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CAPPS Desk Aid

Locating Requisitions Available to Source

Note: This Desk Aid was written to the specifications
of CAPPS Central agency modules and may not reflect
the unique process variations implemented by
individual or non-Central agencies.
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Locating Requisitions Available to Source

A requisition becomes available to source when the REQUISITION STATUS is Approved and the BUDGET
STATUS is Valid.

A requisition line is no longer available to source when it was fully sourced to a purchase order (PO) or when it
was finalized from the PO (see the Finalizing a Purchase Requisition or Purchase Order desk aid).

There are two methods for finding requisitions that are available to source to a PO:

e Requisitions to be Sourced report

e Requisition Selection Criteria page (inside a PO)

Running the Requisitions to be Sourced Report

Users must add a Run Control page as the one-time setup the first time the user runs the Requisitions to be
Sourced report. The Run Control page is a page from which the user can run the report over and over again.

Navigation
Dashboard: Purchasing; Tile: Buyer Workcenter

From the Reports/Processes tab:
1. Select the Requisitions to be Sourced page.
2. Select Add a New Value tab.

3. Entera RUN CONTROL ID.
This run control is only available to you, so you can name whatever you’d like. No spacebars are
allowed in the name, but you can use underscores (e.g., Reqs_Available_to_Source).

Requisitions to be Sourced

Add a New Value

Run Control ID| Regs

Add

4. Select Add to save the RUN CONTROL ID.

5. Enterthe BUSINESS UNIT field and the associated date fields.

This report shows requisitions that are available for the purchasers to
source

 Return to Search Notity + Add

Now you have a run control that you can use from now on to run this report.

6. Select Save.
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Note:

The next time you run the report (and every time thereafter), use the same navigation, but choose the
Find an Existing Value tab and search for your run control that already exists.

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 wn
Case Sens;V
Search  Advanced Search

SeavcheresuI(s

View A\& First 1ot1 (, Last

Run Control ID anguage Code
Reqs_Available_to_Source English

When you run this report, it is going to look for requisition lines that are available (Approved and
Valid), and approved sometime between the dates you entered on the run control page.

The wider the date range, the larger the quantity of lines in the report.

7. Select Run when you are ready to execute the search.

Regs to be Sourced

Run Control ID Regs_Available_to_Source Report Manager Process Monitor

Business Unit 0 @

From Approval Dt 09/01/2015 )

To Approval Dt 02/182016 |[5;

Process Scheduler Request

UserID 000100 Run Control ID Reqs_Available_to_Source
Server Name v RunDate p2/182016 |y
Recurrence v Run Time 9:20:03AM Resetto Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type Type *Format

v Requisitions to be Sourced TXCPOO017 Bl Publisher Web v || PDF

8. Select OK on the Process Scheduler Request.

Report Manager and just wait on the report.

Note: The report process takes a minute or so to run. You can select either:
Process Monitor to check the status of the process

Regs to be Sourced

Run ControlID Reqs_Available_to_Source Report Manager

Business Unit % 'a
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9. Watch for the Run Status to change to Success.

Process List Server List

View Process Request For

User ID}000100( Q Type v || Last v 200 |Days v
Server b Name @, Instance to

Run Status y Distribution Status Y| ¥ save On Refresh

Process List

Personalize | Find | View All | & | [
Select Instance  Seq. Process Type

Fffst ‘4 1-26 0126 * Last

Process Name  User Run Date/Time Run Stalfis  DitTbUtion perg
1376111 8l Publisher TXCPOO17 0001000 02/1872016 9:20:03AM CST Posted  Details

10. Select Go back to Requisitions to be Sourced after the run status displays Success.

1372591 Application Engine TX_PO_LOAD

0001000 11/232015 1:53:27PM CST
1369973 PSJob

Success
POXMLP 0001000

10/28/2015 12:44:10PM CDT

Success
|G backto Requisitions to be Sourced |

i) Save || =] Notify

Process List| Server List

Posted

Posted

Details

Details

11. Select Report Manager to go get your Requisitions to be Sourced report.

ORACLE

Menu ~| Search

Regs to be Sourced

Run Control ID Reqs_Available_to_Source |ReportManager Process Monitor Run

Advanced Search gl Last Searc

12. Select the Administration tab on the Report Manager page.

13. Select the hyperlink under Description to open the report (PDF).

ORACLE"

Menu ~ Search

List Explorer Administration Archives

View Reports For

User 1D 000100 v | Last v 1

Days v
Status v

v Instance to

Report List Personalize | Find | View Al | &0 | £ First'& 1-20f2 ‘% Last
Report  Prcs Request
Select 0 instance Descriptign Date/Time Format Status Details
2/1872016 A
1232079 1376111 TXCPO017 - TXCPOO17.pdf 021872016  Acrobat

921:43AM  (*.pdf Posted  Details
92 M f

X o 02/17/2016 Acrobat
1232066 1376092 PO_DISPATCH - PO_DISPATCH.pdf {513:€408) (1750% Posted  Details

Advanced Search (ol Last Search Results

Refresh

The report groups requisition lines by Buyer.

Reminder: There is no overnight delay, this is real time data.

e |f a requisition was approved and successfully budget checked one minute ago, it pulls into this report.
e |f a requisition line was fully sourced one minute ago, it no longer pulls into this report.
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Requisition Selection Criteria Inside a PO

This method is for used to search for requisition lines available to source from inside the PO.
Navigation
Dashboard: Purchasing; Tile: Purchase Order

On the Add/Update POs page:

1. Create a new value or find an existing PO value.
ORACLE Menu ~« Search

Purchase Orde‘r/ \

Find an Existing Value Add a New Value

Business Unit: D0 @
PO ID: NEXT
Add

Note: A supplier is required to search for requisitions from inside the purchase order. The supplier

you enter does not have to match the suggested supplier that may or may not have been entered on
the requisition(s).

2. Choose Requisition from the COPY FROM drop-down menu.

ORACLE" Menu ~ | Search
Maintain Purchase Order
Purchase
Order Business Unit 20 TxSmartBuy Purchase Order
POID NEXT
Copy From | v Summary Document Tyy
Header Contract
Purchase Or
*PO Date 02/18/2016 Requisition th
“Supplier W00 1 Supplier Details
*Supplier 1D —— IS
‘Buyer TG 2 .
3. Enter data in the various criteria fields (as necessary) Requisition Selection Criteria section.
Maintain Purchase Order
Copy Purchase Order from Requisition
Return to Main Page
Requisition Selection Criteria
Busines 0 Buyer &
Unit
Supplier ID a, Origin
*NIGP Class a, Max Rows 50
Requisition 2, ! Include Regs With No Supplier
Requnsmclbrv: @ ¥include Inventory ltems
Name
Contract ID 3, Stockless ltem
Search Exclude Auto Source Item Texas Smart Buy
You can search for requisitions by an single criterion or by multiple criteria. The less criteria you enter,
the more requisition lines display in the search results. If you’re not finding what you expected to find,
use less criteria to broaden the scope of the search.
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Using the Search All Option

A common search is to select the Search (magnifying glass icon) next to the REQUISITION ID field. Doing so
produces a list of all requisitions that have lines available to source, which displays each REQUISITION ID

and each requester’s USER ID.

¥ Requisition Selection Criteria

Selection Options

Search Results
View 100 First

Busines 0 Buyer
Unit .
Supplierd| @ Origin
*NIGP Class| @, Max Rows
Requisiti?s; | Look Up Requisition 1D
Requisﬁon‘;,
Name =\ Business Unit: 00
ContractlD]  \} Requisition ID: begins with v
| seach |

VLookUp Clear [ Cancel |[BasicL:

1-153 of 153 (, Last

s e Requisition 1D Req
elect Requisition Lines =~ | ;00004408 0001000
Sourcing || Requisitions || Chan| 5090004491 0001000
select Supplier 0000004483 0001000
w 0000004473 0001000
To Search All:

1. Choose a requisition from the search list.

2. Select Search to bring the lines into the Select Requisition Lines section of the page.

3. Select the checkbox(es) next to the line(s) you want to copy into your PO.

Maintain Purchase Order

Return to Main Page

Requisition Selection Criteria

Business 00
Unit 3
Supplier ID @
*NIGP Class

Requisition 0000004498 @
D

Requisition:
Name
Contract ID

Selection Options

Select Requisition Lines
Sourcing Requisitions Change Supplier
ePro
Select Special Supplier

Request
Item

o 1N Q
[+ SelectAll O crearAll
Copy To PO

Copy Purchase Order from Requisition

Buyer @

Origin Q@
Max Rows 50
¥/ Include Reqgs With No Supplier

@ ¥ Include Inventory Items
@ L Stockless item

] Exclude Auto Source Item

Contract Information Iltem Substitution | [F=H)
PO Qty PO UOM Item Description

1.0000 EA 5 port desktop switch for IT S

4. Select Copy to PO.
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Revision History

Date Description of Change Changed By

Jan. 10, 2025 Initial release. J. Goodman
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