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Exercise 1 - Enter a Requisition for Goods

Navigate to the following:

Purchasing ( Requisitions ( Maintain Requisitions.  Make sure the “Add a New Value” tab is chosen, then click on the yellow Add button.
1. Select the “Hold From Further Processing” on the Requisition Form page.
2. Click on the “Header Defaults” tab and choose Dell Computers as the vendor.
3. Enter the following:

a.
Requestor:
your login id (TRAIN_XX)
b.
Description:
Calculator, Casio DT1200

c.
Category:
28500
d.
Quantity:
3

e
UOM:

EA
f.
Price:

$75.00
4. Click on the Schedule tab.  Under “Due Date,” choose a date two weeks from today.

5. Click on the “Distribution” link.  Enter the following:

a.
Account:
660003 (defaults from category code)

b.
Fund:

10004
a. Department: 1047 (defaults in)

6. To let Shipping and Receiving know where to deliver the product click on the “Header Comments” link and insert that information here.  (“Header Comments” are found under the “Form” tab.)  Select “Shown At Receipt” and click on the yellow OK button. 
7. Un-select “Hold From Further Processing.”
8. Click on green checkmark to Approve the requisition (status changes from open to approved). 
9. Save the Requisition, and record Requisition number here: _____________

10. Click on Budget Check icon on forms page (budget status changes to valid).
Exercise 2 - Enter a Requisition for Services

Navigate to the following:

Purchasing ( Requisitions ( Maintain Requisitions.  Make sure the “Add a New Value” tab is chosen, then click on the yellow Add button.
1. Select the “Hold From Further Processing” on the Requisition Form page.  Click on the “Header Defaults” tab and choose Dell Computers as the vendor.

2. Enter the following:

a. Requestor:
your login id (TRAIN_XX)
b. Description:
Service Dell Computers – $75.00/hr
c. Category:
92800
d. Quantity:
1
e. UOM:

LOT
f. Price:

$1500.00
3. Click on the Schedule tab.  Under “Due Date,” choose a date two weeks from today.

4. Click on the “Distribution” link.  Enter the following:

a.
Account:
660003 (defaults from category code)

b.
Fund:

10004
c. Department: 
1047 (defaults in)

5. Un-select “Hold From Further Processing.”
6. Click on green checkmark to Approve the requisition (status changes from open to approved).

7. Save the Requisition, and record Requisition number here: _____________

8. Click on Budget Check icon (budget status changes to valid).
Exercise 3 - Delete a Requisition

Navigate to the following:

Purchasing ( Requisitions ( Maintain Requisitions ( Make sure the “Add a New Value” tab is chosen, then click on the yellow Add button.
1. Select the “Hold From Further Processing” on the Requisition Form page.  Click on the “Header Defaults” tab and choose Dell Computers as the vendor.

2. Enter the following:

a. Requestor:
your login (TRAIN_XX)
b. Description: 
Copier Machine, XN2005
c. Quantity:
1
d. UOM:

EA
e. Category:
find the appropriate one
f. Price:

$10500.00
3.  Click on the Schedule tab.  Under “Due Date,” choose a date two weeks from today.

4.
Click on the “Distribution” link.  Enter the following:

a.
Account:
defaults from category code

b.
Fund:

10004
c. Department: 1047 (defaults in)

3. To let Shipping and Receiving know where to deliver the product click on the “Header Comments” link and insert that information here. (“Header Comments” are found under the “Form” tab.)  Select “Shown At Receipt” and click the yellow OK button. 

4. Un-select “Hold From Further Processing.”

5. Click on green checkmark to Approve the requisition (status changes from open to approved).

6. Save the Requisition and record the number here:  _____________________
7. Navigate to the following:  Purchasing Requisitions ( Maintain Requisitions ( Find an Existing Value

8. Find your Requisition, then delete it.  Verify deletion.

Exercise 4 - Cancel a Requisition

Navigate to the following:

Purchasing ( Requisitions ( Maintain Requisitions ( Make sure the “Add a New Value” tab is chosen, then click on the yellow Add button.
1. Select the “Hold From Further Processing” on the Requisition Form page.  Click on the “Header Defaults” tab and choose Dell Computers as the vendor.

2. Enter the following:

a. Requestor:     your login (TRAIN_XX)
b. Description:   Construction Services

c. Quantity:      1
d. UOM:            LOT
e. Category:      find the appropriate one
f. Price:            $20050.00
3. Click on the Schedule tab choose today’s date as due date.

4. Click on the “Distribution” link.  Enter the following:

a. Account:  defaults from category code
b. Fund:  
10004
c. Department: change to 1039
5. Un-select “Hold From Further Processing”

6. Click on green checkmark to Approve the requisition (status changes from open to approved).
7. Click on Budget Check icon (budget status changes to valid).
8. Save the Requisition  and record the number here:  _____________________

Navigate to the following:  Purchasing ( Requisitions ( Maintain Requisitions ( Find an Existing Value

9. Find your Requisition, then cancel it.  Verify cancellation.
Exercise 5 - Printing a Requisition

Navigate to the following:

San Marcos Reports/Interfaces ( Purchasing ( Reports ( Print Requisition

1. Create a New Run Control XXREQPRINT (XX = your initials).
2. Enter SMCMP as the Business Unit
3. Select your requisition from Exercise 1 or 2.  
4. In the box, “Status to Include,” click on the yellow Select All button
5. In the box underneath “Status to Include,” choose “On Hold AND Not On Hold.”

6. Click on the yellow Run button.
7. Once directed to the Process Scheduler Request page, choose PSUNX as your server and make sure there’s a checkmark in the box before Requisition Form.  Make sure Type = WEB, Format = PDF.  Click the yellow OK button.  
8. Click on the Process Monitor link (next to the yellow Run button) to check the progress of your request by clicking on refresh.  

9. When status says success, click on the Details link, then the View Log/Trace link, then click on the SMOPO006.PDF link to view the requisition.
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