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UMASS.
How to Use the Manage Requisitions Page

All users with the FS_POINQUIRYANDREPORTING role will now have the ability to
access the Manage Requisitions page for inquiry purposes.
While this job aid is geared specifically towards operators who have inquiry access
only, it will be helpful to any operator who has access to the Manage Requisitions
pages, including those who have data entry capabilities
(FS_REQPODATAENTRYOPERATOR).
The following topics are discussed in this job aid:

+ How to perform searches in the Manage Requisitions page

+ How to Identify the Status of a Requisition

¢ How to Review Requisition Information and Locate the PO ID

+ How to Use the Select Action drop-down list to View Approvals

¢ The Related Links section
Please keep in mind that unless you have requisition data entry capabilities, this
page will be available to you for inquiry purposes only. Any related links will either
be inaccessible to you, or will not allow edits.

Step 1. . * . I .
Log into the e*mpac Finance Application with your FIN Username and Password.
_@_ Navigate to the following path:

eProcurement - Manage Requisitions
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How to Perform Searches on the Manage Requisitions page

The Manage Requisitions page opens.

Search: @ Mew Window | Help | Customize Page | 5
b My Favorites Manage Requisitions
[ Report Centar —
> Employee Self-Service ~ Search Requisitions
[ Purchasing To locate requisitions, editthe criteria below and click the Search button
= eProcurerment *Business Unit: [JJMAMH Q Requisition Name:
Requisition ID: Q Request Status: Allbut Complete » Budget Status: ~
Date From: 02/08/2007 Eﬂ Date To: 021 ai2007 E]]
[ Accounts Payable
I Reporting Tools Requester: FE_POINQUIRYANE C Entered By: Q. poD: Q
[ Umass Custom
[ PeopleTools Search Clear
— iy Personalizations 44
q The Reguester specified has no Requisitions.
Create Wew Requisiti Inguire Chanoe Reguest |nguire Receipts  Requisition Report
< >
h The Manage Requisition page is divided into three sections: Search Requisitions,
Requisitions (list), and related links.

Step 2. Click the collapse icon [=] on the Menu bar.

The Manage Requisitions page with the Menu bar collapsed:

Manage Requisitions

To locate requisitions, editthe criteria below and click the Search buttan.

‘Business Unit: |UMAMH Q Requisition Name:

Requisition ID: Q Request Status: All but Complete v Budget Status: v
Date From: 02092007 E1 Date To: 0211 82007 E1

Requester: FS_POIMGUIRYAME G, Entered By: Q. poID: Q,

Search Cleam,l]

The Reguester specified has no Requisitions.

Create Mew Requisition  Inquire ©hanoe Request [nguire Receipts  Requisition Report

h The Business Unit defaults in based on your user security. The Request Status

drop-down list defaults in as “All but Complete.” The Date From field defaults in to a
date seven days prior to the current date and the Date To field will always default in
as the current date. You should also note that your User ID defaults in as the

Requester. If you don'’t clear the Requester field, it will pull back only requisitions
that you have entered.

Step 3.
Click the M button.
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The Search Criteria is cleared:

Manage Requisitions

~ Search Requisitions
To locate requisitions, editthe criteria below and click the Search button

‘Business Unit:
Requisition ID:
Date From:
Requester:

Search Clear

LoEPH P

Requisition Name:

Request Status: b Budget Status: hd
Date To: E‘j
Entered By: 2 polID: Q

Step 4.

Step 5.

Step 6.

Step 7.

Step 8.

requisition)

The Search Requisitions section provides several fields for use in your requisition
search. Your search results will depend on what you enter into each field.

Enter or Look up (“X) the Business Unit.

Enter or Look up (Q« ) the appropriate Requisition ID (10 digits), if known.

If you enter the requisition ID, you may skip to Step 9
Select a Request Status from the drop-down list, if appropriate.
Enter or Look up (E‘J) a date in the Date From and Date To field, if appropriate.

Enter or Look up (O\) the Requester (usually the person who data entered the
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The updated Manage Requisitions page:

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search huttan.

‘Business Unit: W Q Requisition Name: |
Requisition ID: ’7 Q Request Status: Buidget Status:
Date From: 21712007 E Date To: 21712007 E

Requester: | @ Entered By: [ a pom [ &

Searcw Clear
\ s

H The Requester specified has no Reguisitions.

I

Create Mew Reguisition  [nguire Change Request Inguire Receipts  Reguisition Report

I\‘ In the above example, the user searched within a specific date range, changing the
: Date From and Date To fields to 2/7/2007. The Requester and the Requisition ID
have been left blank.

Step 9.
Click the m button.

The Requisitions section appears with all requisitions matching the search criteria.

Manage Requisitions
~ Search Requisitions

To locate requisitions, editthe criteria below and click the Search hutton.
‘Business Unit: | LIWMAMH Q Requisition Name: |

Requisition ID: Q Rerquest Status: Allbut Complete » Budget Status:
Date From: 02i07/2007 El Date To: 020712007 El
Requester: QU Entered By: 3 PO Q

Clear

Requisitions
To view the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Reguisition Name BU Date Status Budget Total
I RODOOODOSO  ROOOOOOOSO UMAMH  02/07/2007  PO(s) valid 5.00UsD <SelectActian.. v | Go
Created
I ROODODOD4S  ROODOOO0D4S UMAMH  02/07/2007  Pending Mot 5.00UgD =SelectAction.. v | Go
Chk'd
' RO00O0D048 RODDODDO48 UMAMH D2/07/2007 Appraved Mot f5.671SD <Select Adtion.. v | Ga
Chk'd
P ROD0O00047 WWR#S UMAMH  02/07/2007  PO(s) walid a70.14 150 <Select Action.. | Go
Dispatched
I ROOOOOOO4E R UMAMH  02/07/2007 Receited  Valid 108.90usD <Select Action.. v | Go
' ROO0OOOO04S ROOOOOOD4S UMAMH  02/07/2007  Open Errar 20.00usD | <Select Action.. v | Go
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How to Identify the Status of a Requisition

The Requisitions section:

Toview the lifespan and line items for a requisition, click the Expand triangle icon:  [»
To edit ar perfarm another action on a requisition, make a selection from the Action dropdown list and click Go.
Req 1D Requisition Name BU Date Status Budget Total
' RODODOOOS0  ROODOODOS0 UMAMH  02/07/2007 PO(s) walid 5.00UgD| s5elect Action.. Vﬂ
Created
P RO00000048  RODOOON04D UMAMH  02/07/2007 Pending Mot 5.00UsD| <Select Action.. vﬂ
Chkd
I RO00000048  RODOOONN4E UMAMH  02/07/2007  Approved Mot B5.67USD| <SelectAction.. vﬂ
Chkd
P RO00DDOO047 WAR#S UMAMH  02/07/2007  PO(s) walid 970.14Ugp| 5elect Action.. Vﬂ
Dispatched
I RODODOOO4E VAR UMAMH  02/07/2007 Received  Valid 109.80U5D| <Select Action.. "ﬂ
' ROD0OOO045 ROOOODOO45 UMAMH  02/07/2007  Open Error 20,00USD| *Select Action.. "ﬂ
h In the above search results, there were five requisitions created on 02/07/2007 (see
the Date field). In the fifth column is the Status of each requisition. The following
statuses can be seen on the Manage Requisitions page (not all are displayed in the
page shot):
e Approved (requisitions have been fully approved)
e Canceled (Requisitions have been canceled)
e Complete (Requisitions are scheduled to be closed)
e Denied (Approval has been denied)
e Open (requisitions have not been submitted to Workflow)
[ ]

PO(s) Created (Purchase Order(s) have been created by not yet sent to the
vendor.

e PO(s) Dispatched (Purchase orders have been sent to the vendor)
e Pending (Requisitions are in workflow but have not yet been fully approved)
[ ]

Received (Purchase Orders have electronic receipts)

How to Review Requisition Information and locate the PO ID(s)

Step 10. . :
P Locate the requisition you want to review.
Req ID Reguisition Name BU Date Status Budget Total
P RODODOOOSD  RODOODDOAD UMAMH  02/07/2007 PO(3) walid 5 0nUgD, <Select Action.. Vﬂ
Created
P RO0DDDO048  RO0OOO0048 UMAMH 02/07/2007 Pending Mot 5.00UsD| <Select Action.. vﬂ
Chkd
" RO00DDD0D48 RODOODDD4E UMAMH 02072007 Approved ot f5.67 UgD| Z5elect Action.. VE
Chkd
l{“b ROO00O0047 \ANRRES UMAMH  02/07/2007  PQ{s) walid 970.14Usp| S5elect Action.. Vﬂ
Dispatched
I ROODDOOO4G  WAMR:#T UMAMH 02/07/2007 Received  Valid 108.90U5D| “Select Action.. "ﬂ
P ROODDOO045  RO0OOOOO045 UMAMH  02/07/2007  Open Error 20.00USD| *SelectAction.. "ﬂ

Step 11.  Click the expand section icon [* next to the Req ID.
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The Requisition expands:

= Ruun%?uuw WWRES UMAMH  02007/2007  PO(s) valid 970.14UgD| <Select Action.. v | Go

Dizpatched
Requester: Susanto, Richard Entered By: Susanto, Richard Priority: hiediurm

Request Lifespan:

5@ & 7

o Purchasze Change
Recuisition Approvals lnventon Orders Request

K

Receiving Returns Ivinice Payment

Line Information

1 AR MON.CASE. PR-50 ASSE 25 PO Dispatched 108.900 USD 3.0000 PK WWR INTERMATIONAL

2 TURIC MEM'S Y-RECKAWHITE LG... PO Dispatched 320.220 USD 2.0000 DEM WYR INTERMATIONAL

h This section identifies the Requester and who the requisition was Entered By. In

the Request Lifespan section, the process flow of the requisition highlights the
steps the requisition has completed. The requisition in this example has reached the
Invoice stage but has yet to be paid.

In the Line Information section, you are provided with the Line number, the
Description of each line item, the line Status, the total line Price, the Curr(ency)
type, the Qty, the UOM, and the Vendor name. You may access the Req ID link for
more details on related purchase orders and line information.

9 Can | use the hyperlinks in the Request Lifespan section to access the
s Requisition or Purchase Orders? No, at this time, the hyperlinks in the Request
Lifespan section do not access anything. If you click on these hyperlinks, the page
will refresh with no changes.

¥ RO0000R047
Click the Requisition link o & .

Step 12.

\\zabellusers\administrative systems\Justin Woo\Projects\Administrative Systems\files\jobaids\convert to 6
pdfiepro_how_to_use_manage_req.doc



%P University of Massachusetts ._empac

Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester ' '

="
The Requisition Details page opens.
Requisition Details
Requisition Name Requisition 1D Unit.
WS ROOooooo47 LInAMH 02i07r2007  PO(s) Dispatched 97014
Source Status Oty
Expan tion icon .
pa d Section ico ps.. Sourcing 3.0000 Package109.900 USD 329.70
Complete
:hPD Information
2 TUNIC MEM'S Y-MECIK WHITE LG, Sourcing 20000 Dozen 320220 USD G40.44
Complete
FO's have heen created for this Requisition. Tao view the PO details for a specific Reguisition line
o click the triangle on the PO Details bar. Ifthere is no PO Details bar then that Requisition line
does not have a PO created for it yet.
Return to Manadge Reguisitions Reguisition Schedule and Distribution
I\‘ The Requisition Details page is where you can access the PO Information related
to each line. The blue information box € at the bottom of the page states “PO’s

have been created for this Requisition” and the Source Status for each line is
“Sourcing Complete.”

Step 13. Click the expand section icon I for the PO Information section in the line.

The PO Information section expands:

Line Hem Description Source Status Oty Price Total
1 AR MOM.CASS. PE-50 ASSE 25.. Sourcing 3.0000 Package108.800 USD 328.70
Complete
~ PO Information Fint | view a1 First [ 4o 4 [ Last
PO No. PO Status Vendor Receipt Status E‘E
0001200032 Dispatched WWR INTERNATIONAL PO Mot Received

PO Line Information

1 1 020772007 AHAS 3.0000 109.90000 LISD

h The PO Line Information is displayed, including the PO No., the PO Status, and
' the Vendor Name.

Step 14. Review the PO Line Information for each line by clicking the expand section icon .
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Requisition Details
Requisition Name Requisition ID Unit Date Status Total
WMARES ROOOOOO047 LIt 2 hiH 02072007 Pois) Dispatched 97014
Line lem Description Source Status Qty Price Total
1 AR MON.CASS. PEARD ASSE 25... Sourcing 3.0000 Packagei09.9oo LSD 329.70
k) Complete
~ PO Information Find | First (4 1 or 1 [ Lot
PO No. PO Status Vendor Receipt Status E"EI
0001200032 Cispatched WWR INTERMATIOMNAL P Mot Received
PO Line Information
PO Line Sched # Due Date Ship To PO Oty Price
1 1 Q2072007 4HAS 3.0000 109.90000 USD
2 TURNIC MEM'S YW-MECK WHITE LG...Sourcing 2.0000 Dwzen 320220 USD G40.44
Complete
~ PO Information Find | First (4 1 or 1 [ Lot
PO No. PO Status Vendor Receipt Status E‘aﬂ
0001200032 Cispatched WWR INTERMATIOMNAL P Mot Received
PO Line Information
PO Line Sched # Due Date Ship To PO Oty Price
2 1 Q2072007 4HAS 2.0000 32022000 USD
FQ's have been created for this Requisition. To view the PO details for a specific Regquisition line
o click the triangle on the PO Details bar. Ifthere is no PO Details bar then that Requisition line
does not have a PO created fior it vet.
Return to Manage Feguisitions Requisition Schedule and Distribution
Step 15.
AR MOMN.CASS, F'K-.?D ASSE 45 .

Click the Item Description link

for the appropriate line.
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The Item Description page opens.
Item Description
AIR MON.CASS. PK-50 ASSE 25MM
Fequisttion Price: 103.30000
Recv Reqql: Cptional emiD: s
No image for this category: Office & Admin Supplies
item Vendor: WAR INTERNATIONAL
Vendor kem ID:  10277-938
Mamufacturer: FIA,
g km ID: 43745
Feturn to Previous Fage
h The Item Description page displays the Item Description, the Receiving
Requirement, the Category name, the Vendor Name, the Vendor Item ID and the
Mfg Itm ID.
If the Recv Reqd field is populated with “Required” receiving is required for that line
only if the total value of any resulting purchase order is $1,000 or more.
The Category should mimic (have the same value) the Account code that is
charged.
Note that if the Vendor Item ID and the Mfg Itm ID fields are populated (as in this
example), that's a pretty good indication that you are viewing a Marketplace
requisition line.
Step 16.

Click the Return to Previous Page link.
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Step 17.

Step 18.

The Requisition Details page reopens.

Requisition Details

Requisition Name Requisition 10 Unit Date Status Total
WiWRES ROOODOO0D47 LntAMH 02f07r2007  POis) Dispatched 97014
Line ltem Description Source Status Qty Price Total
1 AR MON.CASS. Pk-50 ASSE 25, Sourcing 3.0000 Package109.900 USD 329.70
Complete

¥ PO Information Fird | %
PO No. PO Status Vendor Receipt Status E‘a@
o0 z200032 Dispatched R IMTERMATICMAL P Mot Received
PO Line Information
PO Line Sched # Due Date Ship To PO Oty Price
1 1 namariaoay 4HAS 3.0000 109.90000 USD
2 TUMIC MEMN'S Y-MECKYWHITE LG, Sourcing 2.0000 Dozen 320220 USD 640.44
Camplete
~ PO Information Fina | view &l First [ 1.0 1 [ Last
PO No. PO Status Vendor Receipt Status E‘a@
o0 z200032 Dispatched R IMTERMATICMAL P Mot Received

PO Line Information

2 1 02072007 4HAS 2.0000 32022000 USD

You can continue to review the item information for each line by clicking on the Item
Description link for each line.

Scroll down to the bottom of the page.

2 TUMIC MEN'S V-MECK YWHITE L G... Foureing 20000 Dozen 320220 LSD 64044
Complete

¥ PO Information

PC's have been created for this Requisition. To view the PO details for a specific Requisition line
€ clickthe triangle on the PO Details bar. [fthere is no PO Details bar then that Requisition line
does not have a PO created for ityet.

Return to Manage Reguisitions  Reduisition Schedule and %H_’Jﬁtribution

Click the Requisition Schedule and Distribution link.
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The Requisition Schedule and Distribution page opens.
Requisition Schedule and Distribution
Business Unit: UtaniH Requisition ID: r000000047  Total Amount: 870140 UsD
Requester: UM39350968 ReqName: WWR#5 Status: PO(s) Date: 02/07/2007
Dispatched
Line: 1 AR MON.CASS. Pl-50ASSE 25MM Quantity: 2.0000 UOM: PK Price: 109.90000 usD
[Schedule
Sched: 1 ShipTo: 4HAS Due: Attention: Susanto, Richard
Quantity: 3.0000 Price; 10950000 Amount: 32970
Distribution
Percent |GL Unit Entry Event |Account
Processed FRCO100001 3.0000 329.70 100.0000 UnAMH 734200 21860  ADPTS70100 FOOD
Eeturn to Previ% Page  Return to Manage Requisitions
< s
h The Requisition Schedule and Distribution page displays all chartfield
: information, including the general campus Ship To code, as well as the internal
campus Location code to which the items will be delivered. The page also
displays the account code and chartfield to which the items will be charged. You
can use the scroll bars at the bottom of the page to scroll to the right and view any
additional chartfield information.
Multi-Line When this page opens, only the schedule and distribution for the first requisition

Requisition? line displays. If you were looking at a multi-line requisition, to view all the related
schedules and distributions, you would need to scroll over to the far right until you

see the = hyperlink. Click on the hyperlink to open up all schedules and
distributions for all lines.

Step 19. Click the Return to Previous Page link.
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The Manage Requisitions page reopens.

~ PO Information view a First [ 1 o 1 [ Last
PO No. PO Status Vendor Receipt Status E:El
Qao01z00032 Dispatched WWWR INTERMATIOMNAL PO Mot Received

PO Line Information

POLine|  Sched#|  DueDate|  ShipTo| PoOGty|  Prce|

2 1 02072007 4HAS 2.0000 32022000 USD

FO's have heen created for this Requisition. To view the PO details for a specific Requisition line
o click the triangle on the PO Details har. Ifthere is no PO Details har then that Reguisition line
does not have a PO created for it yet.

Eeturn to Manage Requisitions Reduisition Schedule and Distribution

Step 20. . _— .
P Click the Return to Manage Requisitions link.
The Manage Requisitions page reopens.
Manage Requisitions
~ Search Requisitions
To locate requisitions, editthe criteria below and click the Search button.
‘Business Unit: LJMAMH Q Requisition Name: |
Requisition ID: QU Request Status: Budget Status:
Date From: 0072007 [ Date To: 020712007 El
Requester: Q Entered By: Q. poID: a
Search Clear
To wiew the lifespan and line iterns for a requisition, click the Expand triangle icon: [
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Reg ID Requisition Name :11] Date Status Budget Total
" ROD00OO0SO  ROOOOOOOSO UMAMH - 02/07/2007  PO(S) walid 5 DDUSD
Created
> UMAMH  D2i07/2007 Pending ot 5.00 USD
Collapse Section Icon chid :
b UMBMH  0207/2007 Approved Mot 85,67 a0 <Select Action.. v Gol
Chk'd
— -
¥ RODOO00047  WR#S UMAMH  02/07/2007  PO(s) Walid gm_MUSD
Dispatched
Requester: Susanto, Richard Entered By: Susanto, Richard Priority: Medium
Request Lifespan:
5@ & £
Requiztion Approvals Inventary % ;::SS; Receiving Returns Iyoice Payment
Line Information
Line (Description Status Price Curr Oty |JUOM |Vendor
1 AR MOM.CASE. PI-G0 ASSE 26... PO Dispatched 108.900 UsSD 3.0000 Pi WWR INTERMATIOMNAL
2 TUMIC MEM'S WNECKAWWHITE LG PO Dispatched 320.220 USD 2.0000 DN WWANR INTERMATIOMAL
I\‘ You can also access the Item Description page from the Description hyperlinks
: in the Line Information section. The Item Description page is identical to the one
you viewed in Step 15.
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Step 21.

How to Use

N

Step 22.

Step 23.

Step 24.

Click the collapse section icon = next to the expanded Requisition.

The Requisitions List with the Collapse Section icon selected:

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit ar perform another action on a requisition, make a selection from the Action dropdaown list and click Ga.
Req ID Reguisition Name BU Date Status Budget Total
' RODODODOS0  ROODOODOS0 UMAMH  02/07/2007 PO(s) walid 500ugD <SelectAction.. | Go
Created
I RO0ODODO43  ROODOOD049 UMAMH  02/07/2007  Pending Mot 5.00ugD <SelectAction.. | Go
Chkd
' RODODODO4E ROODOOD04E UMAMH  D2/07/2007 Approved Mot f5.67 5D <Select Adtion.. v | Go
Chikd
' ROOOOOOO4T WWAR#S UMAMH  02/07/2007  PO(s) Walid a70.14usp| “SelectAction.. v | Go
Dispatched
I RODODOOO4E VAR UMAMH  02/07/2007 Received  Valid 108.90U5D| =Select Action.. v | Go
' ROD0OOO045 ROOOODOO45 UMAMH  02/07/2007  Open Error 20.00U5D| ZSelect Adtion.. v Go
Create Mew Requisition  Inguire Change Reguest [nguire Receipts  Requisition Report

the Select Action drop-down list

The following section outlines the Select Action drop-down list. Operators who
have inquiry access only will be limited to using View Approvals. If any other
action is selected, unauthorized operators will receive an error message.

Click on the Select Action drop-down list for the appropriate requisition:

I ROOOOOO047 WWR#S UMAMH  02/07/2007  PO(s) Walid a70.14UgD| <5elect Action.. v Gc
Dispatched =Select Action..=

Ch R t
P RO0DDO0OD4E 4R UbdAnH  02/07/2007  Received Yalid 109.90U5D Resgi%rsoqueures &y

Return ta vend
P RODODODO45 RODOODOD4S UMAMH  02/07/2007 Open Ermor 20,00 USD e ¢

I

In this example, we are reviewing R000000047, which has a Status of PO(s)
Dispatched. Note that depending on the status of the requisition, the Select
Action options will not be the same as in this screenshot.

Select View Approvals.

Click the i button.
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The Approval Status page opens.

Approval Status

Req Name: WRES
Total: 97014 LSD
Requester: Susanto, Richard

Business Unit:  LIMARWH

Entered on: 02072007 Requisition ID: R000000047
Status: Approved Budget Status Valid Prioriy: Medium
Requester's Justification:

LIMASS Req Info
No justification entered by requesier.

* Line Information
* Review/Edit Approvers
Department Approval

= Line 1:Approved
AR MORN.CASS. PE-50 ASSE 250

Department Approver - Dist 01

Approved Auto Approved
FS APPROVER AMH » FS APPROVER AMH
¢PO Dept Approver 1 - Dist 1 “ PO Dept Approver 2 - Dist 1
272007 - 11:22 AM 2702007 - 11:22 AM

= Line 2:Approved
TURIC MEN'S W-RECK WHITE LG

Department Approver - Dist (1

Approved Auto Approved
FS APPEOVER AMH > F2 APFPROVER AMH
PO Dept Approver 1 - Dist 1 PO Dept Approver 2 - Dist 1
2752007 - 11:22 AM 20772007 - 11:22 A

Eeturn to Manade Reguisitions

h This page has three sections: Approval Status, Line Information, and
' Review/Edit Approvers. The Approval Status section allows you to view the

workflow Status of the requisition, the Budget Status, and the Requester’s
Justification (Header Comments).

Step 25. Click the expand icon I for the Line Information section.
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Step 26.

Step 27.

The Line Information section expands.

~ Line Information

Vendor Hame

MOMN.CASS

"] 1 PI-E0 AGSE SARDBA-001 3.0000 PK 108.90 USD
TURMIC MEM'S

] 2 W-MECKWHITE SARDBA-001 2.0000 DZM 32022 UsD
LG...

[ SelectAlli Deselect All
L B wiew Line Details

Basic information (i.e., Item Description, Vendor Name) is displayed in this section.

Note that if you have inquiry access only, you are not authorized to view line details
from this page.

Click the collapse icon Edl to collapse the Line Information section.

Scroll down and review the Review/Edit Approvers section.

* Review/Edit Approvers

Department Approval

= Line 1:Approved

AR MON CASS, PK-50 ASSE 250
Department Approver - Dist (1

Approved Auto Approved
FS APPROVER Aﬂ{? > FS APPEOVER AlH
V PO Dept &pprover 1 - 1 v PC Dept &pprover 2 - Dist 1
2702007 - 11:22 AM 2702007 - 11:22 AM

=~ Line 2: Approved
TUMIC MEMN'S W -MECK WHITE LG

Department Approver - Dist 01

Approved Auto Approved
FS APFROVER AlH » FE APPROVER AMH
PO Dept Appraver 1 - Dist 1 PO Dept Approver 2 - Dist 1
AT2007 - 11:22 AW 272007 - 11:22 AW

The Review/Edit Approvers section displays the level(s) of approval to which the
requisition has been routed. It also displays the User ID of the Approver who
approved at each level (approver will be different depending on level). If a level has
not been approved, authorized operators can click on the Approver hyperlink to see
the list of users who have access to approving that requisition at the appropriate
level.

\\zabellusers\administrative systems\Justin Woo\Projects\Administrative Systems\files\jobaids\convert to
pdfiepro_how_to_use_manage_req.doc

15



P4 University of Massachusetts ._empac

Entorprise Management and Per

Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester e

UMASS.

Step 28 peturn to the Approval Status page.

Approval Status

Req Name: RS

Total: 9014 LISD

Requester: Susanto, Richard Business Unit: UmAMH
Entered on: Q2/07/2007 Requisition ID: R000000047

Status: Approved Buiget Status “alid Priority: Medium
Requester's Justification:

UWASS %E}g Info
Mo jushification entered by requester.

» Line Information

* Review/Edit Approvers

Department Approval

< Line 1:Approved
AR MON CASS. PK-50 ASSE 25hil

Department Approver - Dist 01

Approved Auto Approved

FS APPROVER AliH > FS APPROVER AlH
¢ PO Dept Approver 1 - Dist 1 “ PO Dept Approver 2 - Dist 1
20702007 - 11:22 AM 2702007 - 11:22 AM

= Line 2:Approved
TUMIC MEN'S W-MECK YWHITE LG

Department Approver - Dist i1

Approved Auto Approved
FE APPROVER AlH > FS APPROVER AMH
¢ PO Dept Approver 1 - Dist 1 ¢ PO Dept Approver 2 - Dist 1
2712007 - 11:22 &M 20712007 - 11:22 &M

Eeturn to Manage Requisitions

Step 29. Click the UMASS Req Info link.
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The UMASS Req Info page opens.

UMASS Req Info

Business Unit: LIMAMH Requisition 10: ROOOOOON4T
‘Contact Name: *Contact Phone:
‘Departimernt CivillEny Engin

Special Contract Info

Confirming Order

Does not Apply Blanket Order
Sole Source State PO Flag
Other Future Year Order

Ok Cancel

h The UMASS Req Info page displays the contact information for the Requester. It
also displays the Special Contract Info and the Order type checkboxes.

Step 30.
Click the L button.
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The Approval Status page reopens.

Approval Status

Req Name: WRES
Total: F370.14 USD
Requester: Susanto, Richard Business Unit:  LIMAMH
Entered on: o2i07izo07 Requisition ID:  RO00000047
Status: Approved Budget Status Yalid Priority:
Requester's Justification:

Mo jushification entered by requestar.
} Line Information

Medium
UMASS Red Infa

* Review/Edit Approvers

Department Approval

= Line 1:Approved
AR MON CASS. PK-50 ASSE 25hh

Department Approver - Dist 01

Approved Auto Approved

FS APPROVER AMH » FE APPROVER AMH
“ PO Dept Approver 1 - Dist 1 “ PO Dept Approver 2 - Dist 1
20712007 - 11:22 &M 20712007 - 11:22 &M

= Line 2:Approved
TURIS MEN'S “'-WECKH WWHITE LG

Department Approver - Dist 01

Approved Auto Approved

FS APPROVER AtiH > ES APPROVER AH
¢ PO Dept Approver 1 - Dist 1 « PO Dept Approver 2 - Dist 1
2702007 - 11:22 AM 2702007 - 11:22 &AM

Eeturn to Manage RE%E isitions

Click the Return to Manage Reaquisitions link.

Step 31.
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The Manage Requisitions page reopens:

Manage Requisitions
~ Search Requisitions
To locate requisitions, editthe criteria below and click the Search hutton.

‘Business Unit: | LIWMAMH Q Requisition Name: |

Requisition ID: Q Request Status: | All but Complete v Budget Status:
Date From: 02i07/2007 El Date To: 020712007 El

Requester: QU Entered By: 3 PO Q

Requisitions
To view the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Reguisition Name BU Date Status Budget Total
I RODOOODOSO  ROOOOOOOSO UMAMH  02/07/2007  PO(s) valid 5.00UsD <SelectActian.. v | Go
Created
I ROODODOD4S  ROODOOO0D4S UMAMH  02/07/2007  Pending Mot 5.00UgD =SelectAction.. v | Go
Chk'd
' RO00O0D048 RODDODDO48 UMAMH D2/07/2007 Appraved Mot f5.671SD <Select Adtion.. v | Ga
Chk'd
P ROD0O00047 WWR#S UMAMH  02/07/2007  PO(s) walid a70.14 150 <Select Action.. | Go
Dispatched
I ROOOOOOO4E R UMAMH  02/07/2007 Receited  Valid 108.90usD <Select Action.. v | Go
' ROO0OOOO04S ROOOOOOD4S UMAMH  02/07/2007  Open Errar 20.00usD | <Select Action.. v | Go

The Related Links Section

Scroll down to the related links:

Create Mew Reguisition  Inguire Chandge Reguest |nguire Receipts Reguisition Report

v If you have inquiry access only to the Manage Requisitions pages, you are not
authorized to access any of the four links. Unauthorized operators will receive a
security error if any of these links are selected.

END JOB AID
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