Creating a Requisition

Log in to Procure+

ePlus Company Confidential

A 4

Your Username and
Password have been
provided to you. If you
have problems logging
on, please contact your
system administrator.



Creating a Requisition

Your Home Page

Welcome Jackie Admin

Requisitions in process

Requisitions ready to receive
@ Requirements in Buyer's Queue POs Past Due

m Invoices Failing Match POs Received with no Invoices

Dashboard
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e  Click on “Requisitioning”
and then “South Dakota
Catalog” to access the
catalog of items.

x

Prerequisites: the SoSD catalog
items and Punch-outs are maintained in
the Supplier Portal.




Creating a Requisition

Catalog Lookup Options

A 4

= To view Items, you
can drill down through

No Items

Sub-Total : 0.00 | | the Catalog Tree,

uso—"1 select External

Search: |KE','word V|| |E F;_' Advanced Favarites 2log [tem Request Show Empty Categories Catalog to aCCeSS a

| ___— Punch-out; or

@Lasar Printers/Supplies A QUICk Cart
Infarmation Technology Broadeasting & Telecommunications (8)
o = Use the Search

@ofﬁcaEqmpment&Supplias Feature Advanced
Sl L search returns results
b% entering words or
phrases that appear in
the Description field of
the product. You can
enter a word or
phirase and Procure +
displays a list of the
products whose
description either
contains the word or
phrase or contains a
without the words: word or phrase that
Limit search to the selected suppliers: SOUI’IdS Ilke the WOI’d
Available Supplisrs Selected Supsliers or phrase entered.

Barcoding.com (27&116)
Barcoding.com Test (2761184A)
Blue Ice Technology (407554}
Cash Systems (12345)

CDWW Dvirect, LLC (340788)
MoreDirect (386227
Northwest Printer (1234557890)
Office Supply Warehouse (11205}

1 Back | All Groups W cart | Checkout | e Shopping Cart @

Domain: (%) Smarch All Categories ) Search only within Current Category

[~] Find categories [l Find 1tems [¥] Find word Forms

Find Results: with all the words: [

with the exact phrase:

|
with atleast one of the words: [
|

Marrow Search: Marrow Search:
| [ |
Catalog Search
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Item Catalog Page

e |tems are selected
and placed into
your Shopping
cart 2 ways:

¢
With Selecteds H

Displaying 1 - 8 of 8 - Enter the
B o s uveem sullens s quantity on an
Qty: . .. .
" Laserjet Printers, Lexmark International, Inc., Dimensions: 17.2 " ¥ 20.6 "X 16 " (L x D x H}, Print Caler: Ind IVI d ual Item
onaochrome, Speed: , Resolution: x i, Pawer: alt, Paper Size: Reg/Legal, orthwest Printer Supply ad 1
D r 20G0350 M h Spesd: 40 PPM, Resolut 1200 x 1200 dpi, P 110 Volt, P 5i Reg/Legal Northwest Printer Suppl Each 1251.00000 USD
ﬁ -\3 . ? Location: Housten, Lead Time: 5 Days and Select the
o - o | cart below the
D \‘g‘ mm ;Tsekqast pnndtafé LexmaRrk Ir;tatmatml;aﬂla Ini‘éﬂ[grger‘s:nﬁ Bllslﬂi(f fa . 1;'.9 E{L x.f'\-_‘ x D|)er”ntt e Northwest Printer Suppl Each 1599.00000 USD TY f. Id b OR
ack, Speed: m, Resolution: x i, Power: olt, Paper Size: Reg/Legal, Location: orthwest Printer Su add H
;ﬁ' -\3 < ’* Houston‘? Lead TirEE: 6 Days i P s Py Q Ie 7
j = L: jet Print: X Ci Di 25.2 inches (W) X 19.6 inches (H) X 20.7 inches (D), Print Col
i aserjet Printers, Xerox Corp., Dimensions: 23.2 inches (' .6 inches | 7 inches (D), Print Color:
D = SSDI}IN ColDE Spead: 50 PPM, Resfluhon: True 1200 X 1200 dpi, 600 X 600 dpi, Power: 110 Volt, Paper Size: Latter Nerthwest Printer Supply Each 995.00000 USD —_ Use the
- .\3 . ? & Legal, Location: Houston “Selected bOXeS
to select several
items and check
the shopping
cart to place all
of the items in
the cart.

ePlus Company Confidential



Creating a Requisition

Shopping Cart Confirmation

* e  You can make updates

With Selected: 70 3%
B s to your items in the
Shopping Cart, Continue

= | Qty:

Laserjet Printers, Lexmark International, Inc., Dimensions: 17.2" X 20.6 "X 16 " (Lx D x

O ' | _1.0000|20G0350|H), Print Color: Monochrome, Spead: 40 PPM, Resslution: 1200 x 1200 dpi, Power: 110 Northwest Printer Supply |Each | 1251.00000 USD |1251.00000 USD .
| - | ‘.'“X .ant, Paper Size: Reg/Legal, Location: Houston, Lead Time: 5 Days | | | | Shoppl ng Or Checkout
B Qty: Laserjet Printars, Lexmark International, Inc., Dimensions: 9.8 " X 15.6 " X 13.5 " (Lx Hx ..
]| - ____1.0000/3850600 D). Print Color: Black, Speed: 40 ppm, Resclution: 1200 x 1200 dpi, Power: 110 Volt, Northwest Printer Supply |Each | 1599.00000 USD |1599.00000 USD PY When OU are fl n IShed
;;-f' | z x Paper Size: Reg/Legal, Location: Houston, Lead Time: 6 Days y

- shopping, select
page suer [0 Bl SubTotal: 2850.00 USD “Checkout”

On Behalf 0f:!|
Associate Buyer 1 (BUYER1)
Sr, Buyer 2 (BUYERZ)

st 1000228 it it L2y
Sue Hamden (SHAMDEN)
|Stephanis Hutz (SHUTZ)
Kim Lazarus (KLAZARUS)
|Tim Mickel (timshopper)
SoSD Shoppers may use the Order on

Bryan Morgan (BMORGAN]
Behalf of feature to populate Requestor
information on Requisition

ePlus Company Confidential



Requisition Results Page — Order Summary

Submit | Accounting | Motes | Events | Print | Attachments | View Approvals | Transaction Summary | Advancedv | SaveForLaterUse | Exit

Requisition Detail

Header| 5 iditional * Indicates mandatory field.

A 4

Requisition Header

Requisition Number: REQ-64
Requisition Status: Future Requisition

Date Due: oz |
Indicates header field selected for updating Requisition line{s).

Contract R_

Requisition Items

liem Humber Descripfion Quantity UM Unit Price UIM ltem Total
1 07193 8.5x12.5 Blue manuscript covers with a % inch score i ‘ W.DUUUI H‘RM | ‘ 72.DDUUI H‘RM | 7200
Requisition SubTotal: 200
Tax: 0.00
Shipping: 0.00
Total: 7200 USD

ePlus Company Confidential

Creating a Requisition

e  When you check out the
contents of your cart
(create a requisition), or
view or update an
existing requisition, the
Order page is the central
screen the Requisitions
module displays for a
requisition.

. Note the Requisition

—a number that was

created.




Creating a Requisition

Requisition — Address Tab

i : N . By default, displays the
Requisition Detail addresses assigned to
Address * Indicates mandatary figld. your user aCCOUHt.

Requisition Header
Requisition Humber: REQ-64
Requisition Status: Future Requisition

Date Due: * 1021912 Contract Requisition: []

Indicates header field selected for updating Requisition line{s).

Ship To Center Bill To Center Final Destination Center

Centerl‘lame:* Centerl‘lame:" Centerl‘lame:”
Address ID: * Address ID: ’* Address ID: “

Attention: Attention:

Addr 1: 300 NORTH LASALLE Addr 1: 300 HORTH LASALLE
City: Chicago City: Chicago

County: County:

State: IL State: IL

Postal Code: 60654 Postal Code: 60654

Country: USA Country: USA

ePlus Company Confidential
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Requisition — Additional Information Tab

Requisition Detail
Additional Info * Indicates mandstary fisld.
Reqll.ul-_-'l.ltlon Header | Requesto_r: The
Requisition Humber: REC-64 requestor IS the same as
Requisition Status: Future Requisition
Date Due: &3 Contract Requisition: [ Eg?d%rr?gﬁ]olg:f?é?fs”sotfhe
Indicates header field selected for updating Requisition line(s). featu re |S used
Requestor: |Jac|(ie CDea | / Project Code:
Created By: Jackie O'Dea Currency: usD
Distribution:  * |Chicago Purchasing |
Buyer: | |

o

GL & Commodity: * [5150-00303 Supplies-General Off |
Approver:

Approval Class: * DL

Type of Use: |
Supplier: |ALL—STATE INTERMATIOMAL |, INC.

il

ePlus Company Confidential



Requisition — Accounting

A 4

ResetPage | Save | Update Selected Lines | Delete | Esit

Account Codes
Updates to this global section may be applied to selected Line(s} below |:|
Percent Loc FAC ACCT 5UB BUDG cLm PROJ Delete
0000000 o ] | o | foows | e | | [ ] @
Wore | Grand Total: 7200
|
Select  Line Percent
1 10000000 oo O o1 | o0 | 5150 | joozs | [evase || | | | O gy Budget
[0 Ware Item Total: T2.00 8.5x12.5 Blue manuscript covers with a 3% inch score

Display Limit: 25. Refresh Data Last Line Number: 1 Jump to Line: Jump

ePlus Company Confidential

Creating a Requisition

When you select the
“Accounting” or “Edit
Accounting Information”
option for a transaction
the Account Codes page
is the page Procure+
displays for the account
codes assigned to a
transaction (or
transaction line item).
The Account Codes page
enables you to update
the accounts charged for
a transaction.

If your organization is
using formatted posting
account numbers,
Procure+ also displays
the Account Entry
dialog. This dialog
enables you to enter
each segment of the
current posting account
code by entering/
selecting each segment
value.

Click “Save” to continue.
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Requisition — Notes

A 4

. Click “Notes” to access

. the entry screen for
Tau aov & \
Save | Copy From General Motes | Exit External Notes or
Internal Notes at the
Notes "Header" level.
External Notes 1 . External Notes will print
on Purchase Orders sent
Requisition: REQ-124 to vendors.
[This note will be transmitted to the Vendor.| i Internal Notes vaIstay
on the transaction and
will not print on

Purchase Orders.

Notes - Enter notes in the
appropriate text box or
Internal Hotes boxes.
Requisition: REQ-124 e  Click “Save” to continue.

This note is wiewed Internal only.|

10
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Requisition — Print

Your Logo
Goes Here

Ship To: FINANCE PURCHASING
300 HORTH LASALLE

Chicago

IL

G654

United States of America

Final Destination: FINANCE PURCHASING
300 HORTH LASALLE

Chicago

IL

G654

United States of America

Approval: . NOMNE Date:
Ho Approvals

Requestor: JODEA1
Jackie O'Dea

Commeodity: 5150-00303

5450-00303 Supplies-General Off

Status: REQF Date: 02119012
Future Requisition

Buyer:

Supplier: 130314

ALL-STATE INTERNATIONAL , INC.

A 4

Requisition Number

Requisition REQ-64-0

Bill To: FINANCE PURCHA SING

300 HORTH LASALLE
Chicago

IL

60654

United States of America

Date: 02/19/12
Time: 11:46:28
Entered: 02/19/12
Due: 02/19/12

Due: 021912
Project Code:
Distribution: CHIPURCH
Cumency: uso

U. 5. Dollar

ePlus Company Confidential

Click “Print” to access a
Printer Friendly version
of the Requisition Order.

The Order will display on
the screen and is
available to print.

Click “Exit” to continue
and return to the Order
Summary Page.
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Requisition — Attachments

A 4

Submit' Accounting | Motes | Events | Print. Aftachments

R Atta e do --n-.

View Approvals |

Transaction Summary

Advanced ¥ | Save For Later Use | Exit

M ntips: fitest eplusonline. com, oo = %
Hea A
0 Attachments for Requisition: REQ-124 B
Ry Select Open Attachment Type
Ref
Re|
Da Aftach | Exit
M
b = Enter or Browse for the File to be Attached:
File Name:
R
| |[ Browse.._|
Description:
. | « | 100000] «[EA |
2 B
internal (& External O * | 1.UUUUU| |EA |
E
< [E3
Done " Trusted sites ¢ - % 100%

ePlus Company Confidential

Creating a Requisition

. Click “Attachments” and
the dialogue box will
walk you through
attaching files. Note:
you will be able to
“browse” for the file (s).

12




Creating a Requisition

Requisition Submit

A 4

e  After clicking “Submit”
to process the

The following Requisition has been submitted: REQ-64 Requisition the
— ) L i confirmation will be
If your Requisition requires approval, it will be automatically routed to the Approvers. displayed

ePlus Company Confidential 13



Creating a Requisition

Requisition Submitted - Modify

N
Ll
Modify | Accounting | MNotes | Events | Print | Aftachments | View Approvals | Transaction Summary | Advancedv | Exit
Header | Add
Requisition Header
Requisition Number: REQ-64
Requisition Status: Requisition Ready to Proceed
Date Due: 02119112 Contract Requisition: 1]
Requisition Items
Item Humber Description Quantity UM Unit Price  L/M Item Total
1 07192 8.5x12.5 Blue manuscript covers with a % inch score 1.0000 RM 720000 RM 7200 0,
Requisition SubTotal: 7200
Tax: 0.00
Shipping: 0.00
Total: 7200 USD

ePlus Company Confidential

e  To modify a requisition
that has been
submitted, select Modify
from the tab or drop
down menu.

e  Arequisition may be
modified until a
purchase order has been
assigned to the req.

14
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Requisition — Options Menu

5
' >
Submit | Accounting | Wotes | Ewents | Print | Attachments | View Approvals | Transaction Summary | Advanced YJH.] Save For Later Use | Exit
R & t D t .I Cancel Requisition
eqUESI on etai Global Line Update
Header * Indicates mandstary fisld.
Requisition Header
Requisition Number: REQ-124
Requisition Status: Future Requisition
Date Due: * 11031111 ‘ Contract Requisition: []
Indicates header field selected for updating Requisition line(s).
Requisition Items
Item Number Description Quantity UM Unit Price WM item Total
1 2060350 Laserjet Printers, Lexmark International, Inc., Dimensions: . ‘ 1 UUDUU‘ - ‘EA | [ 1,251 UUDUU‘ w ‘EA | 1,261.00000 g,
2 2850600 Laserjet Printers, Lexmark International, Inc., Dimensions: 7 ‘ 1 DUDUD‘ - ‘EA | | 1539 DUDUD‘ - ‘EA | 1,699.00000 g
Requisition SubTotal:  2,850.00000
Tax: 0.00000
Shipping: 0.00000
Total:  2,850.00000
Requisition Detail
Header # Indicates mandatory fisld.
Requisition Header
Requisition Number: REQ-124
Requisition Status: Future Requisition
Date Due: * 11003111 Contract Requisition: D
Indicates header field selected for updating Requisition line(s).
Requisition Items
Item Number Description Quantity UM Unit Price UMM Item Total
1 p— Laserjet Printers, Lexmark International, Inc., Dimensions: . 1 UDDUUl . |EA | ‘ 1,251 DDUUUl . |EA ‘ 1,251.00000 o,
2 |Edit s, Lexmark International, Inc., Dimensions: . ‘IUUUUU| ”lE“ | ‘ 1509 UUUUU| ”lE-“ 1,699.00000 |-
Edit Notes
Requisition SubTotal: 2,850.00000
Edit Accounts Tax: 0.00000
Shipping: 0.00000

Edit Events

Edit Attachments

Total:  2,350.00000

Attributes

Remove This ltem

Transaction Summary

ePlus Company Confidential

Click “Select Advanced”
and the drop down
menu will display.

Several of the options
are available via buttons
at the top of the page
AND via the drop down
menu.

15



Options Menu — Global Line Update

A 4

|Ipdate All Requisition Lines | Return to Requisition Information '

Global Line Update

Requisition: REQ-52

Header
Current Value \
Ship To Center FINANCE PURCHA SING FI
Ship To Address 0101 ]
Bill To Center FINANCE PURCHASING Fl
Bill To Address 0101 ]
Final Destination Center FINAHNCE PURCHASING |l
Final Destination Address 0101 ¥
Buyer ]
Supplier ALL-STATE INTERNATIONAL , INC. ]
Requisition lines selected from a Catalog will not be included in the Supplier update.
Commodity 5160-00310 Dup/ESS ]
Hew Supplier Information |:|
Type of Use ]
Date Due 0211612 |l j
Accounting Information Account Codes ¥

ePlus Company Confidential

Creating a Requisition

Global Line Update:
Use this option to
update the line
information of each line
item on the requisition
to match the header
information on the
requisition.

When you select the
Global Line Update
option from the
Options drop-down the
Global Line Update page
displays. The page lists
each piece of
information you can
update and the value
entered at the header
level for each.

Enter a checkmark next
to each piece of
information you want to
update for all line items,
and then click the
“Update All Order
Lines” option. Procure+
updates this information
for each line item of the
requisition and
redisplays the Order

page. 16
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Requisition — Options Menu

A 4

Submit Motes | Ewents | Print | Aftachments | View Approvals

Requisition Detail

Header | Addre ;|

Accounting

# Indicates mandstory field.

Transaction Summary

Advanced v | Save ForlLater Use | Exit

Select the ‘Submit” tab
when you are finished
modifying the
Requisition

Requisition Header

Requisition Number:
Requisition Status:

REQ-124
Future Requisition

ot

Indicates header field selected for updating Requisition line{s).

Date Due: Contract Requisition: []

Requisition Items

Hem Number Description
1 20G0350 Laserjet Printers, Lexmark International, Inc., Dimensions:
2 2850600 Laserjet Printers, Lexmark International, Inc., Dimensions:

Quantity uim

100000 =[EA |

1.00000| =[EA |

ePlus Company Confidential
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