TESTPOERQAZ: PO ePro Req Approver 2 User He View Options
- :

i
Detail View WorkListFilters: ] Feed - | SelectAllto View (Max10)  Clear All

From Date From | Work ltem Worked By Activity Description Total Amount Priority inl

PO ePro Req Beal
081012015 Approval Routing Approval Workliow COMPUTERS 2750000 [ 2-Medium | 06_1
Approver 1 User ol

Refresh

#100% ~

Step Action

2. To scroll to the right,
Click the Horizontal Scroll bar.

3. Click the Requisition, 36128, 03200, 2015-07-06, N, 0, BUSINESS_UNIT:03200
link.

Requisition, 36128, 03200, 2015-07-
06 N 0 _BUSINESS UNIT:03200

FEQ _1D.0000000075 ORIGIN331]
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Favorites ~ Main Menu~ > Worklist ~ > Worklist
Home | Worklist | AddtoFavorites | Sign out
ORACLE
Requisition Approval A

Business Unit 03200
Requisition ID 0000000075
Requisition Name COMPUTERS
Requester PO ePro Requester 1 User
Entered on 07/1472015
Status Pending Total Amount 2,750.00 USD
Priority Medium
Budget Status Provisionally Valid
Requester's Justification
Mo justification entered by requester.

& Edit Requisition View printable version

Line Information (2

Line Information Personalize | Find | 2] First 4 1 0f 1% Last
Line Item Description Supplier Name Quantity uom Price
O 1 g Dell Laptop Computer 7.0000 EA 1250.00000 usD

[ Select Al / Deselect All
L View Line Details

Review/Edit Approvers

Req Approval
(DViewHide Comments
COMPUTERS:Pending @ Request Information
[#]start New Patn
Regular Approval
Approved Pending Not Routed v
¢ PO ePioReq Approver 1 User ™ PO ePro Req Approver 2 User | _[] =, PO eProReq Approver 3 User | 3]
< >
*100% -~
Step Action
4. Click the Vertical Scroll bar.
5. You would like additional information from the previous approver before you

decide to approve the requisition therefore you will Enter Comments and Pushback
the Requisition.

6. Enter the desired information into the Enter Approver Comments field. Enter
"Please explain why the desktops were not ordered. Upon justification, I will
approve.".

Enter Approver Comments
B
7. Click the Pushback button.
I"E" Fushback |

8. This action sends the requisition back to the first Approver (Pending). The approver
will receive an email notification.

9. Approver 1 will go back to their Worklist, select the Req link and then enter their

response in the Approver Comments field and Approve the requisition.

The requisition and Approver Comments will route back to Approver 2.

10. Congratulations! You have successfully completed this lesson.
End of Procedure.

Inserting an Approver/Reviewer
Section 2 - Lesson 3 Exercises - Scenario 3: Inserting an Approver/Reviewer
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In this lesson, you will learn how to add a Reviewer to the Approval Workflow.

Using the following scenario:

EUT Course

1) You will be approving a requisition but would like a second pair of eyes to make sure that all is

well.

2) You will add a Reviewer to the Workflow.

F ites . Main M. -
Home Worklist Add to Favorites Sign out
ORACLE
Personalize Content | Layout (2) Help
*100% -
Step Action
1. Click the Worklist link.
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Favorites~ | MainMenu~ > Workiist ~ > Worklist
Home Worklist Add to Favorites Sign out

ORACLE

New Window | Help | Personalize Page | 75
Req View Options

| R
Detail View Work List Filters: e Feed - |SelectAllto View (Max10)  Clear Al

Worklist for TESTPOERQAZ2: PO ePro Req Approver 2 User

From Date From | Work ltem Worked By Activity Description Total Amount Priority inl

PO ePro Req Beal
08/0612015 Approval Routing Approval Workliow PROF DEV CONSULTANT SERVICES 50,000,000 [ 2-Medium /| 06,1
Approver 1 User ol

Refresh

#100% ~

Step Action

2. To scroll to the right of page,
Click the Horizontal Scroll bar.

3. Click the Requisition, 36083, 03200, 2015-07-06, N, 0, BUSINESS_UNIT:03200
link.

Requisition, 36083, 03200, 2015-07-
06 N 0 _BUSINESS UNIT:03200

FEQ _1D.0000000074 ORIGIN.331.]

Page 149



© CAPPS Financials

Centralizad Accounting and Payroll/Personne System
EUT Course

Favorites ~ Main Menu~ > Worklist ~ > Worklist
Home Workdist Add to Favorites. Sign out

ORACLE

Requisition Approval

Business Unit 03200
Requisition ID 0000000074
Requisition Name PROF DEV CONSULTANT SERVICES
Requester PO ePro Requester 1 User
Entered on 07/1472015
Status Pending Total Amount 50,000.00 USD
Priority Medium
Budget Status Provisionally Valid
Requester's Justification
Professional development consultant services per leadership request for support staff

& Edit Requisition View printable version

Line Information '
Line Information Personalize | Find | 2] First 4 1 0f 1% Last

Line Item Description Supplier Name Quantity uom Price

0 1 ;ESEFECS)EA/?E'\‘;]\:CON 500.0000 HR 100.00000 usD

[J Select All/ Deselect All
L View Line Details
Review/Edit Approvers
Req Approval
PROF DEV CONSULTANT SERVICES:Pending %;::“::v"g‘;g‘m”

Regular Approval

Approved
o FOeProReg Approver 1 User v
Rea Aporoval Budeet Dondinn Not Rosstad
P

#100% -

Step Action

4. Click the Vertical Scroll bar.

S. You would like to add a Reviewer in the Workflow. The Reviewer will be able to
review the requisition however the requisition will continue to route to the next
Approver in the workflow even though a Review was added.

6. Click the Insert Approver button.

[

7. An Approver can only approve a requisition if they have system access in order to
do so. Adding them here does not grant that access.

A Reviewer won't be approving but must have system access in order to review
requisitions.
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Favorites~ | MainMenu~ > Worklist ~ > Worklist
Home | Worklist | AddtoFavorites | Sign out
ORACLE’
r N P
Line Infor{ & http://audaap8?.cpa.state tus:8500/psc/FSTXB_ne... L=l L [
Line Informal 5 Personalize | Find | & First 4 1011 Last
Insert additional approver or reviewer _
Quantity uom Price
Choose an approver or reviewer to insert 500.0000| HR 100.00000 usb
Select AllJ | User ID: @
L || Insertas: @ approver
3
O Reviewer
Review/H
Req App|
f @ Request Information
[#]start New Path
Regulad |
Appi|
v | Not Routed
= PO ePro Req Approver 4
Infort | B Req Approval Finance (final) R
e i
Enter App
g
= @ &
Return to Workdist
Y]

- ElEnh AN

Step Action
8. Click the Reviewer option.
(® Approver
. Reviewer
9. Click the Look up button.
o
10. Click the Vertical Scroll bar.
11. Click the TESTPCOM1 link.
[ESTPCOM]
12. Click the Insert button.
Insert
13. The Reviewer now appears in the Workflow and will receive an email indicating

that there is a requisition that needs their attention.

This request must be saved by Applying the Approval Changes.
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Favorites~ | MainMenu~ > Worklist = > Worklist
Home Workdist Add to Favorites Sign out
ORACLE
~
Line Information (%
Line Information Personaize | Find | & First @' 10112 Last
Line Item Description Supplier Name Quantity uoM Price
O 1 ?P EESEFECS)E;V?E'\‘V\T'I\:CON 500.0000 HR 100.00000 usD
[] Select All/ Deselect All
L View Ling Details
Review/Edit Approvers
Req Approval
PROF DEV CONSULTANT SERVICES:Pending (i [FEr il

[#]start New Pa
Regular Approval

Approved
PO eProReg Approver 1 User
Req Approval Budget Pending Reviewer = Not Routed
08/06/15 - 3:44 AM ® PO ePro Req Approver 2 User | _[) Oversight Manager 1 User | _[3] @ PO eProReq Approver 4
Information Request Req Approval Mgr 60 Reviewer Req Approval Finance (final

PO ePro Requester 1 User
Information Request

Apply Approval Changes

Enter Approver Comments

rﬂ@

®  Approve @ Deny % Pushback

Return to Worklist

< : P ’
Step Action
14. Click the Apply Approval Changes button.
| Apply Approval Changes |
15. Click the Approve button.
Er Approve |
16. The requisition now shows Approved for Approver 1 and 2. It has been routed to

the Reviewer and also to Approver 4 (Finance).

17. Congratulations! You have successfully completed this lesson.
End of Procedure.

Creating Proxies for Approvers
Section 2 - Lesson 3 Exercises - Scenario 4: Creating Proxies for Approvers

Procedure

In this lesson, you will learn how to assign a Proxy (Alternate User) for a specified period of
time.

The following scenario will be used:

1) You will be out of the office for 30 days in September and need to assign a Proxy (Alternate)
to approve requisitions in your absence.
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STy Home Worklist Add to Favorites Sign out
Personalize Content | Layout (2) Help
Step Action
1. Click the Main Menu button.
2. Click the Scroll Down button.
w
3. Click the My System Profile menu.
[ 5 My System Profile |
4, Note: The assigned proxy must have the workflow approval security roles and user
preferences established that allow them to perform these tasks.
Assigning the Proxy alone will not provide them with this functionality.
5. You will assign an Alternate User (Proxy) that will temporarily receive your
Requisition Approval routing since you will be out for 30 days in September.
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Favorites~ | MainMenu~ > My System Profile

Home Workdist Add to Favorites. Sign out

ORACLE’
New Window | Help | Personalize Page | i ~
General Profile Information

Functional18 User

Change or set up forgotten password help

Personalizations

My preferred language for PIA web pages is: English
My preferred language for reports and email is
Currency Code @,
Default Mobile Page @,

Alternate User

If you will be temporarily unavailable, you can select an altemate user to receive your routings.

Alternate User ID @
From Date ] (example-12/3172000)
To Date £l (example-12/31/2000)

Workflow Attributes (7
Email User [l Workiist User

Miscellaneous User Links

Email (7 Personalize | Find |2 | First 4 1011 Last
o B
IM Information Personalize | Find |2 | B First 4 1071 Last _ v
Step Action
6. Click the Look up Alternate User ID (Alt+5) button.
7. Click the Vertical Scroll bar.
Click the TESTPCOM1 link.
9. You will need to assign an Alternate User temporarily since you will be out for 30

days in September.

10. Enter the desired information into the From Date field. Enter "09012015".

From Date I:l

11. Enter the desired information into the To Date field. Enter "09302015".

ToDate[ ]

12. Release the mouse button.
13. The Workflow Attributes should default as checked. If they are not, please check
them.

A primary email account, email type, and email address must be selected and
entered for the Proxy.
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Step Action
14. Click the Primary Email Account option.
Primary Email
Account
]
15. Click the Email Type list.
Email Type Email Address
| v
16. Click the Business list item.
Business
17. Enter the desired information into the Email Address field. Enter
"training.cpa.......... "
Email Address
I
18. Click the Save button.
19. Congratulations! You have successfully completed this lesson.
End of Procedure.
Budget Checking

Section 2 - Lesson 3 Exercises - Scenario 1: Budget Checking

Procedure

In this lesson, you will learn how to Check the Budget for requisitions.

Using the following scenario:

1) You will Budget Check two requisitions that have a status of Approved.

This step is needed for the Buyer to source the Requisition into a Purchase Order.
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Favorites . Main Menu .
Home Worklist Add to Favorites. Sign out

ORACLE

Personalize Content | Layout (2) Help

#100% ~

Step Action
1. Click the Main Menu button.
2. Click the eProcurement menu.
[ 73 eProcurement v
3. Click the Manage Requisitions menu.
[ ] Manage Requisitions |

Page 156




CAPPS Financials ©

Centralizad Accounting and PayrollPersonne System
EUT Course

Favorites~ | Main Menu~ > ~ > Manage R
Home | Workist | AddtoFavorites | Sign out
ORACLE’
New Window | Help | Personalize Page | i ~
Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit [13200 x| @, Requisition Name
Requisition D @, Request State [All but Complete v Budget Status |
Date From [07/30/2015 [ Date To|08/06/2015 [ Origin @
Requester TESTPOERQRT |, Entered By @ POID
Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for @ requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a seleclion from the Action dropdown list and click Go

Req ID Requisition Name BU Date Request State Budget Total

0000000100  budget checking and can 03200  08/042015 Open Not Chicd 10.00 USD [ <Select Action> v Go

0000000099  Test pre-bud check 03200  08/04/2015 Open Prov Valid 10.00 usD | =Select Action= v Ge

0000000098  BLANKET ELECTRICAL 03200 08/04/2015 Approved Valid 5,000.00 USD | <Select Action> V| Go
SOCKETS

0000000097  PAPER 11X17 3 03200  08/042015 Approved Prov Valid 117.98 USD | <Select Action> v Go

0000000096  PAPER 11x17 2 03200  08/042015 Approved Prov Valid 117.98 UsSD | <Select Action> v Go

0000000095  JMS iu 03200  08/03/2015 Open Prov Valid 210,00 USD | <Select Action> v Go

0000000094  jms copy 03200  08/03/2015 Open Not Chicd 50.00 USD [ Select Action> v Go

0000000093  TEST REQ 03200  08/03/2015 Open Prov Valid 150.00 USD | <Select Action> v Go

0000000092  AUGUST PROCARD P 03200 08032015 Approved Prov Valid 360,00 USD | <Select Action> v eo,
SALT

< >

®100% ~

Step Action

4. You may use any search criteria that you choose.

For this exercise, you will
Click the Clear button.

| Clear |

5. Click the Request State list.
Request State| wv|

6. To view only those requisitions that have been approved,

Click the Approved list item.
Approved

7. Click the Search button.
| Search |

You will Budget Check for Req ID #87 and 74.

9. Remember: Budget Checking checks for available funds and pre-encumbers the
funds from the budget.

Pre-Budget Checking (already done) before Saving and Submitting, checked the
budget for available funds at that time but did not encumber the funds.

10. To move down the page,

Click the Vertical Scroll bar.
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Step Action

11. Click the Action list.

| <Select Action= vl 6o
12. Click the Check Budget list item.

Check Budget

13. Click the Go button.
14. Notice that the Budget Status now indicates Valid. The requisition can be sourced

into a PO by the Buyer.
15. To move down the page,

Click the Vertical Scroll bar.

16. Click the Action list.
[ =Select Action= v| Go
17. Click the Check Budget list item.
Check Budget
18. Click the Go button.
19. Note the Budget Status for this requisition.
20. Congratulations! You have successfully completed this lesson.

End of Procedure.

Section 3 - Receiving
Section 3 - Receiving

Receiving a Good/Service
Section 3 - Lesson 1 Exercises - Scenario 1: Receiving a Good/Service

Procedure
In this lesson, you will learn how to receive multiple goods from a requisition.
The following scenario will be used for PO #0000001417:

1) Select the No PO Qty (option) -- this allows for manual counting without the system
automatically entering the quantity

2) Enter the quantity received for all 3 items
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Favorites . Main Menu .

ORACLE

Home

Worklist Add to Favorites.

Personalize Content | Layout

Sign out

(2) Help

Step

Action

Click the Main Menu link.

Main Menu

Favorites . Main Menu ..

ORACLE|

Search Menu:

jrrrrorrrcrrooorrocoocoocooccoroereooccw

Accounts Payable
Accounts Receivable
Allocations
Application Diagnostics
Asset Management
Background Processes
Banking
Billing
CAPPS Reports
CAPPS Statewide
Cash Management
Catalog Management
Commitment Control
Cost Accounting
CPA Interfaces
Customer Contracis
Customer Retumns
Customers
Deal Management
Development Utiliies
Employee Self-Service
Engineering
Enterprise Components
eProcurement
eSettiements
Excise and Sales Tax/VAT IND
Financial Gateway
General Ledger
Grants
Inventory
IT Asset Management
ltems
Maintenance Management
Manager Self-Service
Manufacturing Definitions
Order Management

v

Home

Workdist Add to Favorites.

Personalize Content | Layout

Sign out

(Z) Help

®

1100% -
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Step Action
2. Click the Scroll Down button.
-
3. Click the Purchasing menu.
[ 73 Purchasing v
4, Click the Receipts menu.
[y Receipts v]
5. Click the Add/Update Receipts menu.
[ & Add/Update Receipts |
6. NEXT in the Receipt Number field indicates that the receipt you are adding will be

assigned the next available receipt number when you save it.

Favorites~ = MainMenu~ > Purchasing ~ » Receipts ~ » Add/Update Receipts
Home Workdist Add to Favorites. Sign out
ORACLE
New Window | Help | I
Receiving

Eind an Existing Value Add a New Value

Business Unit: (03200 |2,
Receipt Number: [NEXT
PO Receipt

Add

Find an Existing Value | Add a New Value

H100% -

Step Action

7. Click the Add button.
Add
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Home | Workist | AddtoFavoiles | Sign out
ORACLE’
| New Window | Help | Personalize Page | i
Select Purchase Order
Search Criteria
PO Unit 3200 x|@, Days +/- Today 30
D @ Start Date 07/1172015 £l
Line / Schedule ! End Date[09/09/2015 gl
Release Supplier Name @ Supplier Lookup
Item ID @, Supplier tem 1D @,
Ship To TX032-001 @ Manufacturer ID @
Ship Via @ Manufacturer's tem ID @
Retrieve Open PO Schedules.
= Receipt Qty Oplions
© No Order Qty O Ordered Qty ® PO Remaining Qty
oK Gancel || Refresh
#100% ~
.
Step Action
8. Enter the Purchase Order number in the ID field (include the leading zeros).

Enter the desired information into the ID field. Enter "0000001417".
D] |

Click the 0000001417 option.
0000001417 |

10.

Select the Retrieve Open PO Schedules check box to retrieve only purchase order
schedules that haven't been fully received.

If you do not select this check box, purchase orders that have been fully received
appear in the search, as well as purchase order schedules that have not been fully
received.

11.

Select the No Order Qty option to signify that the receiver must enter the actual
quantity received. This selection requires a live count of the items prior to receipt in
the system.

If this option is selected, the copy function does not transfer order quantities to the
receipt. You will need to manually enter all receipt quantities.

12.

Select the Ordered Qty option to automatically make the received quantity the
purchase order quantity. This selection changes the purchase order quantity
regardless of any prior receipt quantity.
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Step Action

13. Select the PO Remaining Qty option to have the receipt display the difference
between the quantity ordered and the quantity already received. Selecting this option
defaults the Receipt Qty with the quantity not yet received.

14. Click the No Order Qty option.

15. Click the Search button.
| Search |

16. If you have only received one item on the order, you will select the check box for
the appropriate line in order to record receiving information.

17. You have received all items on this Purchase Order (PO) and need all of the
checkboxes selected.
A shortcut is to use the Select All button.

18. Click the Select All PO Schedules button.
[

19. Click the OK button.

20. When a receipt is first added, it has a Receipt Status of Open. As you continue to
make edits and save those changes, the status will be updated.

21. Click the Details icon to access the Receipt Lines details. This is where you can
view details about the receipt.
This page formats the information that you see here and on the subsequent tabs in a
single long page format.

22. The Receipt Qty fields are open so that you can enter the quantities that were
received for each Line item.

23. Accept Qty will update once the Receipt Qty is saved.
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Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Add/Update Recsipts
Home Workdist Add to Favorites. Sign out

ORACLE

| New Window | Help | Personalize Page | i

Maintain Receipts

Receiving
Business Unit 03200 Receipt Status Open b
ReceiptID NEXT Add Header Comments Activiies
Header Details
Header

Select Purchase Order Close Short All Lines Print Delivery Report

Receipt Lines Personalize | Find | view Al | 2 | E

Receipt Lines || More Defails | Links and Status || ltem / Mig Data || Qptional Input || Source Information

Line Item Description Receipt Gty *Recv UOM Receipt Price Accept Qty Status Slose  seral  TEE sioc

1 B 50";,2?01 white paper B [cs |, 40.00000 Open O O cs

= Folders, Color
2 = Hanging Pocket B [PAK|@, 19.99000 Open O O PAK
3 = Bops. e Round Stic [ERIDTIEN 7.99000 Open O 0O |eay
[IRun Close Short Interface Asset Information

(5] save || =] Notify || Refresh [

< >
®100% ~

Step

Action

24.

Click in the Receipt Qty field.

2 1/2x11 white paper,
200b, 50 1

25.

Enter the desired information into the Receipt Qty field. Enter "S".

8 17211 white paper,
20ib, 50 [ 1

26.

Enter the desired information into the Receipt Qty field. Enter "5".

Folders, Color
Hanging Pocket, :I

27.

Enter the desired information into the Receipt Qty field. Enter "20".

Pens, Bic Round Stic
Ballpont :

28.

Click the Save button.

29.

Users may or may not receive this Receipt message upon saving. It depends on the
User Preference settings.

Click the OK button.

ok

30.

The Receipt Status has changed to "Fully Received" and a Receipt ID has been
assigned.
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Step

Action

31.

You are able to review Receiving on the LifeSpan in Manage Requisitions.

You will navigate there to review the receiving information just entered.

Favorites ~

ORACLE’ All

~| Search

Maintain Receipts

Receiving

Business Unit 03200
Receipt ID 0000001250
Header Details
Header
Select Purchase Order

Receipt Lines

Main Menu~ > Purchasing - > Receipts - > Add/Update Receipts

% | Advanced Search

Receipt Status Fully Received 3
Add Header Comments Activities

Document Status

Home Workdist

| New Window | Persenalize Page | i

Personalize | Find | view Al | 2 | E

Add to Favorites

Sign out

Receipt Lines || More Details || Links and Status || ltem / Mig Data || Qptional Input || Source Information
Line ltem Description Receipt Gty Recv UOM Receipt Price Accept Qty Status Slose  seral  TEE sioc
1 B 8y vhite paper so00 B cs 45.99000 5.0000 Received cs
- Folders, Color
2 B ot o 50000 [ PAK 19.99000 5.0000 Received PAK]
3 By E;"‘;bﬁ'c Round Stic 200000 B PAK 7.99000 20.0000 Received PAK
Run Close Short Interface Asset Information
=] Notity | |3 Refresh 5
< >
®100% ~
Step Action
32 Click the Main Menu button

33.

Click the eProcurement menu.

| J  eProcurement

34.

Click the Manage Requisitions menu.

| .j Manage Requisitions |

35.

Click the Vertical Scroll bar.

36.

The PO Lines that were entered for a Receipt appear under the Receiving icon on

the lifespan.

37.

Congratulations! You have successfully completed this lesson.

End of Procedure.

Receiving an Asset
Section 3 - Lesson 1 Exercises - Scenario 2: Receiving an Asset
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Procedure

In this lesson, you will learn how to receive on an Asset Item and enter inspection and delivery
information.

The following scenario will be used for PO #000000001415.

1) All of the items on the PO have been received so you will enter the receiving and asset
information in the system

2) Inspection of the items are required so you will review the inspection instructions, then enter
the inspection details

3) Delivery information will also be entered

4) You will run the Receipt Delivery Detail Report

Favorites . Main Menu
Home Worklist Add to Favorites Sign out
ORACLE’

Personalize Content | Layout (Z) Help

£ 100% -

Step Action

1. Click the Main Menu link.
Main Menu
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Favorites . Main Menu .

Search Menu: Home Worklist | Add to Favorites Sign out

ORACLE| ®

Accounts Payable
Accounts Receivable
Allocations
Application Diagnostics
Asset Management
Background Processes
Banking
Biling
CAPPS Reporls
CAPPS Statewide
Cash Management
Catalog Management
Commitment Control
Cost Accounting
CPA Interfaces
Customer Contracts
Customer Returns
Customers
Deal Management
Development Utities
Employee Self-Service
Engineering
Enterprise Components
eProcurement
eSettlements
Excise and Sales Tax/VAT IND
Financial Gateway
General Ledger
Grants
Inventory
IT Asset Management
Items
Maintenance Management
Manager Self-Service
Manufacturing Definitions
Order Management

-

Personalize Content | Layout (2) Help

roorrorooororooocrorroercocoocrroocooooo o
BT T T T T S

[

®100% +

Step Action

2. Click the Scroll Down button.

-

3. Click the Purchasing menu.

[ /3 Purchasing v

4. Click the Receipts menu.

[ Receipts v]

5. Click the Add/Update Receipts menu.
[ (1 AddiUpdate Receipts |

6. NEXT in the Receipt Number field indicates that the receipt you are adding will be
assigned the next available receipt number when you save it.
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Favorites~ | MainMenu~ > Purchasing - > Receipts ~ > Add/Update Receipts
Home | Worklist | AddtoFavorites | Sign out
ORACLE’
New Window | Help | &
Receiving
Eind an Existing Value || Adda New Value
Business Unit: [03200 |@,
Receipt Number: [NEXT
PO Receipt
Add
Find an Existing Value | Add a New Value
#100% ~
.
Step Action
7. Click the Add button.
Favorites~ | Main Menu~ > Purchasing ~ > Receipts ~ > Add/Update Receipts
Home Worklist Add to Favorites. Sign out
ORACLE’

Select Purchase Order

Search Criteria

| New Window | Help | Personalize Page | T

*PO Unit 03200 @, Days +/- Today 30
D @, Start Date 07/11/2015 El
Line / Schedule ! End Date 09/09/2015 5]
Release Supplier Name @ supplier Lookup
Item ID @, Supplier Item ID (=%
Ship To TX032-001 @, Manufacturer ID @
Ship Via @, Manufacturer's Item ID ,
Retrieve Open PO Schedules
Search Receipt Qty Options
© No Order Gty C Ordered Qty
oK cancel || Refresh
®100% -
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Step Action

8. Enter the Purchase Order number in the ID field (include the leading zeros).

Enter the desired information into the ID field. Enter "0000001415".

]| |
9. Click the 0000001415 option.

000001415
10. Select the Retrieve Open PO Schedules check box to retrieve only purchase order

schedules that haven't been fully received.

If you do not select this check box, purchase orders that have been fully received
appear in the search, as well as purchase order schedules that have not been fully
received.

11. Select the No Order Qty option to signify that the receiver must enter the actual
quantity received. This selection requires a live count of the items prior to receipt in
the system.

If this option is selected, the copy function does not transfer order quantities to the
receipt. You will need to manually enter all receipt quantities.

12. Select the Ordered Qty option to automatically make the received quantity the
purchase order quantity. This selection changes the purchase order quantity
regardless of any prior receipt quantity.

13. Select the PO Remaining Qty option to have the receipt display the difference
between the quantity ordered and the quantity already received. Selecting this option
defaults the Receipt Qty with the quantity not yet received.

14. Click the No Order Qty option.

15. Click the Search button.
| Search |

16. Click the Sel option.
[0 03200

17. Click the OK button.

18. When a receipt is first added, it has a Receipt Status of "Open". As you continue to
make edits and save those changes, the status will be updated.

19. The Receipt Qty fields are open so that you can enter the quantity received.

20. Accept Qty will update once the Receipt Qty is saved.
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Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Add/Update Recsipts
Home Workdist Add to Favorites. Sign out
ORACLE’

Centralizad Accounting and PayrollPersonne System

| New Window | Help | Personalize Page | i

Maintain Receipts

Receiving
Business Unit 03200 Receipt Status Open 4
Receipt ID NEXT Add Header Comments Activities
Header Details
Header
Select Purchase Order Close Short All Lines Print Delivery Report
Receipt Lines Personalize | Find | View All | 1 | (B
Receipt Lines | More Details | Links and Status || jtem / Mig Data || Optional Input || Source Information
Line ftem Description Receipt Gty "RecvUOM  ReceiptPrice  AcceptQty Status  Gose  Serial  Jowee  Stock UOM AM
1 B 32%3?;?” B [Ea @ 1250.00000 Open 7 O [EA @& Penc
CIRun Close Short Interface Asset Information
[5) save || Notity || Refresh Bl
< >
#®100% ~r
Step Action
21. Enter the desired information into the Receipt Qty field. Enter "7".
Compater 1
Computer
22. Click the Horizontal Scroll bar.
23. Note that AM Status is "Pending". This indicates that this item has been recognized
as an Asset therefore asset information must be entered.
24. Click the Pending link.
Pending
25. The Asset Management Information for Line 1 popup window displays.
You will use this page to view and enter information about this asset. This
information is passed to CAPPS Asset Management.
26. This page is available for entry only if the selected receipt is targeted for CAPPS

Asset Management. One or more of the distributions you enter below must have a
CAPPS Asset Management business Unit and AM Profile designated.

Note: The AM Business Unit and Profile ID that appears below in the Asset
Details section is pre-populated based on the associated purchase order.
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Asset Management Information for Line 1
D‘J t I ‘ Help ‘
Eus::::miru‘[‘: :3;(0: Sl;:: o I TaBtoD Computs:
L Distribution \nlorma(ionRememe ! e r
0320 Distribution Line 1 Capitalize v
- Business Unit [03200 CAP Sequence[
- Profile D [20453 Employee D[
CAP# Distributed Quantity 7 0000
CostType Merchandise Amount 8750.00
Apply to Details
=] S%\ecl Action Multiptier| 1
g [] Overwrite existing numbers Apply
Asset Details Personalize | Find | View All
Asset Information | More Details
BIESHN | | pist seq G:‘f‘ EEEEEEE Status  Quantity Tag Number Serial ID AssetID Nu ]
PO Comment
< >
< z >
Step Action
27. Click the Horizontal Scroll bar.
28. There are "7" desktop computers that will need Tag, Serial, and Asset ID numbers
entered. In order to view additional rows, you will select View AlL
29. Click the View All link.
30. Enter the desired information into the Tag Number field. Enter "12345678".
1.0000 | |
31. Enter the desired information into the Serial ID field. Enter "23456789".
1.0000 (12345673 ¥ | |
32. Enter the desired information into the Asset ID field. Enter "98765421".
1.0000 | 12345678 23456739 x ]
33. Enter the desired information into the Tag Number field. Enter "34567890".
1.0000 [ |
34. Enter the desired information into the Serial ID field. Enter "45678910".
1.0000 3455?89ﬂ % | |
35. Enter the desired information into the Asset ID field. Enter "87654321".

1.0000 |34567890 45678910 % ]
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Step Action
36. Enter the desired information into the Tag Number field. Enter "56789101".

1.0000 [ |

37. Enter the desired information into the Serial ID field. Enter "67891012".
1.0000 55?891DH b | |
38. Enter the desired information into the Asset ID field. Enter "76543210".
1.0000 56789101 57891012 x ]
39. Enter the desired information into the Tag Number field. Enter "78910123".
1.0000 | |
40. Enter the desired information into the Serial ID field. Enter "89102345".
1.0000 72910123 a8 | |
41. Enter the desired information into the Asset ID field. Enter "65432101".
1.0000 78910123 89102345 x L 1]
42. Enter the desired information into the Tag Number field. Enter "97654120".
1.0000 | |
43, Enter the desired information into the Serial ID field. Enter "72345688".
1.0000 [97654120| x | |
44. Enter the desired information into the Asset ID field. Enter "58764132".
1.0000 |97654120 72345689 x ]
45. Enter the desired information into the Tag Number field. Enter "81236450".
1.0000 | |
46. Enter the desired information into the Serial ID field. Enter "68794513".
1.0000 8123545q % | |
47. Enter the desired information into the Asset ID field. Enter "47823698".
1.0000 (31236450 68794513 ® |:|
48. Enter the desired information into the Tag Number field. Enter "35678941".
1.0000 [ |
49. Enter the desired information into the Serial ID field. Enter "29846310".
1.0000 25672941 % | |
50. Enter the desired information into the Asset ID field. Enter "15978620".
1.0000 (35673941 2984531[11 5 I:I
51. Click the OK button.
Ok
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Favorites~ | Main Menu~ > Purchasing - > Receipts = > Add/Update Receipts
Home Worklist Add to Favorites Sign out
ORACLE’
| New Window | Help | Personalize Page | =
Maintain Receipts
Receiving
Business Unit 03200 Receipt Status Open x
Receipt ID NEXT Add Header Comments Activities
Header Details Document Status
Header
Select Purchase Order Close Short All Lines Print Delivery Report
Receipt Lines Personalize | Find | View Al | & | (]
Receipt Lines | More Details Links and Status || [tem/MfgData | Optional Input | Source Information
Line ttem Description Receipt Qty *RecvUOM  Receipt Price Accept Oty Status “NIGP Class ‘é::’:: Serial '?:r;':k' ﬁ'g,jl"
1B gi%aﬂ?” 70000 @ EA 1250.00000  7.0000 Received 204 7 0O [Er N
[JRun Close short Interface Asset Information
[5) Save || Return to Search | |[=] Notify | &% Refresh E
< >
#100% v
Step Action
52. Click the Save button.
[5] save
53. Notice the Receipt Status changed from "Open" to "Fully Received" indicating all
items ordered have been received.
In the meantime, the background processes are continuing to run. Once they are
complete, you will see the updated status indicating Moved to Destination.
54. Users may or may not receive this Receipt message upon saving. It depends on the
User Preference settings.
Click the OK button.
55. The Receipt Status has changed to "Fully Received" and a Receipt ID has been
assigned.
56. The Receipt Status changed from "Fully Received" to "Moved to Destination".
(You may need to select the Refresh button to update screen).
57. Congratulations! You have successfully completed this lesson.

End of Procedure.
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Receiving on an Amount Only PO - Utility

Section 3 - Lesson 1 Exercises - Scenario 3: Receiving an Amount Only Requisition

Procedure
In this lesson, you will learn how to receive on an Amount Only Purchase Order.
The following scenario will be used for PO #0000001413:

1) You have received the monthly Electricity invoice for $2,500 and need to receive on the dollar
amount of the invoice.

Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

®100% ~

Step Action

1. Click the Main Menu button.
2. Click the Scroll Down button.
-
3. Click the Purchasing menu.
[ =5 Purchasing v
4. Click the Receipts menu.
[ 4 Receipts v
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Step Action
5. Click the Add/Update Receipts menu.
[ & Add/Update Receipts |
6. NEXT in the Receipt Number field indicates that the receipt you are adding will be

assigned the next available receipt number when you save it.

Favorites - Main Menu~ > Purchasing - > Receipts - > Add/Update Receipts
Home Worklist Add to Favorites Sign out
ORACLE’
New Window | Help | I
Receiving

Eind an Existing Value Add a New Value

Business Unit: [03200 |@,
Receipt Number: [NEXT
PO Receipt

Add

Find an Existing Value | Add a New Value

H100% -

Step Action

7. Click the Add button.
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Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Add/Update Receipts
Home | Workist | AddtoFavoiles | Sign out
ORACLE’
| New Window | Help | Personalize Page | i
Select Purchase Order
Search Criteria
PO Unit 3200 x|@, Days +/- Today 30
D @ Start Date 07/1172015 £l
Line / Schedule ! End Date[09/09/2015 gl
Release Supplier Name @ Supplier Lookup
Item ID @, Supplier tem 1D @,
Ship To TX032-001 @ Manufacturer ID @
Ship Via @ Manufacturer's tem ID @
Retrieve Open PO Schedules.
= Receipt Qty Oplions
© No Order Qty O Ordered Qty ® PO Remaining Qty
oK Gancel || Refresh
#100% ~
.
Step Action
8. Enter the Purchase Order number in the ID field (include the leading zeros).

Enter the desired information into the ID field. Enter "0000001413".
D] |

Click the 0000001413 option.
0000001413

10.

Select the Retrieve Open PO Schedules check box to retrieve only purchase order
schedules that haven't been fully received.

If you do not select this check box, purchase orders that have been fully received
appear in the search, as well as purchase order schedules that have not been fully
received.

11.

Select the No Order Qty option to signify that the receiver must enter the actual
quantity received. This selection requires a live count of the items prior to receipt in
the system.

If this option is selected, the copy function does not transfer order quantities to the
receipt. You will need to manually enter all receipt quantities.

12.

Select the Ordered Qty option to automatically make the received quantity the
purchase order quantity. This selection changes the purchase order quantity
regardless of any prior receipt quantity.
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Step Action
13. Select the PO Remaining Qty option to have the receipt display the difference
between the quantity ordered and the quantity already received. Selecting this option
defaults the Receipt Qty with the quantity not yet received.
14. Click the No Order Qty option.
15. Click the Search button.
| Search |
16. Click the Sel option.
[O] 03200
17. Click the OK button.
18. When a receipt is first added, it has a Receipt Status of Open. As you continue to
make edits and save those changes, the status will be updated.
19. Remember that this is an Amount Only requisition. You will enter by amount not
quantity. (Quantity isn't open for editing).
If quantity is open as an option, stop! Contact the Buyer to correct the requisition
receiving setup.
20. You will enter the dollar amount of the Invoice (or supporting documentation),

$2,500 into the Receipt Price field.

Remember that the total amount of the PO for the year is $25,000.
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Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Add/Update Recsipts

ORACLE

Maintain Receipts

Receiving
Business Unit 03200 Receipt Status Open
Receipt ID NEXT Add Header Comments Activities
Header Details
Header

Select Purchase Order Close Short Al Lines

Receipt Lines

Receipt Lines || More Details || Linksand Status || tem /Mig Data || Optional Input
Line Item Description Receipt Qty
. B gﬁcmlmw UTILITY To000 B

[JRun Close Short

[5] save |[=] Notify || Refresh

Print Delivery Report

Source Information

Receipt Price

[25000.00000)

Home Workdist Add to Favorites. Sign out

| New Window | Help | Personalize Page | i

Personalize | Find | View All |2 | B

Close

Shert Serial  Device 1

Accept Qty Status

1.0000 Open O O

Interface Asset Information

< = >
Step Action
21. Enter the desired information into the Receipt Price field. Enter "2500.00".
1.0000 B 25000.00000
22. Click the Save button.
23. You may or may not get this message upon saving a Receipt. It depends on the User
Preference settings.
Click the OK button.
o]
24, The Receipt Status is "Fully Received" and a Receipt ID has been assigned.
25. You are able to review Receiving on the LifeSpan in Manage Requisitions.
You will navigate there to review the receiving information just entered.
26. Click the Main Menu button.
27. Click the eProcurement menu.
| (3 eProcurement "l
28. Click the Manage Requisitions menu.

| .j Manage Requisitions
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Favorites~ | MainMenu~ > eProcurement ~ » Manage Requisitions
Home Worklist Add to Favorites Sign out
ORACLE
New Window | Help | Personalize Page | T
Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit 03200 x|, Requisition Name
Requisition ID @ Request State [All but Complete v Budget Status
Date From 08/03/2015 (i1 Date To |08/10/2015 ] Origin @,
Requester TXTESTRQST1 @, Entered By @, POID 4
Search Clear Show Advanced Search
Requisitions (7

To view the Ifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget Total

0000000101  Construction tools 03200 08/07/2015 PO(s) Created Valid 960.00 UsD | <Select Action= v Ge
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
< >

®100% -

Step Action

29. Click the Clear button.
| Clear |

30. Enter the desired information into the Requisition ID field. Enter "0000000072".
Requisition ID| |

31. Click the Search button.
| Search |

32. Click the Expand Section button.

2]

33. Click the Receiving button.

i

34. Selecting the Receiving button takes you to the Manage Receipts page listing that
specific PO information.

35. Congratulations! You have successfully completed this lesson.
End of Procedure.

Receiving on a Blanket Order (Partial Receiving)
Section 3 - Lesson 1 Exercises - Scenario 4: Receiving on a Blanket Order
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Procedure

In this lesson, you will learn how to perform partial receiving for a Blanket Order Purchase
Order.

The following scenario will be used for PO #0000001414:

1) You have received 15 of 100 Electrical Sockets and need to enter the receipt.

Favorites . Main Menu
Home Worklist Add to Favorites Sign out
ORACLE’

Personalize Content | Layout (Z) Help

£ 100% -

Step Action

1. Click the Main Menu button.
2. Click the Scroll Down button.
-

3. Click the Purchasing menu.

[ =5 Purchasing v
4, Click the Receipts menu.

[y Receipts v]
5. Click the Add/Update Receipts menu.

[ & Add/Update Receipts |
6. NEXT in the Receipt Number field indicates that the receipt you are adding will be

assigned the next available receipt number when you save it.
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Favorites~ | Main Menu~ > Purchasing - > Receipts ~ > Add/Update Receipts
Home Worklist Add to Favorites Sign out
ORACLE’
New Window | Help | &
Receiving
FEind an Existing Value || Adda New Value
Business Unit: [03200 |@,
Receipt Number: [NEXT
PO Receipt
Add
Find an Existing Value | Add a New Valug
#100% v
Step Action
Favorites~ | MainMenu~ > Purchasing - > Receipts ~ > Add/Update Receipts
Home | Worklist | AddtoFavorites | Sign out
ORACLE’
| New Window | Help | Personalize Page | i
Select Purchase Order
Search Criteria
PO Unit 3200 x|@, Days +/- Today 30/
D @ start Date |07/11/2015 £l
Line / Schedule ! End Date [09/0972015 &l
Release Supplier Name @ Supplier Lookup
Item ID @, Supplier Item ID @,
Ship To TX032-001 @ Manufacturer ID @
Ship Via @ Manufacturer's item ID \
Retrieve Open PO Schedules.
= R?Ce\pl Qty Options ) )
) No Order Qty () Ordered Qty (® PO Remaining Qty
oK Cancel || Refresh
®100% ~
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Step Action
8. Enter the Purchase Order number in the ID field (include the leading zeros).

Enter the desired information into the ID field. Enter "0000001414".
ID| |

Click the 0000001414 option.

10.

Select the Retrieve Open PO Schedules check box to retrieve only purchase order
schedules that haven't been fully received.

If you do not select this check box, purchase orders that have been fully received
appear in the search, as well as purchase order schedules that have not been fully
received.

11.

Select the No Order Qty option to signify that the receiver must enter the actual
quantity received. This selection requires a live count of the items prior to receipt in
the system.

If this option is selected, the copy function does not transfer order quantities to the
receipt. You will need to manually enter all receipt quantities.

12.

Select the Ordered Qty option to automatically make the received quantity the
purchase order quantity. This selection changes the purchase order quantity
regardless of any prior receipt quantity.

13.

Select the PO Remaining Qty option to have the receipt display the difference
between the quantity ordered and the quantity already received. Selecting this option
defaults the Receipt Qty with the quantity not yet received.

14.

Click the Search button.
| Search |

15.

Click the Sel option.

[O] 03200

16.

Click the OK button.

17.

When a receipt is first added, it has a Receipt Status of Open. As you continue to
make edits and save those changes, the status will be updated.

18.

The Receipt Qty field is open so that you can enter the quantity received.

19.

Accept Qty will update once the Receipt Qty is saved.
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Favorites~ | MainMenu~ > Purchasing - > Receipts ~ > Add/Update Receipts

ORACLE

Maintain Receipts
Receiving

Business Unit 03200
Receipt ID NEXT
Header Dtails
Header
Select Purchase Order

Receipt Lines

Add Header Comments

Receipt Status Open

Activities

Close Short All Lines

Home | Workist | AddtoFavortes | Sign out
| New Window | Help | Personalize Page | i
Print Delivery Report RPN

Personalize | Find | View All | (5

Receipt Lines | More Details | Links and Status || Jtem / Mig Data || Optional Input || Source Information
Line ltem Description Receipt Qty *Recv UOM Receipt Price. Accept Qty Status Slose  seral  TEE sioc
ELECTRICAL
1 SOCKETS - 100.0000] B [EA [O, 50.00000 100.0000 Gpen O O [Ea
BLANKET
CIRun Close Short Interface Asset Information
Notity |[£2 Refresh =
< >
100% -
Step Action
. .
20. Click the Receipt Qty field.
Favores~ | MainMenu~ > Purchasing ~ > Recelpts - > AddlUpdate Receipts
Home Worklist Add to Favorites Sign out
ORACLE’
| New Window | Help | Personalize Page | T
Maintain Receipts
Receiving
Business Unit 03200 Receipt Status Open x
Receipt ID NEXT Add Header Comments Activities
Header Details
Header
Select Purchase Order Close Short Al Lines Print Delivery Report R

Receipt Lines

Receipt Lines || More Details || Links and Status | ftem / Mig Data

Line Item Description Receipt Qty
ELECTRICAL

1 SOCKETS - 100.0000
BLANKET
[IRun Close Short

(5] save |1 Notfy | Refresh

<

Optional Input

*Recv UOM Receipt Price. Accept Gty Status e Serial  DMC®  gioq
B [EA @, 50.00000 100.0000 Open O O [Ea
Interface Asset Information
£
>

Source Information

Personalize | Find | View Al |

Close Device
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Step Action

21. Enter the desired information into the Receipt Qty field. Enter "15".

ELECTRICAL

SOCKETS - _ 00.00
ELANKET

22.

Click the Save button.
5

23.

You may or may not get this message upon saving a Receipt. It depends on the User
Preference settings.

Click the OK button.
oK

24.

You have saved the receipt of 15 of the 100 ordered Sockets. Note the Receipt ID
and the Receipt Status.

25.

Click the Details button.

Receipt Line Details for Line 1

Business Unit 03200 UserID TXTESTFNC1g
Receipt ID 0000001248 Item 1D
Receipt Line 1 ELECTRICAL SOCKETS - BLANKET

Espaiid Al Collapse Al Status Received

~ Details
Status Received PO Price 50.00000
Receipt Datetime 02/10/2015 10:24AM Receipt Price 50.00000
Ship To TX032-001 Merchandise Amt 750.00
Allocation Type First In First Out Net Receipt Quantity 15.0000

» Receipt Quantity

» Receipt Status

} Manufacturer Information
¥ Optional Data
} Source Information

<

®100% -

Step

Action

26.

To move down the page,

Click the Vertical Scroll bar.
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Step Action
27. Click the Expand section button.
]
28. The Source Information section provides details about the entire PO.
1) Note the original PO Quantity = 100
2) Total Qty Received = 15
3) The Total Open PO Qty left to receive = 85
4) PO Merchandise Amount = $5,000 - (Entire amount of PO)
5) The Total Received Amount (just entered) = $750
6) Total Open PO Amount = $4,250 (Amount of Items still left to receive)
29. To move down the page,
Click the Vertical Scroll bar.
30. Click the Return button.
31. Congratulations! You have successfully completed this lesson.

End of Procedure.

Receiving and Rejecting Items
Section 3 - Lesson 1 Exercises - Scenario 5: Receiving and Rejecting Iltems

Procedure

In this lesson, you will learn how to Accept and Reject items that were received in an order.

The following scenario will be used:

1) You will use PO#1418 for the Receipt

2) You ordered and received 25 Name Plates however 5 of them are damaged.

3) You will enter a receipt of 25 and reject 5. You are requesting for the items to be Replaced
and the reason for the Rejection is due to Damage.
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STy Home Worklist Add to Favorites. Sign out
Personalize Content | Layout (2) Help
Step Action
1. Click the Main Menu button.
2. Click the Scroll Down button.
w

3. Click the Purchasing menu.

[ 3 Purchasing v
4, Click the Receipts menu.

[ Receipts v]
5. Click the Add/Update Receipts menu.

[ (1 AddiUpdate Receipts |
6. NEXT in the Receipt Number field indicates that the receipt you are adding will be

assigned the next available receipt number when you save it.
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Favorites~ | MainMenu~ > Purchasing - > Receipts ~ > Add/Update Receipts
Home | Worklist | AddtoFavorites | Sign out
ORACLE’
New Window | Help | &
Receiving
Eind an Existing Value || Adda New Value
Business Unit: [03200 |@,
Receipt Number: [NEXT
PO Receipt
Add
Find an Existing Value | Add a New Value
#100% ~
Step Action
Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Add/Update Receipts
Home Worklist Add to Favorites Sign out
ORACLE’
| New Window | Help | Personalize Page | T
Select Purchase Order
Search Criteria
*PO Unit P3200 x|@, Days +/- Today 30/
D @ Start Date 07/13/2015 E]
Line / Schedule ! End Date 09/11/2015 E]
Release Supplier Name @ supplier Lookup
Item ID @ Supplier item ID @,
Ship To TX032-001 @, Manufacturer ID @
Ship Via @, Manufacturer's Item ID ,
Retrieve Open PO Schedules
= R-ece\pl Qty Options )
© No Order Gty C Ordered Qty PO Remaining Qty
oK cancel || Refresh
®100% -
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Step Action
8. Enter the Purchase Order number in the ID field (include the leading zeros).

Enter the desired information into the ID field. Enter "0000001418".
D] |

9. Click the 0000001418 object.

10. Select the Retrieve Open PO Schedules check box to retrieve only purchase order
schedules that haven't been fully received.

If you do not select this check box, purchase orders that have been fully received
appear in the search, as well as purchase order schedules that have not been fully
received.

11. Select the No Order Qty option to signify that the receiver must enter the actual
quantity received. This selection requires a live count of the items prior to receipt in
the system.

If this option is selected, the copy function does not transfer order quantities to the
receipt. You will need to manually enter all receipt quantities.

12. Select the Ordered Qty option to automatically make the received quantity the
purchase order quantity. This selection changes the purchase order quantity
regardless of any prior receipt quantity.

13. Select the PO Remaining Qty option to have the receipt display the difference
between the quantity ordered and the quantity already received. Selecting this option
defaults the Receipt Qty with the quantity not yet received.

14. Click the Search button.
| Search |

15. Click the Sel option.

[O 03200
16. Click the OK button.
17. When a receipt is first added, it has a Receipt Status of Open. As you continue to

make edits and save those changes, the status will be updated.
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ORACLE

Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Add/Update Recsipts

Home Workdist Add to Favorites Sign out

| New Window | Help | Personalize Page | i

Maintain Receipts

Receiving
Business Unit 03200 Receipt Status Open b
ReceiptID NEXT Add Header Comments Activities
Header Details
Header
Select Purchase Order Close Short All Lines Print Delivery Report
Receipt Lines Personalize | Find | View All |2 | B
Receipt Lines || More Defails | Links and Status || ltem / Mig Data || Qptional Input || Source Information
Line Item Description Receipt Gty *Recv UOM Receipt Price Accept Qty Status Slose  seral  TEE sioc
1 By ,?EET‘%LSE NAME 2500000 @ [EA [@ 5.99000 25.0000 Open m} O [eEa
CIRun Close Short Interface Asset Information
[5] save || Notify || Refres B
< >
javascrip ction_wind{(doc “RECV_HDR_WK_PB_CANCEL_RECPTY; ®100% ~
.
Step Action
. . N
18. Click in the Receipt Qty field.
PLATES 25.0000

19.

Enter the quantity of plates received.

Enter the desired information into the Receipt Qty field. Enter "25".

CUBICLE NAME >
PLATES 2

20.

information in the appropriate fields on the More Details tab.

Click the More Details object.

More Details

21.

Enter the desired information into the Reject Qty field. Enter "5".

CUBICLE
NAME PLATES :

22.

23.

Click the Look up Reject Action (Alt+5) button.

Bl

24,

Click the Return For Replacement link.

Eeturn For Replacemen]
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Step Action
25. Review the Reject Reason and select the one that is most appropriate.

Click the Look up Reject Reason (Alt+5) button.

El

26.

Click the DAM link.

27.

Click the Save button.

28.

Users may or may not receive this Receipt message upon saving. It depends on the
User Preference settings.

Click the OK button.

29.

Click the OK button.

ok

30.

The Receipt Status has changed to "Fully Received" and a Receipt ID has been
assigned.

Even though the status is Fully Received, when the damaged items are replaced,
you will need to receive on them by updating the same Receipt ID#.

31.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Entering Delivery Information
Section 3 - Lesson 2 Exercise - Scenario 1: Entering Delivery Information

Procedure

The buyer will determine if the delivery information should be captured. Delivery information
includes the delivery date, name of the person to whom the delivery is made and delivery

location.

In this lesson, you will learn how to enter Delivery Information for a Receipt

The following scenario will be used:

1) Using Receipt #0000001249, enter delivery information for the items received.
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Favorites . Main Menu .
Home Worklist Add to Favorites Sign out

ORACLE’ All - Search > | Agvanced Searcn

Personalize Content | Layout

®100% ~

Step Action
1. Click the Main Menu link.
Main Menu -
2. Click the Scroll Down button.
-
3. Click the Purchasing menu.
[ =5 Purchasing v
4, Click the Receipts menu.
[y Receipts v
5. Click the Maintain Delivery Information menu.
[ & Maintain Delivery Information |
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Favorites~ | Main Menu~ > Purchasing - > Receipts - > Maintain Delivery Information
Home Workdist Add to Favorites. Sign out
ORACLE’
New Window | Help | &
Delivery

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

Find an Existing Value

Search Criteria

Business Unit: El 3200 x|@,
Receipt Number: | begins with
Bill of Lading: | begins with ™|
PO Business Unit: [= V| @
Item ID: begins with » @,
Origin: begins with
PO Number: begins with @,
Ship To Location: | begins with Vv @,
Shipment Number:| begins with v
Supplier ID: begins with v @,
Received Date: | = ~ 5
Requester: begins with v @,
[case sensitive

Search Clear |Basic Search [&f Save Search Criteria

H100% -

Step Action

6. Enter the desired information into the Receipt Number field. Enter "0000001249".
Receipt Number: | begins with || |

7. Click the Search button.

8. Location Comments and Ship to Comments can be reviewed/entered.

Page 191




©

CAPPS Financials

Centralizad Accounting and Payroll/Personne System

EUT Course

Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Maintain Delivery Information

ORACLE

Delivery Location | Location Comments || Ship To Gomments

Unit 03200 Receipt No 0000001249 Ship To TX032-001
Receipt lines
Line 1 Item ID Dell Laptop Computer

Due Date 08/10/2015 Ship To TX032-001

Delivery Information
Delivered Time
QA

[ petivered Date [
Deliverer

Requester PO ePro Requester 1 User
Location TX032-004 Location 4 - OK
Address 1 180 East Brooks
Address 2
Address 3
Address 4
City Norman
County
Postal Code 73019 State OK

Home Workdist Add to Favorites. Sign out

New Window | Help | Personalize Page | 5 ~

Find | View All  First 4 1¢

Supplier Accept Qty 7.0000 EA
Find | View All First ‘4 1 of]

Delivered To

Attention To PO ePro Requester 1 User
Delivery Cart ID
Distribution Line 1
Distribution Qty 7.0000
Building #
Floor#

Telephone
Extension
Fax

Delivery Feedback

[5] save [GF Retumn toSearch | |[=] Notify

Deliverv | acation | | oeafion Comments | Shin Ta Comments
<

#100% ~

Step

Action

Click the Delivered option.

10.

Once the Delivered check box is checked, the system populates the current date and
time. If this information is not accurate, you may edit the fields.

11.

Enter the desired information into the Delivered To field. Enter "A. COOPER".

Delivered Tul |

12.

Click the Save button.

13.

Next, you may print out the Receipt Delivery Details report that captures the

information that was just entered.
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Favorites~ | MainMenu~ > Purchasing - > Receipts ~ > Maintain Delivery Information

ORACLE

Delivery Location | Location Comments || Ship To Gomments

Delivery Information
Date [08/10/2015 |[5] [12:24PM Delivered Time
TXTESTFNC18 @,

Deliverer

Requester PO ePro Requester 1 User
Location TX032-004 Location 4 - OK
Address 1 180 East Brooks
Address 2
Address 3
Address 4
City Norman
County
Postal Code 73019 State OK

Unit 03200 Receipt No 0000001249 Ship To TX032-001
Receipt lines
Line 1 Item ID Dell Laptop Computer
Due Date 08/10/2015 Ship To TX032-001

Home Workdist Add to Favorites. Sign out

New Window | Help | Personalize Page | ~

Find | View Al First 4 1¢

Supplier Accept Qty 7.0000 EA
Find | View All First ‘4 1 of]
Delivered To|A. COOPER

Attention To PO ePro Requester 1 User
Delivery Cart ID
Distribution Line 1
Distribution Qty 7.0000
Building #
Floor#

Telephone
Extension
Fax

Delivery Feedback

Save |[Eh Return to Search | =] Notity

Deliverv | acation | | oeafion Comments | Shin Ta Comments
<

Step Action

14. Click the Receipts link.
Receipts -

Favorites~ | MainMenu~ > Purchasing ~ > Receipts = > Maintain Delivery Information
Home Worklist Add to Favorites. Sign out
ORACLE’ £ Reports
3 Review Receipt Information
B Accrue Recoints New Window | Help | Personalize Page | & ~
Delivery Location Location Comments || Ship T¢
[E AddUpdate Receipts
Unit 03200 Receipt No 0000001 (5] Budget Check
Receipt lines [E]  Close Landed Costs Find | View Al First 4 1¢
Line ’ ftem 1D B  ciose Receipts
Due Date 08/10/2 Bl cosesnon Supplier Accept Qty 70000 EA
Delivery Information [ Entry Event Request Find | View Al First 4 1o
DatefBEroz O Genorate Joumnals Delivered To /A COOPER
- [ inspect Receipts
Deliverer [TXTES i Attention To PO ePro Requester 1 User
[E  Load Receipts
Delivery Cart ID
Requester POePt [ \aintain Acivity and Comments e
Locaton Tx0zz: Distribution Line 1
Address 1 180 Ea Maintain Bill of Entry IND Distribution Qty 7.0000
Address 2 [E  maintain ChartFields Building #
Address 3 [E  Maintain Delivery Information Floor #
Address 4 [E]  Maintain Supp Excise Invee IND
City Normal [5]  Pprocess Receipts Telephone
County Extension
Postal Code 73019 State 0K Fax
Delivery Feedback
5] Save ||[Gh Retum to Search | (=] Notify ]
Delivery | acation | | ocation Comments | Shin Ta Comments
< >
H100% +
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Step Action

15. Click the Reports menu.
(3  Reports 4
16. Click the Receipt Delivery menu.

| ._1 Receipt Delivery

17. Run Control IDs are used to run system processes.

A Run Control ID is an identifier that, along with your User ID, uniquely identifies
the process you are running. The Run Control ID provides information used when
the process is run.

18. A Run Control ID cannot contain spaces. Use letters or numbers up to 30
characters long.

Special characters are not allowed except for the underscore.

Favorites~ | Main Menu~ > Purchasing - > Receipts = > Reports = » Recaipt Delivery

Home Workdist Add to Favorites. Sign out

ORACLE
New Window | Help | &
Receipt Delivery
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Adda New value

Search Criteria

Run Control ID: | begins with ||

[Icase sensitive

Search Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

®100% -

Step Action

19. Enter the desired information into the Run Control ID field. Enter
"RECEIPT DELIVERY".
Run Control ID:| begins with || |

20. Click the Add a New Value tab.

Add a New Value |
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Step

Action

21.

Click the Add button.

Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Reports ~ > Receipt Delivery
Home Worklist Add to Favorites Sign out

ORACLE

New Window | Help | Personalize Page | &

Receipt Delivery
Run Control ID RECEIPT_DELIVERY Report Manager Process Monitor Run
Language
Report Request Parameters
Business Unit @,
Receipt No @,
Location
From Date ]

Through Date El

[5) Save | |[=] Noity [+ Add || 5] Update/Display

®100% -

Step

Action

22.

Business Unit will normally default according to the setup of user preferences, but it

can be selected from the drop down menu.

Click the Look up Business Unit (Alt+5) button.

El

23.

Click the 03200 link.
[73210]

24.

Enter the desired information into the Receipt No field. Enter "0000001249".

ReceiptNo ]

25.

Click the 0000001249 option.
0000001249

26.

Click the Run button.

27.

Use the Process Scheduler Request page to enter or update parameters, such
as report output type and format.
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Step Action

28. The Description field helps to uniquely identify a process.

29. The Process Name field displays the name of the process as it appears in the
technical definition.

30. Use the *Format field to define the output format for the report. The values are

dependent on the process type that is selected.
In this example, the default value is PDF. Do not change the defaults.

Process Scheduler Request x

Saved | A
UserID TXTESTFNC1g Run Control ID RECEIPT_DELIVERY

Server Name v Run Date[08/11/2015 x|
Recurrence N Run Time |1:10:08PM Reset to Current Date/Time
Timezons[ 14,

Process List
Select Description Process Name Process Type “Type *Format Distribution

Receipt Delivery RECV_DEL PSJob Distribution

®100% v

Step Action

31. Click the OK button.
32. The report is now running. Notice a Process Instance number displays. This

number identifies the process you have just run; you can check its status using
Process Monitor.
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Home Workdist Add to Favorites. Sign out
ORACLE’

Centralizad Accounting and PayrollPersonne System

New Window | Help | Personalize P i
Saved ‘

Receipt Delivery

Run Control ID RECEIPT_DELIVERY ~ Report Manager Process Monitor
Language | English Process Instance: 1545972

Report Request Parameters
Business Unit[03200 |,
Receipt No (0000001249 @,

Location

From bate
Through pate [

B e | [ Ny B Ao | ) Updatepiar

Step Action

33. Click the Process Monitor link.

34. The Process Instance number displays. It helps identify this report or process from
others in the list.

35. The Process Name is the report/process that you just ran.

36. The current Run Status of this process displays as "Queued".

The process will be finished when the Run Status is "Success",
and the Distribution Status is "Posted".
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Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Reports ~ > Receipt Delivery

ORACLE

Process List || Server List

View Process Request For

User ID TXTESTFNCHO‘
Run Status v Di:

Type | [Last v 15

Name @

status v Save On Refresh

Instance to

Process List

Select Instance  Seq. Process Type Process Name User Run DatefTime

1545972 PSJob RECV_DEL TXTESTFNC18 08/11/2015 1:10:08PM CDT

Go back to Receipt Delivery
[ save | |=] Notify

Process List | Server List

» Process Monitor

Minutes W

Personalize | Find | view all| 2 | B2l

Home Workdist Add to Favorites. Sign out

New Window | Help | Personalize Page | F5

First' ' 1 011"} Last

Distribution
Run Status g2 0 Details

Queusd NIA Details

w100% -

Step

Action

37.

Click the Refresh button.
[~ "Befresh {

38.

The process has finished. The status is "Success" and "Posted". Now you will
navigate to Reporting Tools > Report Manager in order to view the report.

39.

Click the Main Menu button.

40.

Click the Scroll Down button.

b

41.

Click the Reporting Tools menu.

| 3 Reporting Tools

42.

Click the Report Manager menu.

| |j Report Manager
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Favorites ~ ‘ Main Menu~ > Reporting Tools ~> Report Manager

Home | Workist | AddtoFavortes | Sign out
ORACLE’
New Window | Help | Personalize Page | F5
List || Explorer || Administration || Archives
View Reports For
Instance to Refresh
Name Created On [ [Last v| 1| [Days W
Reports Personalize | Find | View All |2 | First (0 10112 Last
Report Report Description Folder Name ol G e
1 Report
(5] save
List | Explorer | Administration | Archives
0% -
.
Step Action
- A .
43. Click the Administration tab.
Administration
Favorites ~ ‘ Main Menu~ > Reporting Tools ~ > Report Manager
Home | Workist | AddtoFavortes | Sign out

ORACLE

List Explorer Administration Archives

View Reports For

Format  Status  Details

Posted  Details

Files Posted  Details

Files Posted  Details

Posted  Details

Status | v| Foider| v| Instance
Report List Personalize | Find | View All | First 4 15075 (&) Last
Report Prc _ Request
Select = Inatance Description DatefTime
591716 1545074 POX5030 - POX5030 pof ?gﬂ Kgg:\j ﬁ;z‘;ft
Text
591715 1545975 Receipt Delivery Cleanup e
(.bxt)
Text
591713 1545073 Reciept Delivery e
) (*bd)
081012015 Acrobat
591609 1545956 Receiver Interface Push oy o
081012015 Acrobat

591694 1545951 PO_DISPATCH - PO_DISPATCH pdf 21650PM  (-pd

Select All DDE‘SE|EC| Al

Click the delete button to delete the selected repori(s)

5] save

List| Explorer | Administration | Archives

Posted  Details

New Window | Help | Personalize Page | 5

Refresh
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Step Action

44. Click the Details link.

Report Detail

Report

ReportID: 531716 Process Instance: 1545074 Wgssage Log
Name: XMLP Process Type: XML Publisher

Run Status: Success

POX5030 - POX5030 pdf
Distribution Details

Distribution Node: ReportDist Expiration Date: 08/18/2015

File Size (bytes)  Datetime Created
POX5030.pdf 3917 081172015 1:11:06.477919PM CDT
Distribute To

Distribution |,
ID Type ‘Distribution 1D

User TXTESTFNC18

[ ok cancer |

®100% v

Step Action

45. Click the POX5030.pdf link.
46. This report provides the Receipt Status, Requisition, and PO numbers for the

Delivery that was entered.

47. Congratulations! You have successfully completed this lesson.
End of Procedure.

Entering Inspection Details
Section 3 - Lesson 3 Exercise - Scenario 1: Entering Inspection Details

Procedure
The requester and/or purchaser can designate which items are required to be inspected so that the
receiver can record inspection details once a good is received. An inspection can be requested on

any item. The item does not have to be an asset.

In this lesson, you will learn how to enter Inspection Information for a Receipt.
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The following scenario will be used:

1) Navigate to Manage Requisitions and use the LifeSpan timeline to review Receiving

information.
2) Search for Requisition #0000000075 (Computers) using the LifeSpan timeline select the
Receiving Icon.

3) Determine if an inspection is required.
4) Review inspection instructions.

5) Enter the Inspection details.

Centralinad Accounting and Payroll Personned System

Favorites . Main Menu .

Home

Worklist

Add to Favorites Sign out

ORACLE All +| Search 5 | Advanced Search
Step Action
1. Click the Main Menu link.
Main Menu ..
2. Click the eProcurement link.
[~  eProcurement o]
3. Click the Manage Requisitions link.

jd1 Manage Requisitions
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Favorites~ | Main Menu~ > eProcurement ~ > Manage Requisitions

ORACLE’ Al ~ Search » | Advanced Search

Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Home ‘Worklist Add to Favorites Sign out

New Window | Personalize Page | &

Business Unit 3200 x @, Requisition Name
Requisition ID @, Request State [All but Complete v Budget Status
Date From 08/18/2015 £l Date To [08/25/2015 [5 Origin @
Requester TXTESTRQSTI _ |@, Entered By @, POID 9
Search Clear Show Advanced Search
Requisitions (2
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req 1D Requisition Name BU Date Request State Budget Total
0000000091  testreq 03200  08£2172015 Approved Valid 100.00 USD | <Select Action= V| 6o
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
< >
Step Action

You may use any search criteria that you choose.

For this exercise, you will
click the Clear button.

Clear
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Favorites~ | Main Menu~ > ~ > Manage R
Home ‘Worklist Add to Favorites Sign out
ORACLE’ Al ~ Search » | Advanced Search
New Window | Personalize Page | &
Manage Requisitions
Search Requisitions
T locate requisitions, edit the criteria below and click the Search button
Business Unit @, Requisition Name
Requisition ID Q@ Request State v Budget Staws|
Date From El Date To El Origin @,
Requester @, Entered By @, POID 9
Search Show Advanced Search
Requisitions (2
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req 1D Requisition Name BU Date Request State Budget Total
0000000091  testreq 03200  08£2172015 Approved Valid 100.00 USD | <Select Action= V| 6o
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
< >

Step

Action

Enter the desired information into the Requisition ID field. Enter "0000000075".
Requisition ID| |

Click the Search button.
Search

Expanding the triangle icon will open up the Lifespan for the requisition.

Click the Expand Section button.

For this exercise, you will use the Receiving icon on the Lifespan timeline.

Click the Receiving link.

ECevin

To open up the details of the Receipt, you will review the Details.

Click the Details link.

10.

This page should look familiar. It is the Maintain Receipts page where the receipt
was entered for the Dell Laptops.
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Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Add/Update Recsipts

ORACLE

Maintain Receipts

Receiving
Business Unit 03200 Receipt Status Moved fo
Destination
Receipt ID 0000001249 Add Header Comments Activities

Header Details Document Status

Header
Select Purchase Order Close Short All Lines

Receipt Lines

Receipt Lines || More Details || Links and Status | ltem /Mfg Data || Optional Input || Source Information
Line ttem Description Receipt Qty *Recv UOM  Receipt Price Accept Oty Status
= Dell Laptop )
1 =3 Computer 70000 B EA 1250.00000 7.0000 Received
[JRun Close Short
[5] save | [ch Return toSearch | |=] Notify || Refresh

Home Workdist Add to Favorites. Sign out

| New Window | Help | Personalize Page |

Print Delivery Report

Personalize | Find | view A | £ | (1]

. Close Device Stock
NIGP Class Short Serial Track UOM
204 v O [EA

Interface Asset Information

H100% -

Step

Action

11.

Click the More Details link.

More Details

12.

There is a checkmark in the Inspect field that tells you that an item needs to be

inspected.

13.

Click the Details button.

14.

Inspection and additional Receiving information can also be found on this page.

To view the Inspection information go to the Receipt Quantity section.
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Receipt Line Details for Line 1

Business Unit 03200
Receipt ID 0000001249
Receipt Line 1

Collapse All

Status Received
Receipt Datetime 08/10/2015 12:18PM

Ship To TX032-001
Allocation Type First In First Out

} Receipt Quantity
¥ Receipt Status

¥ Manufacturer Information

» Optional Data

¥ Source Information

<

javasc itAction_win0{doc ind,'RECY_LN_WK_RECV_STATUS');

UserID TXTESTFNC1g
Item ID

Dell Laptop Computer
Status Received

PQ Price 1250.00000
Receipt Price 125000000

Merchandise Amt 8,750.00
Net Receipt Quantity 7.0000

#100% ~

Step Action

15. Click the Expand section button.

]

16. Inspect Qty indicates that "7.000" of the ordered items must be inspected.

17. To move down the page,

Click the Vertical Scroll bar.

18. Click the Return button.

19. To record the inspection details, you will navigate to Purchasing > Receipts >

Inspect Receipts
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Favorites~ | MainMenu~ > Purchasing ~ > Receipts ~ > Add/Update Recsipts

ORACLE

Maintain Receipts

Receiving
Business Unit 03200 Receipt Status Moved fo
Destination
Receipt ID 0000001249 Add Header Comments Activiies

Header Details Document Status

Header

Select Purchase Order Close Short All Lines

Receipt Lines

Home Workdist Add to Favorites Sign out

| New Window | Help | Personalize Page | 5

Print Delivery Report

Personalize | Find | View All | 2]

Receipt Lines || More Details || Links and Status | Htem /Mig Data || Optional Input || Source Information
) Net )

r = ovrpion e 0 SO SO L WA cwaime sy popnes SDE, M aouen

Dell Laptop FirstIn First]
1 Commny % 70000 7.0000 1250.00000 EA  EA 875000 USD

LI Run Close short Interface Asset Information
[5) Save |G Retum to Search ||[] Notily ||£¥ Refresh
< >
®100%
Step Action

20.

Click the Purchasing button.

Purchasing -

21.

Click the Receipts menu.

| 1 Receipts

22.

Click the Inspect Receipts menu.

| |j Inspect Receipts

23.

The PO ID can be entered or the Receipt ID.

The Receipt ID will be used in this exercise.
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Favorites~ | Main Menu~ > Purchasing = > Receipts = > Inspect Receipts
Home Workdist Add to Favorites. Sign out

ORACLE’
New Window | Help | Personalize Page | F5
Select Receipt

Search Criteria
*pO Unit [03200 %@, Receipt Unit(03200
D @ Receipt ID

Line ! Schedule !

Release Supplier Name @ Supplier Lookup

Item ID @, Supplier Item 1D @,

Ship To TX032-001 @, Manufacturer ID @
Ship Via @ Manufacturer's tem ID @

Inspection Status | Incomplete \

Search

oK Cancel

H100% -

Step

Action

24.

Enter the desired information into the Receipt ID field. Enter "0000001249".
Receipt ID

25.

Click the Search button.
| Search |

26.

Select the line of the PO that you will be performing the inspection.

Click the Sel option.

[O] 03200

27.

Click the OK button.
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Favorites ~

ORACLE

Inspect Receipts

Ship To Location

Receipt Lines
Receipt Lines | More Line Data
ltem Description

Dell Laptop Computer

Select Receipt
View Detail

[5] save |[=] Notity

Inspect Instructions
RTV Setup

Main Menu~ > Purchasing ~ > Receipts ~ > Inspect Receipts

Business Unit
Insp Qty “Insp Date
7.0000) (08102015 EA

Recv UOM

Home Workdist

New Window | Help | Personalize Page | i

8 @
Personalize | Find | View All | 1 | [

Status Recv Qty

7.0000

Reject Qty

Incomplete

Inspection Putaway Information

Transfer to Quality

Add to Favorites.

First ‘4 1 of

Return Qty

Manual Bin to Bin Transfer

1) Last

Sign out

Sample%

100.00

H100% -

Step

Action

28.

It is important to review the Inspect Instructions to ensure the inspection is

performed properly.

Click the Inspect Instructions link.

Inspect Instructiond

29.

Review and follow the instructions for inspecting the items.
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Inspect Instructions

Inspection Instructions Find | View All First ‘4 1 of 1

Batch Seaft | Inspect ID I[NSPECT1 @,

RunTime| | Time Type [ Per Unit v|

Totaisa Total Act| ]

1) Unpack liems
2) Confirm product is undamaged

Preferred Language

#100% ~

Step Action

30. Click the OK button.

[ ok |

Home | Workiist | AddtoFavortes | Sign out

ORACLE"

New Window | Help | Personalize Page | T

Inspect Receipts

Ship To Location [TX032-001 Business Unit [13200 e
Receipt Lines Personalize | Find | View Al |2 [ First © 10112 Last
Receipt Lines. || More Line Data
Item Description Insp Qty *Insp Date Recvy UOM  Status Recv Qty RejectQty ReturnQty Sample%
Dell Laptop Computer L HEA Incomplete 7.0000 100.00
‘Select Receipt Inspect Instructions Inspection Putaway Information Manual Bin to Bin Transfer
View Detail RTV Setup Transfer to Quality

®100% v

itAction_wir in,"RECY_INSPHDR_WEK_RTV_COPY_OPTION");
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Step Action

31. Enter the desired information into the Insp Qty field. Enter "7".
Dell Laptop Computer I:l

32. Click the Choose a date (Alt+5) button.

33. Click the 10 link.

34. Click the Save button.

35. The Inspection Status Changed from 'Incomplete" to "Complete".

36. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 4 - Purchasing Reports
Section 4 - Purchasing Reports

PO Print Report

Section 4 - Lesson 1 Exercises - Scenario 1: PO Print Report

Procedure

The Purchase Order (PO) Print Report provides details about the selected Purchase Order. If the
user running this report is not the Buyer, the signature line will indicate Unauthorized.

In this lesson, you will learn how to run a PO Print Report.
The following scenario will be used:

1) Select the Multiple PO option

2) Enter the following purchase order numbers:
- 0000001413
- 0000001414
- 0000001415
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Favorites . Main Menu .

Home Worklist Add to Favorites. Sign out

ORACLE

Personalize Content | Layout (2) Help

#100% ~

Step Action

1. Click the Main Menu button.
2. Click the CAPPS Reports menu.

| -3 CAPPS Reporis v
3. Click the Statewide Reports menu.

[ 7y Statewide Reports v
4. Click the Purchasing menu.

[ /3 Purchasing v
5. Click the PO Print Report menu.

[ =] PO Print Report |
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Favorites~ | MainMenu~ > CAPPS Reports ~ > Stalewide Reports = > Purchasing = > PO Print Report
Home Workdist Add to Favorites. Sign out

ORACLE’
New Window | Help | &
PO Print Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Add a New vaiue

Search Criteria

Search by: Run Control ID begins with |
[case sensitive

Search |Advanced Search

Find an Existing Value | Add a New Value

H100% -

Step

Action

If you have already run this report, you may search for it on the Find an Existing
Value tab.

Click the Add a New Value tab.

Add a Mew Value

Run Control IDs are used to run system processes.

A Run Control ID is an identifier that, along with your User ID, uniquely identifies
the process you are running. The Run Control ID provides information used when
the process is run.

A Run Control ID cannot contain spaces. Use letters or numbers up to 30 characters
long.

Special characters are not allowed except for the underscore.

Enter the desired information into the Run Control ID field. Enter "PO_PRNT".
Run Control ID:|[PO_PRNT x|

10.

Click the Add button.
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Favorites~ | MainMenu~ > CAPPS Reports ~ > Stalewide Reports = > Purchasing = > PO Print Report
Home Workdist Add to Favorites Sign out

ORACLE

New Window | Help | Personalize Page | 5
PO Print Report

PO Print Report

Run Control ID PO_PRNT Report Manager  Process Monitor i
Language Recipient’s Language
Report Request Parameters Statuses to Include
Business Unit @, To @, [ Approved [ pispatched [canceled
[Clopen [JPending [Jcompleted
poiD 4 Select Purchase Order
Contract SeflD @, Miscellaneous Options
Contract ID @ *Hold Status [ On Hold AND Not On Hold v
Release @ *Chartfields | Recycled AND Valid Chartfields v
From Date Bl Select Muttiple PO's Change Orders | Changed and UnChanged Orders v
Through Date [ [ Print Changes Only
Supplier ID @ [ Print PO Item Description
[ Print Duplicate
Buyer [
[Jprint BU Comments.
[5) Save | =] Notily Eh Add || Updatemisplay
< >
#100% ~
.
Step Action
. . . .
11. You will select a Business Unit (BU) or ensure that the default BU is correct.

Click the Look up Business Unit (Alt+5) button.

El

12. Click the 03200 link.
0320

13. You may use any of the parameters that you desire.

For this example, you will use Select Multiple POs.

14. Click the Select Multiple PO's link.
Eelect Multiple PO'q
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Mult PO ID's for print

Select Multiple PO's

B —
e —

e —

e —

e —
[ ok [ cancal |

#100% ~

Step Action

15. Enter the desired information into the PO Number field. Enter "0000001413".

T —

16. Click the 0000001413 option.

17. Enter the desired information into the PO Number field. Enter "0000001414".

PO Number ]

18. Click the 0000001414 option.

19. Enter the desired information into the PO Number field. Enter "0000001415".

PO Number ]

20. Click the 0000001415 option.

21. Click the OK button.

[ ok ]
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Favorites~ | MainMenu~ > CAPPS Reports ~ > Stalewide Reports = > Purchasing = > PO Print Report
Home Workdist Add to Favorites. Sign out

ORACLE

New Window | Help | Personalize Page |
PO Print Report

PO Print Report

Centralized Accounting and Payroll/ Personned System

Run Control ID PO_PRNT Report Manager  Process Monitor i
Language |English | @ Specified Language O Recipient's Language
Report Request Parameters Statuses to Include
Business Unit[03200 |@, To @, [ Approved [ pispatched [canceled
[Clopen [JPending [Jcompleted
poiD . Select Purchase Order
Contract SeflD - Miscellaneous Options
Contract ID @ *Hold Status [ On Hold AND Not On Hold v
Release @ “Chartfields | Recycled AND Valid Chartfields v
From Date Change Orders | Changed and UnChanged Orders v
Through Date [ Print Changes Only
Supplier ID [ Print PO Item Description
[l Pprint Duplicate
Buyer [
[Jprint BU Comments.
@
Template ID v Sort By __Surl by Line Number hd
[5) Save | =] Notily Eh Add || Updatemisplay
< >
H100% -
Step Action

22.

Click the Run button.

23.

Use the Process Scheduler Request page to enter or update parameters, such

as report output type and format.

24.

The Description field helps to uniquely identify a process.

25.

The Process Name field displays the name of the process as it appears in the

technical definition.

26.

Use the *Format field to define the output format for the report. The values are

dependent on the process type that is selected.

In this example, the default value is PDF. Do not change the defaults.
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Process Scheduler Request

Saved | A
UserID TXTESTFNG13 Run Control ID PO_PRNT

Server Name v Run Date 08/11/2015 x [
Recurrence ~ Run Time 3:36:25PM Reset o Current Date/Time
Tmezone| &

Process List
Select Description Process Name Process Type “Type *Format Distribution

PO XMLP Dispatch PO_DISPATCH Bl Publisher Distribution

#100% ~
Step Action
217. Click the OK button.
28. The report is now running. Notice a Process Instance number displays. This
number identifies the process you have just run; you can check the status using
Process Monitor.
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Favorites ~

ORACLE

PO Print Report
PO Print Report

Run Control ID PO_PRNT
Language [Engiish ™| @ specified Language O

Report Request Parameters
Business Unit|03200 |@, To @,
poiD 4 Select Purchase Order

Contract SetiD &,

Contract ID @
Release a

From Date

Through Date

Select Multiple PO's

[EEH

Report Manager

Recipient’s Language

Main Menu~ > CAPPS Reporis = > Statewide Reports = > Purchasing = > PO Print Report

Home Workdist Add to Favorites. Sign out

New Window | Help | Personalize P i
Saved ‘

Process Monitor
Process Instance: 1545973

Statuses to Include

[l approved [ pispatched [canceled
[Clopen [JPending [Jcompleted
Miscellaneous Options
*Hold Status [ On Hold AND Not On Hold v
“Chartfields | Recycled AND Valid Chartfields v
CNHHGBOMEB\ Changed and UnChanged Orders V\

[ Print Changes Only
Print PO Item Description

Supplier ID @
[ Print Duplicate
Buyer @
[Jprint BU Comments.

Template 1D Sort By [Sort by Line Number v
[ Save | |1 Notity 4 Add |[5] Updatemisplay
< >

®100% ~
.
Step Action

29.

Click the Process Monitor link.

Frocess Monito

30.

The Process Instance number displays.

others in the list.

It helps identify this report or process from

31.

The Process Name is the report/process that you just ran.

32.

The current Run Status of this process displays as "Queued" and Distribution

Status of "N/A".

The process will be finished when the Run Status is "Success", and the
Distribution Status is "Posted".

33.

The Refresh button updates the Run Status and Distribution Statuses.

The Run and Distribution statuses that indicate that the process is finished is Success

and Posted.
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Favorites~ | MainMenu~ > CAPPS Reports - » Statewide Reports ~ > Purchasing = > PO Print Report > Process Monitor
Home | Workist | AddtoFavortes | Sign out
ORACLE’
New Window | Help | Personalize Page | FF
Process List || Server List

View Process Request For

User ID[TXTESTFN(x|[&,  Type | [Last v 15 Refresh
Run Status v D status v| [ save On Refresh
Process List Personalize | Find | view Al |20 | First ¥ 1011 Last
. Distribution
Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status 4 Details
1545978 BI Publisher PO_DISPATCH TXTESTFNC18 08/11/2015 3:36:25PM CDT Queued N/A Details

Go back to PO Print Report
[ save | |=] Notify

Process List | Server List

H100% -

Step Action
34. Click the Refresh button.
[  Refresh |
35. The process has finished. The status is Success and Posted.
Now you will navigate to Reporting Tools > Report Manager in order to view the
report.
36. Note: If your report or any batch process fails (Run Status is Error instead of
Success), please use a new Run Control ID on your next attempt.
Do not re-use a failed Run Control.
37. Click the Main Menu button.
38. Click the Scroll Down button.
-
39. Click the Reporting Tools menu.
]  Reporting Tools 4
40. Click the Report Manager menu.

| =] Report Manager
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Favorites~ | Main Menu~ > Reporting Tools ~> Report Manager

Home Workdist Add to Favorites. Sign out

ORACLE

New Window | Help | Personalize Page | F5
List || Explorer || Administration | Archives

View Reports For

Folder [N ~|  Instance to Refresh
Name Created On [5) [Last v| 1| [Days ~
Reports Personalize | Find | View All | [E  First @ 1011 % Last
Report Report Description Folder Name Elim s [rocess
1 Report
(5] save

List| Explorer | Administration | Archives

Step Action
41. Click the Administration tab.
Administration
42, If you have run multiple reports within a short period of time you will see them
listed.
The latest run report should appear at the top of the list.
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ORACLE"

[ List || Explorer || Administration || Archives |

| View Reports For |

userib[Tx7estencis.  Tvee R ~ | L=st v 1] [Days v | Refresh |

status| | Folder| V] instance| | tof ]

Report List Persenalize | Find | View Al |0 | First @ 15015 %) Last
Report Prcs s Request

Select D Instance Description Date/Time Format  Status Details

081172015 Acrobat

] 591719 1545978 PO_DISPATCH - PO_DISPATCH paf oz 'y (5008 Posted  Detals
08/11/2015  Acrobat :
] 581716 1545074 POX5030 - POX5030.pdf T1109PM  (pan Fosted  Details
Text
] 591715 1545075 Receipt Delivery Cleanup ?F:;_'ﬁ:',"vf’ Fles  Posted Detais
o *bd)
Text
= 581713 1545073 Reciept Delivery ?m'ﬁnp:j Fies  Posted Detais
: )
08/10/2015  Acrobat :
] 581699 1545056 Receiver Interface Push £0954PM (pa Fosted  Detais

SelEcl Al DDESE|Ed Al

Click the delete bution to delete the selected report(s)

List| Explorer | Administration | Archives

New Window | Help | Personalize Page | 5

®100% ~

Step Action

43. Click the Details link.

Report Defail

Report

ReportID: 591719 Process Instance: 1545978
Name: XMLP Process Type: XML Publisher
Run Status: Success
PO_DISPATCH - PO_DISPATCH.pdf
Distribution Details
Distribution Node: ReportDist Expiration Date:  [08/18/2015 |

File List
Name File Size (bytes) Datetime Created

PODispatch.log 142 08/11/2015 3:37:19.585699PM CDT
PO_DISPATCH pdf 9,967 08/11/2015 3:37:19 585699PM CDT
Distribute To

Distribution
1D Type
User TXTESTFNC12

.

*Distribution ID

®100% v
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Step Action
44, Click the PO_DISPATCH.pdf link.
PO _DISPATCH.pd]
45. This toolbar provides the ability to save, print, magnify and navigate through the
report.
Purchase Order # 03200 0000001413 Page: 1of 1 |
CHANGE ORDER - REPRINT i
Payment Terms: Net 30 Freight Terms: FOB Dest.-  Ship Via: Trucking PCC: D Date: 08/10/15 PO Method: DG Dispatch: Dispatch RevDt: 08/10/15
Seller pays Via Print
freight
PLEASE NOTE: ADDITIONAL TERMS AND CONDITIONS ARE LISTED AT THE END OF THE PURCHASE ORDER.
Vendor:  EXKXFROOUOSCOOINE Ship To: XXM000L
XEOOKRPOERKN HRATHE AN
XX XX XXXNK
ENERROONN ERREX
United States
Vendor ID:
Purchaser: Buyerl User Bill To: XAXOOOTHNPHN:
Phone: 512/555-4321 Lubbeck TX 79409
Email: United States
Fax:
Email: Not Specified
I Line-Sch__ Line Descl‘iErinn Class/Ttem Quantity TUOM Tnit Price Extended Amt Due Date I
T1 ELECTRICITY UILLITY 565179 100 EA 75000.00 7500000 08/1072015
BILL
Schedule Total
Step Action
46. To display the full report, click the Minus icon.
47. Click the Minus icon.
48. If the print request is performed by the assigned Buyer, the Buyer’s signature will
print.
For any other user, “UNAUTHORIZED” will display on the signature line.
49. To continue to the Next Page,

Click the Next Page Arrow icon.
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Step Action
50. To continue to the Next Page,
Click the Next Page Arrow icon.
51. You can use the Adobe commands shown to either save the document or print the
report, as needed.
52. To close the report,
Click the Close Tab (Ctrl+W) button.
53. Congratulations! You have successfully completed this lesson.

End of Procedure.

Receiving Report

Section 4 - Lesson 1 Exercises - Scenario 2: Receiving Report

Procedure

The Receiving Report displays all receiving details such as the Receipt ID number, UserID of the
user entering the receipt, PO ID number, Receipt Date, division information, delivery
information, Supplier, as well as the specific quantity, description and unit cost of the item.

In this lesson, you will learn how to run a Receiving Report.

The following scenario will be used:

1) Enter Receipt #1247.
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Favorites . Main Menu

Home Worklist Add to Favorites. Sign out

ORACLE

Personalize Content | Layout (%) Help

#100% -

Step Action

1. Click the Main Menu button.

2. Click the CAPPS Reports menu.

L CAPPS Reports vl
3. Click the Statewide Reports menu.

7 Statewide Reports 3
4. Click the Purchasing menu.

[ /3 Purchasing v
5. Click the Receiving Report menu.

| |=] Receiving Report |
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Favorites~ | MainMenu~ > CAPPS Reports = > ide Reports = > g~ > iving Report

Home Workdist Add to Favorites. Sign out

ORACLE
New Window | Help | &
Receiving Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Adda New value

Search Criteria

Search by: Run Control ID begins with
[case sensitive

Search |Advanced Search

Find an Existing Value | Add a New Value

H100% -

Step Action

6. If you have already run this report, you may search for it on the Find an Existing
Value tab.
For this exercise, you will
Click the Add a New Value tab.

Add a Mew Value

7. Run Control IDs are used to run system processes.
A Run Control ID is an identifier that, along with your User ID, uniquely identifies
the process you are running. The Run Control ID provides information used when
the process is run.

8. A Run Control ID cannot contain spaces. Use letters or numbers up to 30
characters long.
Special characters are not allowed except for the underscore.

9. Enter the desired information into the Run Control ID field. Enter "RCVNG".
Run Control ID:| |

10. Click the Add button.
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Favorites~ | MainMenu~ > CAPPS Reporis ~ » Stalewide Reporis ~ > Purchasing - > Receiving Report
Home | Workist | AddtoFavoiles | Sign out
ORACLE’
New Window | Help | Personalize Page | 5
Receiving Report
Run Control ID RCVNG Report Manager Process Manitor G
Business Unit @
And Receiver ID Num
Or Begin Rec Date E]
And End Rec Date £l
[5) save | =] Notity Eb Add || UpdaterDisplay
®100% -

Step Action

11. You will select a Business Unit (BU) or ensure that the default BU is correct.

Click the Look up Business Unit (Alt+5) button.

El

12. Click the 03200 link.
03201
13. Enter the desired information into the Receiver ID Num field. Enter "0000001247".
And Receiver ID Num I:I
14. Click the Run button.
Run
15. Use the Process Scheduler Request page to enter or update parameters, such
as report output type and format.
16. The Description field helps to uniquely identify a process.
17. The Process Name field displays the name of the process as it appears in the

technical definition.

18. Use the *Format field to define the output format for the report. The values are
dependent on the process type that is selected.

In this example, the default value is PDF. Do not change the defaults.
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Process Scheduler Request x

Saved | A
UserID TXTESTFNG13 Run Control ID RCVNG

Server Name v Run Date 08/11/2015 x [
Recurrence ~ Run Time 3:42-16PM Reset o Current Date/Time
Tmezone| &

Process List

Select Description Process Name Process Type. *Type *Format Distribution

Recelving Report TXGPODD3 Bl Publisher Distribution

#100% ~

Step Action
19. Click the OK button.
20. The report is now running. Notice a Process Instance number displays. This

number identifies the process you have just run; you can check its status using
Process Monitor.
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Favorites~ | MainMenu~ > CAPPS Reports ~ » Stalewide Reports ~ > Purchasing - > Receiving Report
Home Workdist Add to Favorites Sign out
ORACLE
New Window | Help | Personalize Psl i
Saved
Receiving Report | ‘

Run Control ID RCVNG Report Manager

Business Unit

And Receiver ID Num

Or Begin Rec Date

And End Rec Date

03200 |@,

0000001247

Process Monitor L
Process Instance: 1545980

[5] save ||[=] Notity [+ Add || 2 Updatemisplay

Step Action

21. Click the Process Monitor link.
Process Monito

22. Theprocess Instance number displays. It helps identify this report or process from
others in the list.

23. The Process Name is the report/process that you just ran.

24. The current Run Status of this process displays as "Processing".
The process will be finished when the Run Status is ""Success", and the
Distribution Status is '""Posted".

25. The Refresh button updates the Run Status and Distribution Status.
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Favorites~ | MainMenu~ > CAPPS Reports ~ » ide Reports ~ > g~ > iving Report > Process Monitor
Home | Workist | AddtoFavortes | Sign out
ORACLE’
New Window | Help | Personalize Page | 5
Process List || Server List
View Process Request For
User ID[TXTESTFN(x[&,  Type | [Last v 15 Refresh

Run Status v Di Status v Save On Refresh

Process List

Select Instance ~ Seq. Process Type Process Name  User Run DatefTime
1545980

1545078

BI Publisher
BI Publisher

TXCPO003 TXTESTFNC18 08/11/2015 3:42:16PM CDT

PO_DISPATCH TXTESTFNC18 08/11/2015 3:36:26PM CDT

Go back to Receiving Report

[F save | |=] Notify

Process List | Server List

Personalize | Find | view Aul| |

First'4' 1-2 012} Last

Run Status  SomeuON potgilg
Processing N/A Details
Success Posted  Details

w100% -

Step

Action

26.

Click the Refresh button.
[  Refresh |

27.

The process has finished. The status is "Success" and "Posted".

Now you will navigate to Reporting Tools >
report.

Report Manager in order to view the

28.

NOTE: If your report or any batch process fails (Run Status is Error instead of
Success), please use a new Run Control ID on your next attempt.

Do not re-use a failed Run Control.

29.

Click the Main Menu button.

30.

Click the Scroll Down button.

-

31.

Click the Reporting Tools menu.

| 1  Reporting Tools

32.

Click the Report Manager menu.

| =] Report Manager
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Favorites~ | Main Menu~ > Reporting Tools ~> Report Manager

Home Workdist Add to Favorites. Sign out

ORACLE

New Window | Help | Personalize Page | F5
List || Explorer || Administration | Archives

View Reports For

Folder [N ~|  Instance to Refresh
Name Created On [5) [Last v| 1| [Days ~
Reports Personalize | Find | View All | [E  First @ 1011 % Last
Report Report Description Folder Name Elim s [rocess
1 Report
(5] save

List| Explorer | Administration | Archives

H100% -

Step Action

33. Click the Administration tab.

Administration

34, If you have run multiple reports within a short period of time the Report List
section will show them listed.

The latest run report should appear at the top of the list.
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ORACLE"

New Window | Help | Personalize Page | 5

[ List || Explorer || Administration || Archives |

| View Reports For |

userib[Tx7estencis.  Tvee [ ~ | L=st v 1] [Days v | Refresh |

Staills‘ v| Foluer‘ v‘ Instance| | tof |
Report List Persenalize | Find | View Al | 0| First @ 1.6 016 &) Last
Select I'I‘f""“ ::::mw Description ;:';H“%":m Format Status  Details
= 501722 1545080 TXCPOOO3 - TXCPOOO3 pdf g%'ﬁ“nﬁ ga" Posted  Details
= 581719 1545078 PO_DISPATCH - PO_DISPATCH.pdf g“;;'{ﬁ"nﬁ g“;’f’)a' Posted  Details
m 591716 1545974 POX5030 - POX5030.001 e 2‘;3" Posted  Details
] 591715 1545075 Receipt Delivery Cleanup bt B e s

B ()
m 591713 1545973 Reciept Delivery e Tos  |Postea |oecars
: ()
o 591699 1545056 Recelver Interface Push ket 2‘;3" Posted  Details
st Doeseiea an

Click the delete bution to delete the selected report(s)

List | Explorer | Administration | Archives

®100% ~

Step Action

35. Click the Details link.

Report Detail

Report

ReportID: 591722 Process Instance: 1545980
Name: XMLP Process Type: XML Publisher
Run Status: Success

TXCPOO003 - TXCPO003 pdf
Distribution Details

Distribution Node: ReportDist Expiration Date: 08/18/20

File List

Name File Size (bytes)  Datetime Created

TXCPODO3.pdf 47,832 081172015 3:42:38.079801PM CDT
Distribute To

Distribution |,

ID Type ‘Distribution 1D

User TXTESTFNC18

o]

i i itAction_wir ind,"PMN_DERIVED | _BTN'); #,100%
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Step Action

36. Click the TXCPOO003.pdf link.

© Agency Unknown
e WAREHOUSE OPERATIONS RECEIVING REPORT
EY SIGNING IN THE COLUMN LITY " | ‘THAT | AM LIABILITY FOR LOSS TO THIS ITEM IF THE LOSS OR
DAMAGE RESULTS FROM MY NEGLIGENCE, ACT, OR FAILURE ILE CARE , MAINTAIN, AND SERVICE IT.
RECEIVING REPORT # OPERATOR PURCHASE ORDER | PO REFERENCE# RECEIVING DATE
0000001247 TXTESTFNCAS 0000001413 2015-08-10
DIVISION NAME DIV CODE FLOORROOM # DELIVERED 10
Location 4 - OK YOREXKXN
VENDOR NAME

RECEIPT DETAILS

RECV PO ary QTY  ITEM DESCRIPTION UNIT COST SERIAL# INVENTORY # ACCOUNTABILITY
LN LN ORDRD RECD SIGNATURE
1 1 1.00 100 ELECTRICITY UTILITY BILL 2500.00

RECEIVING DIVISION REPRESENTATIVE

SIGN HERE=> PRINT NAME>> DATE>>
79118
PLEASE SIGN AND RETURN COPY TO SUPPORT SERVICES WITHIN 5 BUSINESS DAYS. ATTENTION: PROPERTY MANAGER 703)
Run Date/Time: B/11/2015/ 15:42:37 Page 10f 2 ReportiD:TXCPOD03

Step Action

37. To continue to the Next Page,

Click the Next Page Arrow icon.

38. You can use the Adobe commands shown to either save the document or print the
report, as needed.

39. To close the report,

Click the Close Tab (Ctrl+W) button.

40. Congratulations! You have successfully completed this lesson.
End of Procedure.

Requisition Print Report

Section 4 - Lesson 1 Exercises - Scenario 3: Requisition Print Report

Procedure
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The Requisition Print Report displays the requisition details containing all item information,
comments, status and accounting information. You can print a single requisition or multiple
requisitions.

In this lesson, you will learn how to run the Requisition Print Report for the following three
requisitions:

1) 0000000052
2) 0000000057 and
3) 0000000060.

Favorites . Main Menu .
Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

#100% ~

Step Action

1. Click the Main Menu button.
2. Click the CAPPS Reports menu.

| 03 CAPPS Reports v]
3. Click the Statewide Reports menu.

[ /3 Statewide Reports v
4. Click the Purchasing menu.

[ =5 Purchasing v
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Step Action
5. Click the Requisition Print Report menu.
[ & Requisition Print Report |
Favorites~ | MainMenu~ > CAPPS Reporis ~ » Statewide Reports ~ > Purchasing ~ > Requisition Print Report
Home Worklist Add to Favorites Sign out
ORACLE’

New Window | Help | &
Requisition Print Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begins with |
[case sensitive

Search  Advanced Search

Find an Existing Value | Add a New Valug

®100% -

Step

Action

If you have already run this report, you may search for it on the Find an Existing
Value tab.

For this exercise, you will
Click the Add a New Value tab.

Add a Mew Value

Run Control IDs are used to run system processes.

A Run Control ID is an identifier that, along with your User ID, uniquely identifies
the process you are running. The Run Control ID provides information used when
the process is run.

A Run Control ID cannot contain spaces. Use letters or numbers up to 30
characters long.

Special characters are not allowed except for the underscore.

Page 233




©

CAPPS Financials

Centralized Accounting and Payroll/Personnel System

EUT Course
Step Action
9. Enter the desired information into the Run Control ID field. Enter
"REQ_PRINT_REPORT".
Run Control 1D:| |
10. Click the Add button.
11. You will select a Business Unit (BU) or ensure that the default BU is correct.
STy Home Worklist Add to Favorites. Sign out
New Window | Help | Personalize Page | &
- ) - .
This report contains requisition data.
[5] Save | |[=] Notity 5+ Add || E| Update/Display
Step Action
12. Enter the desired information into the Requisition 1 field. Enter "0000000052".
Requisition 1 I:I
13. Click the 0000000052 option.
D000000D53
14. Enter the desired information into the Requisition 2 field. Enter "0000000057".
Requisition 2 I:I
15. Click the 0000000057 option.
DO000D005T
16. Enter the desired information into the Requisition 3 field. Enter "0000000060".
Requisition 3 I:I
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Step Action
17. Click the 0000000060 option.
000000060
18. Click the Run button.
19. Use the Process Scheduler Request page to enter or update parameters, such
as report output type and format.
20. The Description field helps to uniquely identify a process.
21. The Process Name field displays the name of the process as it appears in the
technical definition.
22. Use the *Format ficld to define the output format for the report. The values are
dependent on the process type that is selected.
In this example, the default value is PDF. Do not change the defaults.
Process Scheduler Request
server Name v Run Date pa/052015  x |[5 ) i
Recurrence[ v RunTme[105207AM | | Resello CurentDaterTime |
Ii-melnnel:|Q
W‘ :Z:::::: Print Report - XML :Z:;n:;xme ::::;sr z::'i::::
®100% ~
Step Action
23. Click the OK button.
24, The report is now running. Notice a Process Instance number displays. This

number identifies the process you have just run; you can check its status using
Process Monitor.
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Favorites~ | MainMenu~ > CAPPS Reports ~ > Stalewide Reports = > ing - > isition Print Report

Home Worklist Add to Favorites Sign out

ORACLE

New Window | Help | Personalize Pal i
saved ‘
Req Print Report J

Run Control ID REQ_PRINT_REPORT Report Manager Process Monitor
Process Instance: 1545887

Business Unit 03200 /@,

Requisition1 0000000052 [ Requisition 6 @
Requisition2 0000000057 |2, Requisition 7 @
Requisition3 0000000060 |3, Requisition 8 @
Requisition 4 @ Requisition 9 OJ
Requisition 5 = Requisition 10 @
This report contains requisition data.

[l Save | |[=] Notify =+ Add | 2| Update/Display

®100% -

Step Action

25. Click the Process Monitor link.

26. The Process Instance number displays. It helps identify this report or process from
others in the list.

27. The Process Name is the report/process that you just ran.

28. The current Run Status of this process displays as "Queued".
The process will be finished when the Run Status is ""Success", and the
Distribution Status is '""Posted".

29. The Refresh button updates the Run Status and Distribution Statuses.
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Favorites~ | MainMenu~ > CAPPS Reporis ~ » Statewide Reporls > Purchasing ~ > Requisition Print Report > Process Monitor
Worklist | AddtoFavorites | Sign out
ORACLE"
New Window | Help | Personalize Page | F5
Process List || Server List
View Process Request For
User ID[TXTESTFN( x|, Type | [Last v Refresh
Server Name @, Instance to
Run Status v i status | [ save On Refresh
Process List Personalize | Find | view Al |20 | First ¥ 1011Y Last
Select Instance  Seq. Process Type Process Name User Run DatefTime Dl“"b“”"" Details
1545887 B Publisher TXCPOOD2X TXTESTFNC18  08/05/2015 10:52:07AM COT NA Details
Go back o Reguisition Print Report
[ save | |=] Notify
Process List | Server List
#100% ~
.
Step Action
30. Click the Refresh button.
[  Refresh |
: ENNT] " " "
31. The process has finished. The status is "Success" and "Posted".

report.

Now you will navigate to Reporting Tools > Report Manager in order to view the

32. NOTE: If your report or any batch process fails (Run Status is Error instead of

Do not re-use a failed Run Control.

Success), please use a new Run Control ID on your next attempt.

33. Click the Main Menu button.
34. Click the Scroll Down button.
-
35. Click the Reporting Tools menu.

[ Reporting Tools

36. Click the Report Manager menu.

| =] Report Manager
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Favorites~ | Main Menu~ > Reporiing Tools ~ > Report Manager
Home Worklist Add to Favorites Sign out
ORACLE
New Window | Help | Personalize Page | F5

List Explorer Administration Archives

View Reporis For

Folder Instance to Refresh

Name Created On [5) [Last v| 1| [Days ~

Reports Personalize | Find | View All | [E  First @ 1011 % Last

Report Report Description Folder Name Eg‘t"e‘?(‘f;\f" ﬁf"“" If";::z:
1 Report
(5] save
List | Explorer | Administration | Archives
#100% ~
Step Action
37. Click the Administration tab.
Administration
38. If you have run multiple reports within a short period of time you will see them

listed.
The latest run report should appear at the top of the list.
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Home | Workist | AddtoFavortes | Sign out

ORACLE"

New Window | Help | Personalize Page | i
[ List || Explorer || Administration || Archives | "

| View Reports For |

userib[TxTestencis.  Tvee [ ~ | L=st v 1] [Days v | Refresn |

Staills‘ v| Foluer‘ v‘ Instance|
Report List Personalize | Find | View Al |2 |
Report Prcs. L Request

peicct ID Instance Description DatefTime

08/05/2015  Acrobat

501650 1545607 TXCPODIZX - TXCPODORXpef Q000000 A% posieq  petais
581656 1545880 TXCPOM7 - TXCPOM7 pdf g?;g?g:ﬁ g“;’f’)a' Posted  Details
591654 1545679 TXCPOOO3 - TXCPOOO3 pdf ey 2‘;3" Posted  Details
501649 1545875 PO_DISPATCH - PO_DISPATCH.pdf gfﬂ% ga" Posted  Details
581648 1545875 PO_DISPATCH - PO_DISPATCH.pdf g?ﬁm g“;’f’)a' Posted  Details
591646 1545674 PO_DISPATCH - PO_DISPATCH.at Jac a0 2‘;3" Posted  Details

081052015 Acrobat
T56:09AM  (*pdf)
08/05/2015  Acrobat
TAS34AM  (“pdi)
081052015 Acrobat
TAT41AM  (.pdh)
081052015 Acrobat :
591639 1545871 TXCPOU0X - TXCPODOZXROr 722y (T00% Posted  Detalls
081052015 Acrobat
T2753AM  (pdi)

501645 1545874 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

501643 1545873 TXCPOO17 - TXCPOO1T7 pdi Posted  Details

591641 1545872 TXCPOO04 - TXCPOO04 pdf Posted  Details

D EEEDEEDE @ EE

591637 1545870 TXCPO0O03 - TXCPO0O03 pdf Posted  Details

SelEd All DDESE|EE| Al

Click the delete bution to delete the selected report(s)

®100% ~

Step Action

39. Click the Details link.
Detaild

Report Detail

Report

ReportID: 591660 Process Instance: 1545387
Name: XMLP Process Type: XML Publisher
Run Status: Success

TXCPO002X - TXCPOD02X pdf
Distribution Details

Distribution Node: ReportDist Expiration Date: 0812/21

File List

Name File Size (bytes)  Datetime Created

TXCPODO2X pdf 51515 08/05/2015 10:53:06.439617AM CDT
Distribute To

Distribution

ID Type

User TXTESTFNC1S

o]

*Distribution 1D

®100% v
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Step

Action

40.

Click the TXCPO002X.pdf link.

Page: 10f 1
Run Date: 8/5/2015

Run Time: 10:52:48 AM
Report ID: TXCPO002X

@ Requisition

g P Pl

I

Business Unit 03200 Origin 101 Requestor  Requestor! User BCM Status Valid —
Requisition ID 0000000052 Status  Approved Requestor  512/556-1234 Req Approval  07/01/2015
Phone Date
Requisition 07/0172015 Description PAPER
ate
HEADER COMMENTS:
Line Description UoMm Oty Price Amount Line Status
1 Paper, 11x14, 20lb cs 3 50.00 150.00 Approved
Vendor ID Vendor Loc ~ Vendor Name Class Item Buyer
645 Buyerl User
Schedule 1  Schedule Amount 150.00
Dist Account | Fund Dept ID Program PCA Appn. Yr. Agy | Agy Amount Location
Ln CH CFR2
[ [ 7330 | o010 3000 | 20 | 09004 | 201301 BT | | 750.00 | Location 1-UT
Line Nbr Comments
1 Please rush
gial Requisition: $150.00
.
Step Action

41.

To continue to the Next Page,

Click the Next Page Arrow object.

42.

To continue on to the next page,

Click the Next Page Arrow object.

43.

You can use the Adobe commands shown to either save the document or print the

report, as needed.

44,

To close the report,

Click the Close Tab (Ctrl+W) button.

L
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Step

Action

45.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Requisition Status Report

Section 4 - Lesson 1 Exercises - Scenario 4: Requisition Status

Procedure

The Requisition Status Report provides the status and details of the requisition, associated POs,
the UserID of when the user made changes.

In this lesson, you will learn how to run the Requisition Status Report for Req #000000059.

Favorites . Main Menu
Home Worklist Add to Favorites Sign out
ORACLE
Personalize Content | Layout (2) Help
#100% v
Step Action
I. Click the Main Menu link.
Main Menu

Page 241




o CAPPS Financials

Centralizad Accounting and Payroll/Personne System
EUT Course

Favorites . Main Menu .

Search Menu: Home Worklist | Add to Favorites Sign out

ORACLE| ®

Accounts Payable
Accounts Receivable
Allocations
Application Diagnostics
Asset Management
Background Processes
Banking
Biling
CAPPS Reporls
CAPPS Statewide
Cash Management
Catalog Management
Commitment Control
Cost Accounting
CPA Interfaces
Customer Contracts
Customer Returns
Customers
Deal Management
Development Utities
Employee Self-Service
Engineering
Enterprise Components
eProcurement
eSettlements
Excise and Sales Tax/VAT IND
Financial Gateway
General Ledger
Grants
Inventory
IT Asset Management
Items
Maintenance Management
Manager Self-Service
Manufacturing Definitions
Order Management

-

Personalize Content | Layout (2) Help

rroprroeoocrooocorororOODPPOODPOCOD @
BT T T T T S

H100% ~

Step Action

2. Click the CAPPS Reports menu.
1 CAPPS Reports vl

3. Click the Statewide Reports menu.

[ =3 Statewide Reports v

4. Click the Purchasing menu.

[ /3 Purchasing v

5. Click the Requisition Status Report menu.

[ = Requisition Status Report |
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Favorites~ | MainMenu~ > CAPPS Reports = > Stalewide Reporis = > Purchasing = > Requisition Status Report
Home Workdist Add to Favorites. Sign out

ORACLE
New Window | Help |
Req Status Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Adda New value

Search Criteria

Search by: Run Control ID begins with |
[case sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

H100% -

Step Action

6. If you have already run this report, you may search for it on the Find an Existing
Value tab.

For this exercise, you will
Click the Add a New Value tab.

Add a Mew Value

7. Run Control IDs are used to run system processes.

A Run Control ID is an identifier that, along with your User ID, uniquely identifies
the process you are running. The Run Control ID provides information used when
the process is run.

8. A Run Control ID cannot contain spaces. Use letters or numbers up to 30
characters long.

Special characters are not allowed except for the underscore.

9. Enter the desired information into the Run Control ID field. Enter
"REQ_STATUS".
Run Control ID:| x|

10. Click the Add button.
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Favorites~ | MainMenu~ > CAPPS Reports = » ide Reports ~ > g - > isition Status Report
Home Workdist Add to Favorites. Sign out
ORACLE’
New Window | Help | Personalize Page | 5
Req Status Report
Run Contrel ID REQ_STATUS Report Manager Process Monitor Run
Report Request Parameters

Business Unit @, (Required)

Requisition ID Y OR

Origin @

From Date )

To Date Bl OR

Department (%)

Appropriation Year OR

Enclose the search criteria with %
Ex: 9%X0000000XX %

Description

D Show Only Reqs Where Remaining Pre-Enc <> 0
[ show Receiving Information

|5l save | =] Notify [Eh Add | 5] Update/Display

H100% -

Step Action

11. You will select a Business Unit (BU) or ensure that the default BU is correct.

Click the Look up Business Unit (Alt+5) button.

El

12. Click the 03200 link.
0320
13. You may use any of the parameters that you desire.

For this example, you will use the Requisition ID.

14. Enter the desired information into the Requisition ID field. Enter "0000000059".
15. Click the 0000000059 option.

D0000D005S
16. Click the Run button.

Run

17. Use the Process Scheduler Request page to enter or update parameters, such

as report output type and format.
18. The Description field helps to uniquely identify a process.
19. The Process Name field displays the name of the process as it appears in the

technical definition.
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Step Action

20. Use the Format field to define the output format for the report. The values are
dependent on the process type that is selected.

In this example, the default value is PDF. Do not change the defaults.

Process Scheduler Request X

Saved | A
User ID TXTESTFNG18 Run Control ID REQ_STATUS

Server Name v Run Date P8/05/2015 x|
Recurrence ~ Run Time 12:17:28PM Reset o Current Date/Time
Tmezone| &

Process List
Select Description Process Name Process Type *Type *Format Distribution

Requisition Status Report TXGPODD4 Bl Publisher Distribution

H100% v
Step Action
21. Click the OK button.
22. The report is now running. Notice a Process Instance number displays. This
number identifies the process you have just run; you can check its status using
Process Monitor.
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Favorites ~ Main Menu~ > CAPPS Reporis ~ » ide Reports ~ >

ORACLE’

Req Status Report

Run Control ID REQ_STATUS Report Manager Process Monitor

Report Request Parameters

Business Unit 03200 @, (Required)

Description

D Show Only Reqs Where Remaining Pre-Enc <> 0
[ show Receiving Information

[5) save ||[Z] Notify

Requisition ID 0000000059 |, OR
Origin x |@
From Date 01/01/1900 |5
To Date 01/01/1900 |5 or
Department (%) @,
Appropriation Year % @ OR
X Enclose the search criteria with %

Ex: 9%X0000000XX %

5+ Add | z] Update/Display

-5 isition Status Report

Home Workdist Add to Favorites. Sign out

New Window | Help | Personalize P i
Saved ‘

Process Instance: 1545888

Step Action

23. Click the Process Monitor link.

24, The Process Instance number displays. It helps identify this report or process from
others in the list.

25. The Process Name is the report/process that you just ran.

26. The current Run Status of this process displays as "Initiated".

Distribution Status is 'Posted".

The process will be finished when the Run Status is "Success', and the

27. The Refresh button updates the Run Status and Distribution Statuses.
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Favorites~ | MainMenu~ > CAPPS Reporis - » Statewide Reports ~ > Purchasing - > Requisition Status Report > Process Monitor
Home | Workist | AddtoFavorites | Sign out
ORACLE’
New Window | Help | Personalize Page | F5
Process List | Server List
View Process Request For
User ID[TXTESTFN( x|, Type | [Last v Refresh
sever| %] MName @, Instance to
RuN Status v Di status v| @ save On Refresh
Process List Personalize | Find | view Al |20 | First ¥ 1011Y Last
Select Instance  Seq. Process Type Process Name User Run DatefTime Run Status Dl“"b“”"" Details
1545888 BI Publisher TXCPOOD4 TXTESTFNC1S  0B/05/20151Z17:28PM CDT Infiated NIA Details
Go back to Req Status Report
[ save | |=] Notify
Process List | Server List
#100% ~
.
Step Action
28. Click the Refresh button.
[  Refresh |
: o ' " "
29. The process has finished. The status is "Success' and "Posted".

report.

Now you will navigate to Reporting Tools > Report Manager in order to view the

30. NOTE: If your report or any batch process fails (Run Status is Error instead of

Do not re-use a failed Run Control.

Success), please use a new Run Control ID on your next attempt.

31. Click the Main Menu button.

32. Click the Scroll Down button.

-

33. Click the Reporting Tools menu.

| O Reporting Tools

34. Click the Report Manager menu.

| =] Report Manager
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Favorites~ | Main Menu~ > Reporiing Tools ~ > Report Manager
Home Worklist Add to Favorites Sign out
ORACLE
New Window | Help | Personalize Page | F5

List Explorer Administration Archives

View Reporis For

Folder Instance to Refresh

Name Created On [5) [Last v| 1| [Days ~

Reports Personalize | Find | View All | [E  First @ 1011 % Last

Report Report Description Folder Name Eg‘t"e‘?(‘f;\f" ﬁf"“" If";::z:
1 Report
(5] save
List | Explorer | Administration | Archives
#100% ~
Step Action
35. Click the Administration tab.
Administration
36. If you have run multiple reports within a short period of time you will see them

listed.
The latest run report should appear at the top of the list.
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Home | Workist | AddtoFavortes | Sign out

[ List || Explorer || Administration || Archives |

New Window | Help | Personalize Page | i ~

| View Reports For

v | Refresh |

ECI k the delete button to delete the selected repori(s)

useriD[x7estencis.  Tvee N | Last v] 1 [oays
Staills‘ v| Foluer‘ v‘ Instance|
Report List Personalize | Find | View Al |2 |
B e
= 501652 1545888 TXCPODD4 - TXCPODDA pdf ?gﬁ?’g:’; ga" Posted  Details
= 581650 1545887 TXCPOBOZX - TXCPODO2X pdf 2‘3’"525’3}'& g“;’f’)a' Posted  Details
m 591656 1545680 TXCPOOT7 - TXCPOOT7.pdf g 2‘;3" Posted  Details
= 501654 1545878 TXCPOOO3 - TXCPOOO3 pdf gfﬁm ga" Posted  Details
= 581649 1545875 PO_DISPATCH - PO_DISPATCH.pdf g?ﬁm g“;’f’)a' Posted  Details
o 591648 1545675 PO_DISPATCH - PO_DISPATCH.at S sty 2‘;3" Posted  Details
= 501645 1545874 PO_DISPATCH - PO_DISPATCH.pdf gf;gm ga" Posted  Details
= 501645 1545874 PO_DISPATCH - PO_DISPATCH.pdf gzﬁ;"ﬂ:‘? ga" Posted  Details
= 581643 1545873 TXCPOU7 - TXCPOM7 pdf g“ﬁm g“;’f’)a' Posted  Details
o 591641 1545672 TXCPOODA - TXCPOODA.pdf et 2‘;3" Posted  Details
= 501639 1545871 TXCPODO2X - TXCPODO2X pdf gg’gzﬁm ga" Posted  Details
= 581637 1545870 TXCPOOO3 - TXCPOOO3 pdf g“z’gsgm g“;’f’)a' Posted  Details
st Doeseiea an

®100% ~

Step

Action

37.

Click the Details link.
Detaild

Report Detail

Report

ReportID: 591662
XMLP

Run Status: Success

Name: Process Type:

TXCPO004 - TXCPO004 pdf

Process Instance:

1545388

XML Publisher

Distribution Details

Distribution Node: ReportDist

File List

Name

TXCPO004 pdi

Distribute To

Distribution

1D Type

User TXTESTFNC18

o]

*Distribution 1D

Expiration Date:

File Size (bytes)
20,350

08/12/2(

Datetime Created
08/05/2015 12:18:08 776364PM CDT

®100% v
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Step Action
38. Click the TXCPOO004.pdf link.
XCPO004.pd
39. You can use the Adobe commands shown to either save the document or print the
report, as needed.
g Reguisition Status Report
b T
Run Date/Time: 8/5/2015 12:17:54 PM ’ 5 | — ‘ | !‘7 Report No: TXCPOOD4
Step Action
40. To close the report,
Click the Close Tab (Ctrl+W) button.
41. Congratulations! You have successfully completed this lesson.

End of Procedure.

Requisitions to be Sourced Report
Section 4 - Lesson 1 Exercises - Scenario 5: Requisitions to be Sourced Report

Procedure

The Requisitions to be Sourced Report identifies requisitions available for purchasers to source.

In this lesson, you will learn how to run the Requisitions to be Sourced report.
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The following scenario will be used:

1) Enter Approval date ranges: 7/14/2015 to 8/5/2015.

Faveorites .. Main Menu
Home Worklist Add to Favorites Sign out

ORACLE’

Personalize Content | Layout (2) Help

H100% ~

Step Action

1. Click the Main Menu button.
2. Click the CAPPS Reports menu.

| -3 CAPPS Reporis v
3. Click the Statewide Reports menu.

[ 73 Statewide Reports v
4. Click the Purchasing menu.

[ 3 Purchasing v
5. Click the Requisitions to be Sourced menu.

[ 5] Requisitions to be Sourced |
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Favorites ~ Main Menu~ > CAPPS Reports ~ » ide Reports ~ > g v > isitions to be Sourced
Home Worldist Add fo Favorites Sign out

ORACLE’
New Window | Help | /=
Requisitions to be Sourced
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Add a New Value

Search Criteria

Search by: Run Control ID begins with

[Jcase Sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Value

®100% ~

Step Action

6. If you have already run this report, you may search for it on the Find an Existing
Value tab.

For this exercise, you will
Click the Add a New Value tab.

Add a Mew Value

7. Run Control IDs are used to run system processes.

A Run Control ID is an identifier that, along with your User ID, uniquely identifies
the process you are running. The Run Control ID provides information used when
the process is run.

8. A Run Control ID cannot contain spaces. Use letters or numbers up to 30
characters long.

Special characters are not allowed except for the underscore.

9. Enter the desired information into the Run Control ID field. Enter
"REQS _TO_BE_SOURCED".
Run Control ID: | |

10. Click the Add button.
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Favorites = | Main Menu~ > CAPPS Reports ~ > Statewide Reports ~ > Purchasing = > Requisitions to be Sourced
Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | Help | Personalize Page |
Reqs to be Sourced

Run Control ID REQS_TO_BE_SOURCED Report Manager Process Monitor

Business Unit @,

From Approval Dt 5

To Approval Dt [

This report shows requisitions that are available for the purchasers to
source

[5] save |[=1 Notity [Eh Add |5 updatemisplay

®100% ~

Step

Action

11.

You will select a Business Unit (BU) or ensure that the default BU is correct.

Click the Look up Business Unit (Alt+5) button.

El

12.

Click the 03200 link.
D320

13.

Enter the desired information into the From Approval Dt field. Enter "07142015".

From Approval Dt |:|

14.

Enter the desired information into the To Approval Dt field. Enter "08052015".

To Approval Dt |:|

15.

Click the Run button.

16.

Use the Process Scheduler Request page to enter or update parameters, such
as report output type and format.

17.

The Description field helps to uniquely identify a process.

18.

The Process Name field displays the name of the process as it appears in the
technical definition.
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Step Action
19. Use the Format field to define the output format for the report. The values are

dependent on the process type that is selected.

In this example, the default value is PDF. Do not change the defaults.

Process Scheduler Request

Recurrence ~ Run Time[3:51:58AM Reset fo Current Date/Time
Tmezone| |4

Process List
Select Description Process Name Process Type. “Type *Format Distribution

Requisitions to be Sourced TXGPOOT Bl Publisher Distribution

x
D
~
User ID TXTESTFNC18 Run Control ID REQS_TO_BE_SOURCED
Server Name v Run Date P8/05/2015 |5 |
v

HI00% v
Step Action
20. Click the OK button.
21. The report is now running. Notice a Process Instance number displays. This
number identifies the process you have just run; you can check its status using
Process Monitor.
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Favorites = | Main Menu~ > CAPPS Reports ~ > Statewide Reports ~ > Purchasing ~ > Requisitions to be Sourced
Home ‘Worldist Add fo Favorites Sign out

ORACLE’

New window | Help | Personalize Pj |
Saved ‘
Reqs fo be Sourced L

Run Control ID REQS_TO_BE_SOURCED Report Manager Process Monitor

Process Instance: 1545830

Business Unit 03200 |@,

From Approval Dt [07/14/2015 5]

To Approval Dt 08/05/2015 |[5)

This report shows requisitions that are available for the purchasers to
source

[5] save || Notity [Eh Add ||F updatemisplay

Step Action

22. Click the Process Monitor link.

23. The Process Instance number displays. It helps identify this report or process from
others in the list.

24, The Process Name is the report/process that you just ran.

25. The current Run Status of this process displays as "Queued".

The process will be finished when the Run Status is ""Success", and the
Distribution Status is '""Posted".

26. The Refresh button updates the Run Status and Distribution Statuses.
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Favorites ~ Main Menu~ > CAPPS Reports ~ » ide Reports ~ > g v > isitions to be Sourced > Process Monitor
Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | [5
Process List || Server List

View Process Request For

User ID[TXTESTFNC183,  Type | [Last v 15
Run Status ~ D Status v| [ save On Refresh
Process List Personalize | Find | view Al | [ B First 4 10712 Last
Select Instance  Seq. Process Type Process Name User Run DatefTime Run Status D;"”b“““’" Details

1545880 BI Publisher TXCPO017  TXTESTFNC18 08/05/2015 9:51:58AM CDT Queued NIA Details

Go back to Requisitions to be Sourced
[ save | |=] Notify

Process List | Server List

®100%

Step Action

27. Click the Refresh button.
[~ "Befresh {

28. The process has finished. The status is "Success" and "Posted".

Now you will navigate to Reporting Tools > Report Manager in order to view the
report.

29. NOTE: If your report or any batch process fails (Run Status is Error instead of
Success), please use a new Run Control ID on your next attempt.

Do not re-use a failed Run Control.

30. Click the Main Menu button.

31. Click the Scroll Down button.

-

32. Click the Reporting Tools menu.
(3 Reporting Tools '

33. Click the Report Manager menu.
| =] Report Manager
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Favorites = | Main Menu~ > Reporting Tools - > Report Manager

Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | [5
List || Explorer | Administration || Archives

View Reports For

Folder [N ~|  'nstence to Refresh
Name Created On [5) [Last v| 1| [Days W
Reporis Personalize | Find | View All | [[E  First ¢ 1011 %) Last
Report Report Description Folder Name Elim s rocess
1 Report
[5) save

List | Explorer | Administration | Archives

Step Action
34. Click the Administration tab.
Administration
35. If you have run multiple reports within a short period of time you will see them

listed.

The latest run report should appear at the top of the list.
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Click the delete button to delete the selected report(s)

Home | Worist | AddtoFavorites | Sign out
ORACLE"
New Window | Help | Personalize Page
[ st || Explorer || Administration | Archives |
| View Reporis For ]
useriD[xrestrncie  1vee | | Last V| 1 [pas v | Remesn |
Stillls‘ v\ Foldel| v‘ Instance| | tof |
Report List Personalize | Find | View All| 2 | 10 0f 10 (2 Last
Select rport e e Description e Status  Details
= 591656 1545880 TXCPOO1T - TXCPOO1T pef gf;gf;"ﬂ:: ga" Posted  Details
= 501654 1545870 TXCPOO03 - TXCPOD03 pdf g“:gsfim g“;’f’)a' Posted  Details
m 591648 1545875 PO_DISPATCH - PO_DISPATCH.01 2o 2oty 2‘;3" Posted  Details
= 501643 1545875 PO_DISPATCH - PO_DISPATCH.pdf gzﬁ'm ga" Posted  Details
= 501646 1545874 PO_DISPATCH - PO_DISPATCH.pdf g“;gsgm g“;’f’)a' Posted  Details
o 591645 1545874 PO_DISPATCH - PO_DISPATCH.oat 2 70 '™ 2‘;3" Posted  Details
= 501643 1545873 TXCPOO1T - TXCPOO1T pef g%m ga" Posted  Details
= 591641 1545872 TXCPOD04 - TXCPOD04 pef gfﬁ?ﬁxj ga" Posted  Details
= 501639 1545871 TXCPODO2X - TXCPODO2X pdf g“a’gsﬁm g“;’f’)a' Posted  Details
o 591637 1545870 TXCPOOO3 - TXCPOO03.pdf bt 2‘;3" Posted  Details
Fosearar  Dpesecctan

®100% ~

Step

Action

36.

Click the Details link.

Report Detail

Report

ReportID: 591656
XMLP

Run Status: Success

Process Instance: 1545380

Name: Process Type: XML Publisher

TXCPOO017 - TXCPOO17 pdf
Distribution Details

Expiration Date:

08/12/20

Distribution Node: ReportDist

File List
Name
TXCPOO017 pdf
Distribute To
Distribution
1D Type
User

o]

Datetime Created
08/05/2015 9:52:25 368202AM CDT

File Size (bytes)
12,261

*Distribution ID

TXTESTFNC18

H100% v
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Step

Action

37.

Click the TXCPOO017.pdf link.

38.

You can use the Adobe commands shown to either save the document or print the

report, as needed.

©

Gt g rd PP G

Requisitions Available for Sourcing

Req
Origin ReqDt ReqID Line OpenGty UOM  Amount

ReqDtto

Appr Dt to

Approved  Requester CurentDt  CumentDt Buyer ro?
Reg Line Description
Buyert User
201301_03200
0771472015 0000000072 7 000 | EA 2500000 0742015 POePm E z Buyer] User N
Requester 1 User
ELECTRICITY UTILITY BILL
) G7714/2015 0000000073 7 I 00 Oaz0s | POeFro E £ Buyer! User v
Requester 1 User
8 1/2¢11 white paper. 201b. 500 sheets per resm
= /142015 0000000073 T W PAK W OamiE  FoeFm = = Buyert User 0
Requester 1 User
Foiders, Golor Hanging Pocket, Letter size. pk of 4 teme#a428
E=) 07/14/2015 0000000073 3 B0 PAK 15880 07142015 POePro = Ed Buyert User N
Requester 1 User
Pens, Bic Round St Ballpo Pt Plof 60
£ 07/28/2015 0000000084 1 Y 15000 07282015 POePro B 8 Buyer! User N
Requaster 1 User
JULY PCARD A. SMITH
=T 077282015 000000084 7 W EA TED0  G2aTs | POerm B g BuyerT User 0
Requester 1 User
JULY PCARD A SMITH
) G7/28/2015 0000000084 T 1w EA 7500 O782006  FOeFrm T g Buyer! User W
Requester 1 User
JULY PCARD A SMITH
E=) 07/28/2015 0000000084 7 o EA 000 07282016 POePrm B g Buyer! User W

JULY PCARD A SMITH

Requester 1 User

Run Date/Time: &/5/2015/ 05219 AM

[1 )71 | mm o | A

Report No: TXCPOO17

Step

Action

39.

Click the Close Tab (Ctrl+W) button.

40.

Congratulations! You have successfully completed this lesson.

End of Procedure.
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