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Purchase Requisition Procedures

Overview

Introduction The following information gives guidelines for using the new IFAS 7i
purchase requisition, explains how to create requisitions and addendums, how
to change and delete requisitions, and describes department approval of
requisitions.

In this chapter  This chapter contains the following topics.
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Guidelines for IFAS 7i Purchase Requisitions 2
Creating a Purchase Requisition 5
Entering Vendor & Ship-To Info 9
Entering Details & Date Info 12
Entering Items on the Requisition 14
Splitting Accounts for Items Ordered 16
Adding Notes 19
Submitting Requisitions for Approval 20
Creating an Addendum to a Purchase Order 24
Changing Account Coding on Open Purchase Order 30
Deleting a Requisition 31
Canceling a Purchase Order 33
Just to Approve or Reject Requisitions 34
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Guidelines for IFAS 7i Purchase Requisitions

Introduction

Copying
requisition
items

Encumbered
requisitions

Requisition
changes by an
approver

Requisition
creator and
approver

Workflow
routing

The following information is guidelines for the IFAS 7i program concerning
purchase requisitions.

You can copy item information from an existing requisition or purchase order
to a new requisition.

The purchase requisition will encumber immediately after you press Enter
and receive the Record Accepted message even if you exit the requisition or
begin working on another requisition. As long as you have entered item
information and pressed Enter, the amount is encumbered.

You must complete the following sequence if you are a department approver,

you add or change item information, and you press Enter.

e Click the green Check mark when you see the Record Accepted message,
even if you have not completed all the changes to the requisition

e Complete the changes you want to make and press Enter again

e Click the Refresh button

e Click the green Check mark if it appears again

Note: If you do not click the green Check mark the first time it appears, your
name might not appear in the Workflow history.

If you are a primary department approver and you create and submit a
requisition, the program shows a check beside your name with the message,
User Already Processed.

The program completes the following processes for approvals, rejections, and

changes.

e Sends the requisition back to the creator’s queue if the requisition is rejected

e Sends the requisition back to the creator if a change is made to the
requisition

e Issues an email to the requisition creator when the buyer completes the
approval

Continued on next page
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Guidelines for IFAS 7i Purchase Requisitions, Continued

Comments
added when
submitting a
requisition

Warning
messages

Red X messages

PO addendums

Deleting
requisitions

Requisitions no
longer needed

Changing item
information on
an addendum

Any comments entered when submitting a requisition will always remain with
the requisition. Please keep comments appropriate. Anyone who opens the
requisition can see the comments, and they cannot be changed.

If there are any warnings associated with the requisition information, the
program displays a message in the Req Status Message bar providing the
warning information. Note the warning information and press Enter again to
continue. After each warning, you must continue to press Enter until you
receive the record accepted message.

If you receive a red X message with system code in the message, read the
message, and press the Esc button. This should make the screen available
again. If not, you must exit the screen you are working on, go back to the
IFAS tree, and click the icon to launch the module again. None of the
previous information you entered is saved.

Each purchase order can only have one addendum associated to it at a time. If
the addendum is with the buyer but not yet approved, contact the buyer and
request that he send the addendum back to the department. If a second
addendum is needed, you must wait until the existing addendum is printed
and part of the purchase order. You cannot change information on an
addendum. You can only add or delete line items.

Only final department approvers can delete a requisition. See the section titled
Deleting a Requisition for details on deleting a record.

If you begin a requisition on the new 7i screen, and later decide that the
requisition is not needed, you must delete the record. See the section titled
Deleting a Requisition for more information.

Once you save item information on an addendum, you can no longer change
it. You must delete the item and add a new one.

Continued on next page
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Guidelines for IFAS 7i Purchase Requisitions, Continued

Approve or
reject
requisitions
using the
Workflow Task
List

Task list items
awaiting
processing in
the Workflow
Task List

PO line item
payments

Full or partial
invoices

Purchasing
guidelines

Receiving

Using the Workflow Task List, you can approve or reject requisitions
individually or by a group. You can approve or reject by group by the
following group titles.

¢ All Pending Tasks

e VVendor

e User

e Entry Date

Note: As the creator of a requisition, you must never reject a requisition that
you created.

In the Workflow Task List, the Task List Items Awaiting Processing option in
the sidebar allows you to choose a Model/Version of the program depending
on the task you need to work.

Example: Purchase Requisition Approval

You must confirm that invoice payments are made to the correct purchase
requisition number and line item number on the Misc tab to properly report
encumbrances.

You must confirm that the full or partial option is correct for the invoice
payment on the Main tab to provide the correct status for the requisition,
addendum, or purchase order.

Refer to the Purchasing Manual located on the Harris County Intranet for
detailed information.
http://www.hctx.net/CmpDocuments/33/Documents/PurchasingManual.pdf

Receiving is not required for invoice processing. However, receiving provides
accurate information that aids the IFAS system in applying the correct status
to the purchase order and invoice process, such as automatic full or partial
status to the purchase order.
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Creating a Purchase Requisition

Introduction

requisition in IFAS 7i.

The following information explains how to begin creating a purchase

Create
requisition

Use the following steps to create a purchase requisition in IFAS 7i.

Step

Action

1

Log into IFAS. The following screen opens.

€ Insight- Harris County Devtest-
i File Edit “iew Window

Help

xplorar]

R R
== x|

& ecs| %8|

Insight

=3 IFAS

w- (@ AP: Accounts Payable
(@ AR: Accounts Receivable
w-(f BD: Budget ltem Detail
(@ Cs: Client Specific

(@ EN:Encumbrances

(@ FA Fixed Assets

w- (@ GL: General Ledger

@ GM: Grants Management
(@ PE: PersoniEntity Data Base
(@ PO: Purchasing

w- (@ Sl Storesfinventory

(@ TD: TRIAD Modules
m-(f WF: Work Flow

-3 CDD Reports

Ready

[ovR | Y

Continued on next page
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Creating a Purchase Requisition, Continued

Create requisition (continued)

Step Action
2 Click the <+> beside the PO: Purchasing icon. The following
screen shows the expanded list.

€ |nsight- Hatris County D —lolx]
(§ File Edit View Win = x|

& [@ Clel %o | = o

Which purchasing function would you like to perform

(@ AR: Accounts Receivable = @)
(@ BD: Budget item Detail &

(@ cs: Client Specific Client-Spe...  Interactive
(@ EN:Encumbrances Inqui
(@ FA: Fixed Assets

(@ GL: General Ledger @

E@ GM: Grants Management Reports PO Status
(@ PE: Person/Entity Data Base Inquiry

=(f@ PO: Purchasing
(@ cs: Client-Specific g?.“?\aﬁ
£ 1: Interactive Inguiry Update Data  Utilities
& RE:Reports Base
B/ 5T: PO Status Inquiry
@] UP: Update Data Base
2] UT: Utiliies
#.(f Sl Storesilnventory X

Ready [ [ fovr ’—/

3 Click the <+> beside the CS: Client-Specific icon. The following
screen shows the expanded list.

€ Insight- Harris County Dete : —lofx]
i File Edit ‘“iew Window Help = 5|5]

& [Wolsl el — i

Which Client Specific function would you like to perform?

=-(f AR: Accounts Receivable -

(@ BD: Budget item Detail

[ @ C8: Client Specific Harris PO Harris Co
@ EN: Encumbrances Addendu... PRIPO Entry

= (f FA Fixed Assets
(@ GL: General Ledger
@ GM: Grants Management
(@ PE: PersonEntity Data Base
=-{@ PO: Purchasing
= (@ CS: Client-Specific |
F&| AD: Hanis PO Addendum
| HR: Harris Co PRIPO Ent
£ 1Q: Interactive Inquiry
=& RE:Reports

i il ST: PO Status Inquiry S
«| | »

Ready [ [ Tfovr [—/

Continued on next page
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Creating a Purchase Requisition, Continued

Create requisition (continued)

Step

Action

4

Double-click the HR: Harris Co PR/PO Entry icon to launch the
IFAS 7i Requisition window. The following window opens.

742616805 I Addr: El

DELL MARKETING LP

P O BOX 149255

AUSTIN

s

i ltem Number  Quantity

1/06/2006 I Contract #: |:|

Internal PO Type: (D I

™ 78714 PO Total: 54.00

Units Commodity Code Desci

208-10 2.00HC 10010276-621400 /

0.00HC /

Accounting/Financial: Boc

3

| ¥

(@ / Trusted sites H100% v

Click the New Record icon in the Navigation bar to open a blank
screen for a new requisition. The following screen opens.

ftem Numb  Quantity

0001

PO Type: El
Cortract #

Internal PO Type: l

Units Amount

0.00HC

00c

v
[£3

& Internet

Continued on next page
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Creating a Purchase Requisition, Continued

Create requisition (continued)

Step Action

6

Click the Ellipsis button beside the PR field in the upper, left hand

corner, and choose the Auto (PR Seed) option. The program

automatically populates the field with a new requisition number.
Pr: [r1e5978 ff

7 Go to the next section titled Entering Vendor & Ship-To Info to
continue creating a requisition.
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Entering Vendor & Ship-To Info

Introduction The following information is a continuation of the procedure for creating a
requisition and explains how to enter the vendor and ship-to information on
the requisition form.

Enter vendor Use the following steps to enter the vendor and ship-to information on the
and ship-to info  requisition form.

Step Action

1 Click the Vendor tab in the far left frame of the requisition form.
'he following image shows the Vendor tab and fields.
Vendor - ’ ShipTo |

Note: The light color tab is the active tab.

Continued on next page
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Entering Vendor & Ship-To Info, Continued

Enter vendor and ship-to info (continued)

Step

Action

2

Enter the vendor number in the Vendor field, or click the Ellipsis
button beside the VVendor field to access the Lookup feature. The
program populates the vendor address in this field.

Vendor ShipTo

21650 . Al IP 1 l
DELL MARKETING LP
P O BOX 149255

AUSTIM T Tdr4

Note: Go to the section titled Using the Lookup Feature in the
Navigation chapter for instructions on using the Data Lookup
feature.

Note: If the address code is incorrect, click the down arrow beside
the Addr: field for more options.

Click the ShipTo tab. The following image shows the ShipTo tab
and fields.

| E Addr: 1 E

Continued on next page
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Entering Vendor & Ship-To Info, Continued

Enter vendor and ship-to info (continued)

Step

Action

4

Enter the ship-to number in the ShipTo field, or click the Ellipsis
button beside the ShipTo field to access the Lookup feature. The
program populates the vendor address in this field.

“endor |

[sT10zCED J Acldl: Eﬂ

CEDAR GRONWE PARK
ATTH JERRY SULLIN AN
13403 MALUDENS

CROSEY T¥ 77532

Note: Go to the section titled Using the Lookup Feature in the
Navigation chapter for instructions on using the Data Lookup
feature.

Note: If the address code is incorrect, click the down arrow beside
the Addr: field for more options.

Press Enter to save the requisition number and header information
on the requisition.

Note: If you leave out the requisition number, the vendor, or ship-
to information, you will receive a red X message in the Req
Status Message bar when you press Enter. You must add the
missing information and press Enter again.

Go to the next section titled Entering Details and Date Info to
continue creating a requisition.
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Entering Details & Date Info

Introduction

Internal PO
type

Enter details
and date info

The following information continues the procedure for creating a requisition
in IFAS 7i and explains how to enter the Details and Date information on the
requisition form.

Leave the Internal PO Type field blank. The disaster option is the only option
in this field, and is only used for requisitions with County declared disaster
coding. You will be notified if disaster coding is to be used.

Use the following steps to enter detail and date information on the requisition

form.
Step Action

1 Click on the Details tab in the far right frame of the requisition

form. The following image shows the Details tab and fields.
PO Type: PEJ
Contract #: |
Internal PO Type:

2 Choose the PO type from the drop-down list in the upper, right-
hand corner.
Note: Choose P for regular purchase orders or C for contract.

3 Enter the contract number in the Contract # field if this is an

advertised job. Leave blank if not.
Example: 05/0001

Continued on next page
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Entering Details & Date Info, Continued

Enter details and date info (continued)

Step

Action

4

Click on the Dates tab in the far right frame of the requisition
form. The following image shows the Dates tab and fields.

Details

irionDa Entry Date

Enter a date in the Date Required field if necessary.

Note: The Entry Date field is a default field and is automatically
populated.

Go to the next section titled Entering Items on the Requisition to
continue creating a requisition.
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Entering Items on the Requisition

Introduction

Changing the
field order

Description
specifications
for Fixed Asset
items

Enter items

The following information continues the procedure for creating a requisition
in IFAS 7i and explains how to enter items on the requisition form.

You can change the order of the fields in the Items tab by dragging a field to
another location for customized date entry.

In order that the Fixed Asset module populates correctly, you must describe
what you are purchasing with the first 25 characters of your description.

Example: Computer, Dell Optiplex with monitor, etc.

Use the following steps to enter the items you want to purchase on the
requisition form.

Step

Action

1

Click the Items tab in the lower frame of the requisition form. The
following image shows the Items tab and fields.

Items

ftem Numby  Guantity

Units: Product Code

CC959-99-0

Motes

0.00HC 10010218-610100 / J7]
3,700.00HC 10010218-610100 / JI
0.00H: 10010218-610100 / J7

0.00HC 10010218-610100 / JT

Continued on next page
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Entering Items on the Requisition, Continued

Enter items (continued)

Step

Action

2

Click in each of the following fields to enter information.
e Quantity (enter quantity)
e Units (enter or choose from the drop-down list)
e Description (enter a description of the item, you must tab out of
this field)
e Amount (enter the amount)
e Key/Object
— Ledger (HC defaults, other defaults set per security)
— ORG (enter Org Key, or click the Ellipsis button in this field
to access the Lookup feature)
— OBJ (enter object, or click the Ellipsis button in this field to
access the Lookup feature)
— JLKY (enter the JL code if there is no default, or choose JL
from the drop-down list)
— LOCN (enter location code if not defaulted)
e FA flag (the item is flagged if the object code has the Fixed
Asset flag default, or choose from drop-down list if you want to
track as a department asset)

Note: Click the Ellipsis button on the right side of the Key-Object
field, and choose the JL ledger option from the drop-down menu.
Uncheck the JL ledger option from the drop-down menu to hide
this option.

Go to one of the two following sections titled Splitting Accounts
for Items Ordered or Adding Notes to continue the procedure for
creating a requisition.
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Splitting Accounts for Items Ordered

Introduction The following information continues the procedure for creating a requisition
in IFAS 7i and explains how to split accounts for items ordered.

Splitaccounts  Use the following steps to split accounts for items ordered.

Step Action
1 Click anywhere in the Key-Object field. The following image
shows the Ellipsis button.

KEY-OBJECT

mf[tona1ic/s1010| mEfas300000(s3 1a00c]

2 Click the Ellipsis button in the far right side of the Key-Object
field. The following drop-down list opens.

Lookup WO Cirl+L

HC ORG KEY-OBJCODE  Cirl+K

HC Guick Clrl+ G

JL JL Key-LOCATION

JL Guick

Showy Ledger

Show JL Side

Showy Work Order

Showy Sccount Splits Ctri+S

3 Choose the Show Account Splits option from the drop-down list.
The program displays another field that allows you to choose to
split by amount or percentage.

Hg]lto0311c[61010] mEf 23300000083 1 200¢] H F

4 Click the down Arrow to the right of the Key-Object field to split
by percent. The following drop-down list opens.
v HC 10031105-610100 / JL A330000000-83140000
Split Total
Newy Account Split

Delete Current Account
Splt by Percentages

Note: Unless advised otherwise, always split by percentage.

Continued on next page
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Splitting Accounts for Items Ordered, continued

Split accounts (continued)

Step Action
5 Choose the Split by Percentages option from the drop-down list.
The field name changes to Percent.

KEY-OBJECT

|100311C{61010 @!Asaooooollsa 100C| g 5

6 Enter the percentage in the Percent field that you want to use for
the first account.
7 Click the down Arrow beside the Percent field to enter the next
account number. A drop-down list opens.
HC 10031105-610100 / JL A330000000-83140000
Split Total
New Accourt Split
Delete Current SAccount
Split by Percertages

Note: The first account number and percentage appear as the first
item in the drop-down list.

8 Choose the New Account Split option. The Key-Object field is
blank again to allow you to enter the next account number.

H e I l | B |

9 Enter the next account number in the Key-Object field and the
percentage in the Percent field.

Continued on next page
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Splitting Accounts for Items Ordered, continued

Split accounts (continued)

Step Action

10 | Repeat steps 6 through 9 to add more account numbers and
percentages until you add all accounts.

Note: The Split Total must equal 100% for percentages or the
total amount of the Extended Amount field, if you are entering
amounts.

HC 10031105-610100 / JL A33000000 -831A0000
HC 10031201-610100 / JL A33000000 -85083140
Split Total

Newy Account Split
Delete Current Account
v Splt by Percentages

11 Press Enter to save.

12 | Go to the next section titled Adding Notes to continue the
procedure for creating a requisition.

Purchase Requisition Procedures October 31, 2009 Page 18



Adding Notes

Introduction The following information continues the procedure for creating a requisition
in IFAS 7i and explains how to add a note for an item.

Add a note Use the following steps to add a note for an item. You can change the notes as
often as needed.

Step

Action

1

Click the Notes tab to enter notes concerning items. The following

image shows the Notes tab and field.
.

Note: Notes to the buyers concerning the requisition are preferred
in the Comments section of the Workflow tab in the sidebar
menu.

Click inside the Notes field and enter text. You can change notes
at any time and as often as necessary.

Press Enter when you finish adding the notes. The program
displays the message Record Accepted in the Req Status
Message bar, which means the program accepted the information
you entered on the requisition screen.

Note: If there are any problems with the requisition information,
the program also displays the message in the Navigation bar.

Go to the next section titled Submitting a Requisition for
Approval to complete the requisition creation procedure.

Note: To submit the requisition for approval, you must activate the
approval process in Workflow.
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Submitting Requisitions for Approval

Introduction

Before you
begin

Workflow
routing

Requisition
changes by an
approver

Requisition
creator and
approver

The following information explains how to submit a requisition for approval
in IFAS 7i through Workflow. Workflow is the IFAS 7i feature that moves
the requisition through the department approval sequence for your department
and the Purchasing Department.

Before you begin, you must press Enter after entering all the required
information on the requisition screen and receive the Record Accepted
message in the Navigation bar.

The program completes the following actions for approvals, rejections, and

changes.

e Sends the requisition back to the creator’s queue if the requisition is rejected

e Sends the requisition back to the creator if a change is made to the
requisition

e Issues an email to the requisition creator when the buyer completes the
approval

Note: As the creator of a requisition, you must never reject a requisition that
you created.

You must complete the following sequence if you are a department approver,

you add or change item information, and you press Enter.

e Click the green Check mark when you see the Record Accepted message,
even if you have not completed all the changes to the requisition

e Complete the changes you want to make and press Enter again

e Click the Refresh button

e Click the green Check mark if it appears again

Note: If you do not click the green Check mark the first time it appears, your
name might not appear in the Workflow history as the creator of these
changes.

If you are a primary department approver and you create and submit a
requisition, the program shows a check beside your name with the message,
User Already Processed.

Continued on next page
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Submitting Requisitions for Approval, Continued

Submit Use the following steps to submit a requisition you have created.

requisition

Step

Action

1

Click the double-arrow circle in the far left corner of the screen to
expand the sidebar menu and access the Workflow option.

@ O

Links
] Workdlow

Attachrments
Tools  lyhipkey.linda -

| | DELL MARKETINGLP
Reports RS Dne' I Contract #:

Enfity List

PRNUMBER PONUMBER _ VENDORD AUSTN TX 78714 PO Tolal: 3400 |
R1858G0  P093085 742616805
R185862 P093078 742616805

R185863 P093078 742616805 ™.

R185864 742616805

R185869 742616805 lem Number | Guaniity Unts Commadity Code
R185870 742616805

R185874 742616805

R185876 742616805

R185882 742616805

R185885 742616805

R185886 742616805

R185887 P093081 742616805
R185888 P093082 742616805

R185889 742616805
R185880 P093083 742616805
R185893 FE0D27913
R185894 FE0027923
R185895 742616805
R185897 742616805
R185898 P093083 742616805
R185900 742616805
R185801 007985700
R185902 742616805
R185603 742616805
R185804 742616805

Click the Workflow option. T
@ S

PR: |R185860 l

he Workflow tab view expands.

O @ B d1c

PO: PO93085 l Status: PRH Seccd: 102 I

Apr: E

Purchase Document records waiting my approval 742616805 l B, El By
DELL M&RKETING LP
Rmp:ﬂin = 742\;':;%5 Psm‘ P O BOK 148255 e @l Cottt
R185771 223695478 PR rterral PO Type: El
R185772 741926921 PR ausTIV A 400
R185773 742616805 PR
R185784 742818805 PR
R1B5785 742616805 FR
R185802 742818805 PR
R185876 742618805 PR 208-10  Aecounting/Financial: Boc
R185882 742616805 PR
R185500 742616805 FR

Purchase Document records waiting Role approval

RoLe PR FO WEND STAT
WF1025ECA  R165604 742616805 PR
WF1025ECA  R1B5615 007995700 PR
Continued on next page
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Submitting Requisitions for Approval, Continued

Submit requisition (continued)

Step

Action

3

Click the Refresh button until your name appears with the green
Check mark beside your name.

P@
Links.

’— Workflow

Purchase Document

PR: | SRR l PO: l Status: | ©'f ! SecCet 311 . Aprv: Next: |

| 742616805 l A"“’Tpll By: |Req Training 1 f| POType:vPl
DELL MARKETING LP :

P O BOX 149255 Date: [06/15/2007 l Contract# |
User

REQ!1 « ¥ ¥ Purcha

Internal PO Type: | l

AUSTIN

TX 78714 PO Total: $5.00

Purchase Document recor

PR PO Ven| (R
R189057 PPVl e Numb Quartity Units | Description Amaurt KEY-OBJECT
R189071 742616 Ropo1 1EA  Item 1 1.00HC 10031107-610100 / JL A330000000-831a0000 ...
R162073 74261 Baooz 2EA  Ttem 2 2.00HC 10031107-610100 / JL A330000000-83130000 ...
R1B9076 74261 | oo = = e =
R189088 742610
RIB9116 742610
R189118 728t | .
R189410 742610
R189411 74261¢ %

Note: The wait could take two to three minutes.

Click the green Check mark to submit the requisition. The
Comments window opens.
Workflow

|

= e e e T s g

‘ Approved 2/28/07|

|
|
Limit to 255 Characters ‘

[ Submit] [ Cancel ]

Continued on next page
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Submitting Requisitions for Approval, Continued

Submit requisition (continued)

Step

Action

5

Enter your comments in the Comments window.

Note: Any comments entered at this time will always remain with
the requisition. Please keep comments appropriate. Anyone who
opens the requisition can see the comments, and they cannot be
changed.

Click the Submit button to submit the requisition for approval.
The requisition moves on to all department approvers and to the

Purchasing buyer through Workflow.
Ry

K] ¢
Links.
/] Workflow:

Purchase D

By:[Req Training 1 £ PO Type: i;l

LP

PO BOX 149255 Date: |05/09/2007 H Contract #: \

User
REQ1
REQ2
REQ3
REQ4
POCOORD
POCOORD
REQ1

Internal PO Type: 7.

AUSTIN TX 78714 PO Total: $1.00

KEY-OBJECT Extended Amount |

ttem Numb Quantity! Units | Description Amourt

SOSN8 SS

0001 1EA Item 1 1.00HC 10031107-610100 / JL A330000000-83140000 1.00
oooz HC bl /L 7 0.00

Purchase Document rec|

PR PO\
R189057 742
R189071 742
R189073 742

0

Record 1of1 =

Note: The program issues an email to the requisition creator when
the buyer completes the final approval, but the purchase order
requisition only becomes a PO when the requisition is printed by
the Buyer.

Note: The current status of a requisition is noted in the Status field
on the Requisition screen. If the status of your requisition shows
PR in the Status field, even if you have received notice that your
requisition is approved, this means that your requisition is not
printed and is not a PO yet.
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Creating an Addendum to a Purchase Order

Introduction

Before you
begin

PO addendums

Addendums to
lower a PO

Addendums
with associated
PO numbers

Changing item
information on
an addendum

The following information explains how to create an addendum to a purchase
order.

You cannot create an addendum to a purchase order if the purchase order is
fully paid or cancelled.

Each purchase order can only have one addendum associated to it at a time. If
the addendum is with the buyer but not yet approved, contact the buyer and
request that he send the addendum back to the department. If a second
addendum is needed, you must wait until the existing addendum is printed
and part of the purchase order. You cannot change information on an
addendum. You can only add or delete line items.

If you create an addendum to lower the amount of a purchase order, you must
include each account code on a separate line item. You cannot split account
items that are negative amounts.

Once you create an addendum, Workflow shows the addendum with the
associated purchase order number in the list.

Once you save item information on an addendum, you can no longer change
it. You must delete the item and add a new one.

Continued on next page
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Creating an Addendum to a Purchase Order, Continued

Create
addendum

Use the following steps to create an addendum requisition.

Step

Action

1

€ |nsight- Hatris County Deviest

(§ File Edit View Window Help

Log into IFAS. The following screen opens.

orer| =lofx]|
=18] x|

& wcs| %8|

2] |

Insight

=3 IFAS

w- (@ AP: Accounts Payable
(@ AR: Accounts Receivable
@ (@ BD: Budget ltem Detail
@l Cs: Client Specific

w-{@l EN:Encumbrances

(@ FA: Fixed Assets

w- (@ GL: General Ledger

@ GM: Grants Management
(@ PE: PersoniEntity Data Base
(@ PO: Purchasing

w- (@ Sl Storesfinventory
@-{fl TD: TRIAD Modules
w-(f WF: Waork Flow

-3 CDD Reports

Ready

[ovR | Y

Continued on next page
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Creating an Addendum to a Purchase Order, Continued

Create addendum (continued)

Step Action
2 Click the <+> beside the PO: Purchasing icon. The following
screen shows the expanded list.

€ |nsight- Hatris County Devtes o e |
(§ File Edit View Wind Help =] x|

& [@ el %le|| = =

Which purchasing function would you like to perform

@ AR: Accounts Receivahle A @
(@ BD: Budget item Detail p=

(@ cs: Client Specific Client-Spe... Interactive
@ (@ EN:Encumbrances Inquiry
(@ FA: Fixed Assets

(@ GL: General Ledger @ =

@ GM: Grants Management Reports PO Status
(@ PE: Person/Entity Data Base Inquiry

=(f@ PO: Purchasing
(@ cs: Client-Specific g?.“?aﬁ
£ 1: Interactive Inguiry Update Data  Utilities
& RE:Reports Base
B/ 5T: PO Status Inquiry
@] UP: Update Data Base
2] UT: Utiliies
#.(f Sl Storesilnventory X

Ready [ [ fovr ’—/

3 Click the <+> beside the CS: Client-Specific icon. The following
screen shows the expanded list.

€ |nsight- Hatris Courty Devtes ! —lofx]
i File Edit ‘“iew Window Help = Elll

& [Wolsl el — i

Which Client Specific function would you like to perform?

=-(f AR: Accounts Receivable -

(@ BD: Budget item Detail

[ @ C8: Client Specific Harris PO Harris Co
@ EN: Encumbrances Addendu... PRIPO Entry

= (f FA Fixed Assets
=-(fl GL: General Ledger
[} @ GM: Grants Management
(@ PE: PersonEntity Data Base
=-{@ PO: Purchasing
= (@ CS: Client-Specific |
F&| AD: Hanis PO Addendum
P& HR: Hanis Co PRIPO Ent
£ 1Q: Interactive Inquiry
=& RE:Reports

i il ST: PO Status Inquiry S
«| | »

Ready [ [ Tfovr [—/

Continued on next page
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Creating an Addendum to a Purchase Order, Continued

Create addendum (continued)

Step

Action

4

Click the AD: Harris PO Addendum Screen icon to launch the
Addendum window. The following window opens.

P09308 _l
ShipTo R
742616805 Addr: [HI e El
DELL MARKETING LP .
P 0 BOX 149255 Contract #: :
nternal PO Type: [D |

PRI| | AUSTIN TX 78714

PO Total: $4.00

LN ttems
[x3[/l ftem Number Quantity Units Commodity Code Desct

R1: 0001 2ER 208-10 Accounting/Financial: Boc 2.00HC 10010276-621400 /
R §ooo02 0 0.00HC = /

3

R1 < I | 3
A\ Done (@ / Trusted sites H100% v
=

Click the New Record icon in the Navigation bar to open a blank
screen for an addendum. The following window opens.

Sec Cd: |102 I Apry: D

PO Type: El

By: [ Jones. Tom

Date: |05/10/2006 l

Cortract # |

Internal PO Type: [l

Amount

por {0001 0 0.00HC = / a1

=
=]
3

[
a ' Internet

Continued on next page
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Creating an Addendum to a Purchase Order, Continued

Create addendum (continued)

Step Action
5 ,

Click the Ellipsis button beside the PR field in the upper, left-hand
corner, and choose the Auto (PR Seed) option. The program
automatically populates the field with a new requisition number.

7 Enter the associated purchase order number in the PO field with a
letter suffix, such as A, B, C..., and press the Tab key. The
program populates the purchase order information.

Note: You cannot edit the header information of the purchase
order.

8 Click the Items tab to enter the item information for this
addendum.

9 Enter items for this addendum.

10 | Enter the following standard information in the Description field
of each item you add.

Example: Addendum #R , date mm/dd/yy, to (increase or
decrease). Enter a detailed description of the item.

11 Press the Tab key to exit the Description field.

12 Press Enter to save the item information.

Note: Once you save item information, you can no longer change
it. You must delete the item and add a new one.
13 Repeat steps 8 through 12 to enter more items.

Continued on next page
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Creating an Addendum to a Purchase Order, Continued

Create addendum (continued)

Step

Action

Press the Enter key when you finish adding all the item
information. The program displays the message Record Accepted
in the Req Status Message bar, which means the program
accepted the information you entered on the requisition screen.

Note: If there are any problems with the item information, the
program also displays the message in the Req Status Message
bar.

15

Go to the section titled Submitting a Requisition for Approval to
complete the requisition procedure.

Note: To submit the requisition for approval, you must activate the
approval process in Workflow.
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Changing Account Coding on Open Purchase Order

Introduction The following information explains how to change account coding on an open
purchase order.

Change account  Use the following steps to change account coding on an open purchase order.

coding

Step

Action

1

Use steps 1 through 10 of the previous procedure titled Creating
an Addendum to a Purchase Order to begin this procedure.

2

Enter the following information in the Description field of the first
line item.

Required Text: Addendum #R , date mm/dd/yy, to
decrease the P.O. by $

Note: This wording is required by the Purchasing Agent.

w

Enter a negative amount in the Amount field of the first line item.

Enter the incorrect coding in the Key Object field of the first line
item.

Press Enter to display another line.

Enter the following information in the Description field of the
second line.

Required Text: To correct coding by $

Note: This wording is required by the Purchasing Agent.

Enter the positive amount in the Amount field of the second line
item.

Enter the correct coding in the Key Object field of the second line
item.

Press Enter when you finish adding all the item information. The
program displays the message Record Accepted in the Req Status
Message bar, which means the program accepted the information
you entered on the requisition screen.
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Deleting a Requisition

Introduction The following information explains how to delete a requisition.

Delete record Only those in your department with requisition final-approval authority are

authority able to delete a record.
Reject a As the creator of a requisition, you must never reject a requisition that you
requisition created.
Delete a Use the following steps to delete a requisition.
requisition
Step Action

1

Choose the requisition number from the Entity list. The program

Purchase Document records waiting my approval

PR

FO

WEND

STaT

R185750
R1B5771
R1B5772
R1B5773
R1B5784
R1B85785
R185802
R185876
R185852
R185900

742616805
223695476
7419265921
742616805
742616805
742616805
742616805
742616805
742616805
742616805

PR
PR
PR
PR
PR
PR
PR
PR
PR
PR

Purchase Document records waiting Role approval

RoLe

FR PO

VEHD Star

ShipTa

742616805 . A Pl.
DELL MARKETING LP.
P O BOX 149255

WF1025ECA  R185604
WF1D25ECA  R1B5615

742618805 PR
007995700 PR

Continued on next page
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Deleting a Requisition, Continued

Delete a requisition (continued)

Step

Action

2

Click the Option icon in the Navigation bar. The following drop-
down menu opens.
2

Shovy Grid
Sort Order
Undo Changes
Uncio Al

Copy Record

Paste Record

Delete Record Cirl+D
Close Window:

Settings ...

Help

CDD Reports

Click the Delete Record menu option. A message window opens
with the following message. Are you sure you want to delete the
current record?

Click Yes. The program displays the Record Deleted message in
the Req Status Message bar.
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Canceling a Purchase Order

Introduction The following information describes the process for canceling a purchase

order.
Process The process for canceling a purchase order is a two-stage process.
description
Stage Description
1 Send an email to the Purchasing Department at pocancel@hctx.net
to request that they cancel the purchase order. Please include the
purchase order numbers that you want to cancel.
2 The Purchasing Department will cancel the purchase order and
notify you by email that the cancellation is complete by the next
business day, workload permitting.
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Just to Approve or Reject Requisitions

Introduction

in IFAS using the web browser.

The following information explains how to just approve or reject a requisition

Use the following steps to approve or reject a requisition.

Action

Approve or
reject
requisitions
Step
1

Log into IFAS. The following screen opens.

€ |nsight- Hatris County De

(§ File Edit View Window

Help

R E=E
== x|

&t Cll=| & e |

=

2

AR

Insight

=3 IFAS

@-{fl AP: Accounts Payable
(@ AR: Accounts Receivable
w-(f BD: Budget ltem Detail
(@ Cs: Client Specific

(@ EN:Encumbrances

(@ FA: Fixed Assets

w- (@ GL: General Ledger

@ GM: Grants Management
(@l PE: PersoniEntity Data Base
(@ PO: Purchasing

w- (@ Sl Storesfinventory

(@ TD: TRIAD Modules
w-{f WF: Work Flow

-3 CDD Reports

Ready

[ovR | Y

Continued on next page
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Just to Approve or Reject Requisitions, Continued

Approve or reject requisitions (continued)

Step

Action

2

Click the <+> beside the WF: Work Flow icon. The following

screen shows the expanded list.

€ |nsight- Hatris County Deite % o e T
(§ File Edit View Window Help 1= x|
& [acls xle| =l | =

][5 &
To which system does this request relate?
=-3® IFAS A A
(@ AP:Accounts Payable
@ AR: Accounts Receivahle Accounts
(@ BD: Budget Item Detail Payahle
(@ cs: Client Specific
(@ EN:Encumbrances @
(@ FA Fixed Assets Accounts
(@ oL: General Ledger Receivable
@l GM: Grants Management
(@ PE: PersoniEntity Data Base @
(@ PO: Purchasing Budget ter
(@ sI: Storesiinventary Detail
(@ TD:TRIAD Modules
=@ WF: Work Flow L @
PRl TA: Work Flow Task List ¢
4 Client
1. 3% CDD Reports b > 24
Ready [ OvR | Y

Click the <+> beside the TA: Work Flow Task List icon to
launch the Login window. The following window opens.

e dhr (& IFAS Bi-Tech Login Page I |Jﬁ'§]'@\'JPm"

»

Connect to HFS

IFAS User: II
IFAS Password: I
A Login

P Help

=

Continued on next page
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Just to Approve or Reject Requisitions, Continued

Approve or reject requisitions (continued)

Step

Action

4

Enter your regular IFAS user ID and password and click the
Login icon. The Task List window opens.

Log Out Show Role Tasks

Task List Items Awaiting Processing - ID Assignments

Model/Version:  Purchase Requisition Approval - 12

Set Out Of Office

Successfully Processed 1 Approval Request.

User ID

Name RoLe

@ All Pending Tasks
B  Vendor : 742205722
User : AARMSTRO
"] Entry Date : 1/23/2009

PR PO Vend Stat
] R260593 P130640D 742205722 PR
W Vendor : 742616805
-] User : AARMSTRO
"] Entry Date : 1/21/2009

PR PO Vend Stat
(@] R260591 742616805 PR
B Vendor : 770062030
] User : AARMSTRO
"] Entry Date : 3/16/2009

PR PO Vend Stat
(] R260626 770062030 PR

S XY

JDoe

po Comm Pct 2 1st Level
po Comm Pct 2 Final Level

po buyer 18

Purchase Request# = R260593

PR Total$

Requested By
Request Date

Entry Date
Vendor

Item# Quantity

Doe, John '

po Comm Pct 2 1st Level  «

po Comm Pct 2 Final Level « ¥
po buyer 18

= $1.00

= ARRMSTRO

= 1/23/2009

= 1/23/2009

= 742205722-GROVES INDUSTRIAL SUPPLY

ACCOUNT INFORMATION

Price Item Total Lg

Rey

0001

1.000 $1.00 $1.00 HC 10010276

Item Description

thing

Choose the Purchase Requisition Approval option from the
drop-down menu in the Model/Version field in the sidebar to

access the requisition.

Review the requisition.

Continued on next page
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Just to Approve or Reject Requisitions, Continued

Approve or reject requisitions (continued)

Step

Action

7

Click the box beside the requisition you want to approve or reject.
You can approve or reject requisitions individually or by group.
Then, click the Green Check to approve or Red X to reject the

requisition. The Comments window opens.

Log Out Show Role Tasks

Task List Items Awaiting Processing - ID Assignments

Set Out Of Office

Model/Version:  Purchase Requisition Approval-12 v~

@ All Pending Tasks

IID

(i
-]
]

0
]

Vendor : 000312500
User : AARMSTRO
Entry Date : 3/16/2009
PR PO Vend Stat
R260624 000312500 PR
Vendor : 742205722
User : AARMSTRO
Entry Date : 1/23/2009
PR PO Vend Stat
R260593 P130640D 742205722 PR
Vendor : 742616805
User : AARMSTRO
Entry Date : 1/21/2009
PR PO Vend Stat
R260591 742616805 PR
Vendor : 770062030

i

Please limit comments to 255 characters in length

Continued on next page
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Just to Approve or Reject Requisitions, Continued

Approve or reject requisitions(continued)

Step

Action

8

Enter text in the Comments window and click the Submit button
to complete the procedure. The Successfully Processed 1
Approval Request message appears in the Status Message

bar.

Log Out Show Role Tasks

Task List Items Awaiting Processing - ID Assignments

Model/Version:  Purchase Requisition Approval - 12

Set Out Of Office

‘E

Successfully Processed 1 Approval Request.

User ID Name RoLe

@ All Pending Tasks
B  Vendor : 742205722
User : AARMSTRO
"] Entry Date : 1/23/2009

PR PO Vend Stat
] R260593 P130640D 742205722 PR
W Vendor : 742616805
-] User : AARMSTRO
"] Entry Date : 1/21/2009

PR PO Vend Stat
(@] R260591 742616805 PR
B Vendor : 770062030
"] User : AARMSTRO

"] Entry Date : 3/16/2009

PR PO
0 R260626

Vend Stat
770062030 PR

S XY

JDoe Doe, John '

po Comm Pct 2 1st Level po Comm Pct 2 1st Level s

po Comm Pct 2 Final Level po Comm Pct 2 Final Level « x
po buyer 18 po buyer 18

Purchase Request# = R260593

PR Total$ = $1.00
Requested By = BRRMSTRO

Request Date = 1/23/2009
Entry Date = 1/23/2009

Vendor = 742205722-GROVES INDUSTRIAL SUPPLY

ACCOUNT INFORMATION

Item# Quantity Price Item Total Lg

Rey

0001 1.000 $1.00 $1.00 HC 10010276

Item Description

thing

Note: The requisition number no longer appears in the sidebar.
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