Creating a Requisition for a Catalog Item in R12

Step 1

=L IAPS HR Payroll

[ APS HR People Info

S APS iProcurement Super Usea
Schedule Requests

Monitor Reguests

o —

Click the APS iProcurement Super User link.

Click the iProcurement Home link.

Step 2

iProcurement

Shop | Requisitions | Receivi
Shopping Lists |

Ehaesesine § ok osecrmn-] Coses

Stores |

On the Shop tab, click the Shopping Lists link.

Step 3

Shop | Requisitions I Receiving _

Stores | Shopping Lists | Non-Catalog Request
Shopping List: Personal Favorites
(6o ]

Select List JaEEEINE -
Your favoritg 3RD GRADE MATH
AUDIO-YVISUAL
AV Accessories
AV Equipment
CLASSROOM FURNITURE
COMPUTERS-PC'S

Use the drop down arrow to select the List
you are interested in.

Click the Go button.

Step 4

shop | Requisitions | receiving |

Stores | Shopping Lists | Non-Catalog Request

Shopping List: COMPUTERS-PC'S
Select List |COMPUTERS-PC'S

M [6o]

Hide Images | Add All tems To Cart |

90W AUTO/AIR DC TRAVEL ADAPTER - 2120/E5420/E64
Shopping Categon

Supplier Site

Internal Item Mumbe

Price
Quantity I 1 EACH | Add to Cart

IEEE 1394a Controller Card (firewire) [Optiplex 780 "TQ'
#10175078527949

Shonninag Cateaon

Scroll down until you find the item you want.
Enter required Quantity in the Quantity field.
Click the Add to Cart button.

Note: Repeat for each item you are
requesting.

Step 5

Shoppion, Cark

Your cart contains 1 line.

7 ) | Recently Added Lines
iPad Mini Cover... 25 EACH

| View cart and Checkout

i Troamc

Click the View Cart and Checkout button on
the right side of the screen.




Step 6

Save Checkout |

Click the Checkout button.

ce Amount (USD) Delete

3D 1,100.00

Step 7
tion i
H * Requisition Description ‘iPad Mini Cover OtterBox Defender F/Ipad Mini-Blk - Mfg . . . . e .
Enter desired information in Requisition
g Description, Need-By Date, and Deliver-To
Durgent

* Need-By Date |27-Feb-2014 00:00:00 =) e

(example: 13-Feb-2014 19:45:00)

= Requester

* Deliver-To Location 739

Stevens, Samuel Stoughi Q

A «—

Location fields.

Step 8

=/Ipad Mini-Blk - Mfg:

Cancel Save Subn

Click the Edit Charge Account link to change

Billing it OR Skip to Step 15.
Charge Account
GL Date |13-Feb-2013 =)
Step 9
Click the Charge Account link again.
Charge Account GL Date
14-Feb-2014 [ Note: If you have multiple lines, you will need
14-Feb-2014 (@ to enter a charge account for each line in
your requisition.
Step 10
Line Description
1 iPad Mini Cover OtterBox Defender F/Ipad Mini-Blk - Mfg#: OTB-77-23834 - Quote #G65;

Projects Charge Accounts

Line Accounting Flexfield

1 |

FUND.LOCATION.SRE.PROGRAM.OBIECT JOE

Add Another Row

L4 GRADE.OPTIOMAL.YEAR

Click the Search button next to Charge
Account.

Step 11

Search

= FUND |10
* LOCATION 000
= SRE |99
= PROGRAM
* OBIJECT
= ]OB CLASS |000

= GRANT CODE

= SUB PROGRAM
* GRADE |00

* OPTIONAL (000

None
0o Q
None

PP p Ppplfer’

= YEAR

Select the correct values for all the segments
of Charge Account.
Click Search button.




Step 12

Results

Select Code Combination
° 10.000.99.2530.0995.000.0000.0000.00.000.00

Select the radio button next to the Charge
Account in the Search results.
Click Select button.

Cancel Select
Step 13
i Accou Apply . )
— Cham PP Verify the Account_ Code on the left side of
Line Accounting Flexfield the Screen’ and CIICk the Apply bUtton on the
S = Amourt (uSD) far right side of the screen.
Add Another Row | 1,100.00

Justification |\e need covers to protect the iFads in the Mote To Buyer -

Lab.

Delete Publish to Catalog

Save Submit ‘ Back | Step 2 of 3 | Next

Step 14
6L Date Split
13-Feb-2014 (& E5
Click the Apply button again.
Check Funds | Apply |
Step 15
Charge Account 10.000.99.2530.0995.000.0000.0000.00.000.00
GLDate [13-Feb-2014 &= Verify the Charge Account.
Click the Next button.
Note: You will need to enter a charge account
Cancel | Save Submit Edit Lines | Step1of3 | Next for eaCh Ilne in your reqUISItlon.
Step 16
Approvals
| : Verify the Approvers of the Requisition.
lj_- Pope Hooper, Katherine
Step 17

Add details in the Justification and/or Note
To Buyer text boxes if needed.
Click Next button.

Step 18

Save | Printable Page |

Back | Step 3 of 3 | Submit

Click the Submit button.

Step 19

Shop | Requisitions | Receiving _

L'L Confirmation
Requisition 267910 has been submitted to Pope Hooper, Katherine for approval.

To check on this requisition's status, click on the Requisitions tab or look in My R«

Get Confirmation and Requisition Number.




