Requisition (RQS)

1. Click Create and Search Financial Transactions.
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3. Enter Transaction Code, Transaction Dept, Transaction Unit, and check
Auto Numbering.
4. Click Continue.
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5. Click Show More.
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Dopartmant: 057 | Unit: 0910 | Transaction ID: 08312100000000042406 | Version: 1
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6. Enter Procurement Type or select a procurement type using the pick list.
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7. Scroll down to Contact and enter Requestor ID using the pick list. Or, if the
requestor is not on the pick list, enter Name, Phone Number and Email
(optional). A name and phone number are required whether populated from the
pick list or entered manually.

8. Click Save.

The contact information will populate after you click Save.
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9. Scroll down to Default Shipping/Billing

The Shipping and Billing Locations will default from your User ID.

Verify that your shipping location is correct; use the pick list to change the

shipping location, if necessary.

10. Enter Shipping Method or select one using the pick list.

11.Enter 5 in Free on Board.

12.Enter Delivery Date or click on the calendar to specify date.

13. Specify Delivery Type.
14.Click Save.

Note: The Shipping Method will generally be Vendor Delivery (5) and the Delivery

Type will generally be Standard Ground.
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15. Scroll back to the top and click the Commodity tab.
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16.Click the + sign to add a new line.
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17.Click the } to expand the section.
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18.Click Show More.
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19. Enter Commodity, or select one using the pick list.
20.Select Line Type (Item or Service).

For Line Type Service, see separate instructions below.
21.Enter Quantity.

22.Enter Unit of Measure.

If you are unsure of the abbreviation, select one using the pick list.
23.Enter Unit Price.

24 Enter Extended Description.

A detailed description of the item you are requesting is required.
25.Click Save.

Click Save
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For Line Type Service, follow these steps instead of steps 20-25:

Select Line Type Service.
Enter Contract Amount.
Enter Service From and Service To dates.
Enter Extended Description.
e. Click Save.
Note: Shipping or freight charges are considered a service.
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Repeat steps 16-25 for each additional commodity you are requesting.

26. Scroll back to the top and click the Accounting Distribution tab.
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27.Click the + sign to add a new line.
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28.Enter Accounting Template (sub-unit).
29.Enter Distribution % (100).

30.Enter Object Code (if all commodities are being charged to one object code). If

multiple object codes are being used, see separate instructions below.
31.Click Save.
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32.Click 3 Dots (Related Actions).
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33.Click Distribute Accounting Lines.
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This will create an accounting line for each commodity entered.



If you are charging commodity lines to different object codes, click Accounting and
enter an Object Code for each line.
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34.Click the Header tab.
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35.Click 3 Dots (Related Actions).
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Adding a vendor is not required for a requisition. If you wish to add a vendor to a
requisition, follow these steps:

a. Click the Vendor tab.

b. Click on the + sign to add a new line.

c. Enter the vendor number (Vendor Customer) or select one using the pick
list.

d. Click Save. The vendor information will populate after you click save.

e. Click the . to expand the section, if you would like to view the vendor’s
informatic}i.
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37.Click Validate.
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38.0nce the transaction validates successfully, click Submit.
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This message will appear when your transaction is submitted successfully.

Standard Requisition (RQS)

Fending ]

Department: 061 | Unit: 0910 | Transaction ID: 11222100000000044300 | Version: 1

9 App

Aceounting Distribution
1)

Distribution %
00,0000

WVendos

Logal Name

B conmmsnaiscecos

This message will
appear when your
transaction is
submitted
successfully.

~ Open/Closed Details

Closed Date

Referanced Amount
$000

Commodity Group (1)

Deseription

: 11/22/2021

Record Date

Traneaction Short Description

Closed Amount
$0.00

Total Tax Amount
$0.00

B Defaut Cormmodry Gro

Commodity (1) Acgaunting Posting (1)
Commadity Ling Amaunt
p B ame B | som000 g

Budget FY

Transaction Description

Open Amount
5200000

m m close

* Required fields

>



Requisition (RQS) Modification or Cancellation

You are not authorized to modify or cancel a requisition. If you try to perform either of
these functions, you will receive the following error messages.

Modification

€  10of 3: Cannot Open Transaction

Message Panel (3)
Filter by "Message Code" or "Message text
Cannot Open Transaction

Fatal security error:
AMSSecurity:fieldValueSecurity:Error
during field comparison lookup.

O Not authorized to open selected
transaction.

Cancellation

€  1of 2: Fatal security error: AMSSecurity:fieldValueSecurity:Error during field comparison lookup.

Message Panel (2)
Filter by "Message Code" or "Message text

] p Fatal security error:
AMSSecurity:fieldValueSecurity:Error
during field comparison lookup.

O } Mot authorized to open selected
transaction.

If you need a requisition modified or canceled, contact the Purchasing Department.
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