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Session 1

Req to Check Process Flow

Session 2

Dept.creator
enters and
reviews data
for requisition —

Funds
Pre
Encumbered

Auditor’s
Accounts Payable
receives Invoice

Dept. creator
clicks
checkmark to
approve

First Dept.
Approver clicks
checkmark to
approve

Final Dept.
Approver clicks
checkmark to
approve

Auditor’'s Accounts

Payable Approves ———

Invoice

First Dept.
Approver clicks
checkmark to
approve

Purch. Buyer

Order from a
requisition

prints Purchase

Funds
Encumbered

Final Dept.
Approver clicks
checkmark to
approve

Auditor’s Accounts
Payable Makes
Payment

Funds
Disencumbered

End

Figure 1: Req to Check Process Flow




Welcome

Introduction

Objectives

Special Note

Overview

This is a guide for personnel who are to become proficient in using the
71 Purchase Requisition screen and the Purchase Order Addendum
screen. These screens are found in the IFAS Purchasing Module and
the Workflow module.

After completing this session, the participant will be able to:

Create purchase requisitions in the IFAS system.
Describe the PO cancellation procedure.

Create an addendum to an open purchase order.

Create a requisition with accounts split by percentages.
Explain the workflow process.

For more information, go to www.justifas.net



http://www.justifas.net/

Requirements

Introduction This section outlines the requirements for processing a purchase requisition.

Responsibilities It is the clerk’s responsibility to:

e ensure that the items are associated with the right account coding
o complete the comments field for all rejections
e complete the requisitions in a timely manner

Requirements  Users must have Internet Explorer 7 and you must turn off the Google bar if
you have it open. Also, allow popups by selecting Tools in the menu bar,
choose Popup blocker and check Turn off Popup blocker.




Part 1. Purchasing Requisitions

Navigating to POCSHR

Introduction This section outlines procedures for navigating to the Purchase Requisition

module.
Insight Logon to Insight.
Coppzer ty ML ]

Telnet Hogt:

IFAS Uszer:

IFAS Pazsword:

Connect ] [ Pick Other... ] [ Cancel
Fig.2 Source screen

Start up Open IFAS and logon to the Train database. Use the user name and password

given to you in class.




Expanding the Directory Tree

Introduction This section explains how to expand the directory tree to display the purchase

requisition screen.

Accessing The following steps outline the procedures to use when accessing requisitions
Purchase by way of the IFAS Directory tree, the POCSHR mask.

Requisitions

with the IFAS

directory tree

Step

Action

1. If not logged on, do so. The directory tree is displayed.

o |FAS

HAE MU MUCLERL
f P PaonT iy Drate Do )
= P Purchaseg @

rg £5: Dt § pascilic

2. Click plus signs to expand the choices for:

e PO - Purchasing

e CS - Client Specific
After clicking the items, a minus sign appears in place of the plus
sign. Then, double-click HR: Harris Co PR/PO Entry.

& Inusghd - Haans Coundy

- AL Py P A, Sonen T Synberr.

| MR B o PR I ey
ﬁ 11 Trde s Inguay
E AE- Mgty

55 P Sashen iy

= T P s Diws e
w7 Pageol Spiem

Fig 3 Directory Tree

3. You may also type in the mask, POCSHR in the Type-Ahead
box, the field above the tree.

Continued on next page




Expanding the IFAS Directory Tree continued

Accessing
Purchase
Requisitions
with the IFAS
directory tree
(continued)

Step

Action

4.

Double-clicking HR — Harris Dept. PR/PO Entry leads you to
the purchase requisition screen with a sidebar to the left. Click
the double arrow at the top of the sidebar to open the left side of
the screen. See below.

7TPOCSHA - SunGard Br Toch HES - Windows Intemed Esplores provibed by Menie County 110

i Vendec — -
i l::o:s:qsq l aasr [,‘,]
| | ACCUVANT NG =

| 1 3710 RAWLNG STREET STE w6

3R22R23R3RRE3 |

_BBEBRBRBRERER

A pr—————————
Fig. 4 Opening Screen from Directory Tree (POCSHR) Access

Continued on next page




Expanding the Directory Tree, Continued

Accessing
Purchase
Requisitions
with the IFAS
directory tree
(continued)

Step

Action

After clicking the double arrow in the left hand corner, the
following screen displays.

R180208 T428340% |
R129708 742695806 |
RU9707 X00799570%
RE39708 T42624778 .
Graares rasaransa

Fig. 5 The Entity List

Note: You can also use the scroll bar or drag open the side bar to
see more information.

The options in this sidebar are:

e Links — not used at this time

¢ Workflow — sequence of approvals and rejections

¢ Attachments — for example, scanned image files

e Tools- not available at this time

¢ Reports — not used at this time

e Entity list — listing of records you have access to. Only the 7i
documents are included in this list.

10




The Purchase Requisition WFTA Mask

Introduction This section introduces the Task list for approvals.
The Initial Close POCSHR. The IFAS directory tree displays.
screen

Step Action

1. Click WF — Work Flow

2. Double-click Workflow Task List. (mask WFTA)

F-E &R Accounts Recedyabls
1 BD: Budgst Item Detad
[ C5: Chent Speciic
J-[H EM: Encurnbesnces
FA: Froad Assets
#- @ GL: General Ledger
[l GM: Graniz Management
[ PE: Person/Entiy Data Base
: PO: Puichasing
HE 51 StoresArventon
HE TO: TRIAD Modules

Fig 6 Directory tree

| 3. | Logon by using the following screen.

IFAS User:
IFAS ranhﬂﬂl:

T Login

FHelp

Fig. 7 Login to WFTA




The Purchase Requisition WFTA Mask (continued)

Listing of
requisitions to
approve

After the second login, the following screen displays. Here, you may approve
or reject all or some of the pending tasks by checking the check boxes. The
requisition that appears on the right is the one highlighted in blue and bold

type. Itis summarized on the right. Any requisition that you have already
viewed is in regular blue type.

Note tt_1e green checkmark and red X at the bottom of the list on the left.

Lag Owm Whow Rode Tasks H&l““ —

3
po ko Tech O It Laved
™A L o Infs Tech C¥ Finad Lawst
™ 5o Buyw Acseres
te l " = N
= -

v « Paieser, Sens
. Sets -4
Mrs Gate - 3/
) 0 e = Vessos = Tedeiean i TN L
: '< O R NS PR =t

xSy

Fig 8 Task Items Awaiting Processing
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The Purchase Requisition Approval 4

Components of
screen

The Model/Version that identifies “Purchase Requisition Approval -4”

e Options for approval/rejection and all tasks waiting for approval on

the left of the screen, below the Model/Version field
The workflow history at the top right

e The individual requisition summary on the right below the history

section

Be sure that the Model/Version is set on Purchase Requisition Approval -4.

This field is under the Task List Items Awaiting Processing — ID

Assignments label. You may have to scroll down to expose the name in the
field. Note the checkmark and the X at the bottom of the task list. These are

for approving and rejecting the requisition.

L} ModelVersion: |Purchase Requisiton Approval -4 =|
Fig 9 The Model/Version Field

On the right of the screen, you see a History and Summary of the requisition.

You cannot edit the requisition or create a new one from this screen.

User ID Name RoLs
CClerk CClerk &
TBA po Info Tech Ctr 1st Level
TBA po Info Tech Ctr Final Level
TBA po buyer 21

Purchase Request$ = R260676 Purchase Orderi = P0&S

PR Total$ - $5.00

Requested By = CClerk

Request Date = 5/21/2008

Encry Date = 5/21/2009

Vendor = 232813553-SUNGARD BI-TECH INC
ACCOUNT

Item$ Quanticy Price Item Total

0001 1.000 $1.00 $1.0C

Item Description

2

Fig 10 History and Summary of a Requisition

13




Check Your Knowledge 1

1. True or False

a.
b.
C.
d.

2.

3.

4

You should turn off the Google bar when working in the requisition
screen.

You can see a summary of the requisition on the Workflow screen.
You cannot create a purchase requisition from the POCSHR mask.
The workflow screen displays the current requisition in blue.

What is your new favorite website?

If you could be an IFAS Subsystem, what would it be?

. How would you approve a requisition from the WFTA mask?

14




Check Your Knowledge 1

Answers

1. a.true
b. true
c. false
d. true

2. www.justifas.net

3. Any IFAS subsystem is my favorite.
4. Highlight the requisition in light yellow by clicking on it. Click the check

box on the left. Go to the bottom of the requisition list and click the green

checkmark to approve the requisition.

15
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Part 2: The POCSHR Screen

Overview

Introduction This section describes the data entry for Purchasing Requisitions.
You must have all required fields populated.

Processes The initial process for creating a requisition in the 7i version of IFAS
is entering data. Basically, you collect the information about the
requisition and then enter the information into data fields.

Next is a sequence of reviews and approvals called Workflow. After
the final departmental approval, the requisition is sent to a purchasing
coordinator and then to the buyer who approves or rejects it.

If a purchase order must be cancelled, notification must be sent to
the Purchasing Department. The address is pocancel@hctx.net and
include relevant information.

If additional items are needed for an open purchase order, an
Addendum is created. Split accounts are also possible.

If the requisition must be deleted, the final departmental approver can
do this up until the requisition leaves departmental approvals.

Column You can move the position of columns, to make data entry faster, if
arrangement you wish.

16
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Screen Review (POCSHR)

Workflow Note

7i Requisition Screen

Record
Navigation Bar number

v
|000023700 l Addr:ﬁl By;l

Status: IEH Sec Cd |102 l Apry:
Details K

M

PO Type: I;l

ART OSWALD PRINTING & OFFICE
Irwislil Aelcreas Cade etz |U3/29/ 1933 l Cortract # Header

Irternial PO Type: I_ Tabs
PO Total: ___ $3,700.00

hems

Amount
0.00H: 10010218-610100 /
££999-95-0 3,700.008¢ 10010216-610100 / Requested
0.00H: 10010218-610100 / Items
0.00HC 10010218-610100 /

Sidebar

Navigation Bar

Fig 11 Screen Components
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Vendor

Vendor ShipTo

DELL MARKETING LP
PO BOx 149255

ALSTIM ¢ 72714

Requested by

By I

Dte: |05f 15/20086 l

PO Total: 25 00

Details

Contract #: |

Internal PO Type: |_l

Ship to

Wendor

Expiration Date

Ertry Date

[sTiozcer | s [sof)
CEDAR GROVE PARK
ATTN JERRY SLLLIVAN
13405 MALDENS
CROSEY T® 77532
Dates
Detailz
PO Type: [;! ﬁ'ﬂte Required . I
.

|05/ 15/2006 §

Fig 12 Screen Areas
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Lookup Function

Lookup

Lookup is a search of a database of records. It is available when you
see an ellipsis (...) on a drop down-box for Vendor and Ship To. See

Figure 13.
|

Fig 13 Ellipsis

When you click the ellipsis, choosing Lookup will open a Data
Lookup dialog box. See Figure 14.

I'é_‘lnm Lookup -- Web Page Dialog &3
[ ok | cancel |[ s |

Wg

[ Saarch ID Source: | Person/Entity | |

II‘i:llvm: Mame _V_| like _v] |

| D | naee | cwnier o | Peos cope |

Addresses:
| CODE | ADDRESSLINE1 | ADDRES2LINE? | ADDRESSLINE® | ADDRESELINE4 | cimy | STRROV

1] N
http:)f7ihfs. Fas.hotx. netfif as7 L ookup/PeidLockup. him ‘ Internet
Fig 14 Data Lookup Window

Lookups are specific to the field you are in; that is, for the Vendor
field, the Lookup will search vendor names.

Note: PO addresses are used when available.

19




Navigation

Navigation

Copy and Paste

Paging

Navigation is done with arrows and tabs. See Appendix A for more
detail about the icons.

@
] Workflow

Aflachments

PQ: |POS308S I
L [ | ==

P T e oy I o Y

S 742616805 l & [ Whipke ! PO Types F.l
DELL MARKETING LP.
Reports P O BOX 149255 Date: |11/06/ 2006 » Contract #
Enlity List |
B | Internal PO Type: |D I
PRNUMBER PONUMBER _ VENDORID 7| | AUSTH T TETI4

PO Tolal: 400 |
R185860 P093085 742616805 |
R185862 PO093078 742616805

ftems:

R185863 P093078 742616805
R185864 742616805
R185869 742616805
S el hecountsna/rinancial: sod .00jKc_10010276-521400 /
R185876 742616805 000z HC - 7/
R185882 742616805
R185885 742616805
R185886 742616805
R185887 P093081 742616805
R185888 P093082 742616805

R185889 742616805 &l =
R185890 P093083 74261680

R185895 74261680
R185897 742616805
R185398 P093093 742616805
R185900 742616805
R185901 X007995700
R185902 742616805
R185903 743616805
R185904 742616805

Fig 15 Navigation Bars

There is a navigation bar in two locations: one at the top of the screen
for the header and the other at the bottom of the screen for the items
requested area.

You may copy and paste an item on to or another line, or into another
requisition by using the copy/paste functions in the Options icon.

Back and forward arrows are used to page through the requisition
items.

20




Search Function and Grid List

Introduction

Grid Listing

PRNUMSER PO NUMBER

R249762
R249824
R249883
R249967
R250044
R250052
R250053
R250093

P128686
P128705
P128843
P128779

P128668
P128671
P128664

You can search with a wildcard and display the results with
comprehensive information. This avoids your having to look through
all of the items listed in the Entity List. You can search on any field
on any tab for a purchase request or PO by opening the binoculars and
selecting Search/Find.

When you enter search criteria under the binoculars Find/Search
function, the resulting list of requisitions appears in the entity list.
Rather than going through all of the requisitions one at a time, you can
choose “Show Grid” under the Options icon.

This grid takes all header information and lists it in columns for each
requisition that the search yielded. To close, select “Hide Grid” under
the Options icon. Completing a search will lessen the number of
requisitions that you see.

Note: By default, the system displays all Entity list requisitions when
you first open the grid.

D PO D alus ppro & y gor g piolD

R249762 |P128686 |Fp 292 RV 10551954 p1 [sT29217C
R249824 [P128705 [Po [292 |apRv 361115800 P4 |sT29217C
R240883 |p128843 |FP |292 [aeRv 541500882 21 |sT202MRINT
R249967 [P128779 PP [292 [APRV 409667382 04 |sT29217¢C
R250044 ca  |292 760241747 p0 |sT29217C

vl Jr2500s2  lp12sees  [re |202  faemv 142616805 po [sT29217C

81 o ‘{\f\‘;?‘ ni28£71 2, 209 A DDz AL02£0°2 L

3%

54

40

76 Qua s D o 0 0B

73 fooor 4 MAINT| 1,795.00] 10029202-624110 / ASB0880700-818A00

943)| Joooz | ol | 0.00] - / -

Fig 16 Grid option
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Sidebar Functions

Introduction

Entity List

@

You can open the sidebar by clicking the double arrow at the top or
dragging the right border to the right.

This list of purchase requisitions and purchase orders appears in the
side bar on the first screen after you login to POCSHR (requisition)
or POCSAD (addendum). It includes all entities (purchase
requisitions and purchase orders) that you have security to access.
Select the one you want to work on by clicking it.

You can also sort this list by number, ascending or descending, and by
other criteria using the Options Icon, Sort Order.

| soca[ios B e [ord]  nes [

p
= R18586 :
i Viorkilow TR ———
Aftachments i e oy

Tools 742616805 l Addr: [P1 &7 [ Whipke ] PO Type: Fl

5 | | CELLWARKETNGLP
Reports P O BOX 149255 Date: |11/06/2006 » Contract #

Selecting a PR

Enfity List

| iternal PO Type: El

PRNUMBER POMNUMBER _ VENDORID ¢ AUSTH ™™ TET4 PO Totak 3400 |
R195860 P093085 742616805

R185862 P093078 742616805

R185863 P093078 742616805

R185864 742616805

R185869 742616805

R185870 742616805

R185874 742616805 :

R185876 742616805 ooz | e - /
R185982 742616805

R185885 742616805

R185886 742616805

R185887 P093081 742616805

R185888 P093082 742616805

R185839 742616805 o -
R185890 P093083 742616805

R185893 FE0027923

R185894 FE0027923

R185895 742616805

R185897 742616805

R185898 P093033 742616805

R185300 742616805

R185301 ¥007995700

R185302 742616805

R185903 742616805

R185304 742616805

Fig. 17 Options icon

When in the POCSHR screen, only requisitions that do not have a
PO# with it may be updated.

Continued on next page
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Sidebar Functions, continued

Workflow

In POCSHR, workflow refers to two things: the option on the side bar
and the process of approving the requisition. An area opens where the
workflow approvals are displayed.

When you use Workflow for the first time, you must click the Enable
button displayed in the Sidebar.

The workflow process puts personnel in a specific order for approving
requisitions which you can see in the History section of the screen.

Note: Contact ITC Help Desk (713-755-6624) for problems with
approvals.

Let’s say there are three users with the WF102SECA approval level:
John is #1, the primary approver. Susan is #2 and James is #3. Any
of them can approve a requisition, but it will appear on John’s
“Purchase Document records waiting my approval” list because he
is the first in the sequence. Susan and James will be able to see that
requisition in their “Purchase Document records waiting Role
approval” lists.

Continued on next page.
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Sidebar Functions Continued

Workflow
(continued)

In Figure 18 below, there are 10 documents in the “...waiting my
approval” list. The user who is logged on can approve or reject them.
Below that list, you can see that WF102SECA roles are needed to
approve R185604 and R185615. Anyone in the WF102SECA role in
department 102 can approve these requisitions by opening the
document and clicking the green checkmark. After that approval, the
requisition moves to the next approval level and the process repeats.

PO |POS3085 l Status: ‘ Sec Cd: |102 l Apry.

T

PR: |R185860 l

Purchase Document records waiting my approval 742616805 l Addr Pll By: | Whipkey. Linda

FR FO WEND Star DELL MARKETING L

Date: 11/08/2006 Contract #

R1B5750 742616605 FR PR s i
R185771 223695478 PR Iternal PO Typs: | D l
R185772 741526521 PR AUSTIN TH  7ET4 PO Total: $4.00
R185773 742616805 PR
R185784 742616805 PR =
R185785 7426516805 PR RS
R185602 742616805 PR Them hlurnk acle .
R185876 742616605 PR 0001 zE2 208-10  Accounting/Financial: Boc 2.00HC
R185882 742616805 PR
R185900 742616805 PR
Purchase Document records waiting Role approval

RoLe PR FO WEND Star
WF1025ECA  R185604 742616805 PR
WF1025ECA R185615 007995700 PR

Fig 18 Workflow Option

Continued on next page
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Sidebar Functions, cContinued

Workflow
(continued)

Purchase Document
action list after hitting
the Refresh button

q

Workflow is a path that a requisition follows as it is reviewed and approved.
It is also a communication tool. When you create a requisition and press
Enter, press the Refresh button. In Figure 19 below, you see the creator of
the requisition listed under the Purchase Document list. This is the action
list that shows what happens to the requisition.

Sec Cot 102 l Apry: Mest:

STL0ZCED l Achelr: SU.
CEDAR GROWE PARK

ATTH JERRY SULLIVAN

13405 MALIDENS

PO Type: |P l

Contract #

Purchase Dowmem

User

Lwhipke L KW Internal PO Type: l

CROSBY T 77532

Purchase Document rec
PR
R185750
R185771

Dell Computers 2,000.00HC 10010276-621400 /

Figure 19 Beginning of the Workflow Process

There are four icons that represent actions: the green checkmark for
approvals; the red X for rejections; the blue arrow, and the white hand. The
blue arrow and white hand icons are not available for use. When the
green checkmark and the X icons are in color, you can take action. Action
starts with the creator of the requisition (the first name on the list) releasing
it to the first approver by clicking the green checkmark. In the above
example, Lwhipkey is the creator and can release it to the first approver by
clicking the checkmark.

Note: Never reject a requisition that you created.

Continued on next page
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Sidebar Functions, cContinued

Workflow
(continued)

Adidr: l . .
742 616805 F1 Linda Whipke
DELL MARKETING LP

Purchase Document S De o1/z5/z007
User

LWhipkey s Purchase Rad

CClerk « ¥ % Purchase Req

By:

Cariract #

Internal PO Type:

AUSTN X 7ET14 PO Total_ $4,000.00

Purchase Document records waiting
PR PO WVEND Sta
R185750 742616805 PR

2,000.00HC 10010276-62 1401

Dell Computers

Fig 20 First Approver

In Fig. 20, CClerk can now approve or reject the document. If CClerk is not
available, another person in CClerk’s role can approve or reject the
document. After the buyer’s approval is completed, the creator receives an
e-mail to signify that the requisition has been approved by the buyer. If the
requisition has been rejected or changed at any point, it goes back to the
creator’s list of requisitions that need approval. After release (approval), it
follows the same workflow path as before.

When the icons are in color, you have the authority to approve or
reject. Click the green checkmark to approve after reviewing the
requisition.

26




Check Your Knowledge 2

1. What two icons represent actions when approving or rejecting a
requisition?

2. Explain the difference between these two phrases that appear on your 7i
Purchase Requisition screens:
a. “...waiting my approval”
b. “..waiting my role approval”.

3. If afirst approver does not take action on a requisition, what happens to
assure that it is processed?

4. What is the function of an Ellipsis on a drop down box?

5. Who cancels Purchase Orders?

27




Check Your Knowledge 2
Answers

1. Ared X for rejection and a green checkmark for approval.

2. a. “...waiting my approval”’ — you are the first person listed in a role. You
are now able and encouraged to review and approve/reject the requisition

b. “...waiting my role approval”’ — You are not the first person listed in a
role. When you click the record, you will see the workflow approval,
“Pending” for the first person in the role. The checkmark is green. This
means you have the same ability to approve/reject the records as the first
person in the role.

3. If the first approver does not process the requisition, anyone in that role
may.

4. The Ellipsis on a drop down box allows you to access a Lookup. Thisis a
search of a database of records. Lookups are specific to the field you are
in; that is, the Vendor field Lookup will search vendor names or PEIDs.

o

Only the Purchasing Department cancels Purchase orders.

28




Part 3: The Workflow Process and Hands on Practice

Requisitions

Introduction

JL side

Work Order
Field

Watch the instructor’s example for a simple requisition.

Note: Do not use the copy option for header information.

You may copy item details by selecting the item and using the option

icon on the bottom navigation bar; then, paste by using the option

icon on the new requisition’s bottom navigation bar.

Before you begin for the first time, you will need to activate the JL
key field, so that you can see it. Do that by going to the last item in
the key object field, tab over to orgkey/object code field, and click the
down arrow. In the drop down list, select JL side.

Note: You can “hover” the mouse pointer over an account code to get
its description. With coding appearing in individual fields, move

your arrow beyond the last digit in the code. The description will

appear in a white box. In addition, a hand icon appears when you are
over a column title. This allows you to move the columns.

Often the work order field will be visible. Since we do not use this
option, it can be hidden. Do that by going to the last item in the Key
Obiject field. Click the down arrow. In the drop down list, click work
order to take the check mark away. This will hide the Work Order
field.
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Requisitions, Continued

Procedures for

Data Entry Step Action

1. | Click the white “paper” in the upper toolbar.

2. | PR#*: Click the ellipsis. Select Auto Seed to insert the
next number for the requisition.

3. | PO: This will be populated automatically after the PR is
printed by the buyer.

4. | Status: defaults.

5. | Sec. Code *: The code specific to the department making
the req. This field will default.

6. | Apprv: blank; populates after the buyer approves the
requisition.

7. | Next: blank; not used.

8. | Vendor *: Use the vendor code or use the Lookup
function. Be sure to use the PO address code.

9. | Ship to *: Use the Lookup selection in the drop down
menu.

10.| Requested: This tab is populated by the system.

11.{ PO Type *: Defaults to P. use C for Contract only if
present.

12.| Internal PO type: Only use to enter D for Disaster.

13.| Dates: This tab can be filled out if needed, for example the
date needed or the expiration date of a contract.

14.| Enter the required fields for item number 0001:

Quantity, Units, Description, Amount, and GL and JL
codes.

15.| Press Enter to save.

*Required Field
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Requisitions Continued

Data Entry - Item descriptions are required. In the description field, write
Items specific information about the item. Enter Quantity, Units, and
Requested Amount. Then, enter GL and JL codes. To do this, you can either

type them or go to a Look up dialog box. Place your cursor in the
field being searched and use the ellipsis drop down box next to
org/object code field for this. Make the selection. When you enter the
org and obj code and then press Enter, Figure 21 displays. Press
Enter again and the record saves with the complete account coding.

The Notes tab allows you to communicate information about the
requisition or its components.

The FA field is to designate the item a Fixed Asset. Change the N to
Y if the item is a fixed asset. 4

10031201-6810100 / A330000000-831R0000 7

- / - |
Fig. 21 Fixed Asset Flag

Continued on next page
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Requisitions, Continued

Note the FA After a user has entered a new requisition and then continues to enter
Tab a second (or more requisitions), the line item information (as well as
other header information) will default into the new requisition.

Fig 22 Drop Down list from FA Flag
If there is an N or Y in the FA field, the letter carries over to the new
requisition. Users should always confirm that the FA field is blank
when a new requisition is created. The N and Y are used for
situations where the user needs to override the object code default.
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Approving Requisitions

Approving
Process

After you press Enter to save the requisition, the Workflow process
begins. Open the Workflow option and Refresh the screen. The
Refresh cycle can take up to 2-3 minutes.

When you see a green check by your name, click it to approve and
start processing the data.

Status: I—E! Sec Cd |—2'
' Jose |

St 3. By: [Whipkey, |
RELL MARKETING LP - R — -
Purchase Document ONCCEA Date: 105 /06/2009 l Contractd
User DatE | | RR83RDFLOOR |

CClerk s X v @ 6172009 Fi nternal PO Type
TBA Future Task T| | ROUNOROCK TX 78682 PO Tolst____ $10.00

TBA Future Task T

TBA Future Task T

Direct Task Items Awaiting 1D Approval

PR PO Veno STaT
R260654 742616805 PR
R260670 742616805 PR

R260676 PO069845F 232813553 PR

Fig 23 Requisition ready for approval
If you see a yellow message in the upper navigation bar, simply press
Enter again. The system will continue.
Note: If anyone is trying to do an update in requisitions or
addendums and receives a message about restricted or restricted
access (there are several messages), they will need to call the IFAS
Help desk and request the access be reset for that requisition number.

As a requisition creator, you click the green checkmark to release it to
the first approver. Before releasing it, be sure that all the data you
have entered is correct.

Note: If the creator is also the first approver, once he/she releases it, a
second checkmark will be automatically listed in grey. A comment
will be added to the right hand column that reads, “User already
processed.” This is the case with many creators.

Approvers can release the requisition by clicking the green check next
to his/her name. Approvers are given the opportunity to insert
comments about the requisition. These comments should be relevant,
since they cannot be edited or deleted. After clicking the green
checkmark, it turns to grey. The workflow moves to the next assigned
approver.
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Approving Requisitions, Continued

Approving When the requisition is approved, it moves to the next level of
Process approval. Once the department gives the final level approval,
(continued) workflow sends the requisition to the purchasing coordinator. It is

then transferred by the purchasing coordinator to the buyer. Once the
buyer approves the requisition, an e-mail is sent to the creator to
inform him that the requisition has been fully approved. Workflow is
complete. The buyer then prints the requisition to create a PO.

Errors After pressing Enter, you may get a message in red at the top of the
screen. If ared X precedes it, you must change the field that is
referenced; for example, you may have to add data into a field that
was left blank. Sometimes, however, the system will give you an
error that you cannot fix. Then you may press ESC or go out of the
screen and re-enter it. You will lose your work.

If you click a requisition in the sidebar, you may see a message
preceded by a yellow dot that says to try the POCSAD screen. This
means that you are attempting to access an addendum. Go out of
POCSHR and open POCSAD. The requisition number should be
listed there. Remember, addendums always have a PO number in the
PO column.

Continued on next page
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Approving Requisitions, continued

Encumbrances  Important Note: Funds are pre-encumbered after you save. You can
enter zero in either the quantity or cost (amount) fields if you wish to
enter the basic information without encumbering any amount. The
Purchase Order Total will read “0.” If the requisition is deleted (only
by the final approver), the pre-encumbrance is also deleted.

You will see your requisition on PO Status (POST) immediately.

Practice Follow the instructions to create and approve a requisition.
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Rejecting Requisitions

Rejections Click the red X by your name to reject the requisition or addendum.
After rejection, the corresponding requisition appears in the creator’s
list of approvals needed. The creator makes the changes needed,
clicks the green checkmark, and it “flows” through the normal
workflow sequence again.

Note: Never reject a requisition that you created. You should never
reject your own changes.

Note: Do not make a change and reject at the same time.

Note: Only the final approver can delete a requisition, if necessary.

If a change is made to the requisition by any of the approvers, the
requisition then goes to the creator’s “need my approval” list.

Practice Create and reject a requisition.

Continued on the next page
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Modifying Requisitions

Introduction

Changes to
Requisitions

Deleting an
Item

Copying Items

This section gives the general outline of modifying a requisition.
When you must change the data on the requisition, always enter an
explanation in the comments box that appears after you click the green
checkmark.

The creator always receives the requisition after a change and, after
his/her release, it will continue through the same workflow sequence.

As always, enter data accurately.

To delete a line item, highlight it and click the Options icon on the
bottom navigation bar. Select, “Delete Record.”

You may copy and paste the header into another requisition by using
the copy/paste functions in the Options icon in the top toolbar.
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Deleting a Requisition

Introduction This section discusses how the final approver can delete a requisition.
Deleting a Only the final approver can delete a requisition.
Requisition

To delete a requisition, click the Options icon on the top navigation
bar and select, “Delete Record.” You will be asked to confirm the
delete as seen below.

2 Answer Yes or No -- Webpage Dialog
£ http:/{192,168.111.60/fas7MscPages/YesNoPrompt . htm

Are you sure you want to delete the current record?

hetp:{/192,168.111.60]Fas7 MiscPages/YeshoPrompt.htm gl Inkernet r
Fig. 24 Confirmation of the delete
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Roles

Introduction

Role Approvers

This section describes the approval structure.

Each approval role includes a list of names. The first person in the
role is the name that appears in workflow. The creator launches the
requisition into workflow. Each time the invoice is approved or
rejected, the action is recorded in the Workflow history. When the
green checkmark and red X in color, you may approve or reject (the
arrow and the hand are not in use). Workflow history will reflect the
name of the person that performed the action. If you are the creator
and in the first role, your workflow approval will be automatically
given if no changes have been made since your original approval.

Reqst'd
742616805 l Ader: Fll 8| Linda Whipke
Linda Whipkey
Purchase Document WAL L g
P OBOX 149255 De Ul/ZS/ZDD'I'l
User A

Cartract #

LWhipkey o Purchase Red Internal PO Type: l
CClerk ¢ ¥ % FuchaseReq | | "™ juis s PO Total___ 34.00000
Purchase Document records waiting Items REED
PR PO WEND STa tem Mumber  Guarntity Units Commodity Code

R185750 7426168056 PR

ool

2ER Dell Computers

Fig 25 The First Approver

2,000.00HC 10010276-62 1401

In Figure 25, LWhipkey is logged in. You see that she was the creator
of R185963. After approving and refreshing the screen, she sees the
name of the first approver in the first approval role, CClerk. Because
LWhipkey is in the first approval role, she can access the action
buttons; that is, they are in color on her screen. She can either
approve or reject the requisition. After approving in the place of
CClerk, LWhipkey refreshes the screen to show the following figure.

PR: |R1g5937 l AssocPO: | POS3066B Status: H Sec cd H pie Me
Reast'd
l A

¥ | Linda Whipkey
DELL MARKETING LP

F O BOX 149255 D

Purchase Document

Cortract #

User

L¥hipkey s Purchase Regui Internal PO Type: H
L Whipkey 7 Purchase Requi = s POTotst__$500
JOne Pending Purchage Requif
TR AR EATR R AT SR B AR o |
PR PO Weno Star o001 1ER 208-10  Accounting/Financial: Boc 5.00EC 10010276-6
R185750 742616806 PR e - ,

R185771 223695478 PR

Fig 26 shows that LWhipkey released the requisition as creator and
approved it as the first approver. Cclerk is not listed as an approver
because Lwhipkey gave the first approval. In the second approval
role, Jdoe appears because he is the first person in the second approval
role.
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Purchasing Coordinator

Introduction This section describes the role of the purchasing coordinator.
Role of the After the final department approver gives his/her approval by
coordinator checking the green checkmark, the Purchasing Coordinator is

responsible for passing the requisition to the buyer. The coordinator
does not approve the requisition. He/she only directs it to the proper
buyer.

NOTE: Addendums are not forwarded to the purchasing coordinator.
Addendums are routed to the buyer on the original PO.
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The Buyer

Introduction

The buyer

This section describes the role of the buyer.

When the buyer approves the requisition through workflow, the
creator receives an e-mail to inform him/her of the approval.

The buyer assigns a PO number to the requisition by printing the PO
and this number will appear on the requisition. If after one day

following the approval, you go to POST and don’t see the PO number,

contact the buyer.

41




Check Your Knowledge 3

Workflow I: Interpret the following workflow. Tell what is
happening at each step.

-
.
Purchase Document
User MooeL Co
TRAINA Purchase Requisition Approval - PR_APRV tes
TRAINA Purchase Requisition Approval - PR_APRV tes'

REQ3 « X ¥ Purchase Requisition Approval - PR_APRV

Purchase Document records waiting my approval

PR PO Veno Star
R189613 742616805 PR
R189614 742616805 PR

Workflow Il:  Who is the first approver in the following example?

Purchase Document

lsER
CBaker W
HSmith Fending
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Check Your Knowledge 3

Answers

1. The creator is TrainA. He also is at the first level of approval. Since he is
the creator, the requisition is approved by him automatically and his name
appears for the second time. The second level approver is Req3. He may
approve or reject the requisition.

2. MSmith is the first approver.
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Practicing with the POCSHR Screen

Navigate to the POCSHR screen. Create a purchase requisition as
instructed.
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Check Your Knowledge 4

True or False? 1. There are only 2 screens used for Purchase
Requisitions/Addendums.
The tabs in dark blue are active.

wnN

you have clearance to access on the list provided by the search.

The Entity List displays all Requisitions and Purchase Orders that

Multiple Choice 1. As a User, you must be able to:

A. show proficiency in using 7i

B. describe the procedure for cancelling a purchase order
C. be aware of the steps in the Workflow process

D. All of these

created it

are designated in the first approval role and gave the
workflow approval

are the first person to navigate to the requisition

2. In Workflow, you are the first approver of the requisition if you:
A.
B.

o

3. Your department is finished processing a requisition when:

A. the creator enters S in the Action field

B. the creator sends it to purchasing

C. the buyer approves it and assigns it a PO number
D. the final approver approves the requisition

Fillinthe blank 1. The mask for purchase requisitions is: __

Explain the Workflow process:
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Check Your Knowledge 4
Answers

True or False

1. True
2. False
3. True
Multiple
Choice
1. D
2. B
3. D
Fill in the
Blank.
1. POCSHR

2. Workflow incorporates the requisition
creator, and approvers. Approvers
review requisitions for any errors and
can reject the requisition. The creator
receives an e-mail giving the status of
the requisition when it has been
approved by the buyer.
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Part 4. Requisitions with Split Accounts and Deleting a

Line Item
Split Accounts
Introduction Watch the instructor’s input for a requisition with a split account.
Creating a Split the account by percent by using the Lookup box on the right of

Requisition the Key Object field. Click this box. See Fig. 27 and 28 below.
With a Split
Account KEY-OBJECT

10025202 %

Clrl+L
Clrl+h

Cirlic

Fig. 29 Percent field
Choose, “Show account splits” (Fig.28). Then, click the drop-down
box on the right of the coding (Fig. 29) and, unless advised otherwise,
choose Split by Percentages (see Fig 30).

HC-f -
Spit Tolal

Neww Account Spit
Dedede Current Account
Spif by Percentages
Fig 30 Split by Percentage

Place the cursor in the Percent field. Type the percentage for your first
account code. See Fig. 31.

Continued on next page
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Split Accounts, Continued

Creating a
Requisition
with a Split
Account
(continued)

Fig 31 Percent Indicated

To add another (or remaining) account split, move your cursor to the
drop-down box again and select New Account Split (Fig 33).

Fig 33 Percentage Indicated

Enter the account coding for the second account and specify the
percentage as above. You are now ready to save the requisition for
the workflow sequence to begin.

Note: The percentages must add up to 100%.
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Deleting a Line Item

Deletingaline  To delete an item, you must save the record first. Highlight the item

item by clicking in the item number field. To delete the highlighted line
item, press Delete Record on the Item Options drop down list at the
bottom of the screen. A dialog box will ask you to confirm the delete,
by asking if you want to delete the current record. This does not mean
to delete the entire requisition, only the line item you highlighted.
Click Yes to delete the line item.

-Eﬁn:wer Yez of Mo -- Web Page Dialog

Are you sure you want to delete the current record?

Fig 34 Confirmation of Deletion

Important: Only the final approver has rights to delete the entire
requisition.

Practice Delete one item from your requisition.
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Part 5: The POCSAD Screen

Overview
Introduction This section introduces the POCSAD screen.
Procedures For adding an addendum to an open Purchase Order, follow these
steps.
Step Action

1 Enter the addendum screen with POCSAD in the command
line or use the directory tree.

2 Choose New document. Click the Lookup box to assign a
number (seed) for PR. In the Associated PO field, enter the
associated PO number with a letter (A, B, C...) as a
suffix.

3 Press Tab.

Note: if the PO is not open, you will get an error asking
you to contact Purchasing so that they can re-open it.

4 The open PO information appears. For increasing the
amount, add a new line item. Complete the information on
the line item as is, except in the item description field,
type the following:

ADDENDUM #R , DATED XX/XXIXX, TO
INCREASE THE POBY $

5 Review.

6 Save by pressing Enter.

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

7 If the data is correct, the program displays the Record
Accepted message at the top bar. If a yellow ball appears,
press Enter again. If a red X appears you may make the
change, press Enter and continue, or you may press ESC.
If you press ESC you may lose your work and will have to
start again.

8 The approval sequence is the same as any PR.

Continued on next page
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Overview, Continued

Change
requisitions or
addendums

If an approver makes changes to a requisition or adds/deletes a line
item, and then rejects the requisition/addendum, the creator may check
the green checkmark without making any changes to the
requisition/addendum. If the rejector does not make any changes, the
originator must make a change and get “Record Accept” before
checking the green check mark.

Note: You cannot update an addendum — you must add a line item
or delete a line item (this constitutes a change for an addendum).

51




Deleting An Addendum

Introduction This section describes how to delete an addendum.

Deleting an Only the final approver can delete an addendum. To do so, choose

Addendum “Delete Record” under the Options icon in the top navigation bar.
You will be asked to confirm the delete. Selecting yes will delete the
addendum.

2 Answer Yes or No Webpage Dialog
1 8 Bapuf10.6.42, 1500¢ 57 MescPoges/ YesNoPrompt htm

[ Are you sure you want to delete the current recocd?

hetp:1/10.6.42. 1 50]¢ as7 MR ages  YeshicPromet hem @ Internet

Fig 35 Confirmation of the deletion
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Practicing Account Split and Addendum

Practice 1. Complete an account split by percentages.
Note: Be sure your percentage has the percent sign after it.
2. Enter the Addendum screen, POCSAD, and create a new
requisition. Enter an open PO number with a suffix. Increase
the amount of the PO by changing the quantity and amount.

Enter the standard verbiage for the item description.

Note: Be sure that you use all upper case for the standard verbiage.

53




Check Your Knowledge 5

Match the term on the left to the category on the right. You may have more than one
category for a term. The category must be related to the term in some way.

1 A

2 Autoseed
3___ OpenPO
4 Percentage

5  Associated PO

6 Cannot edit header

7 Reject/Approve

8 Shows PRs and POs you can access

9  Item description must have a standard format
10 R185201B

11 Roles

A

B.

Workflow
Addendum
POCSHR
Split Account
Entity List
E-mail

Suffix for
Addendum
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Check Your Knowledge 5
Answers

1 GB_A

2_C, B_ Autoseed

3_B_Open PO

4 D_ Percentage

5 B Associated PO

6_B_ Cannot edit header

7_A, B C_ Reject/Approve

8 E_ Shows PRs and POs you can access

9 B_ Item description must have a standard format
10_B_ R185201B

11 A Roles

. Workflow

. Addendum

. POCSHR

. Split Account
. Entity List

. E-mail

. Suffix for an addendum
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General Rules

Rejections

Changes

Important Notes

If you cannot find your requisition/addendum, do a search on
the appropriate screen (POCSHR for requisitions and
POCSAD for addendums) to find out its current status. Use
the binoculars to search.

If you get a message regarding “Restricted Access” when
trying to update a requisition/addendum, you will need to
contact the ITC Help Desk — they will reset the access and you
will be able to continue processing.

The creator can never reject his/her own
requisition/addendum

You cannot update an addendum — you must add a line item
or delete a line item (this constitutes a change on an
addendum).
If an addendum or requisition is rejected by an approver and
the approver has not made any changes, it will go back to the
creator and the creator:

e must make a change; EX. enter a dot after a code

e save it

e must receive either the “Record Accept” or “Record

Deleted” message.

o click the green checkmark in workflow.
If an approver makes changes to a requisition or add/deletes a
line item to an addendum and then rejects or approves the
requisition/addendum it will go back to the creator — the
creator may click the green checkmark without making any
changes.
If your requisition/addendum has a “PR” status and is not
pending anyone’s approval in workflow, a change will need to
be made to relaunch it into workflow. The requisition will
then go back to the creator for approval.
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