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Enter a Requisition – Sponsored Projects

	A Requisition is a request for goods or services for use by your department. The requestor’s supervisor or department head usually approves requisitions before they are forwarded to the Procurement Department. The Procurement Department uses requisitions to create purchase orders, vendor contracts, or requests for quote.

There are four areas of a requisition that need to be completed: header, defaults, comments, and line information.  These pieces are found in the Maintain Requisitions Page in PeopleSoft.  


	Maintain Requisitions
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 Select Business Unit - Add a New Value - Add

	Above Header Section
	1. Requisition Name is a field that can be utilized to describe the requisition that shows on reports in Data Warehouse.

	Header Section
	1. Confirm that Requester shows your name.
2. Click on the[image: image4.png]Requisition Defaults



 Link.
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 Link
	1. Select Override. 
2. Enter the Supplier ID.  Click [image: image6.bmp] or open a new window and use the Review Supplier function (Suppliers [image: image7.png]


 Supplier Information [image: image8.png]
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 Review Suppliers).  See Find Existing Supplier for further details.
3. Enter Category, Unit of Measure and Due Date.
4. Enter the Chartfield distribution. Click OK to go back to the Maintain Requisitions Page.
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 Link
	1. Click the [image: image11.png]‘Add Comments



Link.
2. Specify where you want the goods delivered and who the department contact is. Select Show at Receipt.
3. Insert another comment if you did not enter a supplier on the Requisition Defaults link. Enter the Supplier information: name, address, phone number, and a contact in the header comments.
4. Attach any documents that you would like the buyer to see (contract, quote, signed requisition, etc.)

5. Click OK to go back to the Maintain Requisitions page.

	Line 
	1. Enter the Description, Quantity, and Price.  Check the Amount Only box if quantity is 1.
2. Click [image: image12.bmp] to view the requisition line long description.

3. To add additional lines click [image: image13.png]


 at the end of the line.
4. Although tax may be applicable on your purchase order, it will not be included at the requisition level.  It will be added at the purchase order level.

	Requisition Page/General Info.
	1. Click Save.  Note Requisition ID number.  You will need this number for your records.
2. Select [image: image14.bmp]to Approve the Requisition.

3. Select [image: image15.bmp](to the right of Budget Status once a requisition has been saved) to Budget Check the Requisition.  This process sends your requisition to the buyer queue.


	Add a Requisition
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	Requisition Defaults
[image: image17.png]Requisition Defaults

Business Unit SWCHP Requisition Date 08/2512016.
Requisition ID NEXT Status Open

Default Options

© Defauit Ifyou select this option, the defaultvalues entersd on this page are treated as part ofthe defaulting logic and are
only applied f o other defaultvalues are found for each field. If default values already existin the hierarchy, they
are used, and the values on this page are not used.

© Override
fyou selecthis option, all defaultvalues entered on this page override the defaultvalues found in the default
hierarchy, only non-blank values are assigned.
Line
Buyer| Q. Unit of Measure Q.
‘Supplier | Q. ‘Supplier Location Q.
Category| Q. ‘Supplier Lookup
Schedule
Ship To[RECEIVING |Q Receiving “Distribute By Quantly v
Due Date 2] “liquidate By Quanty +
Uttimate Use Code Q ‘Ship Via [BESTMETHOD/Q
Attention To| Freight Terms [FOB a
Distribution
‘SpeedChart a
ibutions Personalize | Find | View All | 0] First (4 10f1 ) Last

Detais | assetinormation | )
et boront Gl Acount  Fund Dot brogram  Class projet BudgetDate  Locaton

smcmiQ, Q Q Q Q Q Q (082520165 [sucANPUS |

[ ok ][ cancel | [ Reftesn |





	Add Comments
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	Common Category Codes
91800     Consulting Services

57800     Miscellaneous Products

96200     Miscellaneous Services – (Independent Contractor, Travel, etc.)

	Unit of Measure (UOM)
EA       Each     Use if quantity is greater than 1

LOT     Lot       Use if quantity is equal to 1

	Due Date
This should be the date the purchase order will be complete.

If purchasing goods it should be the date you expect the goods to be delivered.

If purchasing services it should be the date you expect the services to be complete.

	Description
Describe exactly what you are purchasing.  

If it is a product, please include a part number as part of the description. 

If it is a service, please include enough information so it is identifiable to accounts payable when they are attempting to pay for the service.

	Common Account Codes for Requisitions
660017     Advertising & Promo Publicat

603805     Benefits Aux Reimb to CSUSM

613823     Cont Serv Independent Contractor

613822     Cont Serv Sub Contr & Agree

616002     Info Tech Hrdwre $2500 - $4999

616005     Info Tech Misc < $2500

660927     Other Catering

660859     Other Events

660090     Other Expense

660925     Other Instructional Materials

660942     Other Maint & Lease

660002     Printing

660009     Professional Development

660021     Repairs & Maintenance

601828     Salaries Aux Reimb to CSUSM

623801     SP Equipment > $5000 NO F&A

620002     SP Subrecipient NO F&A

660805     SupSrv Member/Subscrip/Sponsor

660949     SupServ – Services Aux

660948     SupSrv – Supplies Aux

606001     Travel-In State

606803     Travel-In State Student

606002     Travel-Out of State

606804     Travel-Out of State Student

606805     Travel Summer Research

606806     Travel Transportation – Aux (Use for hired transportation, e.g. bus, etc.)
Please contact your Sponsored Project Analyst for unique situations where a different account code is needed.


Find Existing Supplier

Suppliers > Supplier Information > Add/Update > Review Suppliers
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There are many options to use when searching for a supplier.  You may search by:
Supplier ID

Name

Short Name

Address

City

Tax Identification Number

State

Postal (Zip Code)

Make sure SetID = SMCMP

If there is a drop down list make sure to select Contains.

After typing in your search data, click on the Search button to get results.  

If the supplier exists, key the supplier ID on the Requisition Defaults page.  

If the supplier does not exist, key in a header comment to include the Supplier name, address, phone number, contact name, and any other information that would be helpful to the buyer. 
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